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2010 Instructions for Completing and Submitting 

Reports for the C.A.R.E. Collaborative
This document provides instructions for completing and submitting reports for CMCOA. It is divided into four main sections: REPORTS TO SUBMIT, REPORTING DUE DATES, SERVICE REPORTING INSTRUCTIONS and FINANCIAL REPORTING INSTRUCTIONS. Please take time to read these instructions completely to ensure a positive reporting experience!
NOTE: The most current version of all 2010 CMCOA instructions and attachments can be downloaded from the www.elderberry.org website. From the homepage, click on “Resources”, and then click on “Grant Reporting Resources.”  From there you’ll choose CMCOA link.
MONTHLY REPORTS TO SUBMIT:

At the end of each month  (see next section for due dates), please send the following items to Elderberry Institute NO LATER THAN the due date indicated:
An email message, with the following items attached (send to bernieryan@elderberry.org):

1. Service Reports:

· DATABASE SORTING TOOL SERVICE REPORT for the previous month (see database instructions),

· DATABASE SORTING TOOL SERVICE REPORT (summary)  (see database instructions)

· Caregiver Coaching Log from Partners receiving IIIE funds

Fax copies of:

1. All NEW Participant or Caregiver Registrations

QUARTERLY REPORTS TO SUBMIT:

At the end of each quarter (see next section for due dates), please send the following items to Elderberry Institute NO LATER THAN the due date indicated:

An email message, with the following items attached (send to bernieryan@elderberry.org):
1. Service Reports:
· DATABASE SORTING TOOL SERVICE REPORT for the last month of the quarter (see database instructions),

· DATABASE SORTING TOOL SERVICE REPORT (summary)  (see database instructions)

· QUARTERLY PERSONS SERVED REPORT (see persons served instructions)

2. Financial Reports:

EXCEL WORKBOOK that you will receive from Bernie in late March with numbers you have added for the appropriate quarter (see financial reporting instructions section, below page 4).
NOTE:  Failure to send required monthly reports in a timely manner will result in your data not being reported to the funder and subsequently no reimbursement provided to you for the quarter.
Fax copies of:

2. All NEW Participant or Caregiver Registrations

3. Caregiver Surveys:

· All completed 2010 CAREGIVER SURVEY FORMS. Surveys should be sent to all participants in the grant at least once a year for each service they receive.
REPORTING DUE DATES FOR 2010:

	Quarter
	Due Date
	Reports Due:

	1 (January – March)
	Monday, April 5, 2010
	Sorting Tool, Financial & Narrative

	2 (April – June)
	Friday, July 2, 2010
	Sorting Tool, Financial & Narrative

	3 (July – September)
	Monday, October 4, 2010
	Sorting Tool, Financial & Narrative

	4 (October – December) 
	Tuesday, January 4, 2011
	Sorting Tool, Financial & Narrative


SERVICE REPORTING INSTRUCTIONS:

Each member of the C.A.R.E. Collaborative is required to provide appropriate quarterly reporting data to Elderberry Institute. LAH/BNP partners are required to report service data electronically through use of a database tool.

The following service data forms and instructions are available on the Elderberry Institute website:
· ATTACHMENT A:  2010 IIIB Participant Registration form

· ATTACHMENT B: 2010 IIIE Caregiver Registration Form
· ATTACHMENT C: Sample Volunteer Application Form 
· ATTACHMENT D: Sample Consent form,

· ATTACHMENT E: 2010 Caregiver Survey form,

· ATTACHMENT F:  2010 IIIB & IIIE Service Definitions
· ATTACHMENT G: 2010Elderberry DATABASE Reporting Instructions
· ATTACHMENT H: 2010 CMCOA Elderberry Database Set-up Instructions
· ATTACHMENT I:  Sample Education event sign-up sheet
· ATTACHMENT J:  Sample Educational Session Evaluation Form
· ATTACHMENT K: Quarterly Persons Served Report

· ATTACHMENT L:  Monthly NAPIS Report Form.  
· ATTACHMENT M: Coaching Log

· ATTACHMENT N: Quarterly Financial/Expense Report 
Please read the instructions below so that you know how to utilize these forms correctly.

1. ATTACHMENT A: 2010 IIIB Participant Registration form: The information requested on this form must be entered in your database tool. You are not required to use the paper form, but you may fill it in and then transfer the data to a database if you wish. You do need to have a “Consent” form on file (see #4 below) for the people you serve, unless the only service you are providing for them is General Assistance or a Group Education or Training Session. COPIES OF REGISTRATION FORMS MUST BE SENT TO ELDERBERRY INSTITUTE.

2. ATTACHMENT B:  2010 IIIE Caregiver  Registration form: The information requested on this form must be entered in your database tool. You are not required to use the paper form, but you may fill it in and then transfer the data to a database if you wish. You do need to have a “Consent” form on file (see #4 below) for the people you serve, unless the only service you are providing for them is General Assistance or a Group Education or Training Session. NEW from 2009-The definitions for eligibility for IIIE services state that the caregiver must be living in the same home as the care receiver to be eligible for IIIE RESPITE services.  Be sure that you have this documented. COPIES OF REGISTRATION FORMS MUST BE SENT TO ELDERBERRY INSTITUTE.

3. ATTACHMENT C: Sample Volunteer Application Form: The information requested on this form must be entered in your database tool. You are not required to use the paper form, but may fill it in and transfer the data to a database if you wish. NOTE:  You are also required to keep records of the time spent by volunteers providing services. DO NOT SEND COPIES OF VOLUNTEER FORMS TO ELDERBERRY INSTITUTE.

4. ATTACHMENT D: Sample Consent form should be used to document the fact that you’ve made a “good faith effort” to obtain consent from the caregiver/care receiver/volunteer to share information about them with the MAAA. Simply have the person you’re serving (or the volunteer) sign the form and keep it on file in your office. If you’re unable to obtain a signature, attempt to obtain permission over the telephone. You do not have to collect demographic information on people you are serving if they receive only Volunteer Group Respite Care, General Assistance, or Group Education or Training. DO NOT SEND COPIES OF CONSENT FORMS TO ELDERBERRY INSTITUTE.

5. ATTACHMENT E: 2010 Caregiver Survey form: All of the caregivers you serve should be asked to complete this simple survey, focusing on the PRIMARY service they receive from you. If the caregiver receives multiple services from you, i.e. Coaching & Respite, they should be asked to complete a survey for each service. PLEASE FAX ANY COMPLETED FORMS YOU HAVE TO ELDERBERRY INSTITUTE BY THE REPORTING DEADLINE.
6. ATTACHMENT F: 2010 IIIB & IIIE  Service Definitions provides definitions for the various types of services which can be provided by C.A.R.E. partners. If you have questions about how to report a particular type of service, check this document. BE SURE YOU’RE USING THE UPDATED DEFINITIONS AND UNITS OF SERVICE FOR 2010.
7. ATTACHMENT G: Elderberry Database Tool Reporting Instructions    Partners should use these instructions to properly record service data from the Elderberry Database Tool. Use the database Sorting Tool to report service data to Elderberry Institute at the end of each month and quarter.
       ATTACHMENT H: Elderberry Database Tool Set-up Instructions:  These are pictorial instructions for setting up new service types, service category links, additional service types, and income. Please review your database to make sure your services types, service categories and service Category Links are correct. 
*** YOU MUST REVIEW AND FOLLOW THESE UPDATED FOR 2010 DATABASE INSTRUCTIONS.  THIS IS IMPERATIVE FOR PROPER REPORTING TO THE CMCOA. ***

8. ATTACHMENT I: Sample Education Session Sign-In form: This is a sample sign in sheet for your Group Education Session. Once you hold your group education event a copy of this sheet should be faxed to Elderberry Institute.
9. ATTACHMENT J: Education Session Evaluation form: You should ask attendees at Group Education Sessions to complete and return this form to the speaker at the end of each session. The form is for the use of the Education/Training providers. DO NOT SEND COPIES OF EVALUATION FORMS TO ELDERBERRY INSTITUTE.
10. ATTACHMENT K: Sample Quarterly Persons Served Report Form:  see Quarterly Persons Served Directions.
11. ATTACHMENT L:  Sample Monthly NAPIS Report Form.  This form is completed by Elderberry Institute to report monthly service data to CMCOA.  Those Partners without the Elderberry Institute Database may use this form to report their service data.  All other Partners must use the Elderberry Institute Database sorting Tool to report data. 
12. ATTACHMENT M:  Caregiver Coaching Log is to be completed by staff persons providing coaching services to caregivers.  It should be sent electronically to Elderberry Institute each month. 

FINANCIAL REPORTING INSTRUCTIONS:

The following financial data forms and instructions are attached to this document:

· ATTACHMENT N: SAMPLE 2010 Financial Report Form
Quarterly Financial Reports

Each member of the C.A.R.E. Collaborative is required to provide quarterly financial reporting data to Elderberry Institute.  The reports should be submitted electronically through an Excel spreadsheet tool.  You will all receive an electronic copy of the 2010 Financial Report Form by the end of March, 2010.  If you have not received this form by March 31, 2010 please call Bernie at Elderberry Institute (651-649-0315).  The file that you receive will have tabs at the bottom of the worksheet, one for each quarter and a final. Please be sure to complete the correct quarter.  
Computation of Unit Reimbursement
· Line 1 Enter the number of units in each category.  

· Line 2 is the rate the CMCOA will pay for each unit of service

· Line 3 will then calculate to give you the amount you will be reimbursed for those units.

· Line 4 shows you the match that you need to provide for your reimbursement. 

 YTD Units Earned
· Line 5 is an automatic calculation of the units you have been reimbursed for in each category.
Financial Reporting

· Line 6 is based on your personnel costs for the quarter.  You can divide your personnel costs evenly across each category or if your organization tracks its personnel costs by service you can enter the actual expense for each category. When completing this line, you should be aware of what your total budget is so that you do not document more expenses than your budget allows. Refer to Attachment F “Service Definitions” to identify the services provided under each category. 

The allocations can be made either on 1) a general formula approach based on what each grantee provides as services that are paid for from the grant, or 2) by a specific allocation of expenses based on individual time sheets and allocation of other expenses at the time they are posted.  If a general formula approach is used, the grantee must use a consistent approach and keep a description of the approach used as part of documentation for a potential audit. 

· Line 8 is a calculation of the sum of line 3 and 4.  You should not be entering anything in this line.

· Line 9 is where you enter any participant contributions you received for any IIIB or IIIE services your organization performed under either of these grants. 

· Remember you are required to provide caregivers/participants with the fee schedule as discussed at the partnership meeting. When there is income from contributions or donations from participants for services provided, that income is reported on Line 9.  The income stays with the partner organization and is not shared among the partners.  The CMCOA has clarified that all fees/contributions from program participants accrued under each service category must be reported. You are not able to designate only those contributions that will attain the dollars identified in the budget. If you receive more contributions than were budgeted, you can increase the expenses in the line items at the top of the form so that you can claim all federal funds budgeted.

· Line 10 is used to report any additional income received by your organization to perform the IIIB or IIIE services.

· Line 11 is a calculation of the total net cost for Services under this grant.

· Line 12 will calculate at the total Federal Share.  The Total Cost in Line 12 is the amount your program will be reimbursed for the quarter. 

· Line 13 will calculate as the match provided. 

Request for Federal Funds

· Funds in the amount of ______ will autofill in this cell.  This is the amount your program will be reimbursed.
After you have completed the financial input for the quarter, save the file and email it to Bernie as an attachment at bernieryan@elderberry.org. 
If for some reason something doesn’t work, please call Bernie so we can figure out what is happening. These reports are due to Elderberry Institute on the dates detailed earlier in this document.   
Elderberry Institute will then combine all of the numbers from all of the partners and submit the summary report to CMCOA by the 10th of the month following the end of the quarter.

Please direct questions to Bernie Ryan at Elderberry Institute, 651-649-0315 or bernieryan@elderberry.org. 
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