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1. Once an Agreement is established the sponsor is allowed to request Reimbursements/Advances 
against said Agreement. From the home page select “New Reimbursement Request”. 

 

2. Search for Agreement by entering the last 5 digits of the agreement with an asterisk. (Ex. 
*29197) or the WBS. Select “Search”.  
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3. Then select the Aviation Claim Form Version 3. 

 

4. Verify project and contact information is correct. Input required data paying close attention to 
details (see DETAILS MATTER). Only select “Yes” this is an Advance Payment request if ALL the 
payment verification will not be provided. Upload pertinent information (see AV-103 Checklist) 
to support the costs associated with the claim.  
NOTE: Revised Claim form NOW allows sponsor/consultant to change the Remittance Address. 
Per new Fiscal Requirements the Remittance Address shown on the Claim Form MUST match 
the remittance address shown on attached invoices. 

 

https://connect.ncdot.gov/municipalities/State-Airport-Aid/State%20Airport%20Aid%20Documents/External_Details%20Matter%20as%20of%20190424.pdf
https://connect.ncdot.gov/municipalities/State-Airport-Aid/State%20Airport%20Aid%20Documents/AV-103%20Sponsor%20Reimbursement%20or%20Advance%20Request%20(Claim)%20Apr%202019.pdf
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5. “Invoice Number” has now changed to “Claim Number” to encourage sequential counting of 
claims (Claim 1, 2, 3, etc.) and not specific invoice numbers where often there is more than one 
invoice per claim. 

 

 
 
 

Sponsors/consultants can NOW edit 
the Airport’s Remittance Address on 
the claim form itself!  

Enter sequential claim number. (If this is the 
first claim for this agreement, enter “1”; then 
2, 3, 4 as claims are submitted in the future.) 
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6. Another new feature in the Claim form will replace the need for the AV-515 PDF. 
Sponsors/consultants will enter individual charges per A-code in the form itself. 

 

7. As shown below, simply “Add” or “Remove” lines for multiple entries under A-codes. Invoice 
Date will differentiate between charges should an amount be the same. Also, Invoice # and 
Vendor Name will be entered here, much like the AV-515. 

 

 

 

 

 

 

Sponsors/consultants will NOW add 
entries based on individual invoices to the 
claim form (do NOT enter total A-code 
amount for entire claim; entries must be 
broken down by invoice dates!).  

The new claim form allows for Total Invoice/Pay App amounts to be entered, 
as well as the Sales Tax or any Non-Participating expenses. The form will 
automatically deduct the Sales Tax from the Eligible Invoice Amount column.  
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8. The Eligible Invoice Amount column will round up or down based on the total in THAT column. 

 

 

 

9. The entries will tally in the “Expenses This Period” column as always. Double-check the math 
against attached invoices prior to submitting! Enter any necessary comments to aid in review. 

 

10. The entries will also tally in the “Claimed Amount” column as always.  

 

Notice the pennies in the Eligible Invoice Amount column. ($0.53 + $0.06 = 
$0.59). Since this is $0.50 or GREATER, the form will ROUND UP. 

Notice the pennies in the Eligible Invoice Amount column. ($0.32 = $0.32). Since 
this is $0.49 or LESS, the form will ROUND DOWN. 
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11. Once the invoices/attachments are uploaded and the form is satisfactory, type name and PIN, 
and then select Submit. 

 

 

12. Sponsor will be notified via email once the claim has been Approved/Returned/Rejected. 
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13. And last but not least, the “Time Out Warning” pop up box is now active! Be sure to click “OK” 
to continue, otherwise the system will timeout and data will NOT be saved.

 


