POLICY NOTE NUMBER 10-01 

TO:               ALL NETWORK CENTERS

FROM:          Mark A. Petrilli

DATE:          June 25, 2010

RE:               Reporting Guidelines and Procedures

PURPOSE:   To explain the DCEO Reporting Requirements for the Illinois Entrepreneurship Network of Small Business Development Centers (SBDCs), International Trade Centers, Procurement Technical Assistance Centers, and Entrepreneurship Centers.

BACKGROUND:  As you know, the Department implemented mandatory quarterly reporting requirements for all of its grantees beginning July 1, 2009.  These changes resulted from an in-depth study of our processes in response to audit findings.  This Policy Note is intended to serve both as a reference for you and your fiscal and administrative offices.

Each center must continue to maintain accurate and up to date records on all client consultations and training activities in accordance with program guidelines and policies including tracking all consultation hours, maintaining accurate business advisor notes and securing required economic impact verifications.  All centers must continue to utilize WebCATS, the client tracking management information system designated by the Department of Commerce and Economic Opportunity.  All centers are also required to continue to utilize DCEO's Grantee Reporting System (GRS) for fiscal reporting.  

PROCEDURE:   Reporting requirements are now outlined in the Department's new "Welcome Package" which is sent along with your executed agreement. This "Package" provides information about required reporting for your agreement and important contacts within the Agency, including links to the DCEO Office of Accountability which now oversees the reporting process.  The reporting information that was formerly contained within your agreement has been pulled out and placed in the "Welcome Package" for easy reference.  You will still be required to report your costs on the Grantee Reporting System and your programmatic information on WebCATS on a monthly basis.  You will also now be required to submit forms to us, via email, indicating that this electronic reporting has occurred.  Program Income reporting is also still required and will now be reported in GRS.
There are basically four new hard copy forms which will be used for reporting and they are attached to this note (samples are also attached for your perusal).  You should be able to download the forms, complete the center specific information and use the same form to report quarterly by changing the dates. Because you report electronically, you will simply need to put an "x" in the box to indicate that and no other detailed information will be required.

Each Center shall comply with the following reporting requirements:

a. Project Status Report (PSR).  This hard copy report will be prepared to confirm that entries were made into WebCATs, the designated management information system for our programs.  It must be submitted within ten (10) days after the end of the quarter.  Grantees will use WebCATs to report all client activity and economic impact data on an ongoing basis.  You will only be responsible for completing the top section of the PSR, checking the box that indicates information has been reported on WebCATs, and obtaining a signature on the report.  Sections I – IV do not need to be completed.
 
b. Final Project Status Report (FPSR).  This hard copy report will be prepared to confirm that entries were made into WebCATs, the designated management information system for our programs.  It must be submitted within thirty (30) days after the end of the grant.  Grantees will use WebCATs to report all client activity and economic impact data on an ongoing basis.  You will only be responsible for completing the top section of the PSR, checking the boxes that indicate information has been reported on WebCATs and that this is the final report, and obtaining a signature on the report.  Sections I – IV do not need to be completed.

c. Financial Status Report (FSR).  This hard copy report will be prepared to confirm that entries were made into the Department’s Grantee Reporting System (GRS).   It must be submitted within ten (10) days after the end of the quarter.  Grantees will use GRS to report all costs incurred, including both grant and cash match.  You will only be responsible for completing the top section of the FSR, checking the box that indicates information has been reported on GRS, and obtaining a signature on the report.  Sections I – IV do not need to be completed.  We encourage more frequent cost reporting on GRS to facilitate cash flow.
d.  Final Financial Status Report (FFSR).  This hard copy report (formerly the close-out report in part) will be prepared to confirm that final costs have been entered in the Grantee Reporting System (GRS).  It must be submitted within 45 days of the end of the grant period or the effective date of the termination of their agreement, whichever comes first.  The Grantee must report on the expenditure of Grant Funds provided by the State and required cash matching funds.  The report will be prepared based upon entries into the Grantee Reporting System (GRS) as finalized on the DCEO website.  The Grantee is responsible for taking the necessary steps to correct any deficiencies disclosed by such Final Financial Status Report, including such action as the Department, based upon its review of the report, may direct.  Submission of this report shall include a Property Inventory Form to be submitted to DCEO for any equipment purchased with grant and/or match funds.

e.  Economic Impact Report (EIR).  Signed verification for economic impact results must be maintained in the center’s client files.  Economic impact must be reported in WebCATS, the designated electronic management information system, as it occurs.

f. Success Stories.  Each center is responsible for development success stories (as they occur) and reporting them in WebCATS, the designated electronic management information system.

g. Program Income Reporting.  Earnings by the Grantee, including interest income, realized from Grant supported activities must be reported to the Department on a quarterly (PTACs only) or semi-annual basis and expended only for purposes specified in the Scope of Work.  Reporting is done via the Department’s Grantee Reporting System (GRS).

h. Management Training Reports (888’s) shall be entered into WebCATS, the designated electronic management information system, within five (5) business days of completion of the training event.  Co-sponsored Management Training Reports shall also be completed for all co-sponsored events and entered into the MIS within five (5) business days of the event.

As soon as you receive your new agreement, you will need to:

· Report costs into the Grantee Reporting System for your costs incurred since the beginning date of your agreement, complete the "One-Time Initial Financial Status Report" form, have it signed, and email it to your Network Coordinator.

· Report any programmatic information into WebCATS since the beginning date of your agreement and complete the "One-Time Initial Project Status Report" form, have it signed, and email it to your Network Coordinator. 

Important Note:  No funds will be released to you until these 2 reports are completed, signed, and emailed to your Network Coordinator!  Your Coordinator must also approve the reports based on the information you have entered into WebCATS and GRS.
The next reporting due dates will vary based upon the timeframe of your grant, so please carefully review the reports and dates outlined in the "Welcome Package.

We will accept electronic signatures on the reports.  If someone other than the authorized signatory on the grant should be signing these reports, please complete an "Authorized Designee" form which is also attached to this note.  The person who signed your grant agreement must sign this form designating someone else to sign on their behalf.

EFFECTIVE DATE:   July 1, 2009

ATTACHMENT(S):   Initial Financial Status Report; Initial Project Status Report; Financial Status Report; Project Status Report;  Authorized Designee Form; Sample Financial Status Report; and Sample Project Status Report.  Copies of the required report forms for specific programs are available on CenterConnect or through your Network Coordinator.

INQUIRIES:  Any questions may be directed to your Network Coordinators.

