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Today’s Agenda
• Welcome 
• Vendor Electronic Payment Form
• Expenditure Reporting and Cash Application (ERaCA) 

– Submitting Expenditures
– Utilizing Reports

• Reimbursement Process
• Required Fiscal Documentation

– How to Submit
– Samples

• Fiscal Reviews



Vendor Electronic Payment & 
Substitute W-9 Forms

• Electronic Vendor Payment form and 
Substitute W-9 form should be completed or 
revised for your Non-LEA organization to allow 
financial transactions within the ERaCA system.

• Please email both forms back 
to Jennifer.Smith@dpi.nc.gov and 
copy Ed.Stone@dpi.nc.gov for processing, 
identifying Electronic Vendor Form and your 
ELISS Organization’s name in the subject line.

mailto:Ed.Stone@dpi.nc.gov


Vendor Electronic Payment Form



Substitute W-9 
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1. Enter NCID username
2. Enter NCID Password
3. Click Login button  

Logging Into ERaCA
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ERaCA Welcome Screen
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Click on the Expenditure Tab

1. Click on the drop down box and select the 

appropriate Program Report Code associated 

with expenditure.

2. Enter the dollar amount of the expenditure.

3. After entering the expenditures, click the save 

button.

4. You may not enter an amount greater than your 

ATS or ATD amount.
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PRC 133

Entering Expenditures 
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Click on the Expenditure Tab

1

2

3

1. After saving the data you will get the 
following message:  Data Update 
Saved Successfully

2. The submit tab will only become active 
after the data have been saved.

3. Verify all expenditures and cash request 
is correct before clicking submit. 

4. Click the submit button to send the 
expenditure and cash request to DPI.
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Submitting Expenditures 
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1. Please read carefully
2. Verify all information is correct.  If changes 

need to be made, select “No, Don't 
Submit.”  You will be given the opportunity 
to make corrections.  If everything is correct, 
click “Yes, Submit…” and the request will 
be sent to DPI. 

1
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Confirming Expenditures 
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1. If you select, “No, Don’t 
Submit”, you will be brought 
back to this screen to make 
changes.  

2. You must select “save” after 
making changes before you 
can “submit” updated data

Correcting Expenditures



1212

1. After selecting “Yes, Submit…”, you will see 
this message

2. Reminder: DPI processes expenditures 
each weekday at 3:00 PM except for 
holidays. 
All requests submitted after 3:00 PM will be 
processed the following day. 
You cannot submit another request for the 
same PRC until your first request 
has been processed. 

1

2

Confirming Data Successfully Submitted
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Click on the Inquiry 
Submitted Tab

1. Change the calendar month to the month you would like to 

view

2. If you have submitted multiple PRC’s, use the drop-down 

box to see what was submitted in each PRC

3. Note your ATS and ATD amounts will NOT change until 

after your cash request has been processed.

4. The Fund Requirement Date will not be populated until DPI 

process your request.  Once DPI processes the request, the 

Fund Requirement Date will show.
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Funds are 
deposited typically
7-10 business days 

after Submission

Inquiry Submitted 
Tab
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Click on the 
Reports Tab

Click on a link to see a detailed report  for your unit

Accessing Reports
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Sample  Cash Request Report 
By Unit Number

Accessing Reports
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Sample Federal Expenditures  Report

Accessing Reports

133    ELISS



Accessing Reports
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Sample Federal Cash Balance Report

133    ELISS





Documentation Required for 
Reimbursement

• NCDPI is requiring all Non-LEAs to submit 
for reimbursement in the ERaCA system at 
least once monthly after program starts

• ERaCA Reconciliation Cover Sheet
– Dated, Signed by Chief Admin/Fiscal Agent

• Expenditures/Cash Request Data Inquiry 
Screen
– Documentation should follow order of the printout



ERaCA 
Reconciliation 
Cover Sheet



Expenditure/Cash 
Request Data 

Inquiry



Documentation 
Required for Reimbursement
– Payroll
– Timesheets (signed, dated, showing work 

activities, attestation, account codes)
– Receipts (dates, account codes, 

management approval)
– Invoices (should match approved 

contracts)
– Account ledgers (reconciliation worksheet 

corresponding to submitted request)



Sample Documentation



Sample Timesheet 



Sample Timesheet Continued 



Documentation:
Invoice 

Example



Fiscal Reviews

Jennifer Smith, Program Administrator  
Federal Program and Monitoring Division 



ELISS Fiscal Reviews 

• NC DPI and the Federal Program Monitoring 
and Support Division maintains responsibility 
and oversight for fiscal monitoring of the 
ELISS program
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ELISS Fiscal Reviews

• CFR§200.331 (d) - All pass-through entities 
must monitor the activities of the subrecipient 
as necessary to ensure that the subaward is 
used for authorized purposes, in compliance 
with Federal statutes, regulations, and the 
terms and conditions of the subaward
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Required Report on Use of 
Funds

• “Each State agency or department that receives federal grant funds 
under Section 4.1 of this act shall provide a report to the Joint 
Legislative Commission on Governmental Operations and the Fiscal 
Research Division no later than 90 days from the day the grant period 
ends detailing the use of funds. The report….shall include the amount 
of funds allocated to each State agency, State department, and 
nonprofit organization; how the funds were used by each State agency, 
State department, and nonprofit organization; and the amount of funds 
allocated to each State agency, State department, and nonprofit 
organization that remained unspent as of December 30, 2020. The 
report required from each State agency or department that receives 
federal grant funds under Section 4.1 of this act shall include the 
amount of funds granted, the source of the funds, how the funds were 
used, and the amount of funds that remained unspent at the end of the 
grant period. ” [Session Law 2020-4, SECTION 1.7}



Who will be Conducting Fiscal 
Reviews?

• Since 2013, NCDPI has experience in contracting 
with independent compliance monitoring firms 
through state convenience contracts to conduct on-
site fiscal reviews utilizing a Fiscal Review (FR) 
instrument developed by NCDPI.

• FPMS is currently seeking bids from outside 
Accounting Firms to managing the Fiscal Reviews 
of ELISS grantees due to the limited internal 
staffing capacity to conduct these reviews
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Which Organizations Will 
Receive a Fiscal Review?

• This is currently unknown since we have 
not received bids at this time to know the 
Scope of Work Possible within the funds 
FPMS has to expend on the contract

• If only a portion of the 27 organizations can 
be reviewed, the selected organizations 
would be chosen via random selection
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When Would the Fiscal Review 
Occur?

• Due to the time it takes for NCDPI to follow the bid 
and procurement process and submit contracts for 
review and approval, the exact starting date or 
timeline for Fiscal Reviews is currently unknown

• Due to the limited Period of Availability of these grant 
funds (July 1, 2020- December 30, 2020) there is a 
likelihood that some organizations might receive a 
Fiscal Review AFTER the grant program ends on 
December 30, 2020 



How Should We Prepare for a 
Possibly Fiscal Review?

• In preparation for a possible on-site fiscal 
review for selected ELISS programs, 
NCDPI is requesting that documentation 
(receipts, payroll record, timesheets, etc.), 
as well as any inventory, be maintained 
and readily available to compliance 
monitoring personnel for review.



ELISS Written Fiscal Procedures 

• Each organization must establish and 
maintain effective fiscal control and fund 
accounting procedures (internal controls) 
over the Federal award that provide 
reasonable assurance that the 
organization is compliant in managing the 
Federal award

This Photo by Unknown 
Author is licensed under CC 
BY-SA-NC

https://icondoit.wordpress.com/category/financial/
https://creativecommons.org/licenses/by-nc-sa/3.0/


ELISS Written Fiscal Procedures

• Written Procedures/Internal Controls 
should address the following:
– Effective control and accountability of funds
– Transactions must be properly recorded & 

supported with proper documentation
– Subgrantees must maintain certified time & 

effort documentation



ELISS Written Fiscal Procedures

• Cash management processes
– Written procedures for ERaCA submissions

• Allowability of Funds
• Conflict of Interest
• Bid & Procurement Process
• Travel
• Segregation of Duties



Grant Guidance Document

https://www.dpi.nc.gov/school-operations/federal-program-monitoring/eliss


Questions?


