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Purpose 

• The purpose of this training is to review the terms and 
requirements for the contracts beginning on July 1, 2022.

• These contracts include Refugee Support Services and Youth 
Mentoring funding 

This training is not all inclusive, please refer to your agency’s contract 
for all terms and conditions. 
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Topics 
- Contract time period 
- Allowable Expenses 
- Amendments and Realignments 
- Confidentiality 
- Termination of Contract 
- Additional Contract Performance Requirements 
- Communication 
- Key Personnel / New Hire Checklist 
- RIS Access Non- Key Personnel 
- RIS Reporting 
- REPORTS 
- File Maintenance, Forms, Record Retention and Oversight 
- Closeout Contract 
- Monthly Reports Discussion 
- Outstanding Invoices  
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Time period   

• Effective Period: This contract shall be effective on 7/1/2022 
and shall terminate on 6/30/2023. 
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Allowable Expenses (Some examples)

• Reasonable and necessary for the performance and 
administration of the award/grant

• Authorized under the contract

• Not included in another grant as a cost

• Types of Costs: 
−Direct costs are expenses that can be traced directly to are 

expenses that directly go into producing goods or providing 
services

−Indirect costs are general business expenses that keep you 
operating
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Allowable Expenses (Cont.)

• Mileage reimbursement rate increased from 56 cents per mile to 
58.5 cents per mile. 

• Do not include sales taxes 

• No shipping expenses 

• No gratuity 
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Amendments / Realignments 

• Any changes to the budget must be requested in writing by the 
Contractor, and written approval granted by the Division. 

• All amendment requests must be submitted to the Division 
Contracts Office no later than the third quarter. In this case, 
March 31, 2023. 
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Confidentiality  

• Any information, data, or documents given to or prepared by the 
Contractor under this agreement shall be kept as confidential. 

• Health Insurance Portability and Accountability Act (HIPAA) 

• Data breaches are to be reported to the Division’s Contract 
Administrator within twenty-four (24) hours after the breach is 
first discovered. 
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Termination of Contract  

• The Division may terminate a contract with written notice to 
the Contractor
−Performance 
−Lack of funding 

• Agencies can terminate a contract as well.
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Other Contract Performance

• To ensure benefits are adjusted or terminated in a timely 
manner, when applicable, contractors must ensure that a 
change in situation of family unit (such as obtaining 
employment, receiving Supplemental Security Income (SSI) or 
pregnancy) that would affect eligibility for Refugee Cash and 
Refugee Medical Assistance by completing appropriate DSS 
forms.

• The DSS forms must also be uploaded to RIS. 
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Other Contract Performance (cont.)

• Participate in the Refugee Advisory Council and relevant 
subcommittees

• Attend meetings and trainings arranged by the Division. 

• Duty to update our office on changes 
−Office relocates, then submit a new lease
−Automobile Liability Insurance 
−Annual state and federal certifications (if there are changes during the 

year then resubmit)
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Annual state and federal certifications – change to  
procedure 

• Agencies will begin receiving state and federal certifications 
during the third quarter of a calendar year (October –
December). The certifications will be used the upcoming year 
for all contracts. 

(Examples: Conflict of Interest Acknowledgement and Policy, Conflict of 
Interest Verification (Annual), IRS Tax Exemption Verification (Annual), IRS 

Tax Exemption Letter, State Grant Certification - No Overdue Tax Debts)
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Consultant Contract Assignments RSS and YM
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Communication 
• Service Provider Tasks and Listserv Contact Information 

form 
−Forms are to be completed at the beginning of the contract year and 

when necessary due to Key Personnel changes. Several listservs have 
been added to the new form. 

−Return the Listserv forms on or by August 12th. Send to Scott Phillips, 
Karen Pemberton, and the consultant(s) assigned to your contract(s).   

−Each listserv allows for a Director, Regional Director, and one alternate.  
Ultimately, it is the responsibility of the Director to pass along the 
information.  

− Inform us when Key Personnel are no longer working with your 
organization.
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Service Provider Tasks and Listserv Contact Information (Cont.) 
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Service Provider Tasks and Listserv Contact Information Page 2 
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Key Personnel 

• The Contractor shall not replace any key personnel assigned to 
the performance of the contract without the prior written 
approval of the Division. 

• Send Coordinator and consultant the resume to review and 
approve. 
− If Approved, then we will send an Approval Memo
− If the person has limited experience, then the candidate will receive 

provisionary approval. 

• Return the New Hire Checklist

• Inform us when key personnel leave your organization. 
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New Hire Checklist
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Refugee Information Systems (RIS) Access
Non-Key Personnel 

• Submit form requesting access to RIS 

• The form can also be used to terminate RIS access for a former 
employee. 

• These requests should be made by the Director. 

• Access to RIS will be terminated within thirty (30) days of 
notifying our office that an employee is no longer with an 
agency.   
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Refugee Information Systems (RIS) reporting 

• Enter Services data in RIS on a weekly

• Remember to only use Service Codes that are included in your 
agency’s contract. (submitting the monthly reports is a good 
time to double-check entries.)
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REPORTS 

• Monthly Reporting (DSS 1571 III Administrative Costs)

• Report ORR 6 Semi-annual (SAP-6)

• Annual Outcome Goal Plan
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Monthly Reporting

Contractors are to submit the following reports on a monthly 
basis.

• DSS 1571 III Administrative Costs Report by the 10th of each 
month. Agencies with subcontracts must include a 1571 report 
completed by the subcontractor.  (Exception is the Final June 
invoice)

• DSS-1571 Reports must be submitted monthly, even if no costs 
are incurred.
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Additional Reports 

• Report ORR 6 Semi-annual (SAP-6) (due in October and April)

• Annual Outcome Goal Plan (Return to Scott Phillips by noon on 
October 31, 2022.) 
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File Maintenance 

• Contractors must maintain documentation providing the client’s 
eligibility, along with other required service documents in the 
client’s case file. 

• No Substitution and/or editing of DSS forms
−EXCEPTION Language assessments such as Comprehensive Adult 

Student Assessment Systems (CASAS) can be used.  However, the top 
portion (participant demographics) of the DSS-6234 ELT Learner Initial 
Assessment must be completed and attached to the assessment used.

−Forms are located on NC DHHS Policies and Manuals website: 
https://policies.ncdhhs.gov/divisional/social-services/forms
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Record Retention and Oversight 
• Record Retention 
−State basic records retention policy requires all grant records to be retained 

for a minimum of five years or until all audit exceptions have been 
resolved, whichever is longer. If the contract is subject to federal policy and 
regulations, record retention may be longer than five years. Records must 
be retained for a period of three years following submission of the final 
Federal Financial Status Report, if applicable, or three years following the 
submission of a revised final Federal Financial Status Report. 

• Oversight 
−The State Auditor and the State funding authority, the Department of Health 

and Human Services shall have access to persons and records as a result 
of this contract entered into.  

NCDHHS, DSS, Economic and Family Services Section; State Refugee Office SFY 2023 Contracts Kick Off Training August 3, 2022

Closeout Contract 

• Agencies will have up to sixty (60) days to submit a final DSS-
1571. 

• This is the last year of the three-year award. Look for additional 
information regarding the next Request for Applications (RFA) 
later this year.

25

26



8/15/2022

14

NCDHHS, DSS, Economic and Family Services Section; State Refugee Office SFY 2023 Contracts Kick Off Training August 3, 2022

Monthly Reports Discussion 
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Monthly Reports Discussion 
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Monthly Reports Discussion 
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Monthly Reports Discussion 
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Outstanding Invoices 

• There have been some delays since the onset of COVID-19

• Report outstanding invoices sooner rather than later!
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QUESTIONS 
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THANK YOU!
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