Contracts Unit Forms Update

Forms are available on the NC Public Health website at the following location: http://ncpublichealth.com/employees/contracts-forms.htm
The forms listed below have had the following revisions made:

CAF: 

Revised GIC # field to reflect change to NC Grants ID (Contracts Unit to enter NC Grants ID).
CAF Instructions:

Revised DHHS, GIC, and NCAS #s to: DHHS, NC Grants ID, and NCAS #s.
Update DIRM section with email address from ncmail.net to current email address: DIRM.ContractsUnit@dhhs.nc.gov 

CAF Amendment Instructions:

GIC Number updated to NC Grants ID.
Enter the contract GIC number (for NGO contracts only).  Updated to Enter the NC Grants ID (for NGO contracts only).

Update DIRM section with email address from ncmail.net to current email address:  DIRM.ContractsUnit@dhhs.nc.gov 

Contract Justification Memorandum:

Hidden text was removed from the document.  The guidelines/instructions have been moved to a separate document and should be used to aid in form completion.

Question #1 original questions were separated for clarity and to ensure that all questions receive a response.

Question #6B original questions were separated for clarity and to ensure that all questions receive a response.

Question #7C added 3 new questions for clarity and to aid in explaining why contract is sole source.

Question #7D original questions were separated for clarity and to ensure that all questions receive a response.

Question #8 A has had the following statement added: The Federal Award Number is now required in NCAS for all federally-funded contracts.  Contractors will not be reimbursed if the federal award numbers are missing from the system.

Guidelines for Contract Justification Memorandum:

Header Instructions: Subject: On the third line, enter the Contractor’s legal name as it is registered with the NC Secretary of State. 

Question #1 changed to Questions 1A through 1D.
Instructions changed to: Questions 1A through 1D request specific information about this contract.  Respond to each question using complete sentences.

Question #2 NOTE:  Name change from Karen.C.Smith to Karen Jarman and ncmail.net to dhhs.nc.gov.

Question #4 changed “Leave blank if not applicable” to “If not applicable, enter N/A”.

Question #5C changed the sentence: List the names of all other public agencies participating in the project. To read as: List the names of all other public agencies participating in the project, contact name and telephone number.

Question #6B changed paragraph:

· If this is a non-sole source contract, describe the selection process and explain why this contractor was selected.  Describe the contractor’s qualifications.  Include information on how cost is determined as reasonable.  Also include the RFA/RFP/RFQ issue date, number of applications/proposals/quotes received, and the number of contract awards.
To read as:
· If this is not a sole source contract, question 6B requests specific information about this contract.  Respond to each question using complete sentences.  Be sure to include the RFA/RFP/RFQ issue date, number of applications/proposals/quotes received and the number of contract awards.
Question #6C Personal Services Contract changed 

· If this is a personal service contract, provide a description of the method used to select the contractor.  Information on how cost is determined as reasonable must be included in this response.

To read as: 

· If this is a personal service contract provide a description of the method used to select the contractor using complete sentences.

Question #7C the first sentence: 

· If this is a sole-source contract with a for-profit, not-for-profit, or individual, enter the applicable waiver and provide a justification for your selection.
Was expanded to say:

· If this is a sole-source contract with a for-profit, not-for-profit, or individual, enter the applicable waiver and provide a justification for your selection.  Each question in the justification requests specific information about the contract.  Respond to each question using complete sentences.
The remainder of the paragraph is now a second paragraph.

Question #7C 1 the word flow-thorough has been corrected to flow-through.

Question #7D has been changed from:
· If this is a sole-source contract and/or public agency contract only, describe the negotiation process to determine cost.  Include information on how cost is determined as reasonable ((including any necessary documentation required justifying personal services rates)..

To read as:

· Question 7D, requests specific information about this contract.  If this is a sole-source contract with another public agency or a public agency contract, respond to each question using complete sentences.

Question #8A Contract funding and Total Contract Amount; has been changed from:
· Enter the amount, percentage, and name of the grant or source of funds supporting the contract. Include any required contractor match. Enter the specific name for all funding sources such as State, Contractor required match or the name of private donated funds.  Specify the individual name of the grant, such as Maternal & Child Health Block Grant.  List the CFDA# beside the name of all federal source(s).  In the Grant Budget Period field, list the dates in the grant award for all funding sources. For example:  October 1, 2008 – September 30, 2009.

To read as:

· Enter the amount, percentage, and name of the grant or source of funds supporting the contract including any required contractor match. Enter the specific name for all funding sources (e.g., State Appropriations), contractor required match or the name of private donated funds (e.g., Kate B. Reynolds).  Specify the individual name of the grant (e.g., Maternal & Child Health Block Grant).  If using federal funds, specify the applicable official CFDA Program Title, the associated CFDA# and the federal award number.  In the Grant Budget Period field, list the dates in the grant award for all funding sources. For example:  October 1, 2010 – September 30, 2011.

Question #8C the dates in the following sentence were updated:
Use the following as a guideline: 7-1-05 – 6-30-06 = SFY 2006.  Now reads as: Use the following as a guideline: 7-1-09 – 6-30-10 = SFY 2010.

Exception Payment of Late Expenditure Report:

Added an additional signature line for Encumbrance Officer’s signature.

Guidelines for Amendment Justification Memorandum:  

Question 3C.   Updated name change and email address for Karen.C.Smith@ncmail.net to Karen.Jarman@dhhs.nc.gov.

Updated name in sentence from Karen.C.Smith to Karen Jarman will coordinate with Office of Policy and Planning.

IMOA:

Revised - THIS AGREEMENT, made and entered into this ___ day of ______ 200X 

to - THIS AGREEMENT, made and entered into this ___ day of ______ 201X.

RFA Agreement Addenda:

The RFA for Agreement Addenda is currently under review.

RFA Forms

RFA Notice of Funding Availability Reporting Form

A statement has been added to Eligibility to clarify information needed for this item.  Form fields have been removed from the document because they were interfering with posting the notice.

RFA Approval Form Instructions

Question #8, Funding Source.  The type of agencies that may receive funding (public, private non-profit, or private for profit) has been changed to (public, private non-profit).  Private for profit is not an option for an RFA and is no longer included on the Approval Form.

RFA Justification Memorandum

Questions #8 and #9 regarding other state agencies have been combined into one item, #8.

A chart for listing state agencies contacted and a space to explain why the service cannot be performed by another state agency has been included.

RFA Template
There were many changes to the RFA Template.  Please take a moment to familiarize yourself with the new document.  Most notably, a Table of Contents was added, and many of the legal documents are no longer required to be signed with RFA submission.  Revisions are as follows:
Table of Contents has been added to facilitate a ready reference to the various sections of the RFA.

· Please note that the Table of Contents will not reformat automatically when sections are moved or deleted.

· The user must update the table by clicking to the left of the table (to highlight it) and press the F9 key.  Then, choose to update page numbers only or to update the entire table.

Section III. “Scope of Services.”  The instructions have been expanded to include suggested items for the Program to consider when developing a narrative or an outline for the Scope of Services. 

· Suggested items relate directly to the Scope of Work to be included in subsequent contract(s) resulting from the RFA. 

· The Program will develop from this narrative/outline a form or list of questions for applicants to answer and include in the RFA application.

· The form or list of questions is to be included in section VII. 3. Applicant’s Response. 

Section IV. “General Information on Submitting Applications.”  Instructions pertaining to Audit, Federal Certifications, Conflict of Interest, Certification of No Overdue Taxes, NC Secretary of State Registration, and DUNS number have been moved to section V. “Application Procurement Process and Application Review.”
Section V.  “Application Procurement Process and Application Review.”  The following items and instructions are now included in this section:

· Item 4. Notice of Intent, (this is optional)

· Item 8. Format

· Item 9. Space Allowance

· Item 14. Audit

· Item 15. Assurance

· Item 16. Additional Documentation to Include with Application

· This instruction describes what documentation is to be sent with the application as follows:  Private Non-Profit agencies are required to include the agency’s 501(c)(3) tax-exempt status, and Verification of 501(c)(3) Status, an example of which can be found in section VII.8.
· Please note that a blank Verification of 501(c)(3) Status form should be given to the applicants as a separate file so that it does not have to be recreated from the RFA by the applicants.

· Item 17. Federal Certifications, (included in the appendix for reference only)

· Item 18. Additional Documentation Prior to Contract Execution
· The following documents are no longer required to be submitted with the RFA application.  They are however included for reference only in an appendix to the RFA template:

· Letter To Identify Individuals To Sign Contracts
· Letter To Identify Individuals To Sign Expenditure Reports
· Notarized Statement And Conflict Of Interest Policy
· No Overdue Tax Debts Certification

· Item 19. Registration with Secretary of State

· Item 20. Application Process Summary Dates.

· This item has been expanded to include dates for a Bidder’s Conference/Teleconference (if applicable), Notice of Intent due (if applicable), End of Q&A period, and Answers to Questions released to all applicants.

Section VII.  Application.  This section has been revised.  There are 8 items that are required, when applicable, to be completed by the applicant and included as a part of the RFA application. 

· Each item is numbered in the RFA template with corresponding instructions.  The eight (8) items are listed below with an explanation:
1. Cover Letter (Item 1). There are several items listed in the instructions to be included in the cover letter.  Note that the cover letter is to be signed and dated by an individual authorized to legally bind the applicant.

2. Application Face Sheet (Item 2). The Xs included in the instructions are to be filled in by the Program.

· Please note that a blank Face Sheet should be given to the applicants as a separate file so that it does not have to be recreated from the RFA by the applicants.

3. Applicant’s Response/Form (Item 3). The Program is to insert a form or list of questions, based on the description of services in section III. “Scope of Services”.  This is to be completed by the applicants and included as part of the application.
· Please note that a blank Response Form should be given to the applicants as a separate file so that it does not have to be recreated from the RFA by the applicants.

4. Project Budget (Item 4).  The Program will determine the format of the budget and include in this section (excel format, budget narrative, etc.).

· Please note that a blank budget form, when applicable, should be given to the applicants as a separate file so that it does not have to be recreated from the RFA by the applicants.

5. Indirect Cost Rate Approval Letter (Item 5). This is to be included only if the RFA Project Budget allows for indirect costs.

6. Letter of Commitment or Statements of Support (Item 6).  This is an option to be determined by the Program.

7. IRS Documentation (Item 7).

· For Profit Organizations are required to provide a copy of a letter from the IRS which documents the organization’s tax identification number. 

· Private Non-Profit Organizations are required to provide a copy of an IRS determination letter which states that the organization has been granted exemption from deferral income tax under section 501(c)(3) of the Internal Revenue Code.

· The IRS determination letter can also satisfy the documentation of the organization’s tax identification number.

8. Private Non-Profits must include a Verification of 501(c)(3) Status Form (Item 8).  An example of this form is included in the RFA template in section VII.8.

RFA Questions and Answers Template

The Questions and Answers Template has been revised to include approval signatures.

· The Contracts Team Leader will sign and date the form when approved by the Contracts Unit.

· If there are questions regarding Terms and Conditions, the Contracts Manager’s approval is required. 

RFA Awards Template

The Awards template been revised to require that all RFA Applicants be listed and is now called the “RFA Applications and Awards Template”.  The new instructions are included on the form and are as follows:

· List all RFA Applicants and indicate if funding is being awarded to that applicant by answering Yes or No.

· If funding is awarded, fill in the Budgets for Years 1, 2 & 3.  If no funding is awarded, leave the Budget columns blank for that line.

· Please prioritize the list by entering the Awarded Applicants first, then list the remaining Applicants.
