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WHEN TO USE: 
Use when requesting an Agreement for a new project. Please note: 

• If you need a supplemental agreement on an existing project, see CHANGE REQUEST – 
Supplemental Agreements 

• Project is not in EBS until you request an Agreement 
 

1. From the Home Screen, click on NEW AGREEMENT APPLICATION 
2. Select Search on the left – do not input any search criteria. 
3. Click on LPMO – Application BSP. Application form will open. 
4. Complete all blue fields. 
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. 

 
1. Select New Agreement Application from Home page: 

 

 

  

STEPS FOR SUBMITTING A NEW APPLICATION FOR AGREEMENT: 

NEW AGREEMENT REQUEST 
 

LOCAL GOVERNMENT AGENCY 
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2. Select Search without typing any search criteria: 

 
3.  From the Results List Select LPMO – Application BSP 

 

 
 
 

LOCAL GOVERNMENT AGENCY 

Leave blank 
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4. Complete fields in blue 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

 
 
 

 
 
 
 
 
 
 

Fill in LGA Proposed Delivery Dates.  
Dates should not all be in same year. 

Select Funding Source, Funding   
Award, and Non-Federal Match. 

Enter Eligible 
Phases of Work 
and Year 
Programmed 

Enter any Comments and check box for 
Agency Authorization before submitting. 

LOCAL GOVERNMENT AGENCY 
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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. Have award letter ready to attach once prompted when application is submitted. 

 

6. If more information is needed, “Save” and come back later. 
a. If “Save” is selected, use “Edit Agreement Application” from the Home Screen, to 

open again. 
b. Select Print to save to a browser or print a hard copy. 

SUBMIT 

LOCAL GOVERNMENT AGENCY 


