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WELCOME
• AUDIO:

– Call (919) 250-7881 and MUTE phone.

– Use your computer audio or call in using 
(872) 240-3311 Access Code: 919-011-741

• CHAT:

– The Control Panel includes 

a Chat pane.

– Use the To drop-down menu 

to select recipients.

– Organizer(s) only to sends

to NCDOT Construction only.
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Why are we here?

• To educate all staff on approving and entering 

subcontracts. 

• Questions about SAFs have come up with both NCDOT 

staff and contractor staff 

• Inconsistencies on HICAMS entry

• Incorrect SAFs provides incorrect data for reporting to 

various entities about subcontractor use.   This applies to 

both overall subcontractor and DBE usage.
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Subcontract Approval Forms 

(SAF)
• Required for all subcontractors who work on project.  

This includes subs, 2nd tier subs, etc. for all contracts 

• Must be submitted and approved by NCDOT prior to the 

subcontractor beginning work

• Suppliers and Manufacturers are not required to submit 

SAF but still should be tracked for DBE participation.  

This can involve completing an SAF for documentation, 

submitting invoices for tracking, or other means of 

tracking products that are used on projects. 

• All subcontracts should be received within 30 days after 

the date of availability or 20% of contract time, whichever 

is greater.
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SAF Basics

• SAF can be 

downloaded from 

Construction Unit 

website  - Under 

Construction 

Resources

• Excel file that can 

be saved and 

used by 

contractors

6



SAF Basics

• File opens on 2nd tab 

titled SAF 

• Instructions for 

completing on first tab 

labeled “New 

Instructions”

• SAF attachment tab 

includes an extra sheet 

for work subcontracted if 

it won’t all fit on initial 

SAF 

• SAF Additional 2nd tier –

for 3nd tier 

subcontractors
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Completing the SAF



Completing the SAF
• Contract No. – The contract number for the project C###### or D######

• FA No. – the Federal Aid number (if applicable)

• Subcontract Request No. – Prime can number the subcontracts or it can left blank 

and RE can enter this number as entered in HICAMS

• WBS Element – WBS Element for the contract – doesn’t have to include all WBS for 

the contract

• TIP No. – TIP No of project (if applicable)

• County – County that contract is in

• Subcontractor Name and Address – Subcontractor name and home address (this 

may be different than field office)

• 2nd Tier Subcontractor Name and Address (if applicable) – Name of 2nd tier 

subcontractor and home address (may be different than field office)

• Retainage – Should be marked with an “X” if retainage is being withheld for 

subcontractor (If the subcontractor does not have a payment and performance bond 

for their portion of work)

• Certification – DBE, MBE, or WBE (if applicable) – None (if not applicable)

• Reporting No. – Fiscal Vendor No. 
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Verifying Subcontractors

All who perform work for NCDOT must be preapproved to 

do so.  Acceptable approvals are as: 

1. Prequalified Bidder or Bidders – approved to perform 

work as a prime contractor on any project (Division or 

Centrally let) or as a subcontractor on any project

2. Purchase Order or PO Prime Contractors– approved to 

act as a prime on Division let contracts or as a 

subcontractor on any project

3. Subcontractor – Approved to work as a subcontractor, 

Can’t serve as a prime on any contract
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Verifying Subcontractors

Prior to moving forward with approving a subcontractor –

the subcontractor status should be verified.  This can be 

done in the Vendor application or from Vendor Directory 

website.  

They should not only be an approved subcontractor, but 

should also be approved to perform the work they are 

subcontracted for 
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https://www.ebs.nc.gov/VendorDirectory/s
earch.html?s=pbs&a=new

https://www.ebs.nc.gov/VendorDirectory/search.html?s=pbs&a=new
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Verifying Subcontractors - Vendor

Approval Status is 
listed under Highway 
Contractor Type

Firms with “None” and 
“History” are not 
approved to perform 
subcontract construction 
work on projects
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Verifying Subcontractors - Vendor 

DBE Certification and Fiscal 
Vendor Number can be 
located in last two columns
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Verifying Subcontractors - Vendor 

Once you select the 
firm, you will see 
information relative to 
the firm.  This 
includes: 
Name
Prequalification Status
DBE (if applicable)
Fiscal Vendor Number
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Verifying Subcontractors - Vendor 

The type of work that 
a firm is approved to 
perform is found on 
the work codes tab.   
In this case, the firm 
could be 
subcontracted to 
perform any of these 
items.  They couldn’t 
be approved to 
perform other items of 
work such as building 
a bridge or pavement 
striping.   This should 
be verified prior to 
approving any SAF. 
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Verifying Subcontractors - Directory

Prequalification 
Status of Firms

Enter Firm 
Name – Use 
Wild Card * as 
needed

Submit Search
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Verifying Subcontractors - Directory

You can verify prequalification 
status, certifications, and 
address.  Click on the firm 
name to check approved work 
codes. 
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Verifying Subcontractors - Directory

Work Codes should be 
verified under Construction 
Work Codes (for prequalified 
subcontractors only).  You can 
also check the 
prequalification status, 
certifications, and all other 
information on this screen.  
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SAF – Subcontracting work

• Line Code Number – Contract line number
• Item Description – Description of work (Line Item Description)
• Portion / Partial – portion ● or partial ♦
• Sub or 2nd tier – Is it a sub or 2nd tier (or 3rd tier, etc).  2nd tier subcontractors are referred 

to a 2nd tier-1.  3rd tier subcontractors would be 2nd tier-2 and so on in the dropdowns. 
• Quantity – Quantity of work to be subcontracted (can be less than total contract 

amount)
• UOM – Unit of Measure
• CP – Converted Price
• DBE Unit Price – Unit Price DBE is being paid 
• DBE Sublet Amount – Unit Price DBE * Quantity
• Subcontract Unit Price – Contractual Value of Works
• Total Subcontract Amount – Subcontract Unit Price * Quantity



Partial Amount of Work
Partial Item of Work is defined as a Subcontractor performing part of 

the work associated with a line item, such as hauling asphalt or tying 

steel.  The partial item of work should be indicated by the symbol (♦).  

The work associated with the contract line item to be performed by the 

Subcontractor shall be identified.

What part of the work is the sub performing?  This means the sub is 

performing some aspect of the line code work but not the entire scope 

of work included in the line item.

If a sub is performing a partial, list the part of the work they are 

performing on the SAF.   
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Portion of Work

Portion of Work is defined as a Subcontractor performing all the work 

associated with a line item, but only a portion of the contract quantity.  

An example is grading from Station 225+00 - L- to the end of the 

project.  The portions of work should be indicated by the symbol (●).  

The physical limits of the sublet quantity shall be identified.

A portion of work is quantity based…the sub is not performing all of the 

contract quantity for a line item of work.  
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Portion and Partials

A sub can perform a portion and a partial.  

For example, a trucking sub can haul half of 

the asphalt for a contract.   It is a portion 

because it is a portion of the quantity and a 

partial because they are only performing 

part of the work associated with the line 

item. 
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Portions and Partials

Contract Amounts

SAF  includes both partials and portions



DBE Commitments

• Commitments for a contract are shown in the back of an 

executed contract.  These are the firms who the prime contractor 

submitted to meet the DBE/MBE/WBE requirements in the 

contract. 

• Staff from the RE office should be aware of the commitments for 

the project. 

• There is summary information and detailed quantity/unit price 

breakdown in the contract.  Contractors are required to meet the 

quantity and unit price they submit at bid time to meet the 

commitments, not the total dollar value committed. 

• Quantities and unit prices can exceed commitment value but 

can’t be less than commitments. 

• These firms are required to be used unless the DBE 

Replacement process is followed. 
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DBE Commitments

25

Required to meet minimum 
quantity and unit price 

Summary Breakdown



DBE/WB/MB Information

• If a DBE firm is not committed on the project, you should still require 

the contractor to show the DBE unit price and DBE amount on the 

SAF.  

• The information is critical as we still require payments to be reported 

in DBE tracking and the information is used in reporting for race 

neutral goals (DBE participation over and above commitments)

• This information should be entered in HICAMS in addition to being 

shown on the SAF. 
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Completing SAF - Prices
• DBE/MBE/WBE Unit Price should reflect the unit price the prime is paying 

the sub. It can be more or less than the subcontract unit price

• Subcontract Unit Price is the contractual value of the work.  This is the 

contractual value of the contract between NCDOT and the prime.  It 

shouldn’t be more than the contract unit price.  It can be less if the sub is 

not performing all work associated with the line item of work (performing a 

partial).  If they are performing 100% of the work associated with the line 

item of work, this should reflect the contract value of the work.  It is not 

reflective of the prime/sub agreement for price.  

• If you have multiple subs performing part of the work for a line item, the total 

of all subcontract unit prices can’t exceed the contract unit price.  For 

example, if the prime has a sub placing asphalt and another sub hauling 

asphalt.  The total unit price for both subs can’t be more than the contract 

unit price.

• The 2 sections of the form for pricing aren’t filled out as one or the other.  If 

the firm is not a DBE, just the subcontract unit price/amount ½ should be 

completed.  If the firm is a DBE, both pricing sections should be completed. 
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Completing SAF - Prices

In the above example, the DBE is paid more/less in all of the line items.  This is acceptable.  For line code 
#28 and #29, they are performing 100% of the work so the contractual value of the work is the contract 
unit price.  The DBE price will reflect what the actual payments to the sub are for DBE payment tracking.  
Additionally, for line code #26 and #27, the prime has kept a contractual value of $2 per liner foot for 
traffic control.  They could still subcontract the remaining work (traffic control for curb) to another sub but 
it couldn’t exceed a value of $2/LF. 



Converted Price

• Should be denoted by * in CP column

• Used when the payment to the subcontractor is not in the same unit of 

measure as the line item.  Example – Hauling is generally subcontracted by 

the hour, but asphalt is paid by NCDOT by the ton.  

• How to calculate (example from HICAMS manual – Completing the SAF)

Asphalt Concrete Surface Course, Type S9.5B

Bid Quantity: 710 tons

Bid Price: $50 / ton

Amount Bid: $35,500.00

Sub will haul for $60 / hour and is going to haul 15 hours

Total $900 / 710 tons = converted price of $1.2676 / ton
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Signatures

The SAF should be signed by the prime contractor, subcontractor, and 2nd

tier subcontractor (if applicable) when submitted.  The name of the firm 
should be on the first line, signature of the approver, and their title with the 
firm.  Each signer should date the form as well. 

If the SAF is accurate as submitted and the firm is a prequalified vendor, the 
Resident Engineer can approve the SAF, allowing the subcontractor to begin 
work on the project.  The Resident Engineer should sign and date the form. 

Executed subcontract agreements should be uploaded to the Subcontracts 
folder in Sharepoint. 



Electronic Signatures

• NCDOT utilizes DocuSign for business related signatures.  This 

includes subcontract approval forms.  

• The contractor may submit to the Resident Engineer a copy of the 

SAF electronically signed.  After review, the RE can use DocuSign 

to approve the SAF. 

• This is a huge time savings for submittal and approval of documents 

and should be considered if you aren’t currently using Docusign. 
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Entering SAF into HICAMS

To enter a SAF into HICAMS, under Functions, click on Contract Maintenance, Review 
Subcontracts.  Enter your contract number and Click on “New” button (at bottom right 
corner).  The Contractor Selection window comes up.  You will note the Highway 
Contractor Type defaults to “Prequalified Bidder; Subcontractor; Purchase Order”.  

You can only enter an SAF for a firm that meets one of these requirements.  If you have a 
supplier or manufacturer that is being used for DBE/MBE/WBE credit, they can’t be 
entered into HICAMS unless they meet one of these contractor types.  A firm who is not 
prequalified at time of submittal of the SAF shouldn’t perform work on the project. 

Tip: Use the * to search  
for a key word in the 
firm name.  Some 
companies have 
variations in their name 
by using symbols or 
spaces in their name. 
Example: *company* 
will bring up every firm 
with company in their 
name. 
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After you have selected the subcontractor, pick the certification that is 
applicable (WB in this case).  

Click on the contract line items from the top area and pull each subcontracted 
work item down to the bottom section.  The contract quantity and unit price 
will automatically auto populate in the subcontracted section.   If you selected 
DBE/MBE/WBE certification, the goals unit price will auto populate as well. 
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Quantity goes in quantity field.  Subcontract Unit Price goes in the unit price 
field.   DBE/MBE/WBE Unit Price goes in Goals Unit Price.   The unit price can 
not be edited in HICAMS unless it is a partial.  Partial box can be checked.  
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Comments can be 
placed in the bottom 
to explain partials.  
Portions are by 
changing the quantity 
to be performed. You 
can also give any 
notes about converted 
prices in the 
comments section. 
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Total Amount of 
subcontract should 
match the amount 
entered in HICAMS.  
The Total 
DBE/MBE/WBE amount 
should match the goals 
amount in HICAMS. 



Approval in HICAMS 

• Once the SAF is approved, it should be approved in HICAMS.  This 

should only be done by personnel who have viewed both the SAF 

and HICAMS entry for accuracy

•
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Why is this a problem

• Once subcontracts are approved in HICAMs, the information passes 

into BSIPs.  A number of reports performed by NCDOT are run 

though BSIPs/BW.  

• If it isn’t approved in HICAMS, the data will never get picked up in 

reporting. This creates errors in all of the data that is provided for  

other groups.  This can include FHWA, legislative requests, or public 

information requests. 

• Critical to have accurate information in the reporting that is done.  
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Common Mistakes 

Appears to be entered correctly in HICAMS correctly based on the SAF.  
But, should this have been approved as a partial with a subcontract unit 
price of $0.10 per gallon.  If the value of work is based on hauling only, 
then the subcontract unit price shouldn’t be entire contract price.  If you 
see a huge variation in unit price and DBE price, then be sure to question it. 
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Common Mistakes 

SAF was not completely filled out with only DBE information shown.  
HICAMS only had the contractual information entered with no goals info.  
This results in over $800,000 in participation not captured in reporting.   
There were no commitments on this project so the participation would 
have counted towards race neutral goals. 
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Common Mistakes 

SAF was not completely filled out with only DBE information shown.  
HICAMS only had the contractual information entered with no goals info.  
Additionally, this is a partial SAF and no description of work is given for the 
sub.  This was a contractual commitment but this data would not be 
captured in our reporting since the DBE goals were not entered in HICAMS. 
5 MB/WB subcontracts for this project were entered, which results in over 
$410,000 in MB/WB commitments not captured in NCDOT reporting. 
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Common Mistakes 

Entered in HICAMS as a DBE with $0 
goals participation.  This was not a 
contractual commitment so would be 
over $400,000 that is not captured in 
race neutral payments. 

Contractor submitted 
the SAF without any 
DBE certification or 
price information. 
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Common Mistakes 

Goals Unit Price was entered as the value of Quantity times Unit Price.  This 
created a $26,000,000 goals value for one subcontract on a $500,000 project.    
The SAF was completed correctly with a goals unit price of $8.00 / ton as a 
converted price.   



Sublet Requirements

• Contractor is required by specifications to perform a minimum of 

40% of the work associated with the contract. 

• You can deduct items designated in contract as specialty items that 

are performed by any subcontractor and items sublet to DBE up to 

the goal amount. (Percent By Prime Check)

• In addition, contractor shall perform not less than 35% of difference 

between total bid amount and value of specialty items sublet 

(Threshold Check)
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Sublet Requirements

• HICAMS will do these calculations for you.  You should verify after 

approval of each subcontract that the contractor is meeting the 

minimum requirements for work.  This can be checked by clicking on 

the “Totals” button at the bottom right of the review subcontracts 

window. 
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Percent by Prime should 
be greater than 60% 
and Threshold Check 
should be greater than 
65%



Checking Subcontract 

Agreement
• RE offices should request a copy of the actual subcontract 

agreement between the prime and the sub for 10%, with a minimum 

of 2, of the SAFs received.  At least one of the subcontract 

agreements should be a DBE/MBE/WBE sub and the other should 

be an non-DBE/MBE/WBE sub.  

• It is the responsibility of the RE to identify which subcontract 

agreements he would like to review.  Identify the 2 you will start with 

randomly request additional subcontract agreements after you hit a 

minimum of 20 SAFs. 

• Check to ensure that Title VI (federal projects), FHWA 1273 (federal 

projects), and Non-discrimination (state and federal projects) 

language is included in the subcontract agreement

• Complete the Title VI Compliance Checklist to show which 

subcontracts you have checked.  
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Checklist

Upload an executed copy of the 
checklist to the Subcontracts folder 
in Sharepoint



DBE Payments

• Per the requirements of the contract, all prime contractors are required to 

submit payments made to all DBE/MBE/WBE firms, including materials 

suppliers and contractors of all levels. 

• This can be done via the web based payment tracking system. 

• Contractors will log their payments to subcontractors in the system.  

Resident Engineer’s staff should review payments for accuracy and 

approve/reject them as needed. This should be done every month prior to 

processing partial pay estimates. 
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https://apps.ncdot.gov/Vendor/PaymentTracking/Login.aspx



DBE Payments

• When the RE staff logs into the DBE tracking system, you will be 

prompted to click accept or change needed.

• Mistakes can be made entering the payments so it is critical to 

review the payment amount to ensure it is correct.   
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Checking the payment total
• You can run a report in HICAMS to check the DBE payments.  The 

report is based on the approved SAF in HICAMS and the payments 

entered for work (review pay records and review ticket books).  

• The data that is provided should provide a similar payment.  You 

many have variances if the SAF was approved with portions. 

HICAMS will make calculations based on percentages (for example, 

if a sub is performing 50% of the quantity, then it will calculate based 

on 50% of the paid amount).  Other issues that can create variances 

are converted prices (trucking, etc).   

• To run a report, go to Inquiries, Standard Reports.  Click on DBE 

Payment Report and enter your contract number.  The report will 

provide estimate by estimate calculations on how much the sub 

should be paid each estimate for DBE/MBE/WBE contractors. 

• You can compare total payments from HICAMS to the total reported 

in Payment Tracking system. 
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Checking Payments
Summary of Payments 
(total contract):
LC#63 - $600.00
LC#64 - $34,093.00
LC#65 - $56.850.25
LC#66 - $43,170.66
LC#67 - $9,300.00
LC#68 - $5000.76
LC#69 - $882.20
LC#226 – 35,674.88
Total Payments 
$185,571.74

Reported on DBE Payment Tracking: $177,396.16.  Prime performed some line items 
of work when sub could not respond.  



Verification of Payments –

Things to ask yourself
• Is this a subcontractor that worked on the project?

• Is the payment reasonably close to the amount of work that a sub 

performed? – use HICAMS to check

• Did the subcontractor perform a commercially useful function?

• Are payments being entered in a timely manner?

• Are there duplicate payments?

• Request a copy of the actual subcontract agreement if you need to verify 

prices actually paid

• If you can’t duplicate reasonable payment information, discuss with the 

contractor.  Ask for a breakdown of the payment – ask them to includes 

quantities, units of payment, and unit price. 

• If you hit change needed, tell the contractor.  There is no automatic 

notification. 

• Only approve the payment if it makes sense. 

• If it doesn’t make sense, always ask questions. 
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Next Webinar

• April 11th 1:30pm – 3:30pm 

• SAF Webinar

• Future webinars will be set up for other 

topics 
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Questions?

Construction Unit  919 707-2400

Michelle Gaddy  919 707-2490

Delacy Bradsher….919 707-2425

Sherell Williams…..919 707-2422

Natalie Roskam…..919 707-2401

Vivian Sessoms…..919 707-2412

Nancy Napier……..919 707-2481
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Any Questions?


