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ARTICLE II.  REPORTING PROVISIONS

A.
The Contractor shall submit program performance reports for Title III services, Family Caregiver Support Program (Title III E), Alzheimer’s Day Care Resource Centers, Respite Purchase of Service, Linkages Program, and Senior Companion Program, in accordance with Department requirements [W&I Code 9102 (a)(5)], to the CDA Data AAA-Based Team. 

1. The contractor shall submit electronic reports via e-mail to the following address: datateam.program@aging.ca.gov.  

2. The Contractor shall submit paper reports by one method, either:

a. Via E-mail to: datateam.paper@aging.ca.gov. 







OR

b.
Via US Postal mail to address: California Department of Aging, Data Team, 1300 National Drive, Suite 200, Sacramento, CA 95834.  
B.
The Contractor shall assure that all data submitted is timely, complete, accurate, and verifiable using the Contractor approved reporting procedures.

1. Contractor shall submit data for funded programs only.  Do not send null 



reports (reports with all zeros because the program is not funded).

2. Quarterly service unit reports shall be submitted as follows:

	
	Reporting Period
	Due Date

	Quarter 1
	Jul-Sep
	October 31

	Quarter 2
	Oct-Dec
	January 31

	Quarter 3
	Jan-Mar
	April 30

	Quarter 4
	Apr-Jun
	July 31


3.
Annual performance/service unit reports shall be submitted as follows:

	
	Reporting Period
	Due Date

	Annual 
	Jul-Jun
	August 30
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4.
For late reports, the Contractor shall submit a written explanation to the Data Team by the 15th of the following month.  This written explanation shall include the reasons for the delay and the date the report will be submitted.

C.
The Contractor shall have written reporting procedures specific to each program which include:

1.
Collection and reporting of program data for the Contractor and subcontractor;

2.
Ensuring accuracy of data from the Contractor and subcontractor intake/assessment process through reporting to the Data Team; 

2. Verification of Contractor and subcontractor data prior to submission to the Data Team; 

4.
Correction procedures for Contractor and subcontractor; and

5.
A methodology for collecting and reporting estimated unduplicated client counts for each non-registered service.

D. Contractor shall train and orient staff and subcontractor’s staff regarding program data collection and reporting requirements.  The Contractor shall have MIS cross-trained staff in the event of planned or unplanned prolonged absences to ensure timely and accurate submission of data.  [45 CFR 1321.55(b)]

E. The Contractor shall verify the accuracy of the data submitted to the Department for inclusion in the reports to the State Executive Branch, Legislative Branch, and 
F. The federal government.

1. The Contractor shall review and respond to the (1) NAPIS SPR/S-Verify Logic Error Report, (2) CBSP Logic Error Report, and (3) SPR/CBSP Questionable Data Error Report in accordance with Department requirements.

a. The Contractor shall submit electronic data corrections for the errors identified in the Logic Error report.
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b. The Contractor shall correct and/or explain the Questionable Data Errors.

c. The Contractor shall return the Logic and Questionable Data Error Reports to the Department verifying corrections made via e-mail or US Postal service.  Submission shall be by one method only, either e-mail or U.S. Postal service.

d. The Logic and Questionable Data Error Reports are due no later than October 31.  

2. The Contractor shall verify all quarterly and annual SPR/CBSP data for accuracy in accordance with Department requirements.

a. The Contractor shall complete and initial the SPR/CBSP verification forms.

b. The AAA Director shall review and approve the verification forms by signing and dating the bottom of both forms.

c. The Contractor shall complete the SPR/CBSP Verification forms for data corrections submitted as a result of the initial verification process.  The Director shall review and approve corrections by the same process described in 2. (b) above.

d. The Contractor shall return the SPR/CBSP verification forms to the Department via e-mail or U.S. Postal Service.  Submission shall be by one method only, either e-mail or U.S. Postal Service.
e. The SPR/CBSP verification forms are due no later than November 30.  
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G. Reporting Provisions Specific to Title III B, III C, III D:

1.
The Contractor must submit program data reports electronically to the 

Data Team, according to the frequency listed:

a. Service Units (SPR 101) = quarterly,

b. Detailed and Summary Client Profile (SPR 102A and 102B) = annually,
c. Provider Profile (SPR 103) = annually,

d. Staffing Profile (SPR 104) = annually,

e. Unduplicated Client Count (SPR 105) = annually, and

f. Focal Point (SPR 106) = annually.

2.
The Contractor shall combine NSIP meal counts with the monthly expenditures reported on the SPR 107 and submit to the AAA-Based Team 30 days after the end of each month of service. 

H.
Reporting Requirements specific to Title III E:

1. The Contractor must submit program data reports to the Data Team, according to the frequency listed:

a. FCSP Quarterly Service Report (CDA 272) = quarterly
b. FCSP Annual Profile Report (CDA 273) = annually

I.
Reporting requirements specific to Community-Based Services Programs (CBSP):

1. Linkages Program - The Contractor must submit electronic program data reports to the Data Team, according to the frequency listed:
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a.
Service Units Data File (LNK) 101 = quarterly.
b.
Detailed Client Profile Data File (LNK) 102A = annually.
2.
Senior Companion Program - The Contractor must submit electronic
program data reports to the Data Team, according to the frequency listed:
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a.
Service Units Data File (SCC) 101 = quarterly. 
b.
Summary Client Profile Data File (SCC) 102B = annually.

3. Brown Bag Program - The Contractor must submit program data reports to the Data Team, according to the frequency listed:

Brown Bag Activity Reports (CDA 5) = quarterly.

4. Respite Purchase of Service (RPOS)-The Contractor must submit program data reports to the Data Team, according to the frequency listed:

Service Summary Report (CDA 261) = quarterly.

5. Alzheimer’s Day Care Resource Center (ADCRC) Program - The Contractor must submit electronic program data reports to the Data Team, according to the frequency listed:

a.
Service Units Data File (ALZ) 101 = quarterly
b.
Summary Client Profile Data File (ALZ) 102B = annually

J.
Reporting Provisions Specific to the Ombudsman Program:


The Contractor shall take the following actions, or shall require its subcontractor, the Local Ombudsman Program, to:
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1. 
Enter data into the Internet-based National Ombudsman Reporting System (NORS) utilizing the Aging Network.com portal as required.
NORS data entry must be timely, complete, accurate, and verifiable.  
2. The Contractor shall take the following actions, or shall require its subcontractor, the Local Ombudsman Program, to ensure:

a. Data entry for quarterly NORS reports must be completed no later than one month following the end of the reporting quarter, i.e., October 31, January 31, April 30, and July 31, with copies of the aggregate data sent to the corresponding AAA.

b. Annual AoA reports shall be due to CDA and the corresponding AAA by August 30.

c. Complete information on the Aging Nework.com portal on an ongoing basis and submit an email notification to the OSLTCO that data entry is complete by the quarterly/annual deadline.
d. For any reports 30 days or more in arrears of the due date, the local Ombudsman program, shall immediately provide a written explanation to the OSLTCO and the AAA.  This written explanation shall include the reasons for the delay and the date the report will be submitted, the date being contingent on agreement of that date by the OSLTCO.


