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Disclaimer

• Some of the following slides may be changed or even  removed 
before October 10 in order to fit the allowed timeframe of 2.5 hours

• Additional slides may be added prior to the workshops
• We recommend not printing this before October 3
• Some slides may appear in the actual presentation that are not in 

this document for security reasons – as presentations and pdfs are 
posted on the website

Date of this version – October 2, 2023 – 3:17 P.M.

2023 TRAINING WORKSHOP

2

2023 Training Workshops
(23rd Year)

3

Oct. 10 •Waynesville

Oct. 11 •Newton

Oct. 12 • Asheboro

Oct. 24
•Wilmington

Oct. 25 •Washington 

Oct. 26
•Raleigh 

Western – Week #1

Eastern – Week #2
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1) 9:30 – 10:50 a.m.

2) 10:50 – 11:00 a.m. (Break)

3) 11:00 – 12:00 noon

4

Tentative Schedule

Will not go beyond 12:00 – but will stay for 
questions/conversation

• Purpose of Workshops
• New Participants
• Hearings
• Five Star Computing
• Security

• Due Process
• Dept. of Revenue Requirements
• Debtors
• Debts
• Statistics
• Setoffs
• Adjustments
• Year-end Cleanup

5

Detailed Agenda

• Expired Debts
• Year-end Cleanup
• 2024 Participation Form
• Avoiding Disaster/Refunds
• Avoiding Security Issues
• Avoiding Refunds
• Preparing for 2024
• Interactive Voice Response
• Dept. of Revenue Requests
• Refunds and Surpluses
• Email Types
• Support and Contact Information

 Zoom meeting for counties, agencies, municipalities, 
housing authorities and vendors

oWednesday, November 1

o9:30 – 11:30 a.m.

oRequires online registration
http://www.ncsetoff.org/2023VirtualWorkshopRegistration.htm

6

Virtual Version of Today’s Workshop
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• Client Software

 Special 1 ½ hour Zoom meeting for counties, 
agencies, municipalities and housing authorities

oWednesday, November 29

o10:00 – 11:30 a.m.

oRequires online registration
http://www.ncsetoff.org/2023VirtualSoftwareRegistration.htm

7

Excluded From Today’s Agenda

•Once a year opportunity for both new and 
returning users of debt setoff

Discuss security

Reiterate hearings, laws, regulations and 
requirements

Preparing for 2023 year-end

Preparing for upcoming 2024 tax year
8

Training Workshop Purpose

9

New Participants (1 of 1)

• No Longer a Separate Workshop Session:
 Did for 20 years – very few new municipalities, 

agencies and Housing Authorities remain
 New Participant Checklist: 

http://www.ncsetoff.org/NewParticipantChecklist.pdf
 Audio workshops on http://www.ncsetoff.org/Training.htm
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Hearings (1 of 2)

• Hearing Officer:
 Rarely needed (most debtors do not respond)
 Is required to be identified on the annual participation 

form
 Can be the Debt setoff coordinator but an Attorney is 

recommended
 Each participating department should know who is the  

Hearing Officer(s)

11

Hearings (2 of 2)

• Hearing – Audio Presentation:

 http://www.ncsetoff.org/Training.htm

• Contracted administrators for the NC Local 
Government Debt Setoff Clearinghouse (since 
inception in 2002) for NCACC and NCLM

• Also contracted administrators for SC Counties Debt 
Setoff (since inception in 1992*) for SC Association of 
Counties 

• Located in Columbia, SC

12

Five Star Computing, Inc.  (1 of 2) 
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• Employees - Year Started / (Years Known)

• Bill – 1997

• Drew – 1997 (37 yrs.) – Business Partner

• Becca – 2013 (32 yrs.) - Daughter

• Marcia – 2012 (31 yrs.) – SC Dept. of Revenue

• Fran – 2010 (23 yrs.) – State of SC I.T.

• Billie – 2014 (10 yrs.) – Bank I.T. Security

• Grace – 2019 (5 yrs.)  - First Full-time job

13

Five Star Computing, Inc.  (2 of 2) 

Other Staff Average Years at Five Star: 13+
Other Staff Average Years known: 23 

• Secure File Transfer

 MOVEit Secure File Transfer software http://www.progress.com/moveit/

 Encrypted file storage

 FIPS 140-2 Validated Cryptography

 Regulatory/compliance Support (PCI, HIPAA, SOC, GDPR)

 Cryptographic tamper-evident logging

 File Integrity Checking

14

Security (1 of 15) 

Local govts. and Five Star 
receive confirmation email 
on successful transmission.

MOVEit Wins Cyber Security Global Excellence Awards – May 2022

• File Transfer Website

15

Security  (2 of 15) 
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16

Security  (3 of 15) 

I.T. Vendors

1) Servers/Workstations/Firewall/Cybersecurity/Disaster Recovery/Business Continuity

 Intellisystems, Inc.: Columbia SC and Augusta GA (since 2019)

 http://www.intellisystems.com/

 Chris Hurley chrish@intellisystems.com (our CIO)
 CISSP, CRISC, CISM, CISA, CHSP, etc. 

2) SQL Database Administration and Programming Support

 Lemington Consulting, Jacksonville FL (since 2013)

 http://www.lemingtonit.com/

 David Lloyd dlloyd@lemingtonit.com

 Microsoft Gold Certified Partner

17

Security  (4 of 15)

I.T. Vendors 

• Dark web monitoring
• Firewall - allows only IPs from United States
• Suspicious behavior – automatically disconnects 

from network

18

Security  (5 of 15) 

• Internal Vulnerability Scanning 
 Servers

 Workstations

 IP addresses (internal and external)

• HIPAA Compliance

• Security Policy Management

• Penetration Tests

• Coalfire: Louisville, CO
 http://www.coalfire.com/
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Security  (6 of 15) 

INTERNAL TRAINING

20

Security  (7 of 15) 

INTERNAL TRAINING

Safe Web 
Browsing

PhishingRemovable MediaPublic Wi-fi

Working RemotelySocial EngineeringMalwareMobile Security

Connected WorldWhy Ask WhyPassword SecurityPhysical Security

Keeping Data 
Private and Secure 

Security On the 
Move

Always Think 
About 
Consequences

Anatomy of an 
Attack

Beware of 
Malware

Clean and SecureProtect Your DataBrighter and 
Better

21

Security  (8 of 15) 

INTERNAL TRAINING

Internet SecurityPhishing RefresherPrivacy and Data 
Security

Annual Security 
and Privacy 

Email SecurityPhishing Deeper 
Dive

Password Security 
Refresher

Malware Refresher

Mobile, Wireless 
and Remote 
Access

Advance 
Awareness

Verify Identity
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Security  (9 of 15) 

PHISHING TRAINING

23

Security  (10 of 15) 

PHISHING TRAINING

24

Security  (11 of 15) 

INTERNAL TRAINING

• All employees required 
to complete by end of 
month

• Only 2 employees ( 1 
each) clicked phishing 
emails (July/Aug 2020) 
since began 

• Phishing scores – we are 
top rank within our I.T. 
vendor’s customers and 
well below national 
average
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Security  (12 of 15) 

MISCELLANEOUS

• Five Star has none of the following and will NEVER have:

Web based database

Wireless network

Network attached printers

Network attached televisions

Social Media

26

Security  (13 of 15) 

INTERNAL SECURITY POLICIES

• Secure Folder Access by Password AND IP Address(s)  
 Submit IP address adds/updates to ncsetoff@ncsetoff.org

 Contact us to review and/or modify

27

Security (14 of 15)

ACCESS 

• ALL non-US IP addresses 
are blocked
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Security (15 of 15)

Client Software 

• Encryption of critical data
 Social Security Numbers/Individual Tax identification Numbers
 Usernames
 Passwords
 URL to secure site: https://setoff.fivestarcomputing.com

• Other Security Issues
 Ability to hide SSNs online and/or print by user
 Ability to export Excel files with full (if authorized) or masked SSN
 Restrict users to only allowed department/account codes

29

Due Process (1 of 6)

• Letters:

 Must be sent to last known address
o Even if know letter will be returned

o Should forward to new address if obtained

 Does not have to be sent certified

 Do NOT send BEFORE 60 days delinquent

30

Due Process (2 of 6)

• Letters:
 Only have to be sent ONCE
o Regardless of time debt remains in for 

collection
o Amount can change, due to interest/fees
o If send again, or include with new debt, debtor 

may believe they have new appeal period
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Due Process (3 of 6)

• Letters:

 Letterhead/envelope
o Must be of local government’s, not third-party

o Contact information must be local government’s

o Local government can refer callers to third-party

 Spanish version not required

32

Due Process (4 of 6)

• Letters:

 Retain a copy of the letter for future proof 
(even if using a vendor)

 Pdf recommended and save to external media 
and save according to retention records 
(debtors may ask/demand proof once setoff)

33

Due Process (5 of 6)

• Letters:
 The Clearinghouse does NOT retain a copy of the 

due process letter, even if using our client software!

o Generated pdf resides on the local government 
computer.

 Local governments are responsible for the proof of 
due process!
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Due Process (6 of 6)

• Due Process – Audio Presentation:

 http://www.ncsetoff.org/Training.htm

35

Methods of Collection (1 of 1)

Debt 
Setoff

Wage 
Garnishment

Collection 
Agency

Can do multiples, even simultaneously. 
Be sure to modify balances in other 

methods if collect in any one.

Clearinghouse does NOT send information to any credit 
reporting entities. 

Clearinghouse ONLY sends to the NC Department of 
Revenue who then shares with NC Education Lottery.

36

Department of Revenue 
Accuracy (1 of 1)

• The accuracy of the data (debtor and debt) submitted to 
Department of Revenue is critical for the possibility of 
being setoff
 SSN (critical)

 Last Name (critical) 

 First Name (important)

Entire 9 digits and first four of Last Name must match – otherwise requires manual 
intervention to be setoff. 

Cannot be blank – Suffix (Jr, Sr, III, etc.) also helps 

Cannot collect on a business name, even though the law allows 
(ONE EXCEPTION – another local government previously 

submitted same SSN with Last and First Name)
No Drivers License Numbers nor Business IDs will be setoff !

Cannot be blank – Middle initial optional 
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37

Debtors (1 of 5 )

• Only methods for collection:
1) Social Security Numbers

2) Individual Tax Identification Numbers (ITINs)

o Start with 9 and second section range of 70 – 88

o i.e.: 9xx-70-xxxx or 9xx-88-xxxx
 Currently 21,751 debtors for $5,196,399 in debt with ITINs

Can’t submit for owners in corporation, only individual owner against their SSN, not business ID number

38

Debtors (2 of 5)

• Statutes allow for collection against businesses:
 Department of Revenue’s legacy system does not setoff against 

business identification numbers
o unlikely for a business to get a tax refund anyway

• Clearinghouse no longer imports debtors into software without 
valid looking SSNs/ITINs

• Clearinghouse no longer generates due process letters without 
valid looking SSNs/ITINs

 Microsoft Word template available for local governments to send 
their own letters

39

Debtors (3 of 5)

• Acquiring Social Security Numbers (SSNs):

 Clearinghouse cannot assist in acquisition

 Vendors available for acquisition (contact us for 

recommendations)

 Many local governments, especially counties, 
have contracts (check with Finance, Tax, Police)

Local governments are allowed to acquire/contract to obtain SSNs.
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40

Debtors (4 of 5)

• Joint Debts:

 Split debt amount for each person
o Submit each SSN/ITIN and name # of Debts Non-

compliant (removed once date passes)

 Submit probable debtor with higher change of 
collection (i.e. working spouse)

 Department of Revenue doesn’t take from joint 
debtor

41

Debtors (5 of 5)

•Bankruptcy:

 Must remove (change to $0.00) any debts PRIOR to bankruptcy

o Wait until proof but if removed/changed to $0 prior to being 
denied, can restore debt amounts

• Deceased:
 Not required to remove

 Can submit against final tax refunds

 Eventually will no longer file returns and becomes uncollectible

42

Debts (1 of 14)

• Debt Requirements:
 ANY DEBT owed to a local government
 Must be delinquent at least 60 days
 Must be an individual debt, not corporate, etc.
o Even though law allows for corporate

 Must be $50 or greater
 Debts $50 or more need to be submitted separately
 Debts can be combined to meet the $50
o Should not combine tax debts with non-tax debts, if accruing interest
o Clearinghouse DOES NOT combine debts, all debts stand alone!

Use SSN, first and last name
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Debts (2 of 14)

Alarms 
Animal 
Violations

Code 
Enforcement

Civil 
Citations 

Demolitions

Maintenance 
(Lawn/Trees)

Library Fines 

Landfill

Inspection Fees

H.O.M.E & CDBG Loans 

Health Dept. Fees

Fire District

Environmental 

EMS Fees

Employees 

Nuisance
Ordinance 
Violations

Recreation
Property

Taxes Privilege 
License*

Parking Tickets

Rent or other judgments 
(Housing Authorities)

Returned Checks

Sewer Tap

Solid Waste Fees

Special Assessments

Storage Rental 

Traffic Citations

Utilities

Vehicle Taxes

ANY 
LEGAL
DEBT

OTHER

Storm Water 

43

44

Debts (3 of 14)

• Debt Characteristics (required for each debt):

 Compliance Date (Start) – date local government 
certifies that due process letter generated/sent and 
at least 30 days passed

 Expiration Date (End) – date local government 
chooses to cease the attempt to collect for this 
debt in the debt setoff program

45

Debts (4 of 14)

• Statute of Limitations:
 Clearinghouse requires that debts submitted to the debt setoff 

program adhere to the following: 
o When the due process letters are generated and sent, there is some type of 

proven activity (invoice/bill, payment) within 3 years for non-tax debts and 
10 years for tax debts

o If so, debt does not have to expire

 Local government has discretion to be more restrictive and 
choose not to submit debts as far back or keep in for as long
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Debts (5 of 14)

• Statute of Limitations – Audio Presentation:

 http://www.ncsetoff.org/Training.htm

47

Debts (6 of 14)

1)
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more
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have 
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Must 
not 
have 
passed

• Criteria for Sending Weekly to Dept. of Revenue 

48

Debts (7 of 14)

• Fees:
 Clearinghouse adds $15 to EACH debt BEFORE sending 

weekly to the Dept. of Revenue (who forwards every 
two weeks to Education Lottery)

 Once a $15 fee has been taken in a calendar year, no 
additional fee is added (reset to $15 next year)

 DOR and Lottery legislated to take $5 for EACH setoff
 Local governments cannot add their own collection fee!
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Debts (8 of 14)

• Priority:

 New debts (by SSN/ITIN and Unique Id) are 
marked with date and time

 Existing debts retain their priority order
o Debts below $50 and/or expired are deleted at 

year-end, losing priority

50

Debts (9 of 14)

• Details for Debts at Dept. of Revenue and Lottery:
 Each SSN/ITIN sent with one combined debt amount, 

including fees
o ONLY ONE First Name, Middle Initial, Address and Debt 

Amount (no local govt. info provided)
 Clearinghouse uses oldest CURRENT submission of the 

Full Name with SSN/ITIN
 May not be the correct Name with this SSN/ITIN
 Dept. of Revenue no longer provides rejected lists

51

Debts (10 of 14)

• Example of Debts for a Debtor:
 5 debts (2 counties, 2 municipalities)

Combined in preparation for Dept. of Revenue (5) $100 
debts
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Debts (11 of 14)

• Example of Debts for a Debtor:
Original debts

Combined and fees (5 x $15) for Dept. of Revenue
$500 + 
(5) $15 

fees

53

Debts (12 of 14)

• Example of Debts for a Debtor:
 Setoff occurs for $500.00 from Dept of Revenue

 Remaining debts $60 + $15

54

Debts (13 of 14)

• Submission to Clearinghouse:
 Can be submitted daily, file overwrites and remains on 

secure folder until Friday 
 Recommend at least weekly (Friday by 5 pm suggested)
 Processed beginning Friday evening, ends Sunday
 Status results provided by email by Monday
 Changes at local government MUST be transmitted to  

Clearinghouse in order to be adjusted at Dept. of Revenue
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Debts (14 of 14)

• Import Status Report (combined for ALL departments):

 # of Debtors (added/updated/rejected*)

 # of Debts (added/updated/rejected*)

 # of Debts Non-compliant (removed once date passes)

 # of Debts Expired (consider extending or deleting)

 # of Debt Amount (previous/current/difference)

Invalid SSN(s) – not nine digits, or  starts with 000- or 999-
Invalid Name(s) – blank first and/or last name

56

Statistics (1 of 12)

Setoffs in 2023 – By Year Debt Submitted

Submitted 2014 - 2020: 
• 47,632 setoffs (44%)
• $8,548,065 (42%)

Submitted 2002 - 2013: 
• 5,884 setoffs (5%) 
• $1,022,198 (5%)

Many from 2023 due to Dept. of Revenue’s late start

Submitted 2021 - 2023: 
• 54,252 setoffs (51%)  
• $10,864,353 (53%)

Totals:
• 107,768 setoffs
• $20,434,616

57

Statistics (2 of 12)

• All Setoffs (since 2014): 
 $0.01 - $49.99: 153,423
 $50 - $199.99: 1,045,373
 $200 - $999: 426,835
 $1,000 - $4,999: 5,536 setoffs (3,157 paid in full)

 $5,000 - $9,999: 35 setoffs (24 paid in full)

 $10,000+: 10 setoffs (6 paid in full)
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Statistics (3 of 12)

• Setoffs for 2023: 
 $0.01 - $49.99: 10,737
 $50 - $199.99: 62,902
 $200 - $999: 35,913
 $1,000 - $4,999: 497 setoffs (246 paid in full)

 $5,000 - $9,999: 3 setoffs (2 paid in full)

 $10,000+: 1 setoff (0 paid in full)

59

Statistics (4 of 12)

• Largest Tax Refund Setoff: 

 $34,152 (2017)

 2 different types of debt for one 
municipality

 Paid in full (no longer active)

AmountLocal Govt. (#of 
debts)

$38,831Original Debts

$17,695Setoff 4/18/2017

$16,786Setoff 5/2/2017

$30Fee:

$34,511Total Setoff:

$4,351Balance after last 
setoff:

60

Statistics (5 of 12)

• Most Setoffs for a debtor in one setoff: 
o May 2, 2023:
 EMS debts from 2013 - 2022 
 Debts/trips (one county): 86

 Amount setoff: $7,107.97

 Fees: $1,290

 Balance: $26.12

Also an additional 
municipality setoff: 
Setoff: $88.85
Fee: $15.00 fee 
Paid in full)
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Statistics (6 of 12)

• Lottery Setoffs (since 2014): 

 $1,000 - $4,999: 745 setoffs (605 paid in full)

 $5,000 - $9,999: 8 setoffs (8 paid in full)

 $10,000+: 2 setoffs (2 paid in full)

62

Statistics (7 of 12)

• Lottery Setoffs for 2023: 

 $1,000 - $4,999: 68 setoffs (54 paid in full)

 $5,000 - $9,999: 0 setoffs

 $10,000+: 0 setoffs 

 Largest refund setoff: $30,544 (balance $2,244)

 Largest lottery setoff: $4,808 (balance $51)

63

Statistics (8 of 12)

• Lottery Setoffs: 

 Since 2014:
 654 lottery setoffs $1,000+ 

(531 paid in full)
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Statistics (9 of 12)

• Lottery Setoffs: 

 Largest:  $24,589 (2019) 

 Paid six different debts in full

 Following month setoff tax 
refund for $272.90

 Paid in full (no longer active)

AmountLocal Govt. (#of debts)

$23,542County (3)

$1,047Municipalities (3)

$90Fees

$24,679Total:

65

Statistics (10 of 12)

• Interesting (since 2014): 

 Debtor setoff most times: 64

 Same county for all debts

 Fees: $240

AmountYear (# of setoffs)

$5012022 (4)

$8192021 (5) 

$1,6212020 (14)

$1,2562019 (8)

$1,7182018 (19)

$4642017 (6)

$6892016 (8)

$7,068Total (64):

66

Statistics (11 of 12)

• Interesting (since 2014): 

 Debts setoff on Individual Tax 
Identification Numbers (ITINs): 8,335

 Amount Setoff (ITINs): $1,119,438 
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Statistics (12 of 12)

• Interesting (since 2014): 

 # of debtors with multiple debts setoff or 
same debts setoff multiple times: 352,829 
(of 770,700) 46%

 # of debtors with only one setoff: 417,871 
(of 770,700) 54% 

68

Setoffs (1 of 10)

• Occur 21 – 22 times per year
• Usually 2nd and 4th Tuesdays
• Starts in February, ends mid-December
• Deposits from Department of Revenue and Education Lottery go directly 

into Capital Management
• Clearinghouse informs Capital Management how much to deposit into each 

local government account
• Must have a Capital Management account (starts with 47) in order to 

participate
 Clearinghouse can only direct deposits into ONE Capital management account
 Local governments can use reports and files to internally make deposits if 

multiple department/account codes 

2023 DOR Setoff Calendar:
http://www.ncsetoff.org/DORCalendar.htm

69

Setoffs (2 of 10)

• Setoff Files Availability:
 When receive the following email:

 Notes:
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Setoffs (3 of 10)

• Setoff Files Availability Email:
 REMINDERS:
o Transmit Balance file
o Other available files 

 Excel file of all setoffs
 surplus (if any)

 SECURITY REMINDERS
 SURPLUS REMINDERS
 PASSWORD REMINDERS
 SETOFF IMPORT REMINDERS

71

Setoffs (4 of 10)

• Setoff Files:
1. C/Mnnn.xlsx – all 
2. C/Mnnn.txt – non-client software  users
3. setoff.txt – client software
4. match.dat - ASCII users
5. match-TAX.dat (if requested by local govts.)
6. surplus.xlsx (if any identified surpluses)

contains full nine digit SSN             deleted once processed 

Software 
users

72

Setoffs (5 of 10)

• C/Mnnn.xlsx:
 Contains each debt setoff
o Identifies account number, department, amount setoff, remaining 

balance and fee
o Shows multiple debts setoff for one person
o Even debts deleted from local government
o Shows surplus amount
o Identifies if a different name was sent to Dept. of Revenue
o Can sum setoff amount column to match Capital Mgt. deposit
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Setoffs (6 of 10)

• C/Mnnn.xlsx:

Above names are from public list from Mayflower

Dept. of Revenue no longer provides name and address

74

Setoffs (7 of 10)

• C/Mnnn.xlsx:

Above names are from public list from Mayflower

Possibly 
wrong 
person 
setoff

75

Setoffs (8 of 10)

• Surplus Excel File:
 Contains debts setoff identified as a surplus:
o If recently paid and debt reduced to $0.00
o If debt recently deleted in client software
o If debtor filed multiple refunds (amended/past years)
o If debtor collected on multiple lottery tickets
o If setoff by BOTH Dept. of Revenue and Lottery
o If debt setoff but recently expired (review before refunding)

We DO NOT monitor if surplus files are downloaded
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Setoffs (9 of 10)

• surplus.xlsx:

Above names are from public list from Mayflower

Disclaimer: due to manual adjustments between different local governments there may 
be debts in this file that are NOT actually surpluses. In addition, there may be surpluses 
NOT included. Research any debts included to determine if a refund for overages need 
to be returned to the debtor. In addition, check the fee for accuracy. Contact 
Clearinghouse for exact details.

Surpluses 
cannot be used 
for additional 

debts that 
have NOT had 
due process!

All fees put in ONE surplus

77

Setoffs (10 of 10)

• Setoff Information timeline:
 File information provided by Dept. of Revenue and Education 

Lottery (Tuesday) – usually 2nd and 4th of the month
 Setoff files and reports available to local governments (Tuesday)
oRemain for 10 days – please download as same file names used for 

next setoff!
 Deposit information provided to Capital Management (Wednesday)
 Deposit from Dept. of Revenue and Lottery to Capital Mgt. (Friday)
 Funds available to local governments from Capital Management –

(following Tuesday)

78

Adjustment Email (1 of 9)

• Notes and Major Topics: 
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Adjustment Email (2 of 9)

80

Adjustment Email (3 of 9)

81

Adjustment Email (4 of 9)
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Adjustment Email (5 of 9)

83

Adjustment Email (6 of 9)

Rejected
Not 

Compliant
Expired

Perfect

Needs Review

Informational – May Need Review

84

Adjustment Email (7 of 9)

W
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ss

Previous Debt 
Amount

Current Debt 
Amount

Net Amount

Increases/Decreases 
result from imports 

and/or manual 
adjustments at local 
government. Setoffs 
offset if local govt. 

processed the setoff 
file. Large increases 

usually from Five 
Star or internal staff 

processed a 
departmental 

Excel/ASCII file. 
If no adds/adj at 

local govt.
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Adjustment Email (8 of 9)

• Errors: Not an 
Error –
but if 
many 

years in 
future, it 
would be

Possibly reversed Compliance and 
Expiration Dates in Import

86

Adjustment Email (9 of 9)

• Errors: 

Cannot 
begin 
with 

000- or 
999-

Not an Error – but consider 
extending or deleting

• Clearinghouse will provide an Excel file of already 
expired debts or those that will expire by 12/31/2023
 Only last four of SSN/ITIN is provided

 Client software users can view entire SSN/ITIN (with access rights) using Report-Expiration 

 We will send an email, with instructions, after placing in your secure folder 
(automatically deleted after 10 days but can be restored)

 All Departments in same file

o sort/separate/distribute if necessary

 Estimated availability– Tuesday, Nov.28, 2023 (1 day prior to virtual software training)
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Year-end Clean-up/Expired Debts (1 of 4)



10/02/2023

2023Workshop-AllAttendees-Notes.pdf 30

• Sample Excel file of already expired debts or those 
that will expire by 12/31/2023 (file available for 10 days)

88

Year-end/Expired Debts (2 of 4)

Above names are from public list from Mayflower

SSN 
last 
four

By 
Dept

.

• Avoid the need for a list from Clearinghouse. Run report to see 
debts expiring by end of this year (client software users)

89

Year-end/Expired Debts (3 of 4)

Above names are from public list from Mayflower

Select many years prior – to be sure. Recommend 1/1/2000 and go to end of this year 12/31/2023

Some expired debts may be $0 (setoff or paid)

• Also run report to see debts expiring by next year 
major Tax season (client software users)
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Year-end/Expired Debts (4 of 4)

Above names are from public list from Mayflower

Select many years prior – to be sure. Recommend 1/1/2000 and go to end of major tax season 
04/30/2024. Even consider choosing end of next year: 12/31/2024
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• Consider removing debts no longer attempting to 
collect on:
1) Debts $0 not setoff (GOOD) – minimal recommendation

 Debtors who paid, entered incorrectly, bankruptcy or deceased

 Client software users can view entire SSN/ITIN (with access rights) using Report-Expiration 

2) All debts less than $50 not setoff (GOOD)

3) All $0 debts (BETTER)

4) All debts less than $50 (BEST)

 Our software has options for each of the above, BY DEPARTMENT

91

Year-end Clean-up (1 of 1)

Create Excel export file 
PRIOR to any clean-
up/deletion. Consider 
unmasking SSNs/ITINs. 

Setoff report history still retained
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2024 Participation Form (1 of 10)  

Can have one Hearing Officer or separate ones for each department. Each department 
needs to know who the Hearing Officer is, in the event of an official hearing/appeal request.

93

2024 Participation Form (2 of 12)  

Can have separate contact (names or 
departments/groups for each debt 

type. Will assist callers and each 
frustration if can’t reach someone can 

answer questions about their debt.

919-555-1012Customer 
Services

EMS

919-555-1014Tax OfficeTax

999-555-1061 
ext. 345

Patient BillingHLT

919-555-1876Susan UTL

Phone Number must be to the local government, NOT the vendor!
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2024 Participation Form (3 of 10)  

Can start with data entry for 50 or less 
but MUST move to client software after 

exceeding. 
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2024 Participation Form (4 of 10)  

Check what currently being submitted 
or anticipated soon, no need to 

resubmit if add or delete before next 
year’s participation form. 
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2024 Participation Form (5 of 10)  

This is step #1 of 2. The 2nd step is the 
electronic signature. A local government 

is not fully compliant to participate in 
2024 until both steps are complete. 

However, 1st step guarantees debts will 
not be deleted at beginning of new year.
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2024 Participation Form (6 of 10)  

In 2018 a change went into 
affect that no longer required 
a “wet” signature that had to 
be mailed to NCACC or NCLM.

Since original 
documentation/forms to 

participate may have been 
done as early as 2001 by a 

prior official, this is an 
affirmation of adherence to 

the rules and regulations.
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2024 Participation Form (7 of 10)  

This is step #2 of 2. The 
2nd step is the 

electronic signature. A 
local government is not 

fully compliant to 
participate until both 
steps are complete. 

However, 1st step 
guarantees debts will 
not be deleted at new 

year.
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2024 Participation Form (8 of 102)  

This is step #2 of 2. The 
2nd step is the 

electronic signature. A 
local government is not 

fully compliant to 
participate until both 
steps are complete. 

However, 1st step 
guarantees debts will 
not be deleted at new 

year.
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2024 Participation Form (9 of 12)  

This is step #2 of 2. The 
2nd step is the 

electronic signature. A 
local government is not 

fully compliant to 
participate until both 
steps are complete. 

However, 1st step 
guarantees debts will 
not be deleted at new 

year.
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2024 Participation Form (10 of 10)  

• Check the status of your 2024 
Participation form

Due by end of 
December or debts 
will be removed in 
early January and 

priority lost. 

(2024)*  
only 1 of 2 
steps 
complete(2024) – 2 

of 2 steps 
complete No year –

0 of 2 
steps 
complete

2021 version of the 
software automatically 

transmits after importing 
setoff.

Changes in your 

executed

Changes in your 
client software 

DOES NOT update 
at Clearinghouse 
unless TRANSMIT 

executed

• Check Weekly Import Status Reports

 Contact us if a substantial increase or decrease

• Process your setoff files – check setoff calendar

• Transmit Updated Balances to Clearinghouse after Setoffs OR changes 
to balances

 Export to Clearinghouse-Debtor Information

• Check/reconcile Capital Mgt. deposits with Setoff Reports

102

Avoiding Disaster/Refunds (1 of 3)
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• Ensure each setoff file is downloaded and processed

• Setoff Calendar: 

• Each 2022 deposit on the Statistics page:

103

Avoiding Disaster/Refunds (2 of 3)

Use to reconcile with Capital Mgt. statements –
contact us if any 2021/2022 setoffs need to be restored

A Setoff Report should exist for each 
deposit date (client software users).

• Ensure your I.T. is backing up your NCDebtsetoff database

• If lost or encrypted/locked via Ransomware

 Clearinghouse can regenerate database with debtor balances 
currently at Clearinghouse

oUn-recoverable data for local government:

Setoff history (Clearinghouse retains)

Debt history/adjustments

Users with logins and passwords

Letter settings

104

Avoiding Disaster/Refunds (3 of 3)

If new computer installed 
be sure to save 

NCDebtsetoff database 
(if used as server) AND 

pdfs of due process 
notification letters

• Never send a file with SSN/ITINs and protected 
identifiable information via email to us
 We have secure folders for each local government
 We can connect to your computer and view/assist

• Do not send an email with full SSN/ITINs
 Call us for inquiries 

• Delete ASCII and Excel files once imported into our 
client software

105

Avoiding Security Issues (1 of 1)
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**Avoiding Refunds Scenario (1 of 2)

Day 1

•Local government TRANSMITs balances to 
Clearinghouse next day (Tuesday)Day 2

•Debtor comes in to pay balance on a Monday

Day 5
•Clearinghouse processes local government balance file 

on Friday

Day 7

•Clearinghouse creates weekly file for Dept. of Revenue 
on following Monday

107

**Avoiding Refunds Scenario (2 of 2)

Day 8

•Dept. of Revenue loads Clearinghouse file Tuesday 
eveningDay 8

•Clearinghouse transmits to Dept. of Revenue prior to 
the weekly Tuesday deadline (10 a.m.)

Day 9
•Debtor who paid balance the previous Monday can 

now file tax refund (9 days later)

Day 15

•Debtor who paid balance the previous Monday can 
now claim a $600+ lottery ticket

108

Interactive Voice Response (IVR)  

• Debtor receives letter from N.C. Department of Revenue with local government toll free number 
(877) 843-0330 to find out who has submitted debts

• Local governments can list as many contacts as have debt types

 Suggest a department/section or just first name

Debtors often do not listen to 
entire recording (listed at random)

ALL-Debt Setoff 
Coordinator

EMS-Billing 

UTL-Mary TAX-Finance Department

Local 
government
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Department of Revenue 
Refund Requests (1 of 4)

• Why is a Local Government required to return funds to the 
Department of Revenue on a legitimate debt? 
 Due to the General Statute (G.S. 105-259) regarding confidentiality, 

the Department of Revenue cannot disclose the reason(s) for the 
return of funds

 Please return funds as soon as possible as interest may apply

Dept. of Revenue has the authority to instruct a local government to return setoff amount and fees.

110

Department of Revenue 
Refund Requests (2 of 4) 

• Reasons for Dept. of Revenue requesting funds be returned 
from local governments:
 Taxpayer and/or preparer filed fraudulent return
 Joint return may have names reversed from first ever 

submission causing wrong person to be setoff
 May not be a valid refund: 
oGarnishment overpayment
oBill overpayment

111

Department of Revenue 
Refund Requests (3 of 4)

• If the Department of Revenue requests a refund:
 NOT OPTIONAL or for investigation against other debts

 Department of Revenue cannot and will not explain due to privacy laws

 Local governments receive a copy of the official letter from Department of Revenue along 
with detailed instructions from NCACC or NCLM

 Local government must return the amount the Clearinghouse deposited into the local 
government account

 Department of Revenue returns their $5 fee, Clearinghouse returns their fee (if taken)

 Outstanding refunds more than 30 days may be subject to interest fee

Debt can and should be restored for possible future collection. Must be done manually in client software.

Signed Participation form refers to this
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Dept. of Revenue Refund Requests (4 of 4)

NCACC/NCLM 

• NCLM and NCACC
 Emails information and instructions to local 

government from information provided by 
Department of Revenue and Clearinghouse 

o Once payment received from local 
government, NCACC/NCLM sends funds 
along with Clearinghouse fee (if any) to 
Department of Revenue

Number of 
Setoffs

Dept. Revenue 
Refund Requests 

(as of Sept. 10, 
2023)

Year

103,40416*2023

96,219142022

95,927232021

115,566432020

106,837792019

115,545612018

* Dept. of Revenue is in the process of
requesting over 175 from local governments.
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Refunds and Surpluses (1 of 2)

• Refunds are requested through NCACC or NCLM on behalf of the Dept. of Revenue
 Local government returns amount received (can restore debt amount)
 NCACC/NCLM returns fee (if taken)
 Department of Revenue returns $5.00 fee

• Surpluses occur when more than amount owed by debtor was taken by Dept. of Revenue 
and/or Education Lottery
 Debtor files multiple tax refunds in short period of time
 Debtor claims more than one lottery winning of $600 or more in short period of time
 Debtor pays debt too soon (even AFTER) filing tax refund/claiming lottery winning
 Debt is setoff soon after debt expired (review before automatically refunding)
 Surpluses (except $15 fee only) provided in separate excel file with setoff information

o No longer includes Department of Revenue name or address
o Verify before sending surpluses

oCannot apply surplus to other debts that haven’t been given due process!
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Refunds and Surpluses (2 of 2)

• Clearinghouse provides information regarding surpluses
• Excel file: surplus.xlsx

• If a surplus.xlsx is provided, be sure someone downloads and 
researches
• Probably no need to refund the fee, if timing. However, if local 

government made an error, probably also need to refund Dept. of 
Revenue or Lottery $5 fee

Suggest renaming surplus file with date =>  i.e. surplus-20210924.xlsx
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We are often marked 
as SPAM.

Please ask I.T. to 
whitelist:

@ncsetoff.org
@fivestarcomputing.

com

115

Email (1 of 8)

• Two different email systems/methods: 

1. Secure folder
 File Upload confirmation

 Password expiring/password suspended

2. Setoffs processed/import status, 
newsletters, information/forms

116

Email (2 of 8)

• Email List #1: Secure Folder:

 File Upload Confirmation
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Email (3 of 8)

• Email List #1: Secure Folder:

 Password Expiration Warning (7 day warning 

before Locked, must be changed before able to connect)

Client software users: Transmit password only – not login to software

Can change if 
sign on as 

admin within 
7 days
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Email (4 of 8)

• Email List #1: Secure Folder:

 Password Expiration Notification (7 day warning 

passed without change – account is locked and requires 
Clearinghouse reset

Client software users: Transmit password only – not login to software

119

Email (5 of 8)

• Email List #2: Notification of Funds Received 

Note: we send maximum 70 per hour to reduce possibility of being identified as 
Spam. May take two days to complete. Can access files PRIOR to email receipt. 
Use Setoff Calendar and begin checking as early as Tuesday afternoon.
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Email (6 of 8)

• Email List #2: Import Status Report

 Client software/data entry users:

 ASCII participants:

Note: we send maximum 70 per hour to reduce possibility of being identified as Spam.



10/02/2023

2023Workshop-AllAttendees-Notes.pdf 41

121

Email (7 of 8)

• Email List #2:

 Newsletter/Technical Bulletins

 Workshop Notifications/Reminders

 Miscellaneous

Note: we send only 5 emails per minute to reduce possibility of being identified as Spam.

Emails
(1,559)Types (4)

590Counties/Agencies

801Municipalities

118Data Entry

50Housing Auth.
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Email (8 of 8)

• To update any or all three of these email lists:
 send email to ncsetoff@ncsetoff.org with 

additions, edits or deletions OR request a list of one 
or all three

  If emails cease, ask your I.T. to whitelist :
 fivestarcomputing.com
 ncsetoff.org

123

Clearinghouse Technical Support

• Monday – Thursday: 8:30 a.m. to 5 p.m. - Fridays until 4 p.m. 
 Live toll-free support: (866) 265-1668
 Conference calls (3 way) with Dept. of Revenue, vendors, I.T., etc.
 Free remote support using Cisco WebEx
 Debtor Inquiries – current and past years (2016 – 2023)
 Client Software Support includes these and more:

o Change TRANSMIT password
o Import ASCII/Excel files from internal and/or vendors
o Generate notification letters and pdfs – STORED ONLY AT YOUR LOCATION!
o Change Expiration and Compliance Dates, process Year-end clean-up
o Install software, upgrades, provide instructions and training
o Set-up and train new users
o Transfer encrypted database to new server (certification keys maintained by Clearinghouse)

Cisco Webex survey at completion of a remote session does not provide information 
back to Five Star – so completely optional.

NC Staff

Bill

Billie

Fran

Grace
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Contact Information

Contact InfoName

matt.bigelow@ncacc.org
www.ncacc.org
(919) 715-4367

Matt Bigelow
N.C. Association of County Commissioners
Project Development Manager

rwhitener@nclm.org
www.nclm.org
(919) 715-8719

Rick Whitener
N.C. League of Municipalities
Chief Financial Officer

ncsetoff@ncsetoff.org
www.ncsetoff.org 
(866) 265-1668

Bill Walsh
President, Five Star Computing 
Operations Manager, NC Local Government Debt Setoff Clearinghouse

(919) 814-1120
Other Resources:
N.C. Department of Revenue

(919) 301-3531 or 301-3331NC Education Lottery

(800) 222-3232 Capital Management
124


