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Welcome!
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 Introduction

 What is a Locally Administered Project (LAP)?
Planned, Developed, and Delivered by a Local Government Agency (LGA), which can be a 

Municipality, County, or State Agency
NCDOT provides oversight of local projects to ensure compliance with applicable Federal and 

State laws and regulations

 What is the EBS Portal?
On-line project management tool – locals can request agreements and supplemental agreements, 

submit documents for review, and request reimbursement of approved funding

 What resources are available?
This training
LPMO Website on NCDOT Connect 
Program Consultants in our office

Presenter Notes
Presentation Notes
Good morning!  Welcome to our first training of 2025 from the Local Programs Management Office. Our plan for this year is to host a training on different topics throughout the year, but always on the last Wednesday of the month at 11 am.

The topics will be varied and will focus on topics related to Federal-aid project delivery for local governments.  Included will be deep dives into the EBS portal, how to access it and navigate it and understand what you see in the portal.

As an introduction and overview, we’re providing a reminder of what is a locally administered project – one that is planned, developed, and delivered by a local government agency. NCDOT’s role is to provide oversight and guidance to ensure compliance with applicable State and Federal laws and regulations.

The EBS portal is the on-line project management tool that will allow you to submit requests for agreements, submit documents for review and request reimbursement. 

Resources available to Local Governments include these trainings, which are being recorded; the LPMO Website on NCDOT Connect; and of course our staff.
Various topics – if have any suggestions for a topic



Locally Administered Projects Application Process
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What will you learn from this presentation?

How to Complete the Application Form
Saving the Application and attaching documents
What happens after submittal

Presenter Notes
Presentation Notes
As mentioned in the previous slide, trainings will include various step by step details for working in the portal on different topics.  Today, we’re going over the steps for requesting a municipal agreement for a funded project. This will include all the steps for getting the agreement drafted, reviewed, and executed.



Overview of Agreements
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 An agreement allows NCDOT to reimburse funding to 
an LGA - Not a grant program

 Includes provisions that LGA must comply with in 
order to receive reimbursement

 Requested by the LGA through the EBS Portal

 Executed between NCDOT and the LGA

 Includes funding, time frames, scope of work, and 
responsibilities

  Typically 80% Federal reimbursement  

 Must be matched locally, per STI law in the case 
of bike/ped projects 

 Per NC BOT policy, local match required for LAPs 
selected and programmed by MPOs.

What is an agreement?
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Presenter Notes
Presentation Notes
So, what is an Agreement?  An agreement is the legal tool that allows NCDOT to reimburse funding to an LGA. It’s important to note the word “reimburse” – these are not typical grant funds, we do not provide funding up front; therefore, the Agreement outlines all the steps that the LGA must comply with in order to receive reimbursement.

Agreements are requested in the EBS portal by the LGA and agreements are executed between NCDOT and the LGA.

The agreement specifies the funding available, the phases of work eligible for reimbursement, time frames for completing work, and an overview of all responsibilities of the LGA and the Department.

Most Federal funds are reimbursed at 80%; however, the funding share may vary.  The non-federal share is provided by the LGA in most cases – per STI law, NCDOT cannot provide the non-federal match on bicycle/pedestrian projects. Per NCDOT Board policy, local match is generally required for projects selected and programmed by the planning organizations.



 Federal reimbursement for any phase of work 
generally constitutes a commitment to 
complete the project in its entirety

 Application is for a new project (Supplemental 
Agreements are requested through a Change 
Request)

 Federal Funding Accountability and 
Transparency Act (FFATA) form must be on file 
– not project specific, specific to municipality

 Project is not in EBS until you request an 
Agreement through portal

Important Reminders
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Funding authorizations cannot occur until a fully executed agreement is in place

Presenter Notes
Presentation Notes
Here are a few important reminders about agreements:

When Federal funds are on a project, reimbursement of funds generally constitutes a commitment to complete the project in its entirety.

In EBS, the Application for an agreement is the initial request for the Agreement.  Once an agreement is executed and a supplemental agreement is needed, then you’ll submit a Change Request (we’ll cover that in another training)

The LGA must comply with the Federal Funding Accountability and Transparency Act, or FFATA.  NCDOT must have the City’s FFATA form on file as part of the agreement request.  The template is on our website with directions on completing and submitting.

When you are notified that your project has received funding and you are directed to EBS to enter a request for an agreement, please know that the Project is not actually in EBS, until you request the agreement.

Finally, an agreement must be in place before NCDOT can authorize any funds from FHWA.





BUILD, RAISE, etc.
 Signed Agreement

 Grant agreement process can take up to 18-24 months 
after award announcement

 Costs incurred before signed grant award is not eligible 
for reimbursement

 LGA will enter two agreements – one with the Federal 
entity and one with NCDOT.

 Fixed Deadlines
 Obligation of funds, expenditures and/or start of 

construction

 Project Costs
 Grant is fixed amount
 Match rate is set with grant award
 Any additional funding required to complete project 

are responsibility of municipality

Federal Grants
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Presenter Notes
Presentation Notes
Let’s talk a little about Federal Grants.  This slide is delivered with a caveat – most Federal grants, even those that have been awarded, are under review by the new Administration, so there may be some changes coming, but in general:

A Federal grant requires an agreement with the Federal government:
If you are a DIRECT Recipient – your agreement will be with USDOT (NCDOT will not be involved, unless the project encroaches on the State Highway System)
If you are a SUB-RECIPIENT – there will be two agreements: one with USDOT, NCDOT, and the LGA; and the second agreement will be between NCDOT and the LGA

Federal Agreements take a long time to be developed, reviewed, and executed. We have seen anywhere from 12 – 24 months for the whole process.
Costs incurred prior to entering into a grant agreement are not eligible for reimbursement.
With Federal grants there are fixed deadlines that have very little wiggle room – if funds are not obligated by the deadline, the funding is lost.
Federal grants are fixed – there is no opportunity to go back and request more funding, so any additional funding is the responsibility of the local government



We have reviewed the 
requirements for the different 
types of federal agreements.

Now let's jump into how to 
complete an application! 

NEXT STEPS TO COMPLETE APPLICATION
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Presenter Notes
Presentation Notes
Let’s talk a little about Federal Grants.  This slide is delivered with a caveat – most Federal grants, even those that have been awarded, are under review by the new Administration, so there may be some changes coming, but in general:

A Federal grant requires an agreement with the Federal government:
If you are a DIRECT Recipient – your agreement will be with USDOT (NCDOT will not be involved, unless the project encroaches on the State Highway System)
If you are a SUB-RECIPIENT – there will be two agreements: one with USDOT, NCDOT, and the LGA; and the second agreement will be between NCDOT and the LGA

Federal Agreements take a long time to be developed, reviewed, and executed. We have seen anywhere from 12 – 24 months for the whole process.
Costs incurred prior to entering into a grant agreement are not eligible for reimbursement.
With Federal grants there are fixed deadlines that have very little wiggle room – if funds are not obligated by the deadline, the funding is lost.
Federal grants are fixed – there is no opportunity to go back and request more funding, so any additional funding is the responsibility of the local government



Completing the Application in EBS

10

Presenter Notes
Presentation Notes
Let’s jump into the EBS Portal



EBS Portal 
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 The Project Management Tool on the EBS Portal will be used to:

Request New Agreements and Supplemental Agreements

Submit Documents for review by the Department

Request Funding Authorizations for each phase of work

Submit Reimbursement Requests for work performed

EBS Portal is the electronic filing cabinet for projects

• Requested by the LGA through the EBS Portal
• Executed between NCDOT and the Local Governmental Agency

• Includes provisions that LGA must

Presenter Notes
Presentation Notes
The EBS Portal will be used to:
Request new Agreements and Supplemental Agreements
Submit Documents for review by the Department
Request funding authorizations for each phase of work
Submit Reimbursement Requests for work performed and allows you to see in real time the expenditures and payments

EBS is your filing cabinet for all project records



Must have user id and password to 
access the EBS Portal and Local 
Projects

Form is on the Connect Website

 If you already have access to EBS 
Portal, then indicate that in Section 
2 of the form

LPMO Security Form 
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Presenter Notes
Presentation Notes
To get access to EBS, you must complete the LPMO Security Form on our Connect Website

You may already have access to EBS through another program with NCDOT; if so, indicate your user name and we will update your role to add “Local Projects”

Return the completed form to the email address at the top of the page, highlighted in blue.



Receive an e-mail 
from the NCDOT 
Service Account

Check your junk or 
spam folders

Access to EBS
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Presenter Notes
Presentation Notes
After you submit the LPMO Security form, you will receive an e-mail from the Help Desk with your username and temporary password.  
Follow the directions in the e-mail to login and change your password.



This is the login 
screen for EBS access

LPMO Login Screen 
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Presenter Notes
Presentation Notes
This is the login screen for EBS Access – again, the first time you login, you’ll use your temporary password, but then you’ll be prompted for a new password.

If you forget your password, there is a link on this page to the Help Desk – they will be able to reset it.



 Once you have logged in you 
will see this screen with tiles.

 You can select either tile to 
begin.

Local Project Management Tool
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Presenter Notes
Presentation Notes
Once you have logged in, you’ll see a blue screen with tiles – you’re looking for Partner Applications and you’ll see either “DOT Grants” or “Local Projects System” – you can click either tile to start.



Local Project Management Tool
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 When you login to EBS, this 
is a screenshot of your 
home page.

 If you are requesting a new 
agreement – your project 
will not be in here yet.

 You must select “New 
Agreement Application” 
first to create the Project in 
EBS.

Presenter Notes
Presentation Notes
This is the home screen in EBS
You must click on NEW AGREEMENT APPLICATION 



Local Project Management Tool
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 Click on 

New Agreement 
Application

Presenter Notes
Presentation Notes
From here click on New Agreement Application



 Your search criteria will show “Program ID” – do not change

 Click on “Search” – only one program will appear

 Click on “LPMO – Application BSP”

Local Project Management Tool
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Presenter Notes
Presentation Notes
Your next screen will show Search Criteria, with Program ID Selected – do not change or enter any information here, leave that space blank.

  Simply go down and select “Search”

The Result List will show the LPMO Application – click on that to open the application.



 Some information will 
automatically populate based on 
your user profile

 MPO/RPO are drop down options 
– select the appropriate PO 

 Type is also drop down option –
Municipality/County/Other

 Contact Info – Agreements
 Contact person designated 

by municipality; this person 
should coordinate 
Agreement execution

 Contact Info – Project Delivery
 Person designated to deliver 

project; this person should 
have responsibility for 
submitting activities for 
review in EBS.  If they need 
access – they must complete 
a LPMO Security Form.

Local Project Management Tool
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Presenter Notes
Presentation Notes
Your form will have several blue fields that will need to be completed.  Some information will already be in here based on your user name/log in.  

If the NAME OF ENTITY does not match your TOWN or ENTITY Name, see if you have a drop down to change it (you might have access to different entities). If you cannot change it, contact LPMO – we will need to correct your profile.

The remaining fields are self-explanatory – select the planning organization that your entity is associated with. Then select the type of organization – municipality, county, or other.

The Contact for agreements should be the person who will coordinate getting the agreement signed on your end. The Contact for Project Delivery will be the person who is responsible for submitting documents into EBS.   

Its  IMPORTANT to make sure this person also has access to EBS.



 Contact Info – FFATA Reporting
 Person responsible for FFATA 

reporting for municipality; this 
is generally a finance position

 Project Information
 Project Name is a short 

summary of project 
 Detail Description – full project 

scope. Must be in line with 
STIP

 County
 County project is in / Division 

will automatically populate

 Project Data
 TIP – required field – the TIP 

Number will be on your award 
letter or notification from PO.

Local Project Management Tool
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Presenter Notes
Presentation Notes
For FFATA reporting – enter contact with the Town who will complete the FFATA report – this is usually a finance position.

When you get to Project information, there are two fields. The first is the Project Name and this will appear on the Agreement Screen of EBS and the field is restricted to size, so it’s helpful to have a concise name for the project.

For Detailed Description – we are looking for alignment with the STIP description to include locations, end points, detail on what will be constructed; however, we do not need a justification for the project.

Entering the county location will allow the Division field to populate.

The TIP Number is required – this will be on your award letter or other notification.



Eligible Phases

 Enter fiscal year that the phase of 
work is programmed in the STIP

 Federal fiscal year runs from 

 10/01 to 09/30

 Funding must be authorized for 
the phase of work in that 
timeframe

 Deliverables – Responsible Party 
will always be the LGA.  

 (exception could be maintenance).

Local Project Management Tool
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Presenter Notes
Presentation Notes
Enter the years that your phase of work is programmed in the STIP – this will be on your award memo or notification. 

Under each phase, check the box of the eligible activities.  

When you check a box, the Deliverables Box opens on the right.  Indicate who is responsible for each deliverable.



 Funding – drop down options for 
funding source

 Federal amounts are based on 
what is in the award letter 

 Delivery dates need to match 
program dates
  If ROW is in FFY26, then 

start date will need to be 
between Oct 1, 2025 and 
Sept 30, 2026.

 LET Date – this date is when 
the LGA receives and opens  
bids for construction

Local Project Management Tool
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Presenter Notes
Presentation Notes
Again there are dropdown boxes for the different funding types. Select the funding type that is listed on your award letter.

Funding amounts are based on what is listed in the award letter, normally the percentages arAgain,/20

There is also place for additional money that is being provided by the municipality without any match.

Reminder, the delivery dates should lineup with the dates in STIP




 Space for any additional comments

 Agency Authorizing
 Confirmation that applicant has read and accepts terms and conditions of application
 Must be checked to submit application

Local Project Management Tool

23

EBS Application Process for Locally Administered Projects

Presenter Notes
Presentation Notes
This is the final section of the application
There is a place for any additional comments
Must check the agency authorization box to complete application 



 Selecting the yellow Check button on the application will highlight errors in pink and will 
show errors at the bottom of the screen 

Local Project Management Tool
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Presenter Notes
Presentation Notes
You have completed the required information in the application.

Click on the yellow check button and let the system review the application for any issues or missing information.

If there is incomplete or missing information, the errors will be highlighted in pink



 Selecting the yellow Check on the application will highlight errors in pink and will show 
errors at the bottom of the screen 

Local Project Management Tool
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Presenter Notes
Presentation Notes
The errors or missing information on the application will also be shown at the bottom of the application below the check button




 Fix your errors and select 
“CHECK” again.

 If the errors have been 
corrected, you will receive 
the following message:

Check Complete!
      

Local Project Management Tool
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Presenter Notes
Presentation Notes
Once you have corrected any errors, you will click on check again and if everything is correct you will receive a message 
Check completed



APPLICATION FORM IS COMPLETED – NEXT PART: WORKFLOW
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Presenter Notes
Presentation Notes
Does anybody have questions about the application form and what’s required.



Workflow of the Application in EBS
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Presenter Notes
Presentation Notes
Let’s jump into the EBS Portal



Workflow of the Application
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Presenter Notes
Presentation Notes
This section will discuss saving and submitting the application, plus re-submitting if there are any changes to the application



 CHECK – check application to ensure all required fields are completed (incomplete required fields 
will highlight in pink)

 SAVE – if you are not ready to submit, save progress on application and return at a later time to 
complete 

 SUBMIT- the application is complete and the workflow will advance to LPMO for review

 PRINT APPLICATION – will allow you to print the form that you just completed

What’s next?
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Presenter Notes
Presentation Notes
We’ve discussed the Check button and how that will work

Now let’s look at SAVE and SUBMIT



 When select the green SAVE 
button the application, you will 
receive Confirmation the 
application has been saved with 
an ID number

       Application ID – 1000019328
 This is the application number for 

the project.

HELPFUL HINT: All of the information 
does not have to be completed on 
the application in order to save it.

SAVE APPLICATION
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To return to the saved application:

 From the Home page, select Edit 
Agreement Application

 Enter the TIP number in the search 
box 

 Click on Search

SAVE APPLICATION
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 Note that the application status will show “In process by LGA” – this means that it is 
not yet submitted. 

 Click on the Agreement ID and the application form will open

SAVE APPLICATION
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If you’ve made all changes and you’re ready to submit the Application:

• All fields must be completed and errors must be corrected 

• Click on Green Submit Button

• Will receive message that application has been submitted successfully and Application ID will 
match

SUBMIT APPLICATION
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 When submitting the application, it is helpful to 
attach the award letter or other backup 
documentation showing details about the 
funding 

 Please include a copy of the Notice of Award or 
Funding to the application

ATTACHMENTS
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ATTACHMENTS
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There are 2 ways to attach documents

 Click on “Attach Documents” when the Application is submitted; or,

 If you forget to attach, you can go back and view your application and attach 
documents.

Let’s see how this works....



38

ATTACHMENTS

2. Click ‘Open’

1. Click ‘Choose File’ 

Navigate to the files you 
want to upload.
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Presenter Notes
Presentation Notes
When you get the notice that your application has been submitted, you’ll see an option on that screen to attach documents.

Select “Choose File” and then navigate to where the file is saved on your computer, select it, click open. 



39

ATTACHMENTS

Click ‘Attach’

File name is shown here.

Confirmation message 
will appear below.
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Presenter Notes
Presentation Notes
Your file name will appear besides Choose File button. You must click Attach for your file to be uploaded to the application. You should get a confirmation message that your file was uploaded. Repeat this process if you have multiple documents you wish to attach



What if you forgot to add on the previous page?

 From the Home page, select View Agreement 
Application.

 Enter the TIP number in the search box 

 Click on Search

ATTACHMENTS
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 Once your application is open, scroll down to Attachment section.

 You can click on New Attachment; or, 

 You can Click on Browse to upload several documents at once; or

 You can “drag and drop”

ATTACHMENTS
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ATTACHMENTS
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 The dialog box gives you a line to 
name the attachment and a line 
to include a description of the 
attachment.

 Click on Browse and you will 
locate the file, and click on the file 
and it will upload

 TIPS for naming attachments:
Use TIP # followed by type of 
document 
AB-1234 Funding Award Ltr

Presenter Notes
Presentation Notes
Here’s how it looks when you click on NEW ATTACHMENT (read the slide)



ATTACHMENTS
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 EBS allows you to Drag and Drop a document in the attachments
  TIPS for naming attachments:
  Use TIP # followed by type of document 
  AB-1234 Funding Award Ltr



Are there any 
questions?

Questions?
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Presenter Notes
Presentation Notes
All right – any questions on saving the application, finding it later, or adding attachments?

Let’s move on to moving the application through workflow on the DOT side



Application Submitted for Agreement
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Agreement Process
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Application has been submitted - What happens now?

Presenter Notes
Presentation Notes
The LGA has now completed the application form in EBS and submitted. Let’s now look at the review process by NCDOT.



NCDOT REVIEW
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When LGA submits application, EBS will route 
the workflow to LPMO for review.

The following items will be reviewed:

 Look at Project Name and description

 Are eligible phases programmed in the STIP 
in the year indicated?

 Who is providing maintenance? If both, 
then need some details on who is 
responsible for maintaining what.

 Does funding source match the STIP?

Presenter Notes
Presentation Notes
When the LGA submits the application, EBS will route the workflow to LPMO for review.  These are items that LPMO and the Division make sure are correct to start the Agreement. 
LPMO will review the project name and description to make sure it is inline with the STIP description.
We will make sure eligible phases for reimbursement are programmed in the STIP and in the correct year.
Who is providing maintenance? If both LGA and DOT are checked on the form, then we will make sure the agreement is clear on who is responsible for maintaining what.
The funding source selected on the application needs to match the funding source programmed in the STIP.





NCDOT Review – cont’d
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 Do percentages and funding amounts match what the 
funding program approved? The STIP rounds to the 
nearest $1,000, so information from the MPO may be 
needed.

 Is the math correct? Does TOTAL multiplied by 
percentage = Federal funds without rounding up? 
Local match may need to be adjusted.

 Are attachments included that explain funding? Re: 
Award Letter 

The more information you can provide, the easier our review will be

Presenter Notes
Presentation Notes
We will check to make sure your percentages and funding amounts match what the funding program approved. When checking the STIP remember they round to the nearest $1,000.
Make sure your math is correct.  We will check by taking the total amount and multiplying by the percentage to get the federal amount. The federal amount you do not round. The local match may need to be adjusted.
If you have the award letter to show your funding amounts, then always attach to the application.  This will help in using the same amounts as the award letter since the STIP rounds to the nearest $1,000.

The more information you can provide, the easier our review will be and the faster the agreement will be created



Agreement Process
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Once application is reviewed, there are 3 options 
that can be taken on application.

 Approved: If all information is correct, a 
note will be added for the next reviewer

 Returned: Application will be returned to 
LGA to make corrections. Items to be 
corrected will be listed in the letter that is 
sent via e-mail.

 Rejected: This is rarely used; generally, for 
duplicates, or for projects that are not 
programmed in the STIP.

Presenter Notes
Presentation Notes
Once the application is reviewed, there are 3 options that can be taken on the application.

Approved: Once LPMO and the Division has reviewed all the bullets that were just discussed, the agreement is ready to be drafted. 
There are a few levels of approval within EBS. Upon submittal from LGA, the first level of approval is from LPMO. When LPMO approves, the EBS workflow will be sent to the Division. The Division completes their review and approves. It then goes back to LPMO to draft the agreement.

2. Returned: During the review process from LPMO and Division, if corrections are needed we will return to LGA. The LGA will receive an email of a letter stating what items that need to be corrected on the application. 

3. Rejected:  This action is rarely used. We will reject an application if it is a duplicate or for projects that are not programmed in the STIP.



Agreement Process – Returned Application
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“Return Notes” will 
appear in the letter that 
you will receive by e-mail

Presenter Notes
Presentation Notes
If the application is returned, you will receive an e-mail from the Program Consultant with a letter attached that will tell you what to correct. These letters are sent by EBS but has our e-mail addresses included if there are additional questions.



Agreement Process – Returned Application
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This letter also is listed under attachments

Presenter Notes
Presentation Notes
This letter received by email is also listed under attachments



The application has been returned 
for corrections or additional 
information.

 From home screen select Edit 
Agreement Application

Re-submit Application with Corrected Information
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Presenter Notes
Presentation Notes
If your application was returned for corrections or additional information, you will go to your home screen and select “Edit Agreement Application” from your menu.




 Type in TIP # and click search

 Application will appear and you 
can click on agreement ID to 
open application

 Make corrections and submit 

Do not start a new 
application

Re-submit Application with Corrected Information
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Presenter Notes
Presentation Notes
Search for your project by the TIP # and click search
Your application will appear, and you click on the agreement ID to open your application.
Make your corrections and click submit.

Remember if the application is returned for corrections, do not start a new application.



Division is reviewing primarily scope and 
schedule

 If there are questions, Division may have 
a conversation with LGA to ensure dates 
are realistic

 If ROW and Let date milestones do not 
match programming, Division will need 
to submit a schedule change

 If changes are requested by Divisions, 
application is returned to LPMO, who 
then returns to LGA. Process for editing 
and resubmitting application starts again

LPMO Approves – Division Review
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Presenter Notes
Presentation Notes
Once LPMO Approves your application the workflow will move to the Division for review.
The Division is reviewing the scope and schedule.
If the Division has questions, they may have a conversation with the LGA to ensure the dates are realistic based on the scope and location of the project.
If the Right of Way and Let date milestones do not match programming (or STIP) the Division will need to submit a schedule change.
If any changes are requested by the Division, the application is returned to LPMO, who then returns to the LGA with a reason for return.  The process for editing and resubmitting application starts again.



Agreement Process – Signatures
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 Once the review by LPMO and 
division is completed and any issues 
have been corrected, the agreement 
will be created and sent to the LGA for 
signatures.

 Agreements are sent through 
DocuSign with instructions on 
obtaining signatures.

 The contact person listed on the 
application will receive the DocuSign 
and will have authority to enter the 
names and e-mails of the LGAs 
authorized signer and finance officer.

Presenter Notes
Presentation Notes
Now that we have completed the review by LPMO and the division it is time to start the agreement process.  LPMO will create the agreement, attach in EBS and send to the LGA for signatures.

LPMO will send the agreement through DocuSign with instruction on obtaining signatures. 

The LGA agreement contact person that was indicated on the application will receive an email from EBS with instructions on how to enter the names and emails of the LGA’s authorized signer and finance officer.





Agreement Process – Signatures cont.
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Please find attached the Municipal Agreement for BN-0022

Please open attached agreement to review and circulate as needed. When the Municipality is 
ready to sign the agreement, please return to this email and click on the link and enter the NAMES 
and E-MAIL ADDRESSES of the AUTHORIZED SIGNER and FINANCE OFFICER. The 
Agreement will be routed to those individuals immediately; once the Municipality has signed, the 
Agreement will be routed to NCDOT for execution, and you will be notified when that is complete.

For more information on the DocuSign process, please visit our website: 
https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx

If you have questions regarding the content of this Agreement, please contact: Leah Roberts at 
919-707-6630 or llroberts@ncdot.gov

Thank you,

Leah Roberts

NCDOT - Local Programs Management Office

 The contact person listed on the 
application will receive the 
DocuSign with the message 
shown.

 The authorized signer and finance 
officer are required to sign the 
agreement

 An account is NOT needed to use 
DocuSign

 DOT is using DocuSign for all its 
agreements

Presenter Notes
Presentation Notes
The contact person listed on the application will receive the DocuSign with the message shown here. 
The authorized signer and finance officer are required to sign the agreement.
The LGA does NOT need an account to use DocuSign.
DOT is using DocuSign for all agreements.

https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx


Agreement Process – Signatures - cont.
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 Tabs will clearly mark where each 
person is required to sign.

 The finance person will complete 
the information for the Federal Tax 
Identification Number and the 
remittance address for the LGA.

 When both signatures and 
information has been completed, 
the agreement will come back to 
LPMO for DOT senior leadership 
signatures.

Presenter Notes
Presentation Notes
When you receive the agreement in DocuSign the tabs will clearly mark where each person is required to sign.
The finance person will complete the information for the Federal Tax Identification Number and the remittance address for the LGA.
When both signatures and information has been completed, the agreement will come back to LPMO for DOT senior leadership signatures.



Agreement Process – Signatures - cont.
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 Final signatures are for DOT senior leadership and all agreements must 
be reviewed and approved by the Board of Transportation at the 
monthly meetings.

 Application to signed and fully executed agreement can take 3-6 
months

Presenter Notes
Presentation Notes
Final signatures are for DOT senior leadership and all agreements must be reviewed and approved by the Board of Transportation at the monthly meetings.
Application to signed and fully executed agreement can take 3-6 months



Agreement Process
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CONGRATULATIONS! 
The Agreement contact will receive an e-mail when the agreement is fully executed

Presenter Notes
Presentation Notes
When the agreement is fully executed the agreement contact will receive an email that says your document has been completed



Agreement Process
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Now what? 
• LPMO will do a final approval of the 

application

• LPMO will convert the application 
to an Agreement in EBS

• LGA will receive a separate e-mail 
that agreement has been created 
in EBS

• To view Agreement, ignore the 
application options – go to “Submit 
Documents / View Agreement”

Presenter Notes
Presentation Notes
Now we have the fully executed agreement. 
LPMO will do a final approval of the application
LPMO will convert the application to an Agreement in EBS.
The LGA will receive an email that the agreement has been created in EBS
Once agreement is approved in EBS, you will not use from your home screen “New, Edit or View Agreement Application” options for that project.
To view your agreement you will select “Submit Documents / View Agreement”



Agreement Process – completed!!

We have completed the application 
to agreement process! It does feel 
like a Chutes and Ladders game! 
There are several steps and 
approvals required to turn an 
application into an agreement.
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Presenter Notes
Presentation Notes
We have completed the application to agreement process!  This picture of our childhood game Chutes and Ladders is an example of all the steps, up and downs it takes to complete.





Resources

LPMO Website

 https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx

Any questions?
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Presenter Notes
Presentation Notes
Here is the link to our website.  Our website includes great information on how to use EBS, forms and templates.  
This training will be added to the website – but not today!
I am going to now open up to any questions, you can type them in the chat or raise your hand.


https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx


Questions from EBS Application Process
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• Will there be a way to access this PowerPoint after the training?

 Yes, the PowerPoint will be on the LPMO website

  https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx

You can also access the recording and transcript from the webinar meeting in Teams

• Will we be notified when the recording is on the website, and will there be a direct link to access it?

Yes, you will be notified.  There should be a link to the website, with directions on accessing the 
training.

• What sort of documentation will LGAs be attaching?

 Award letter or notice of funding

• What does MPO/RPO stand for?

 Metropolitan Planning Organization - https://www.ncampo.org/mpos/ 

Rural Planning Organization - https://ncarpo.org/ 

• In Transaction History what is the difference in Submitted and submit. There are two transactions that 
state submit

 This is an IT error, submit/submitted are the same

https://connect.ncdot.gov/municipalities/Funding/Pages/default.aspx
https://www.ncampo.org/mpos/
https://ncarpo.org/
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• How do you go about submitting a formal schedule change?

 Talk to your Division Project Manager – a contact list is available on our website.

• Early in the webinar, it was mentioned subrecipients could have 2 agreements (USDOT and 
NCDOT). Will both agreements be automatically generated by following the steps included in this 
webinar?

 No. The USDOT agreement will be initiated by USDOT/FHWA and they will provide a template via 
e-mail.

• Will CMAQ awards have both federal and state agreements?
No. CMAQ funds are administered by NCDOT, so you will only have an agreement with NCDOT.

• Can I ask a question on Claims?

 There will be another training session on claims.

• Do we have to update the FFATA annually?

 Yes, or if information on the form changes before the next annual report is due.



Contact Us

@NCDOT

@NCDOT NCDOT

ncdotcom NCDOTcommunications

ncdot.gov

NCDOTcommunications

ncdotcom

View All Channels

Leah Roberts – Divisions 1-4, 6
llroberts@ncdot.gov 
919-707-6630

Sheila Atwood – Divisions 5, 7-9
sbatwood@ncdot.gov
919-707-6625

Justin Jorgensen – Divisions 10-14
jdjorgensen@ncdot.gov
919-707-6631

Marta Matthews – Local Programs Manager

mtmatthews@ncdot.gov 

919-707-6626

Presenter Notes
Presentation Notes
Here is our contact information for each division. 

Like Marta mentioned in the beginning of the presentation.  This is the first training of 2025 and our plan for this year is to host a training on different topics throughout the year.  The trainings will always be on the last Wednesday of the month at 11 am.


https://twitter.com/ncdot
https://www.facebook.com/NCDOT
https://www.linkedin.com/company/ncdot
https://www.instagram.com/ncdotcom/
https://www.youtube.com/ncdotcommunications
https://www.flickr.com/photos/ncdot/albums
https://www.threads.net/%40ncdotcom
https://www.youtube.com/ncdotcommunications
https://www.ncdot.gov/news/social-media/Pages/default.aspx
mailto:llroberts@ncdot.gov
mailto:sbatwood@ncdot.gov
mailto:jdjorgensen@ncdot.gov
mailto:mtmatthews@ncdot.gov


Thank you!

Presenter Notes
Presentation Notes
Thank you and I will open it up for any questions.  You can place question in the chat or unmute.
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