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Include your TPD coordinator
throughout the procurement process

• Remember to include your TPD coordinator (Julie) in the:
• review of draft scope 

• Eligible work, not more than 10% design, etc
• review of your RFLOI

• Evaluation Criteria, selection of correct discipline codes
• consultant selection process and selection team
• Draft cost proposal and draft contract review

• OIG review prior to entering into (executing) contract
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Prequalification info for consultants
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Link to 
NCDOT’s 
Prequalification 
web page

https://connect.ncdot.gov/business/Prequal/Pages/default.aspx
https://connect.ncdot.gov/business/Prequal/Pages/default.aspx
https://connect.ncdot.gov/business/Prequal/Pages/default.aspx
https://connect.ncdot.gov/business/Prequal/Pages/default.aspx


For consultants to register with CRS
(Consultant Rate System)
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CRS Preparation and Access memo CRS Help document
CRS Access 
Authorization 
Request Form

These 3 documents found on NCDOT’s web page:

https://connect.ncdot.gov/business/consultants/_layouts/download.aspx?SourceUrl=/business/consultants/Roadway/CRS_Preparation_and_Access_PEF_Memo_052019%20(Update%20to%2001022019%20CRS%20Memo%20to%20PEFs).pdf
https://connect.ncdot.gov/business/consultants/_layouts/download.aspx?SourceUrl=/business/consultants/Roadway/CRS_Help_Document.pdf
https://connect.ncdot.gov/business/consultants/_layouts/download.aspx?SourceUrl=/business/consultants/Roadway/Consultant%20Rate%20System%20(CRS)%20Access%20Authorization%20Request%20Form.pdf
https://connect.ncdot.gov/business/consultants/_layouts/download.aspx?SourceUrl=/business/consultants/Roadway/Consultant%20Rate%20System%20(CRS)%20Access%20Authorization%20Request%20Form.pdf
https://connect.ncdot.gov/business/consultants/_layouts/download.aspx?SourceUrl=/business/consultants/Roadway/Consultant%20Rate%20System%20(CRS)%20Access%20Authorization%20Request%20Form.pdf
https://connect.ncdot.gov/business/consultants/Pages/Guidelines-Forms.aspx


On-call contracts – not exceed 5 years
• On-call contracts or limited service agreements (example: planning 

services on-call) shall not exceed 5 years.
• This includes the initial period plus all possible contract extensions.
• 23 CFR 172.9 (a) (3) (i)
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https://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=23:1.0.1.2.3


On-call contracts, page 2
• There is no such thing as “MPO-wide” on call.
• Each jurisdiction has their own procurement procedures and has their 

own on-call.
• IE, One city can’t procure for another city.
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OIG Review
• Prime and all subcontractor rates must be reviewed.

• MPO should submit OIG’s Review letter along with first study invoice
for NCDOT reimbursement.

• This keeps these important documents as part of NCDOT’s records (in SAP) and 
will assist the MPO in audits.
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DBE-IS form is required
(if consultant / vendor used that quarter or invoice period)

• List payments to consultants (or vendors) that occurred in the quarter.
• Includes any payments from LPA to MPO-member jurisdictions

• (for MPO eligible work they may be project managing) 

• Be sure the form is signed.
• (certifying the payments listed are accurate)
• PDF of DBE-IS form 

• Only needed with invoices containing payments to consultants or vendors.
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https://connect.ncdot.gov/business/consultants/Roadway/DBE-IS.xls
https://connect.ncdot.gov/projects/planning/TransPlanManuals/MPO_Contractor%20_Payment_Form(DBE-IS).pdf


Example of OLD DBE-IS form
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Redacted for 
privacy

Redacted for 
privacy

Obtain PO and WBS 
numbers from TPD  

each FY

Be sure to sign 
and date



Proof of Payment
• Evidence of Payment 
• Copy (front and back) of cancelled checks, or 
• Copy of bank statement showing where checks have cleared, or 
• A EFT/ACH statement Electronic Fund Transfer / Automated Clearing House

• Why? - per 2CFR200.302 “…and the tracing of funds to a level 
of expenditures adequate to establish that such funds have been 
used according to the Federal statutes, regulations, and the terms 
and conditions of the Federal award. ”
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OIG letter – include in 1st invoice
If requesting reimbursement for consultant work:
• On the first invoice reimbursement request to NCDOT (to the COG if 

you’re a member agency performing the study), include the OIG 
review letter for the study/project.

• This will keep this vital piece of documentation stored in NCDOT’s payment 
system and help you with audits.

• Don’t need to resend with subsequent invoices for the study.

• (in addition to the usual consultant invoices, statements of work, DBE 
form, and other invoice elements, etc)
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Special Study Narrative (in UPWP)
Special Study Narrative is not just the name of the study.
It should include the name of the study and provide:
• a short description of the study
• who will do the study (consultant or MPO staff). 
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