
1 REVISED 10/12/23  

 

 
 
 
 

WHEN TO USE: 
When requesting a Supplemental Agreement (Scope changes, additional time needed, 
additional funding received, etc.)   

 

 

1. From the Home Screen, click on NEW CHANGE REQUEST 
2. Search Project by TIP or Agreement No. 

3. Select Project from the Results List. 
4. Complete the Change Request Form 
5. When form is completed, select “Submit” at the bottom. 

a. A workflow task is initiated with this step and goes to the NCDOT Project Manager for review. 
b. Attach the award information or supporting documents when prompted after submitting. 

6. If more information is needed, “Save” and come back later. 
a. If “Save” is selected, use “Edit Agreement Application” from Home Screen, to open again. 
b. Select Print to save to a browser or print a hard copy. 

 
Note: Change Request can also be used to request Funding Authorization – please see separate Quick Guide 

 
 

1. Select New Change Request to Submit Supplemental Agreement 
 

 
 

LOCAL GOVERNMENT AGENCY 

STEPS FOR SUBMITTING A REQUEST FOR SUPPLEMENTAL AGREEMENT 

SUPPLEMENTAL AGREEMENT REQUEST 
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2. Input TIP # and click Search 

 
3. Select Project from the Results List 

LOCAL GOVERNMENT AGENCY 

LOCAL GOVERNMENT AGENCY 

Enter Tip # or 
Agreement ID # 

Open Change Request Form 
for appropriate Project 
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4. Complete the Change Request Form (Blue Fields) 

a. Under REASON/PURPOSE use arrow to see choices (select Supplemental Agreement). 
b. In the REASON FOR CHANGE box indicate the change to the agreement (i.e. additional 

funding approved by MPO; change in scope of work, etc.) 
 

 
    

Note: The funding table will only be available when requesting funding authorization. 
 

5. When form is completed, select “Submit” at the bottom of the page. 
a. A workflow task is initiated with this step and goes directly to the NCDOT Project Manager for 

review 
b. Attach award letter or other information related to need for supplemental agreement. 

 
 
 
 
 
 
 
 
 
 
 
 

Select 
Supplemental 
Agreement 

Enter Reason for 
Supplemental 
Agreement 

Have award letter ready to attach 
once prompted after submitting. 

Check box for Agency Authorization 
and type name and date. 

LOCAL GOVERNMENT AGENCY 

SUBMIT 
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6. If more information is needed, “Save” and come back later. 
a. If “Save” is selected, use “Edit Change Request” from the Home Screen, to open again. 
b. Select Print to save to a browser or print a hard copy. 

 
 
 
 
 
 
 
 
 

LOCAL GOVERNMENT AGENCY 

SAVE 

Edit Change Request 

PRINT 

 
For more EBS Quick Guides, visit our website at 

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

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

