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Instructions for Completing the Subrecipient Information Form (NCDOT-SR-02)


FFATA Subrecipient General Contact and Award Information

1. Agency:  Enter Agency Name
2. Agency Address:  Street:
Enter Street Address

   City, State, Zip:
Enter City, State, Zip+four
3. Agency Reporting Contact Information:
Name:
Enter Contact Name
 
 
Phone:
Enter Phone Number


Fax:
Enter Fax Number


E-Mail:
Enter E-mail Address
4. Agency Reporting Backup Contact Information:
Name:
Enter Contact Name
 
 
Phone:
Enter Phone Number


Fax:
Enter Fax Number


E-Mail:
Enter E-mail Address
5. Agency D-U-N-S Number:  Enter 9 Digit D-U-N-S Number
6. Agency Congressional District:   FORMDROPDOWN 


FFATA Subrecipient Executive Compensation Reporting Information

7. Subrecipient Indication of Reporting Applicability:   FORMDROPDOWN 
  (See Instructions.)
7a. Executive Compensation Reporting:  If “Yes” to 7 above, the top five (5) most highly 
     compensated officers should be included below:  
Name:  Enter Full Name
Officer Compensation:  Enter Total Compensation Amount
Name:  Enter Full Name
Officer Compensation:  Enter Total Compensation Amount
Name:  Enter Full Name
Officer Compensation:  Enter Total Compensation Amount
Name:  Enter Full Name
Officer Compensation:  Enter Total Compensation Amount
Name:  Enter Full Name
Officer Compensation:  Enter Total Compensation Amount

Agency Submission

8. Name:
Enter Submitter's Name
9. Title:
Enter Submitter's Title               
10. Signature:  ______________________________________    11. Date:  _________________

                                      Please Sign Here
Please fax this form to NCDOT Federal Funds Management at (919) 715-8718 and mail the original signed copy to:  NCDOT Federal Funds Management, 1515 Mail Service Center, Raleigh, NC 27699-1515
The North Carolina Department of Transportation requires the following Subrecipient data be provided by each Local Agency Subrecipient working on federally funded projects.  This form is only required for Subrecipients that use Federal funds for locally administered Transportation and Infrastructure projects.  The form is required to be completed once each state fiscal year or each time contact or officer information changes.  

The Subrecipient should complete the form filling in all information.  Once complete, the form should be printed and the completing person should sign and date the form.  Fax the form to the number included at the bottom of the NCDOT-SR-02 and them mail the original, signed copy to the following address:

NC Department of Transportation

Fiscal Management Division
Federal Funds Management
1515 Mail Service Center

Raleigh, North Carolina  27699-1515
Attention:  FFATA Reporting Contact

Format: Form NCDOT-SR-02  (Microsoft Word)
Due Date:
Immediately upon receipt and each state fiscal year until all work is complete. 

Due To:
The NCDOT Transportation Program Management Unit.  Fax the signed original copy to the NCDOT Transportation Program Management Unit.  Then mail the original signed copy to the NCDOT Transportation Program Management Unit at the address above.  Update the form at least once per State fiscal year or when contact or compensation information changes, if applicable.     

Form Coding Instructions

General Subrecipient Information:

BOX 1: Agency: The name of the Subrecipient Agency as “Town of Somewhere,” “Somewhere County,” etc.
BOX 2: Agency Address: The physical location address of the Subrecipient Agency as “123 West Main Street” “Somewhere, North Carolina 12345-6789.”  The Zip+4 Code must be included.
BOX 3: Agency Reporting Contact Information: The information for the contact person responsible for reporting for federally funded projects including their name, phone and fax numbers with area codes and e-mail address.
BOX 4: Agency Reporting Backup Contact Information: The information for the backup contact person responsible for reporting for Federally funded projects including their name, phone and fax numbers with area codes and e-mail address.

BOX 5: Agency D-U-N-S number: The Subrecipient’s unique nine-digit number issued by Dun & Bradstreet. Followed by the optional 4 digit D-U-N-S Plus number. Reported as “999999999.9999” with optional 4 digit plus numbers.  A D-U-N-S Number is required for all Subrecipient Agencies.  A D-U-N-S Number may be obtained free of charge for any business on the web at http://fedgov.dnb.com/webform.
BOX 6: Agency Congressional District:  Select the appropriate Congressional District within North Carolina from the 13 available.  If the Agency is included in more than one Congressional District the primary District should be selected.     

Executive Compensation Reporting Information:
BOX 7: Subrecipient Indication of Reporting Applicability:  Subrecipients of Federal financial assistance must report executive compensation data if they meet the statutory reporting thresholds.  For the Federal-aid Highway Program, this means that the local agencies or other Subrecipients of Federal-aid funds through the State, are subject to the executive compensation reporting requirement contained in the Federal Funding Accountability and Transparency Act of 2006 (FFATA).  A 2008 amendment to FFATA mandates the disclosure of the names and total compensation of the five most highly compensated officers of an entity if:
· The entity received 80% or more of its annual gross revenues in the preceding fiscal year from Federal awards, and 

· The entity received $25 million or more in annual gross revenues in the preceding fiscal year from Federal awards, and 

· The public does not have access to the information through Securities and Exchange Commission or Internal Revenue Service filings as specified in FFATA.

Subrecipient should select “Yes” if they are subject to the reporting requirements of FFATA and “No” if they are not subject to Executive Compensation Reporting.   

a. Executive Compensation Reporting:  Include the Names and Compensation amounts for the top five officers of the Subrecipient agency.  State departments of transportation receive Federal funds on behalf of the State itself.  For that reason, if the FFATA thresholds are met, a State should report on the five most highly compensated State officers.  Similarly, Subrecipients such as counties and municipalities should determine their five most highly compensated officers at the entity-wide level, not the agency, department, or office level.
Agency Submission:

BOX 0: Name:  Name of the individual representing the Subrecipients that is responsible for validating and submitting the General Subrecipient and Executive Compensation Reporting Information.
BOX 1: Title:  Title of the individual representing the Subrecipients that is responsible for validating and submitting the General Subrecipient and Executive Compensation Reporting Information.
BOX 2: Signature:  Signature of the individual representing the Subrecipients that is responsible for validating and submitting the General Subrecipient and Executive Compensation Reporting Information.
BOX 3: Date:  Date of the signature of the individual representing the Subrecipients that is responsible for validating and submitting the General Subrecipient and Executive Compensation Reporting Information.
Final Submission Instructions: Once all information has been entered, save this form to your computer and print it.  Once printed, obtain the signature and date signed for the person responsible for reporting this information.  Once the form is signed, fax it to the NCDOT Fiscal Management Division, Federal Funds Management at (919) 715-8718, Attention:  FFATA Reporting Contact.  After faxing make copies for your agency and mail the original signed copy to the NCDOT Fiscal Management Division, Federal Funds Management at 1515 Mail Service Center, Raleigh, North Carolina 27699-1515, Attention: FFATA Reporting Contact.  This form should be updated under the same procedures each state fiscal year or when changes in information occur.

For questions for information regarding this form, please contact the NCDOT Fiscal Management Division, Federal Funds Management at (919) 733-3624.
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