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2011 Minnesota Community Services Block Grant
Information Survey (CSBG-IS)
Reporting Guidelines

General Reporting Directions:
· The CSBG-IS report requires agencies to report on a 12-month reporting period. This may correlate to the Federal Fiscal Year, your agency’s fiscal year, or the State Fiscal Year. We ask that you be consistent with previous reporting periods.
· There are “Notes” sections for each report. These Notes sections must to be utilized to explain significant variances (+/- 20% changes) from previous year’s reporting period, including changes in funding, outcomes, or other anomalies that we (or the Feds) would be likely to question. Providing answers initially will minimize back and forth communication. 
· All reports must be submitted in the original format. Please do not convert to PDFs or remove any sections of the reports. 

Program Activity Report (CAR Codes) (Due November 1)
· This report no longer requests information on volunteer activities. 
· If you are reporting expenditures in Section E under any of the categories, it would be expected that you would have activities reported on the Program Activity Report under the same category.

Mortgage Foreclosure Report (Due October 15)
· This report is for agencies providing Mortgage Foreclosure and Prevention Activities funded by NFMC and/or HECAT and reported through the CounselorMax software.

Section D: Narratives on Accomplishments and Coordination of Funds (Due October 15)
· Do not use acronyms.
· Ensure that you answer each question and parts of the questions fully. 
· Keep responses to one page.
· Edit, edit, edit! These stories are published!
· Always protect the client’s identity.
· Choose stories that are meaningful and demonstrate significant impacts.
· Please include any photos you may have that accompany the stories.
	
Section E: Agency CSBG Expenditures by Service Category (Due November 1)
· Ensure that your agency is reporting all regular (non-ARRA) CSBG expenditures by the CSBG Service Categories. There is an additional column for all CSBG ARRA expenditures.
· Report the amount of eligible entity CSBG funds spent on Administrative Purposes (see IM 37).
· This should be a low percentage; we try to keep this below 15%. If this is about 15%, please use the note page to explain why this is. 
· Ensure that your agency is reporting on the total amount of CSBG funds spent on Youth Programs defined as those that serve individuals ages 12-18.
· Ensure that your agency is reporting on the total amount of CSBG funds spent on Senior Programs defined as those that serve individuals ages 55 and up.

Section F: Resources Administered and Generated by the CSBG Network (Due November 1)
· Ensure that your agency is reporting on the TOTAL agency resources for all Federal, State, Local and Private funds allocated during the reporting period.
· Ensure that your agency is reporting on the total amount of CSBG funds allocated during the reporting period.
· For multi-year grants, please report on the portion that was allocated, or expected to be expended, during the reporting period (i.e. for a 3-year grant, you would only report 1/3, or 1 year, of the funding).
· For “Other” categories (3.K. and 3.Z) please provide the full program name, awarding department and CFDA # for Federal Grants. (www.cfda.gov) 

Section G: Program Participant Characteristics (Due November 1)
· Ensure that you are reporting on the total unduplicated count of Program Participant Demographics for the entire agency, not just the programs funded in whole or part by CSBG.
· These demographics are only collected for programs where you can collect an unduplicated count. Please report the service counts for Emergency Services, such as food boxes or units of clothing under NPI 6.5.
· Please note that the Education Level (# 10) is only for Adults 24 years old and older.

Data Checks for Section G:
· Totals for characteristics of individuals (items 7 – 11) should not exceed item 3 (Total unduplicated number of persons about whom one or more characteristics were obtained)
· Totals for characteristics of families (items 12 – 16) should not exceed item 5 (Total unduplicated number of families about whom one or more characteristics were obtained)
· Seniors Served (8.g. + 8.h.) should equal numbers of seniors served in NPI 6.1.A. 
· Education Level (10. Total) should not exceed the total of ages 24+ (8.e. thru 8.h.)
· Disabled individuals (11.b.) should equal numbers of disabled served in NPI 6.1.B. 
· Single person family type (12.d.) should equal Family size of 1(13.a.)
· In Sources of Income (#14), the total of sources of income (14.c thru 14.k) should be larger than the “total unduplicated # of families reporting 1 or more sources of income” (14.a.).



ROMA National Performance Indicators (NPIs) (Due October 15)
· Each NPI requires that you report Outcomes for the entire agency (all programs including ARRA funded).
· Number of participants enrolled (agency enrollment number)
· Number of participants expected to achieve (from the MN Outcome Catalog as prepared and submitted to OEO)
· Number of participants achieving outcome
· Should not exceed enrolled!
· Explain why % Achieving is lower than 80% or higher than 120% in the Notes section for the Goal.
· 2.4 is for employment created or retained from ALL ARRA Sources.


Submission Instructions
[bookmark: _GoBack]All forms should be completed and emailed to Barb Alt, barb.alt@state.mn.us by the appropriate due dates.

Questions can be directed to:

Joelle Hoeft
Office of Economic Opportunity, MN DHS
(651) 431-3813
joeft.hoeft@state.mn.us

Or

Daniel J DuHamel
Office of Economic Opportunity, MN DHS
(651) 431-3819
daniel.j.duhamel@state.mn.us
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