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Agenda

Agenda 

How to complete the request for 
reimbursement?

What is needed to complete the final 2-
16/2-17? 

Common errors or issues with the 
reimbursement request. 
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A new request for reimbursement form (2-16/2-17). 
The latest NCCCS State Board approved 3-1.
Interscope Access: InterScope Logon
  If you are in the business office, we recommend having at least viewing access. This will help you keep up-
 to-date If there is any change orders or amendments approved.  
Fully executed contracts, service agreement, signed quotes and PO* (with 

approval by Director of Capital) uploaded in the Interscope. 
If signed contracts are not in Interscope, copies need to be emailed along with 

invoices. 
Invoices are used to substantiate the expenditures and confirm they are applied 

to correct expense line (example: Design Contract or Design Reimbursable).
Other fees and work performed by owner do not require contracts. 
*PO is acceptable for Work Performed by Owner.

What is Needed to Process Reimbursement ?
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https://www.interscope.nc.gov/Interscope/Logon.aspx?z=z
https://www.interscope.nc.gov/Interscope/Logon.aspx?z=z


Where to find the 2-16/2-17 form?

 The reimbursement request (2-16/2-17) excel form is available in  the 
NCCCS website (College Faculty & Staff  Budget& Finance Capital 
finance and planning). Capital Finance and Planning – NCCCS

 Two versions of the form
 Short Form → Up to 10 contracts/fees
 Long Form → More than 10 contracts/fees

2026 Spring ACCBO Conference 
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2026 Spring ACCBO Conference 



“Project Info” TAB

 Fill in exactly as approved on the NCCCS 3-1

• College name
• Project name
• Project number
• Project description

 This must match the 
approved NCCCS 3-1 exactly.
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An example of the Project Info tab. 



Reimbursement 
Request #1 Tab 
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Form 2-16

 The reimbursement request form is password protected. The cells that are not 
highlighted can be edited as required. 

 When filling out Request #1 start with NCCCS 2-16 (Request for reimbursement 
page). 

 Enter the Vendor's name for each executed contracts, agreements and Quote. 
You can either add hyphen enter Vendor Name or replace the existing text with 
the vendor's name.

 Enter contract amounts next to appropriate vendor in column (1) [be sure to 
include all fully-approved change orders and/or amendments]
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Remaining Balance (Project budget minus committed contract 

amounts) the amount will go to Contingency fund 
Cell V65. 

 If you increase a contract, reduce contingency.
 If you reduce a contract, add back to contingency.

The total project cost in cell V68 should equal to 
the latest approved 3-1 estimated project cost. 

Form 2-16 (continued)
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Example of the remaining balance added to the contingency fund.
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Forms 2-17 
NCCCS 2–17 column (2) NCCCS 2–17 column (6)

 This page is for the due & unpaid 
invoices. 

 Fill out details such as
• Date
• Invoice no. 
• Payee
• Total amount 
• Cost item

*** When submitting a reimbursement request for due and unpaid invoice, it is 
important to verify that there is enough unpaid balance remaining in column (5) to 
cover the expenditure.***

 This page is for the expenditure that 
has been paid by the college. 

 Fill out details such as
• Date
• check no. 
• Invoice no.
• Payee
• Total amount 
• Cost item
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Cost Item

Cost item column pertains to 
the cost item where the 
contract is listed in NCCCS 2-16 
page.
For example:
• GC invoice cost item will be 2. 
• Designer invoice cost item will 

be 3.
• Designer reimbursable cost 

item will be 4 , if it is not part 
of the design contract. 

JKF

JKF
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This slide provides a visual example of cost item usage within the form. 



Fund Source
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Types of fund sources 

 Local Fund : Local funds are funds that are held locally at 
the college regardless of source with an exception of state 
equipment fund. e.g. County Appropriations, Donations, 
County Bonds, OSBM funds etc. 

 State Equipment : Funds that are allotted to the college as 
State Equipment budget. 

 State Grant: All funds those are reimbursed through 
system office. e.g. $400M SCIF fund, SCIF NC connect etc.
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 When funds are added to the project, they are default 
added to local unless otherwise specified.

 When funds are expended, it default subtracts the State 
Funds unless otherwise specified.

 If the project has multiple fund sources approved in the 
NCCCS 3-1, the 2-16 form needs to updated 
accordingly.

 If the reimbursement is coming out of multiple fund 
sources enter the amounts in Cell W72 & W73 
according to which fund source is paying which amount 
for column (2) paid invoices 

 The state fund amount is auto calculated as Local fund 
or State Equipment amounts are entered.

 State funds are paid from the oldest budget code first. 

Default Actions of the Form
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Signature Page & Submission

 The reimbursement amount is auto populated in the signature page. 
 Depending on what the college method is to obtain signature you can 

either print the signature page or save the signature page as PDF for 
Docusign or other digital signature software.

 Signature requirements: The form requires three signatures. There must 
be at least two separate signatories, and all 3 fields must be signed.

 Along with the Excel copy of the reimbursement request form, a signed 
signature page and supporting documents can be submitted via email to 
cireimbursements@nccommunitycolleges.edu. 

 Subject line: College name project# Req#
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Request #2 Tab & Subsequent Requests
Request #2 and beyond work the same way as Request #1.
From Request #2 onward, contract changes trigger a system alert . 
If “Send in Change order” appears in Column R that means contract amount is changed. Verify 

the change order or amendments approved in Interscope. Or New contract line is added to the 
form. 
If  the “Alert Explain” comment appears in column AB it means, there was a due & unpaid invoice 

in last request that was not added in 2-17 (Column 2)in this request with a check number.
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Before you start entering expenditures on the NCCCS 2-17 form. Enter the due & 
unpaid invoice from previous request with corresponding check number.
List the invoices in NCCCS 2-17 (column 2) or NCCCS 2-17 (column 6) pages as 

you did in request#1 .
Verify the contract amounts in Interscope to capture change orders or 

amendments in the contract. 
In the example, I listed more invoices for existing contracts and added new 

expenditures.
Designer Reimbursable,  Terracon, Other fees and work performed by owner lines 

have alerts for “send in change order”. This is because 3 out of 4 of these vendors 
were not listed in previous request, and designer reimbursable amount went up 
by $600.00. Reimbursables do not require contracts or change orders.

Subsequent Requests (continued)

2026 Spring ACCBO Conference 



2026 Spring ACCBO Conference 

An example of alerts in NCCCS 2-16 form.



 Since the Terracon contract is new, verify the contract is uploaded in Interscope prior to 
submitting the reimbursement request. 

 Verify the total project cost agrees with Interscope & the latest 3-1 before finalizing the 
request for reimbursement (make adjustment to contingency funds as needed).

 Review the funding source. 
 After review, complete the signature page & submit the reimbursement request (with 

documentation) to the system office (cireimbursements@nccommunitycolleges.edu).

Finalizing Request #2
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Final request for reimbursement

 When completing the final request for reimbursement there should be no unpaid 
balance remaining in column (5) except for the contingency fund . 

 The contract is a legally binding document. If there is any unpaid balance 
remaining in the contract it is important to get a signed change order to reduce the 
contract amount (unless the contract is non-to-exceed). 

 If the contract type is a not-to-exceed, the final total amount paid to the vendor 
will be considered as a contract amount. 

 Other fees and work performed by owner do not require contracts. 
 Make sure the Interscope Financial tab is up-to-date, and the contingency fund (2-

16) agrees with total available to commit amount and the total expended amount 
in Interscope match with Expenditure to Date total in column (4).

 The final 3-1 should match with final request for reimbursement and Interscope. 
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A zero balance in the
column(5) indicates that
the contract is paid in full,
and no money is due. If
there is a number there,
you may need an
amendment or change
Order prior to submitting
final paperwork.
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Interscope 

3-1 2-16 Form
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Common Issues

 Red Highlight with Strikethrough in the Total cells

 In NCCCS 2–16 form total cell W68 or AA68 is 
highlighted red with strikethrough.  This means the 
cost item is missing in NCCCS 2-17 (column 2) or 
(column 6) page. Grand total in the 2-17 pages (Cell 
E82 & O82) should equal to Column (2) or Column (6) 
total in the 2-16 page.

 If this is not the case, please let System Office know.
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 Grouping multiple contracts in one line
 If you have multiple contracts with one vendor, please use separate lines to list each contract. This 
makes tracking the expenditures easier. 

 Contingency fund
Contingency fund is to be adjusted as the contracts get added or change orders are approved. If not 
adjusted, the total project cost won’t agree with the 3-1 & Interscope. 

  Designer reimbursables 
If designer reimbursables are not part of the contract, the reimbursables should be listed as a 
separate cost item. 

Other Fees
 Examples: Newspaper ads, permits, AHJ fees, utility connection fees, etc.

Common Issues (continued)
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 Worked Performed by Owner
The college employee(s) should have performed the 
work to categorize expenses as work perform by owner. 
No labor or salaries can be paid under work 
performed by owner.

 Allowable SCIF Purchases
According to Section 40.1(f) of the 2021 Appropriations 
Act any items purchased with SCIF funds must meet one 
the following criteria:

• Have a useful life of at least 10 years, or
• Extend the life of the facility by at least 10 years 

once renovated or rehabilitated. 
 

Common Issues (continued)
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 Unidentified funds 
Cannot be included as part of project cost in the 2-16/2-
17 form. Colleges are only allowed to show in 3-1 to show 
SCO as expected funds. 

 Incorrect fund source assignment
If Local fund source is used for reimbursement instead of 
State fund or vice versa you can make correction by sending 
the correction in next request tab.

Common Issues(continued)
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In the example below in 1st screenshot 
$326,100.00 should have been reimbursed 
from State fund instead of Local fund. You 
can make correction in the next request Tab 
as show 2nd screen shot. 
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Old Project Pending Closeout 

 Any projects that contain State funds must document all expenditures via 2-16/2-17 
prior to close-out by 3-1. (Do not stop sending request for reimbursements once state 
funds are expended.)

 If all the expenditures are entered in Interscope Financial Expenditure tabs, for 
local funds reimbursement you may simply list payee and see Interscope with total 
amount paid to make this process easier for colleges. No invoices are required. 

 If no expenditures are entered in the Interscope you would need to complete the 
request for reimbursements form and send the invoices. 
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Good Practice
 Review contract amount, Contract paid to-date 

amount and Balance to finish amount  in the Pay 
App or the invoice. The amounts should always 
agree with Column (2), Column (4) and Column 
(5) in the 2-16 form. 
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CAPITAL CONTACT INFORMATION:

Reimbursements:
cireimbursements@nccommunitycolleges.edu

Capital Improvements Projects:
 ciprojects@nccommunitycolleges.edu

Questions on funding, training, emergencies, SCO, Interscope, legislative: 
cifinance@nccommunitycolleges.edu

Annual Reports:
annualreports@nccommunitycolleges.edu
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Thank you 
Sona Nyaichyai

Capital Funds Accountant
Snyaichyai@nccomunitycolleges.edu
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Capital 
Upcoming 
Changes 
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Moving to Service Now 
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Capital Construction Projects Homepage
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New Project Dashboard
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New Project Approval Request
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2-16/2-17 Reimbursement Request
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Back-end dashboard view
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Thank you 
Angela Dorman

Director, Capital Finance and Planning
dormana@nccommunitycolleges.edu
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