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N.C. Department of Juvenile Justice and Delinquency Prevention

JCPC Demonstration Project - Reporting Requirements FY 2009-2010
NOTE: If due dates are on a Friday or Monday, an automatic extension will be allowed for reports to get processed at the local level unless otherwise directed by the State Office.

PROGRAM AND CLIENT RELATED REPORTS

1. Client Tracking Application: Electronically enter client admission and termination information into the programs client tracking application. A hard copy of the individual client information report must be kept in the clients file. Admission and termination data must be entered for all clients served by a program. During a month when client activity has not changed from the previous month (no new admissions or terminations) a transfer file report will NOT be submitted. 

DUE DATE AND SUBMISSION PROCEDURES: The client tracking transfer file report must be electronically submitted to the DJJDP Area Office by the 5th of the month. The DJJDP Area Office will be responsible for electronically submitting the transfer file to the State Office by the 10th of each month. 
2.   Monthly Individual Client Progress Report: For each domain, state the goals and progress in meeting these goals. This document will expand to accommodate your text.

DUE DATE AND SUBMISSION PROCEDURES: The client progress reports cannot be electronically transmitted due to the confidential nature of the clients’ information. The program provider must submit (hand delivered or fax) the written monthly client progress reports to the Court Counselor by the 5th of the month.  The Court Counselor will add comments and submit to the Chief Court Counselor or designee for approval and submission. The Chief Court Counselor or designee will be responsible for signing the report to indicate review and approval of Court Counselor comments. The Chief or designee will then scan the report to a folder on the “G” drive by the 8th of the month by;
· Clicking on the “G” drive,,
· Click on the folder titled JCPC Demonstration Project,
· In this folder click on the DJJDP region (Eastern, Central, Piedmont, Western) the project is in,

· Click on the folder titled by County(s) in which the demonstration project is administered by,

· Save the reports in this folder. 
Once scanned, the project manager in the State Office and the DJJDP Area Office staff will have access to these reports for review. The project manager will forward these reports for clinical review. After reports have been reviewed by Clinical Services and received comments, program providers, Youth Development staff (if applicable) and Court Counselors will receive a hard copy for their records. Providers and Court Services staff must review these reports when returned from Clinical Services and respond to any questions from the State Office. A copy of the follow-up responses must be faxed to; ATTN: E. Denise Briggs (fax number 919-715-2083) immediately.
3.  Aggregate Report: This report is divided into two (2) sections, see (a) & (b) below. This report is required from each project following the below submission procedures. 
a) Section I (Aggregate Participation Information): This report will represent a continuous account of client activities while receiving services in the program. Information entered must be based on the clients’ current status in the program. In the event the information has remained the same since the last report, programs will only change the reporting period and submit the report. 
b) Section II (Termination Summary): This section will represent a continuous account of client terminations during a reporting period. This section will ONLY be submitted with Section I if terminations are conducted during the reporting period.
DUE DATE AND SUBMISSION PROCEDURES: This report must be emailed (denise.briggs@djjdp.nc.gov) to the DJJDP State Office by the 5th of each month.
4.   Measurable Objectives Status Report: List measurable objectives from the current program agreement in the first column and indicate the degree to which your program has been successful in achieving each objective for the indicated reporting period. Results to date must be a concise description of the objective and if measured results fall below the stated objective, a brief explanation is required. This document will expand to accommodate your text.

DUE DATE AND SUBMISSION PROCEDURES: This report is due (mailed or hand delivered) to the DJJDP Area Office by the following schedule: Three Month Measurements: July 08 – September 08 DUE: 10/09/09, Six Month Measurements: July 09 – December 09 DUE: 01/08/10, End of Year Measurements: July 08 - June 09 DUE: 07/09/10. The DJJDP Area Office will be responsible for reviewing this report, date stamping the report to verify the receipt date and submitting (mailed or hand delivered) this report to the State Office within ten (10) business days of receiving the report from providers. 
FISCAL RELATED REPORTS
5.   Program Agreement Revision:  This document requires prior approval when a program proposes a substantive change in its budget or in the overall impact of service delivery capability. This report requires original signatures by the Chair County Board of Commissioner or County Finance Director, JCPC Chair and Program Manager.
DUE DATE AND SUBMISSION PROCEDURES: This report must be submitted throughout the fiscal year when a program proposes a substantive change in its budget or in the overall impact of service delivery capability. All revisions must be submitted no later than June 1st (for end of year revisions) to the DJJDP Area Office when expenditures are going to exceed any line item approved in the cost centers of the approved budget. The DJJDP Area Office will be responsible for reviewing this revision, date stamping the report to verify receipt date and submitting (mailed or hand delivered) the revision to the State Office no later than June 10th for processing and final approval.
6. Third Quarter Accounting Form: This report requires original signatures by the County Finance Director, JCPC Chair, Program Manager and Program Fiscal Officer. This is a one page DJJDP computer generated report which is program specific. The report is distributed late February for immediate completion and return to the DJJDP Area Office by the given March due date. From DJJDP Funds yet to be disbursed, the program requests the amount of funds needed for the final quarter of operation. With the current budget category amounts provided on the form, the program reports actual expenditures and percentage for the period of July through February for each section. Programs that reduce (release) funds are required to submit a corresponding Program Agreement REVISION reflecting the budget change. 
DUE DATE AND SUBMISSION PROCEDURES: This report must be submitted (mailed or hand delivered) to the DJJDP Area Office by the given March due date. The Area Office is responsible for date 
stamping the report to verify the receipt date, reviewing the report for completeness and accuracy, and submitting the ORIGINAL report (mailed or hand delivered) to the State Office by the requested MARCH due date for preparation of the April disbursement. 
7. Final Accounting Form: This report requires original signatures by the Program Fiscal Officer, County Finance Officer and Program Manager. This is a DJJDP computer generated report which is program specific. The Final Accounting report identifies the amount of funds disbursed to the county for the funded year and must account for all expenditures and revenues the program described in the program agreement. The type and value of any in-kind contributions included in the approved budget and/or provided during the fiscal year must be identified on this form and documented on the Supplemental Information Form. Any equipment purchased with these funds must be listed on the Equipment Inventory Form. A request for refund of any unspent DJJDP funds will be sent to the program from DJJDP. 
a) Supplementary Information for Final Accounting Form: The type and value of any in-kind contributions   provided during the fiscal year must be identified on the final accounting form and documented on this form. This form must be attached to and submitted with the Final Accounting Form.
b) Equipment Inventory Form: This report identifies any equipment valued at $350 or more purchased with Department funds or local match. This inventory will be carried forward each year until fully depreciated, transferred, sold or discarded. The inventory must note the full depreciation, transfer, sale or discard for the appropriate year of this action. This form must be attached to and submitted with the Final Accounting Form.

DUE DATE AND SUBMISSION PROCEDURES: This report must be submitted (mailed or hand delivered) to the DJJDP Area Office no later than August 15th. The DJJDP Area Office will be responsible for reviewing this report, date stamping the report to verify the receipt date and submitting (mailed or hand delivered) this report to the State Office by August 30th. This report will not be accepted by fax or without the requested and original signatures.

8. Annual Detailed Check Ledger: Programs must submit an annual Detailed Check Ledger identifying, at a minimum, the name of payee(s), check number(s) and amount of the check(s) written for all expenditures of DJJDP funds (demonstration project funds only) for the fiscal year.                                                                                                                                                                    
DUE DATE AND SUBMISSION PROCEDURES: This report must be attached to final accounting and submitted to the DJJDP Area Office following the submission procedures for final accounting as described in #7 of this document.   The Area Office is responsible for date stamping the report to verify the receipt date and submitting the report (mailed or hand delivered) to the DJJDP State Office by August 30th . This report will not be accepted by fax. 
9. Internal Control Questionnaire: This is a report required by the DJJDP Internal Audit division that must be completed by all funded programs and submitted with the Final Accounting form(s) and Annual Detailed Check Ledger. 
DUE DATE AND SUBMISSION PROCEDURES: This report must be submitted (mailed or hand delivered) to the DJJDP Area Office no later than August 15th. The DJJDP Area Office will be responsible for reviewing this report, date stamping the report to verify the receipt date and submitting (mailed or hand delivered) this report to the State Office by August 30th. This report will not be accepted by fax.
NOTE: Final accounting form(s), the annual check ledger and internal control questionnaire, # 7, #8 &# 9 of this document, must be submitted together following the submission guidelines.]

10. Quarterly Expenditure Report: This is a two (2) page report, see (a) & (b) below. Sections a & b must be completed and signed by the program fiscal officer as designated on the program agreement. These reports are required from all JCPC Demonstration Projects. Only those expenditures paid by DJJDP should be included on this report. You may have included other funds and in-kind support in the approved DJJDP program agreement, those expenditures will be reported only on the Final Accounting Form at the end of the fiscal year. Programs are not required to attach justification to support project expenditures but must be prepared to provide justification for any expenditure(s) upon request from the State Office. These reports are due quarterly unless otherwise instructed by the State Office. In the event reports are not submitted complete, accurate or in a timely manner, programs will be required to submit this information on a monthly basis with the supporting documentation attached for the expenditures.

a) Quarterly Expenditure Report Summary: List the CASH expenditures for each budget cost center and a total for the five (5) cost centers and attach this summary to the Quarterly Expenditure Report. Requires two signatures: 1) the Program Fiscal Officer as designated on the program agreement and, 2) the Program Manager as designated on the program agreement.  

b) Quarterly Expenditure Report: Identify the CASH item expenditure for the quarter for each line item to document DJJDP expenditures, attaching receipts’ to justify spending is not required. This should only include expenses to be paid with DJJDP State funds. Items included in this cost report should include only expenses reimbursed by DJJDP funds. This excel spreadsheet will automatically calculate the balance and the total and transfer the balance from the previous quarter. Only enter expenses in the Quarterly Expenditure column. This form requires a signature by the person completing this report. Requires signature by the Program Fiscal Officer as designated on the program agreement
DUE DATE AND SUBMISSION PROCEDURES: This report is due to the DJJDP Area Office by the following schedule: 1st Quarter: July 08– September 08 DUE: 10/16/09, 2nd Quarter: October 08 – December 08 DUE: 01/15/10, 3rd Quarter January 09 – March 09 DUE: 04/16/10, 4th Quarter April 09 – June 09 DUE: 07/16/10. The DJJDP Area Office will be responsible for reviewing this report, date stamping the report to verify the receipt date and submitting (mailed or hand delivered) this report to the State Office by the 30th of each month the report is due. This report will not be accepted by fax, email or without original signatures.
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