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The Connecticut State Department of Education (CSDE) has assumed the responsibility of reporting pursuant to the requirements in Section 1512 of the American Recovery and Reinvestment Act of 2009 (ARRA).  At the direction of the Governor’s Office, we have developed a Data Quality Plan to set procedures in place to ensure accuracy, completeness, and timely reporting of information to provide an unprecedented level of transparency required by ARRA. 
Implementation of the Plan is assigned to several CSDE operating units including the Division of Finance and Internal Operations’ Bureau of Grants Management; the Division of Assessment, Research, and Technology’s Bureau of Information Technology; the Office of Internal Audit; and the CSDE’s ARRA Accountability Officer.

ARRA Quarterly Report Checklists

ARRA Quarterly Report Checklists have been developed in order to ensure accuracy, completeness, and timely reporting of all ARRA grants.  See Attachment I: ARRA Checklist-Quarterly Data Collection and Attachment II: ARRA Quarterly Data Quality Review Checklist, to review the systematic procedures for ARRA quarterly reporting.
Reporting Timeline
The CSDE will report on all ARRA reporting requirements and will file quarterly reports with the Federal Government.   
The timeline established for reporting, after the close of each quarter (September 30, December 31, March 31, and June 30) is as follows: 
· Days 1-5:  Subrecipients (Local Education Agencies and other eligible entities) are required to report to CSDE.
· Days 6-10:  Prime Recipient (CSDE) will complete reporting requirements for prime recipient; complete a preliminary data review for completeness, accuracy and reasonability; and transmit all collected data to the Federal Government by Day 10.
· Days 11-20:  CSDE will conduct a detailed review of subrecipient and CSDE data for completeness, accuracy and reasonability.
· Days 21-30:  Federal agency reviews CSDE and subrecipient data for material omissions and significant reporting errors.
· Day 30:  Final reports will be published on www.Recovery.gov.
Detailed Procedures for Receiving Information from Subrecipients

Prior to the start of the reporting period, CSDE will monitor the Federal Web sites for regulation changes and updates.  In addition, a meeting with the ARRA Reporting Subcommittee is convened to accomplish the following: 
· review and implement any required data collection changes; 
· prepare quarterly instructions, including deadlines, to be distributed to subrecipients; and 
· populate the ARRA Reporting System and ensure system is open for subrecipients to begin reporting.
On Days 1-5, following the end of each quarter, subrecipients will be required to report to CSDE through the CSDE’s Recovery site at www.ct.gov/sde/recovery under ARRA Quarterly Reporting.  Subrecipients will be prompted to enter their district log-on and password (same ID and password used for ED001, PSIS, etc.), as well as their Prepayment Grant System ID and password.  Subsequently, subrecipients will enter the necessary reporting information when prompted, and the Superintendent will certify the accuracy of the report.  
The CSDE will pre-fill some of the subrecipient data requirements from various databases within the Department in order to ensure the accuracy of data and relieve subrecipients of some of the reporting obligations.  The data elements that will be pre-filled by CSDE for each ARRA funding stream are: 
· Subrecipient Award Number



· Subrecipient Congressional District


· Subrecipient Type




· Award Amount




· Award Period




· Performance Location




· Area of Benefit
The subrecipients will be required to submit the following data fields for each ARRA funding stream:
· Subrecipient DUNS Number
· Jobs Created Narrative 



· Number of Jobs Created 



· Jobs Retained Narrative 



· Number of Jobs Retained



· Vendor Information
Guidance on reporting requirements, procedures, and instructions distributed to subrecipients can be found on the CSDE’s Recovery site at www.ct.gov/sde/recovery under the title, Required Reports based on provisions in ARRA.

In addition, a separate e-mail address was established to assist subrecipients with any reporting questions: CSDE.ARRA@ct.gov.  Jessica Andrews, CSDE’s ARRA Accountability Officer, monitors this e-mail address and responds to these inquiries within 24 hours of receiving an e-mail.

In addition, a phone and e-mail log has been developed in order to track requests from anyone contacting individual key staff about reporting requirements. This log includes: date, CSDE person contacted, contact person’s name, phone number, LEA, brief description of LEA question, and CSDE’s response. This log has been posted on CSDE’s public drive for consolidated internal tracking.

On Days 4-5, CSDE will check the subrecipients reporting system for non-reporting and will subsequently follow-up with any non-reporting subrecipients by contacting the Superintendent’s office.

On Day 5, along with further follow-up via phone/e-mail, the Commissioner will contact any non-reporting subrecipients noting that noncompliance with the reporting requirements will be considered a violation of the award agreement and that the Federal agency may use any customary remedial actions necessary to ensure compliance, including withholding funds. 

On Days 6-10, CSDE will complete required reporting requirements as the prime recipient.  In addition, the data quality review will be completed (see Attachment II) on subrecipient data, as well as prime recipient data.  
On or before Day 10, the CSDE’s Bureau of Information Technology will submit the completed report via www.federalreporting.gov.
Following submittal, Federal agency reviewers will analyze CSDE and subrecipient data for material omissions and significant reporting errors.  CSDE will review, respond and make adjustments suggested by Federal reviewers.
Data Control Components

· The CSDE data collection template validates all mandatory fields are entered and ensures that proper field lengths and formats are followed.  Any errors will be flagged at the time of entry, and data will not be allowed to be saved without correcting the fields in error.

· Most financial elements are obtained through the existing CSDE Prepayment Grant System and Cash Management System.  Fields such as Award Amount, Amount Disbursed, Award Date, and Grant Period are pre-filled and not modifiable.  Control totals are controlled from the Prepayment Grant System.  Checks and balances from the Prepayment Grant System will not allow expenditures to exceed award amounts.

· Error logs are created to track errors and the corrective action.  Since rule validations are performed at the template level, most errors are caught and corrected prior to saving data.

· Reasonability reports will be generated to show jobs created and retained as compared to grant amounts awarded. 

· To ensure timely reporting by subrecipients, on Days 4-5 after the close of the quarter, CSDE will contact local school districts that have not submitted reports.

· Reports will be created to compare quarterly reports.  Such reports will verify that current quarterly reporting is not less than previous reporting.  Checks and balances built into the Prepayment Grant System will prevent these types of errors.

· On a quarterly basis, CSDE will review and update the Data Quality Plan as necessary, due to changes in operations, Federal or State guidance, or other circumstances.              
Data Integrity Review

Eugene Croce, CSDE’s Manager of the Bureau of Grants Management (Eugene.croce@ct.gov), has been designated to conduct a data integrity review of the quarterly reports.  The reports will be reviewed for accuracy and reasonableness, including verification of the following:
· subrecipient DUNS number;
· the number of jobs created or retained and the reasonable correlation with the dollars awarded;
· how actual data compares to expected data; and
· that values in the current reporting quarter are not less than the previous quarter.
Please see Attachment II for the detailed Data Quality Review Checklist.
Compliance Review

On a yearly basis, in conjunction with the town audit, a program-by-program review for compliance with Federal mandates will be completed in accordance with the Federal single audit (OMB Circular A‑133). 

Recordkeeping

CSDE will provide source documentation substantiating the report that includes the following: 
· reports from CORE-CT, CSDE’s Prepayment Grant System, and other CSDE systems as applicable (file with preloaded data by start date to end date); 
· subrecipient reports;
· Federal agency award information; and
· checklists indicating sign-off that the systematic procedures for ARRA reporting and the data integrity review were completed, the yearly compliance review was completed, and that documentation of source data is being maintained.
All information will be retained in an easily accessible manner to serve as an audit trail in the event that Federal or State officials have questions or wish to perform their own review.  
Questions

For further questions pertaining to CSDE’s Data Quality Plan, please contact Jessica Andrews at 860-713-6582 or jessica.andrews@ct.gov. 
Attachment I

ARRA Checklist-Quarterly Data Collection

	Task
	Responsible Person(s)
	Completed By:

(initials)
	Completion Date:

	1. Periodically monitor Federal Web sites for regulation changes and updates.
	Jessica Andrews
	
	

	2. Convene ARRA Reporting Subcommittee prior to beginning of next reporting period to review any changes, implement any required data collection changes and prepare quarterly instructions (B.M.); and create new quarter checklist on Public Drive (J.A.).
	Brian Mahoney; Jessica Andrews
	
	

	3. Ensure that any new Core SID's for ARRA grants are relayed to ARRA Reporting System developer(s).

	Eugene Croce
	
	

	4. Ensure and populate any new Core SID's for ARRA grants to ARRA Reporting System. 
	Dave Williamson
	
	

	5. Ensure that ARRA grants are entered into the Prepayment Grant system (PPG) by end of quarter in which they are awarded.

	Eugene Croce
	
	

	6. Populate all ARRA grant awards made to subrecipients/grantees from PPG into ARRA Reporting System. 
	Dave Williamson
	
	

	7. Run Core extract of subrecipient payment data to capture all payments for quarter (CurYrPay database) and notify ARRA Reporting System developer(s).

	Bonne Pathman
	
	

	8. Populate subrecipient payment into ARRA Reporting System.

	Dave Williamson
	
	

	9. System is open (D.W.) and notification is sent to the subrecipients (including deadlines) (B.M.)
	Dave Williamson; Brian Mahoney
	
	

	10. Monitor subrecipient reporting, provide guidance and technical assistance during data collection period, and maintain phone/e-mail log on Public Drive.
	Jessica Andrews; Eugene Croce; Dave Williamson
	
	

	11. Monitor and follow up with subrecipients for timely certification. 
	Jessica Andrews
	
	

	12. Review data for reasonability (see separate data review checklist) prior to upload. 
	Eugene Croce
	
	

	13. Populate supplemental FTE data from RESCs/SERC into ARRA Reporting System. 
	Dave Williamson
	
	

	14. Generate Prime Recipient expenditure data.
	Eugene Croce
	
	

	15. Enter any additional expenditure data into ARRA Reporting System. 
	Dave Williamson
	
	

	16. Provide any updates for quarterly Award Description and/or Project Description to ARRA Reporting System developer(s).
	Jessica Andrews
	
	

	17. Run final check of subrecipient data in ARRA Reporting System against PPG data and Core payments extract.

	Dave Williamson
	
	

	18. Send updated prime recipient drawdown amounts to ARRA Reporting System developer(s). 
	Don Bernard
	
	

	19. Generate all prime recipient data for quarter in ARRA Reporting System.

	Dave Williamson
	
	

	20. Final data review.
	Jessica Andrews; Eugene Croce
	
	

	21. System shut down (note: after this occurs Dave Williamson will make any changes to data, including decertification of subrecipient system).
	Dave Williamson
	
	

	22. Re-verification of complete subrecipient certification.
	Jessica Andrews
	
	

	23. Upload data to Federal (H.Z.) and State sites (J.A.)
	Hanlin Zhang; Jessica Andrews
	
	

	24. Draft a summary on the quarterly reporting period for the Governor’s Office and send to ARRA Reporting Subcommittee for review. 
	Jessica Andrews
	
	

	25. Monitor ARRA reporting e-mail account for issues and/or comments from the Feds and forward comments from Feds to Jessica Andrews.
	Hanlin Zhang; Dave Williamson; Jessica Andrews; Eugene Croce
	
	

	26. Review and respond to data questions received from Federal reviewers. 
	Jessica Andrews
	
	

	27. Make any adjustments suggested by Federal reviewers, including re-upload of reports to Federal Web site.
	Jessica Andrews; Eugene Croce;

Dave Williamson; Hanlin Zhang
	
	

	28. Send final summary to Governor’s Office.
	Jessica Andrews
	
	

	29. Convene a review meeting: update on closed reporting cycle, including review of responses to FederalReporting.gov.
	Brian Mahoney
	
	

	30. Final sign off form to be completed.
	Eugene Croce; Dave Williamson
	
	


Attachment II

ARRA Quarterly Data Quality Review Checklist

	Task
	Responsible Person(s)
	Completed By:
	Completion Date:

	1. Check that all grantees certified on time.
	Eugene Croce
	
	

	2. Check that missing grantees are contacted.
	Eugene Croce
	
	

	3. Review grantees with vendor payments in excess of award.
	Eugene Croce
	
	

	4. Review grantees with vendor payments over amount disbursed.


	Eugene Croce
	
	

	5. Review FTE’s by grantees by period for reasonability.

	Eugene Croce
	
	

	6. Review all Federal awards received and reported even if not on CORE-CT.
	Eugene Croce
	
	

	7. Check that amount awarded equals CORE-CT expended grant.

	Eugene Croce
	
	

	8. Review project status.

	Eugene Croce
	
	

	9. Check that award amount received is reasonable.
	Eugene Croce
	
	

	10. Check that total Federal expenditure = CORE-CT total expenditures.
	Eugene Croce
	
	

	11. Administration expenditures Yes/No. If yes, accounting of positions and vendor payments in excess of 25K.
	Eugene Croce
	
	

	12. Monitor reporting of supplemental FTE data from RESCs/SERC.

	Eugene Croce
	
	

	13. Review supplemental FTE data from RESCs/SERC for reasonability.
	Eugene Croce
	
	

	14. Verify RESCs data and send to developer(s).
	Eugene Croce
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