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Introduction.
.

The Oarent ChildCenter (FCC) Management Inic;rmation System (MIS) consints Of

three interlocking components -- (11 a standard set of recordkeeping orms f'n

1Pdal PCCs, (2) an interlocking set of quarterly-reporting forms, ap4_,(3) a

series of management reports that can he generated from the data that are

reported on the quarterly repOrting forms. The_definitions and procedures

that'are.required.for uniform recordkeeping and informationreporting are

`contained in'a. Usees Manuali, The organizationof the system, the basic u.« es

of the-systeM for management decision-making, the prodeduresfor data valida

406 and OreparatiOn, decision rules for contingencies, file and maintenance

proCediikes, resotiree requirements for; system operation, computations and

estimating procedures,andreporting schedules aFe contained .in this two

volume set of FCC MIS Documenf;ation.

The system documentation has.two ptirposes. It facilitates the maintenance of

the system and it permits the replication of either all of or various aspects

of the System-by othr programs and agencies.

The maintenance. of as Management In:Jrclation System 4 continuous pers.,

Staff turnover at either the national and the local levels of program opetation

. can-disrupt the systems. Hence, a weitten reference book is needed to insure.

hat basic understanding, linkages, and procedures are not lost through staff

ttirnoei.

pc:Passage of time is also likely to alter the circumstances that gave rise to

the initial system design. -For example, it may be necessary to ask local

.'1),CCs to kepprt on ,the nUmber of handicapped children being served' by handi
,

capping condition, 'What changes would this require in, the system? How would

.the, addition of data points affect data processing? Is it possiblez,to link

services to handicapped' children to pr.:gram costs? These and many 'Ailey.

questions might be raised by a proposed,change in the sstem. The EyaLst

Documentation is a "National Data Coordinator, s Handbook," It is intended for

frequent 'usage by a limited number of FCC -MIS,data processing personnel.,'As

such, it is expected to have the technical and pra4oatic objective of conveying

the mechanics of processing existing ,input daatat into system output in an

efficient manner. It is a "how to do it" handbook.



Volume II of the D'c-7.-ir; inwnded for a diffexent speclalized use:

It is at detailed record_of'the PCCAIS design. It mill assist in questions

of proposed system changes, such as data deletions or additions. It enables

A Aystems analyst. to trace the flow ei)f information and thus to Sea bow

proposed cpanges affect the systeM's operation. IL also facilitates rv.pliust-
fl

Elon of 'he gener4 approach and methodOlogy embodied in the PCC MIS h:y making

systcm featiirep casler to trace and reproduce accurately.



Introduction to Volume i

The objectives of this volume ar e to present the Na i canal Data coordinator

'.oith an overview of :the document input-outplIt relationships, 'explain.dat

validation and processing procedurds required to prieuce the Quar tor manl9o-

pont Reports from input documents submated by the FCC's, and to speckfy syotem

resource reguireMents and distribution and file maintenance procedure, for
-

enOre.Mapagement Information SyStek

The first :chapter presents the input Quar.terly Reports which pre required for

each of the output Quarterly Management Reports. This material is presented

at the beginning of the valuMe to provide the National Data Coordinator with

an overview of all, of":-the =input and output documents, before beginning the

detailed datavalidatiah and preparation piocedures.

The second chapter presents a det4led set of strictlY sequenced Validation

procedures to be used in 'cleaning the input data as it arrives. The chapter

includes a for to be used by the 'National Data Coordinator in recording the

arrival and preliminary screening of each- of the Quarterly Input reports for

each 'PCC. The .chapter includes also a, detailed set of .internal cross-checks

to beused by the National Data Coordinator in carefully reviewing each input

report before beginning the data processing phase.

The third chapter is the core of the National Data Coordinator Handbooks speci-7-

' Eying the steps to be followed in transcribing key data elements from the -

inpUt, -reports to Interim Worksheets, and performing- a series of 'calculations

to trens:Corm the input data into the information required for output Quarterly

Management Reports. These 'processing Procedures have been careful* cross
referenced to both, input and output reports. every effort has been made to

miniMise the duplication of Processing steps, by designing work6he4ts useful

in the preparaticiii of several output reports simultaneously, wher4 the same

input data elements are required in several output reports.

The fourth chelater cletdilLs .the Personnel and material resources required to

operate the'system'preSently at the local and national .

The fifth ckapter details the basic file maintenance'prOcedures to be -followed

by' the National beta' COOrdifiator in staring and.retrieving input documente.



Th Oii Ch.aptiJI crL he Wti.c dinttin p-,:itehs for the

Quarterly Mar/a4ent R,*.Ar.;s FCC and Uatf,Qnal Proqtam

Office parsonnoL
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DATA VALIDATION PROCEDURES

All Parent Child Centers are required to complete and mail nine quarterly reports

to the National Data Coordinator by the 10th'Calendar day following the end of a

quarterly'reporting period. Reports not ieceivecLby the 15th caMndar day are

considered late submissions; Programsfailing to submit reports withinhe stipu-

lated time frame arecalleddmmediately to determine why requi d documents have

not been prepared. Tphone assistance is provided,&as necessar to resolve

problems and to insure that steps are taken by the.program to complete and-sub-

mit accurate reports within:5 days: A written notification of non-receipt

is also mailed to PCC DireCtorS,failing to comply with the deadlines. 'These

procedures are strictly enforced and are intended to underScore the importance

Of timely submission of reports to facilitate rapid processing and turn-around.

If a'PCC Cannot submit' a complete quarterly report package, the program will not

be included in quarterly management output repoits. National averages and. arY

reports of management statistics will be 'prepared' on the basis of total number

of pcC's reporting.. _Any reports received after the 20th Calendar day of the

month cannot be procested..

When each set of quarterly reports jts received, the date of receipt is entered

on all forms and the following data validation procedUres are implemented:

(1) Preliminary Review: Data validators conduct a Preliminary. review ,

of each PCC's report package to ascertain"whether all reportt have

been included and whether all forms have been fully:completed.
1A figure must be remrtedforandata items. Programs have been

instructed to use zeros (0) as appropriate to indicate that a data

point is not.. applicable or to indidate that no quantity should be

reported. If a data item is unknown, tle abbreviation.UNK should be

used to sival missing information. All blanks and unknowns are

considered unacceptable and require a call back to the program. (See

item (4) below). Preliminary review findings are recorded by the

validator on a data validation format/memorandum to be mailed to the

program. The preliminary review, procesi recitiires approximately

1/2 hour per program.



(2) Cross-Checks: A systematic list of internal cross-checks for each .

ti

quarterly report and cross ks. across reports has been developed

to identify tabulation errors .ncorrect data reduction procedures,

inconsistent and/or inaccurate data andquestionable,data--given the

scope of each PCC's program-operations as reported,' These cross- checks,

(Presented on pages 26 through 39 ), have been incorporated into a

worksheet to .be used by all validators in documenting suspected pro-

cedural., conceptual, or tabulation'errors In each PCC report package.

When cross -check operations have been completed, the data validation

. ,format/memorandum is completed,'specifyingthe-problematic data points.:

on each report. Internal cross - checks require approximately 1 hour

pet PCC.

(3) Data Validation _Format: The data validation format/memorandum is

completed and returned to the progrAm no later than twodays following

receipt of the quarterly reports. The format serves two purposes

critical to rapid processing of accurate'data within the projected

turn. around timeof'foUr'weeks- The fOrM is incorporated into the

validation process as both a guideline for validators and a written

documentation' of'process outcomes. Additionally the.formaLis

intended to provide centers with immediate.and specific feedback

on The status of their reports with respect to timelineSs,and accuracy:

At the same time, the format proVides the data validator and PCC data .

coordinators with summary information' required to facilitate the

telephone call backs. .PCC's will be alerted to problems prior to the

call and can prepare to respond to the data validator'A questions

(4) Telephone Validation: Telephone .callbecks-are made to all PCC's which'

fail to submit reports or which submit unsatisfactorTreports,

whatever reason. These calls are facilitate&by sending the Data

Validation format/memorandum which is sent prior to the call backs

and indicates to the local centers where their Quarterly Reports,

,incomplete or incopsistent. Centers submitting apparently accurate

and complete reports may also'be called to randomly verify data pollec-
_

tion procedures. All items which do-not cross check and all tabulation

errors are reviewed with the data coordinator. who is, then, expected t6

'resolve the inconsistencies and call in correct' information within 24

hours. 11n many cases, a review of inconsistent or inaccurate data

reveals that the data coordinatoi°



(1) did not properly compile data from local records,

(2) did not follow quarterly report instructions, or

(j) did not keep/complete and accurate local records.

The validators must then provide the data coordinator with technical
.. . ,.

assistance to insure that instructions are clarified and that proper.,

. procedures will be followed in correcting repOrts.

When data is suspect but not necessarily inaccurate .(such as'very high/

low, service data),''the-data coordinator will be etasked to justify the

statistics reported: This may'includa, for example, describing the

service population, the `service frequency, unusual circumstances,

methods for Collecting and compiling lata. A determihation can then.-

be made, as to whether or not. the data is plausible. In the event

that inaccurate data can not ba corrected or missing data can not
I

be supplied, estimating procedures are used to obtainH"reasonable'

figures. : Estimating techniques are.baSedion cross-check 'protedures

and take into account special circumstances affecting theprOgram's

operations.

In the past, telephone validation has averagedapprOximately one hOur.

per center, and'typically requireStwo calls per si . HOweveri it is

anticipated that the time spent -in telephone validati n:will decline

.811arply as the tOcal. PCC's gain experience in completing Quarterly Reports

and keeping local PCC records.
I .
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AST ASSOCIATES JUNG.
55 WHEELER STREET. CAMBRIDGE. MASSACHUSETTS 02138

TELEPHONE AREA 017.402.7100

MEMORANDUM

TO: Parent Child Center Director

FROM: PCC-MIS Analyst

SUBJECT: MIS Quarterly Reports: Data Verification

NOTIFICATION OF RECEIPT

Your MIS Quarterly Reports were received by on

DATA
VERIFICATION

Participant
Charabteristics

TIMELY SUBMISSION OF.

AEQUIRiaDOCUMENTATION

month/day/year.

REPORTS CONTAIN REQUIRED

AND ADEQUATE INFORMATION

On Time Late Not Received Satisfactory UnsatisfactOry

Staff
Characteristics

Services I

Services II

Services III

Staff Time..

Utilization

.16

1:

Donated Services
Von-Federal

Donated Services
Federal

Narrative:,
,

C3 No Further Action Requi'ked 0 AA/ Staff Will Call To Verify Data



DATA VALIDATION RESULTS 1

Quarterly
Report,

Unsatisfactory Reports: Inaccurate or questionable data
items On each report are outlined
below

Participant
Characteristics

Staff s,

Characteristics,

Services'I

Services II

Services III.

Staff Time
Utilization.

Donated Services
Non-Federal

Donated Services.
Federal.

Narrative

PCC Name

1
An alternate approach to verifying-questionable data on the Quarterly

Reports is to Xerox those reports which seems inaccurate.or questionable,

indicate questions about-specific data items on the Xeroxed copies'of,the

reports and send, these copies to the.center instead ofthe "Data Validation

Results" chart.
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INTERNAL CROSS CHECKS FOR THE

QUARTERLY REPORT ON PARTICIPANT CHAPACTERISTICS.

ENTRY OR ENTRIES*-. CROSS CHECK 2"..:Nuft. ENTRY OR ENTPIES*

"Families Enrolled
at End of Quarter"

Should normally hie less
thani.or at least not
greater-than .

"Families Enrolled" in
during the quarter.in the
Quarterly Report:on,
Services to Partici-
pants I:.

"Number of Months
Terminated Families.
Were Enrolled in
the PCC Program"

Sum =of numbers -entered
in, blanks under this.
heading must equal

. .

."Families Terminated
During Quarter" .

"ReasOnS' for

Termination"
Sum of numbers entered
in blanks under.thiS
heading 'must. equal

"Families Terminated
During:Quarter",

"Female Head of
HousehOld".

ye,
tast-be Jess than, or
equal to,

"Families Enrolled
°End of Quarter"

"Language Other-
- than English"

Must. be, less. than, or

eequal-

"FaMilies Enrolled at
End of Quarter"

"Household With.
Handicapped
Children"

Must be. less than, or
eqUal to,

"ReceiVing.AFD,C.

or Public
Assistance"

Must.be resS than, or
equal te,

"Families Enrolled at
End of Quarter"

r.
"Families Enrollecat
End". of Quarter:

"IncomelEielow.

Poverty Level"
MUst be less than, or

e,
equal. to,

"Families Enrolled at.
End of Quarter"

AlSo,Must be greater than,'
or equal:to,.

"Receiving -AFDC or
Public Assistance"

"Households with..: Sum.Of'numbersentered
the blanks under this\
heading must equal

"Families Enrolled at
-End of Quarter"
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.Quarterly Report on Participent Characteristics (continued)

Number in the 0 to 3 age
\ group would normally exceed,

but be less than twice,
AAlso,it is very unlikely
that Any age grOup.will
have a 0.

"Families Enrolled
at End of Quarter"

Should: normally he less
than, or,at least not

"Focal Children
(0 to 3 Years)"
enrolled dUrinT
the quarter, in
the Quarterly
Report on Services-
to Participants I.

Number. in the 0 to 3 age
group must be equal to
the suM.of

,--"

"PartiCipating
.Children Aged:

"Total Number of
FOCAL CHILDREN
Enrolled in Center (s)
at End of Quarter"

plus

"Total Number. of
FOCAL..CHILDREN
Enrolled in Out,.
reach HomeS at
End _:of .Quarter"

phis

"Total Number of
FOCAL' CHILDREN
Enrolled .in Day
Homes at End of.
Quarter" as TA,.
ported in the
Quarterly Report
on Services O:
Participants I



Quarterly Report on Participant Characteristics (continued)

"Total Number of
Participant's"
(Under -"Parti-

cipants by..
Ethnicity")

Sum ofjiumbers entered in 'Household with"

this tolumn must fall between
upper and lower limits set
by the data under the
heading. (For an explana7
Lion- and example for calcuL
lating these liMits, see
below)

SuM of number-entered_in
this column, minas the sum
of numbers entered in the
column under "Participating
Children 4ged:"', must be ,.

greater than
(However, since this calcU-
lated difference is, the
number of',adult partici-
pants,:it should be "rea-
Sonable!" in view'df the.
number of faMilies enrolled.)

'Families Enrolled
at End of Quarter"

* All entries are on the 'Quarterly Report on. Participant Characteristics'

unless otherwise indicated.



Calculation, of Limits for "Total Number of ParticipantS"

,

Since allme,Mbers of a FCC; family houSehold,are considered ,to be'pari-
cipants; the data on size of households imply certain limits on the-

:total nth -rber of participants as indicated by the sum of the numbers
listed under "Total Number. Participants on the Quarterly Report on \

Participant Characteristics. For example, if the following were\
reported on size of households:

Uousehbads-villi

26' 2' or 3meMbers'

32 4 or 5 members

7 6 or 7 members

. -1 8 or more members

(66) .(Total)

the lower limit'on number of participants would be'calculated_as,follows:

x 2 = 52

32 x 4.= 128

7 x 6 = 42

1 x8 =

Total 230. = Loer Limit _

For all practical purposes, the, upper limit may ,be obtained by adding,
the number of families enrolled (66) to the lower limit. Thus, the \

upper limit in this example would be:

230 Lower Limit

+ 66' Number of Families Enrolled

206 = Upper Limit
0

If all the families in each household size-. category had the snaller
number of members for that category, the total number of particiPants.
would be equal to the lower limit (230); if all the families in each
household size' category had the larger. nulther-of members for that
category, the total number of participants would be c;qual to the
upper limit (296) *. ,'In almost all actual cases, the totalnuMber of
participants will fall somewhere between the lower and upper limits.-
In no case may the total number of participants bebelaw the 1oWer
limit or above the upper limit.

:.The upper limit .would be slightly higher, if some of-the families in
the "8 or more member" households shbuld have more than 9 aembers,
in the household. .



INTERNAL CROSS CHECKS FOR THE

QUARTERLV REPORT ON STAFF CHARACTERISTICS-

ENTRY. OR, ENTRIES* CROSS CHECKS ENTRY OR. ENTRIES*

"Number of Months
Terminated Employees
Worked at the PCC"

"Reasons for
Termination

---1

Sam of Numbers entered
in blanks.under this
heading Must equal

"Employees-Terminated
During Quarter"

Sum of numbers entered'
in blanks under this
.heading Must equal '

"Males /Females" Sam of these two
entries must equal.

"EMployees Terminated_
During Quarter"

----_-_-1

"Employees on Payroll
at End of Quarter"

"Staff who have been
or currently are
PCC participants

Asst be less.than, or
equal to

F

"Emoloyees on Payr811
at End of Quarter

/

"Part-Time Employees/
Full-Time Employees"

"Professionals/ Non-
Professionals

Sulm of these two
entries mustreqUal.

."Employees On Payroll
at End of Quarter

Sum of these two
entries Must eqUal

"Adminis trative

Staff/Direct Service
Staff/SupportStaff:.

"Employees by.
Ethnicity"

Sum of these three
entries must equal

"Employees on Payroll
at End of,Quartee

"EmplOyees on. Payroll
at Ed of Quarter"

"Employees on Payroll
.at End,of Quarter"

and

"EMployeet 'Terminated
During Quarter"

and

"Total -Number of
Temporary Paid'
Employees"

*
All entries are on the 22-aztesly2.Reo.s.Citiunless
otherwise-indicated

Sum of the numbers in
this celumn must equal

Sum of these three,
entries'should equal

"1:271ployees 04.1?47."01.1

at End of Quarter4-

"TOTAL WSER OF. PAID
' STAFF REPORTED",, as

entered On.thefirst
page` of the:Quarterly
'Staff Utilization
-.Report



INTERNAL CROSS CHECKS FOR THE

QUARTERLY REHOM on SERVICF3 TO PARTICIPANTS I

ENTRY OR ENTRIES* CROSS CHECK ENTRY OR EN'ila ES'

"Total Number of days Must.be less
Child Care Services equal to,

.

Provided During the
Quartet".

than, or.,

"Tetal Number of FTX;AL C,rr of these thrpe.
CHILDREN, Enrolled in. entries should equal
,Center, (.s} at. End of ,

Quarter"

:and

"Total Number of FOCAL
CHTLDREN Enrolled in
Outreach HoMes at End
of Quarter"

and

"Total Number of FOCAL
CHILDREN Enrolled in
Day Homes at End of
Quarter".

"Total Number of pays
PCC Operated Daring
the Quarter"

"participating Chil&ren
Aged 0 to 3" in the
Ouart,erly: Report oh'

Participant Charac-
teristics

"Focal Mothers'
(Pregnant-Women)"

This nuMber should
be greater than or
equal to, the entry_

1 in any one of the.
124 boxes to the
Iright of 6e heading

"Focal Children !Should normally be
(0 to 3 years }.

"" Igreater tharl. or at
least equal to

a

"Focal Mothers", in
the Quarterly 1312:port

on Services to

DrtlEi2a9245 TIT

"Participating Children
Aged .0 to 3 in the.
Quarter:1, Report on
EglIisipant Charactek-
ristits



rj

arterly Report on Services Ao Participiants I (continued)

Enrolled"

"Average Number of
pAREar m.t.,1,1eru

At tending Pal icy
Council ileetings
Daring the
Quarter'

I .

a Should nornia I be A "Farollrc2.1.-> - Enrol )6d
A greater that, ox A End of Quarter' in the
least equal to gitartorlv Eeport.

g Part-1.6:00.1'403 Charac-
=

AF

ThiE number must be
reater. than, or equal
to, each of the ear
tries in the 22 homes
to the righE of each
of the headings

This-nuraber must be
a greater, ghat: -,--oregutil

to, each of the two
A entries under the

,

heading
8

8

A

teristicfx

: "Parent Education and
Training ZC"umber of'

Mornay.'
=

"'Parent Education and
a Trainingl: Number of
Fathers'

leCated the le:'er

section of, thr. Quart

2121MEL21Sc"ic,95 to'
Par t ckv,-2nt I

a "Total Number Of D. f-

erent Parents Who
Participaterd in ti°d:a>~a®

tion and Trainin"g
'0,,sions During the

Quarter t Mothers/
Fathars'T as reported'
in the Ouatterlf.

ti

Should nrIrmal.lv Ner,lber Of-Parents

than, or equal. to 0,

A UNIAESS ': Parent. timber -

tihip an the Policy
Coundil decline&

r'near the end of the
quarter,

512 r vi tg tbv, P a

A Council at End of
Quarter"*

a

A
lc

8

All entries are on the O2> IstEly Romori on SerVices to Partiz7antL2:.
unless oth erwi se ind ted
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r .

in addition to theoStrict relationships' between data items described above,
the Data Coordinator should employ her/his knowledge of program operations
to make a rough check on tke "Number of TimeS Each Service Provided" unrier
"Services So Families." in the -upper section of the report.. for example,

4f approximately 80 focal children ,attend the PCC twice a Week, on the.,
average, and the PCC has been" perating for 13 weeks durdng the quarter; the
sum Of '"Infant pducation e;roupSetting", "Infant Education - Individual"
and "Parant-ChildInteraction SesSions"Oshould be within, say -4- 25% of 2080
180 X.2 03) or no less :than 1560 andnb more th:.;tn 2600, unlOss something
unusual hashappened during the quart( . ilnosuch aocase, a figure such. as
500.0r 4000 would be suspedt. If a hot meal and a snack are normally servednum..we
to the childreq when they atend the PCC, the number of hot meals should also
be within 25%Oof 2080, unless, say, siblings of .focal. children and/or parents"
have also reeeived hot meals, or something unusual has happened during the
quarter. As another example, if there are approximately 15 Outreach homes
associated with the PCC', and each outreach home is typically visited tw ice a .

week by &staff member., and the Pee has been operating for 13 weeks during the
quarter, the-.number ofvisitsjn the home by 1= staff should be within, say
-4, 25% 0,390.(15.X 2 X 13). or no less than 292 and. no more than 487, unless
there are Other factors wqch should be considered. In such a case, a.number
such .as 100 or 1000owould be suspect.

aecause no two PC's are ,exactly the same, 1t is impossible to establish
rules for checking the service data reported which are applicable to all PCC's,
However, each Data Coo :dinar using her/his knowledge -of the program, should
be able do use checks such. as those suggehted above, to. ensure that really..
serious. errors have been.aVoided the statistics reported. Where service data
might ApeearLoto be incorrect but are actually accurate, thefe should be a com-
ment in the Narrative Report,which explains the apparent -naccuracy.



.
INTERNAL CROSS- CFECXS FOR THE

cUARTERLY RLPOHT smvI(:i:s TO PARTICIPANTS III*

ENTRY OR ENTPIES*-

"Focal Mothers"

"Other Parents"

CRoSS CHECKS )7217.Zw..\ENTRY OR ENTRIES4

I \

The entry in
the 24 boxes to the right
of this headIng cannot
exceed

any one of rFocal Mothers (Preg-
nant Women)", enrolled
during the guarter,
as reported in the
Quarteqy Report on
Services to Partici-
pants I

Families Enrolled"
:during the qUarter,
as reported in the
:Quarterly Reoort on
Services to PartiCi-
ipants I

The entry in any one of.
the 24 boxes to the
right of this heading
cannot exceed twice
the number of

"Other Adults It is unlikely that7 the
entry in any one of the
24 boxes to the.right
of this headng will
exceed

"FaMilles'Enrolled"
:during the quarter,
as reported in -the

/ :Quarterly Report.- on

Services to Partici-
;

tants I

"Focal Children" The entlY in any one of
the 24 boxes to the.
right of.this hadthq
cannot eXceed

"Other Children" It is unlikely that the
entry in any one of the
24 boxes to the right
of this heading wiLt-
excee twIce the total
number of children 3
years of age and older
enrolled-At the end of .

the-quarter, as reported
under

1Focal Children (0 to
13 years)", enrolled
dur3.ng the quarter,
las reported in the

--

1Quartorlv Reoort on
1Services to Partici-
loants I
;

A

1Participating Children
in the

!Quarterly Recort. on

1Participant Charac-
teristics

A



Quarterly Report'on SerN.ricei to Participants III (continued)

-4

"T o- tal Number Who Received

Each Service"

It lb unlikely that. the ITotal Number of Parti-

icipants..fl in the

lov,arterly,Report or

tWa-Fticipant Charac-
Iteristics

. ,

entry in any ono of the
24 boxes to the, right of
this heading will exceed
twice the total number
ofParticipants enrolled
at the end of the quarter,
as reported under *

The sum of the first 23
entries. to the right of
this-hpading.should be
less than,.or equal. to,
the sum of

"Other Direct Social
and Economic Services
(including. Health)"

d "Referrals to Social.,
Economid, and Health
Services"

and

in the

puarterlv Report on
Services to Partici-

Paasia

"Total NuMber of Partici-
.pants in Each Group
Served During Quarter"

. The entry in any one o
the 6 boxes in this
column would normally
be greater than, and
cannot be less than,

The largest of the 23
entries to the left of
the box

111 entries arc on the ,puarterly Report on erviccs to rarticiparits_III:_.

unless otherwise indicated.'



INTERNAL CROSS CHECKS FOR THE

QUARTERLY. STAFF UTILIZICION REPORT

ENTRY* CROSS CHECKS ENTRY OR ENTRIES*

'"Total Number of Paid Must be
Staff Reported ", on sum of
first page of retort

equal to the "Employees on Payroll at
End of Quarter"

-plus

"Employees Terminated
During, Quarter"

plUs

"Total Number of-Tem-7
pOrary Paid Employees"

. as reported on the.
Quarterly. Report on
Staff Characteristics

Must be equal to the
sum of

Individuals reported on
the first 3 pages of the
report,: which:will be
equal to the number of
!lines used unless more
than one person is
entered on a line.

"Total,NumbA!r of, Must be
Consultan& sum of
Listed Belc,:.",

on the fourth-
page- of the

report

equal t.8 the Individuals reported
on the-loUtth page.of
the report, which will. ,

be equal to the .number
of lines used iinioss
more thanone'person
is entered on a line,

*
All entries_/are on the 'qUarterly. Staff Utilization Report unless other-
wise indicated.

For individuals who were full-time employees_of the PCC for a full
quarter, the sum of hours ;:corked in the 14 program functions plus
hourS of "Leave" plus hours worked on "Advocacy- or Non-PCC Funded
Programs" should not be less than about 520, if the regular work-
week is 40 hours, or 455, if the regular work week is 35 hours. For
part-time staff'andior staff who were employed by the PCC for only
a part of the quarter, the Data Coordinator can make a rough estimate
of what the total reported hours should be, by multiplying the number
of days worked by the number of hours worked per day.. Reported total
hours which are significantly les.s than the minimum so calculated are



suspect and should be explained in the.narrative.

The Data Coordinator shouldalso check -for consistency between the
"$ ValUe of Wages and Salaries Accrued:Quarterly" and the totalllours
reported on each line. The former (13ivided by the latter should be
"reasonably" close to the official hourly rate which .the person or
persons, entered on'that )the are receiving. In no .case would the .

calculated hourly rate be'greater than the official hourly:rate; the
0 former may be somewhat less than the latter, if' the hours reported

include uncompensated overtime work.

0-



INTERNAL CROSS CHECKS.FOR-THE

QUARTERLY REPORT ON DONATED SERVICES
(Allowable as NonFederal-Share)

ENTRY * 17717- dEpss-CTIECK, -ENTRY OR ENTRIES*

"Total Number of
Professional Workers
Listed Below"

Must be equal to the Individuals reported on
the first page of

which will be
equal to the number' of
lines used unless more
than one persOn is
entered on a line.

"Total Number of
Non-Professionals
Listed Below"

Must be equal to the
sum of ,

Individuals,reported on
the second page of the
report, which wiil.be
.equal. to the number of
lines used unless more
than one person is,
entered on a line.

All entries are on .the Quarterly. Report on Donated Services.

The Data Coordinator shoUld also cheek for consistency between the
,"Estimated $ Value of Services Provided' Quarterly" and the total
hours reported on each line. The former divided by the latter should
yield a "reasonable" hourly rate. Judgements about "reasonableness",
depend on the type of service provided, as indicated by, the "JOB-
TITLE:" In no case, however, should the hourly rate turn out to be
less than the Federal minimum wage plus B.I.C.A.



INTERNAL CROSS CHECKS FOR THE

QUARTERLY REPORT On..DONATED SERVICES
VOLUNTEERED OR PAID FOR VRCM OTHER FEDERAL AGENCIES

(Not Allowable-as Nan- Federal .`Share)

ENTRY* CROSS CHECK

"Total Number of
.Workers Listed

Below"

Must be equal to the
sum. of

Individuals reported
in this report, which
will be equal to the
number` of lines used
unless more than one'
person is entered on
a line.

All entries, are on the Quarterly Report on 'Donated Services Volunteered
or Paid For From Other Federal Agencies-

.

The Data Coordinator should also check for consistency between the
"Estimated $ Value of Ser;fices Provided Quarterly" and the total hours,
reported on each line. The former divided by the latter- should yield
a "reasonable" hourly rate. Judgements about "reasonableness" depend

.on the type of service provided, as indicated by the "JOB TITLE". In"

no case, however, should the hourly rate be less than the Federal
minimum wage plus F.I.C.A.



SECTION III

III. DATA P REPARATI ON PROCEDURES



Processing the data.from the PCC-MIS Quarterly Reports is the job.of the

National Data Coordinator. The following section outlines the procedures used'

to prepare the MIS output for each quarter's data After the quarterly reports

for all the centers haVe been validated according to the procedures outlined
- ,

in Section II, the Data COordinator can begin the data preparation.

Appendix A, at the end of Section III,contains blank copies of the PCC-MIS

These reports are referred to-throughout the text.

The first step in manually processing the data on the MIS-PCC Quarterly Reports

is to complete Worksheets A,. B, and C. -Worksheet C provides information for

completing RepOrts #4 -10. Worksheets A and-B aid in filling out Worksheet

C. Throughout the calculations'on the Worksheets,. always -round numbers to

the nearest whole number and use the rounded figure. Fill in one set of

Worksheets A-C and one set of Reports #3-10 for each center.

Worksheet A

ComPleting. Worksheet A is one of the post time-consuming but also one of the

most important steps in processing -the data, The information needed to complete

Worksheet A comes from the,QuarterlyStaff Utilization Report, Cards 11 and 12.

(See Appendix A, pages 6 and 1).

Itio cOmpute the loading factOr, add the center's. fringe ..enefit rate, expressed

as a decimal; to 1.04'. Since vacation and sick leave pay are not included in the

fringe benefit rate, 1.04 is used as a base to which the'fringe benefit rate

is added in order to evenly distribute yearly,vacation and sick leave pay over

the four quarters. This is done to avoid the possibility that a majority of

vacation and sick leave pay is accrued in a single quarter and this'inflates the

center's expenditure for that quarter. The amount of'money paid .for'''.Leave"

in the quarter is not included in the Center's expenditures for the Quarter,

since the increase in fringe benefit rate effectively pro-rates t is money

il

_...._, -,
Over the functional categories.

The center's fringe benefit rate can be obtained from its Grant Application

Budget. The 'chartf on page, Lis. gives a listing of the fringe benefit rates for

the 35 PCC's as-obtained from each Center's budget for 1972-73. These rates

are subject to change when new budgets are submitted and.approved Write the

fringe benefit rate in the top left hand corner of the worksheet.
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-,\

1972-73 Fringe Benefit:Rates (expresse8- as decimals rather than as p.rcentages o
1,el, costs)

-
son

Roonah .13 ' Minneapolis , .17

Kotzebue St.1,Ouis .08"

Los Angeles .08 Omaha .115

Oakland Newark ,15

La Junta .10 N. :Y. C. .11

Washington Hthigh (Cleveland) .13

Jacksonville .12 Cincinnati ,I0

Atlanta .09 Portland

Chattoga, Ga. '.11 Phildadelphia .10

Whitfield .11 Pine: Ridge .10

Honolulu %15 Chattanooga .12

Chicago .03 B1k & Duck Rivers .14

Mt. Carmel .075 Dallas .09

Louisville 10 'Barton, Vt. .1/

Leitchfield .09 Pasco, .

Baltimore .11 Huntington, . Va. ,11

Boston Glenwood Cit .13

Detroit .17

per-



Copy the salaries of the center's employees Waid 11) asW paid vonsultantv,

(Card 12) off of the Quarterly taff VtilizationReporr .from the column en-

titled. '4Vale ofWages 9alarie c+cerued i'',1.4arterly" onto the wo0,5het in

the column titled "Base 050 many copies of WorkSneet A as are heeded

to /ist all the cerder's,employees and consultants. Multiply the salary of each

'ervloyec by the loading factor and enter the answer in the column 'LoadZA

Do not multiply the c0 n2ailtantsk salaries by the loading factoras consultants

do not receive vacation and sick leave pay.

The numbers listed in .the 16 coi umn5. to the right. of "$ Value of Wages and

Salaries Accrued Quarterly° on the Staff Utilization Report are the number of

hours each staff member and paid consultant spentin each funct onal category,

These_shOuld be entered cm the worksheet in the upper left-band corner of the

appropriate'bOxes .

Compute the number of. hours each employee and consultant 0.:orked by adding the number

of-howts across each row. li.'nter this Sum In the 'Total iours' cblur!,- Compute the

her of hours worked in each fiinctonal. category by adding the numbersof hours dow7n each

column. Enter thiS sum in the upper left-hand corner of each box in the 'Total- row.

TI more than one4)age of Worksheet A is needed,enter the sum in the "Total row e the

last page tsed. Add the numbers in the ''Total Hours column and enter the gum in the.

lant box of the "Total hours"colum:n. FinaltY add the nUmbers-of hour n the 'Total' rew

This sum must be the same as the s',1m of the nwther in the

The next step is -to divide the loaded.. salary for each employee (base salary

in the case of consultants) by the total number of hours the employee vork.d.

This gives the employee* hourly rate of pay The rate of pay should be carril-:d

out to at least four decimal,places. Multiply this rate by.the-nvber,of hours

the'employee worked in each functional category to- get the amount of money he

earned in each functional category and enter this number in the aPpropriate box,

After coMpleting.the salary 'allocation for each employee,Hadd the-Aialaty figures

across each row and check the sum with- he loaded salary. This ritt.:71 should

equal the loaded salary, plus or minus 52.. A two dollar differenCebett4een this- .7,un

and the loaded salary in reasonable because numbers were rounded. Off to whole dollar
1.

figures. When you have h*- thr, salary allocation for all employeesin the.

center, add the nuibers down each column to get the totals for zoney carnild

In each functional category0 enter the totals in the 'total." .t,c on the last page-

of Worksheet A used-for the cente. Add the numbers in the 'Itotal' rvw and check.

the answer with the of the loaded salaries tbaSe salari6;-fOr consultants).

These two nuMb :> must. be NA:thin $10 of each other. A ten dollar eifference

betwen those t number can reanonabiy be attributed/co rowtaing off to.
,
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Worksheet 8

'ills Information needed. to complete Worksheet 11-ii obtained from the Quarterly

Report:on Donated Services (Allowable as Noel- Federal Share), card 13 (see

Appendix A, page 8). .The procedure for completing WOrkSheet 8 is identical

to-the.procedure used -to complete Worksheet A. The loading factor is not

used.

Worksheet C

Enter the money totals in each functional category obtained on Worksheet A in

the Federal Salaries' colUmn on WOrksheet C. These are the total amounts of

money paid for salaries in each of the funCtional categories.

Enter the money .totals in each'functional.category obtained-from Worksheet 8 in

' the "Donated Services" column of Worksheet C.

, -

Bon-personnel costs can be obtained from the center'e os-192 form, when this

form is submitted and when it represents the same time period as the, quarterly

reports. .Since,the reporting period for the 05-192 form is often different

from the reporting period for the Quarterly Reports and since the 0S-192 form

is sometimes not submitted, it is usually necessary to %btain non-personnel

. oasts-from the center's Grant Applicationlaudget. If costs obtained from the

*b.idget represent the whole year, it is necessary to divide the figures by four

to obtain amounts appropriate, or the wafter.

Both the AS -192 forms and the budgets list non-personnel costs by budget line

These Costs must beraltocated over the fourteen functional. categories.

Rulei for allocating non-perponnel costs 'are given.

Although non-personnel coste'listed in the center's-budgets do not represent

actual expenditures,'their us&to approximateaCtpal non-personnel expenditures

can be justified. Personnel costs and fringe benefits comprise apprOxiMately

75% of the center's expenditures. Of the approximately-25% whiCh includes non-

personnel costs, about 15% represents fixed costs (foCdr and occupancy), and

budgeted amount for these-categoties are fairly reliable. The remaining 10% of

the costs will be spread over the functional Categories: This means that even

if budgeted amounts are different from'actdal'expendituresethe margin of er-

ror for a given category is slight less than 1%.

Enter the, federal and non - federal non-personnel costs in the appropriate ool-
u

wan on Worksheet C. Add the federal bonigliersonnil coats and federal salaries
,

. in each category to get the total-federal expenditures for that category. Add

the non - federal not - personnel boats ,aril donated services to get the total non-'.

Federal expenditures in each category.

48



Add the-total federal and total non-federal expenditure in each category to obtain

the "TotalExpenditure for the Quarter" in that category. Sum tie numbers in

each of the three columns (Total Federal EXpenditure, Total Non-federal Expend-

iture and Total-Expenditurefor Quarter) and enter the sums at the bottom of

the columns in the "Total" row.

Add the total for the "Total Federal Expend. Quarter" column and the total

for "Total. Non - Federal Expend. Quarter" column. The answer must be the same

as the. total for the "Total Expenditure for Quarter" column.

Compute -the total direct cost by adding the entries for categories 4-12 in the

"Total Expenditure for Quarter" column. Compute the "Total-Indirect Cost" by

adding the entries for categories l-3 and 13-14 in the "Total Expenditure for

Quarter" column. Enter the Total Direct Cost and Total Indirect Cost in the

,boxea on Worksheet O. Add *he Tote' Direct and Total Indirect Costs and check

that the sump is the same as the total for the,"Total Expenditure for Quarter"

column,:

Report 41 - Management Opualllg21:!akmL2final

For each of the 35 FCC's listed in the left -hand column, either leave blank

(indicating no problem reported) OR designate with an "X".(indicating a problem)

OR designate with an "F" (indicating a failure to report) udder each of the five

----colUmn headings listed across the top of the page, including:

POC Grantees not submitting fiscal reports:

check with the Grants Management Specialist at OCD to identify PCC's

who have not submitted their quarterly fiscal reports and designate

with an "X";

PCC's that havenot submitted MIS reports:

- designate those PCCis who have not submitted quarterly MIS reports with

an ,"Xf;

o PCC's with ditector turnover or vacancy:

- check in the narrative special problems report and designate those

PCC's reporting turnover or vacancy with an X;

o PCC's with data coordiructorurnover or vacancy:

check in the narrative special problems report and designate FCC's

reporting turnover'or vacancy with an "10;

o Narrative dommunication of special prOblemst

- designate those FCC's riot submitting a narrative reportwith their

quarterly MIS reports With an "F";

49
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Renort42 - Statuary of PotentialiOrtiblems.

This report-will be eastieeto prepate:if'it is compiled *Ay after Retprts:0710

are prepared, sinCeuch informatiOn as'totalquirteilyftsiehditurea,:gnatterly

'administrative coats, lumunt_of:non-federal share,/and the apending;ratefOr:the

and the year to.date is Report Since all this,informa

tien is systematically generated in:preparing Reports 4340, it will be easier to

return to Report #2 and merely record the information.
.

To prepare this report, the date,00ordinator will asseableReports;43-10 for each

of the 35PCCifs,.in addition to such supportive material as the individual PCC

budgets, the PCC quarterly narrative reports, and:the quarterly Report on Service,

to Participants I. The data cookainater will then retrieve the information required
. . ,

for each of the 10 Column headings (described below in greaterdetail) 4ind'either:f.

leave'blani or designatevith one of four symbols each of the 10 columns for each

PCC row.

The four symbols used in each column include:

o "B" indicating that this program characteristic is higher than planned;

o L" indieatingthat this program characteristic is lower than planned"

"X" indicating a potential problem.with this; program oharacteriStic;IT

o "F" indicating a PCC failure to report on a particular program,characteristier

The10yelumn headings report on three major groups'of program characteristics;

-the.heahings are listed below under the three group categories:

Financial Control

Spending rate

Federal Requirements

Amount of non- Federal share

Number of. Families above Poverty Income Guidelines

Number of Parents on the Policy Council

Program Well-Being

Pro oprtion of Administrative Costs

Proportion of Direct Service Costs

Number-of iNusilies Enrolled

Staff/Participant.Ethisic Imbalance

Participant Turnover

Staff Turnover

_-
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The data coordinator will then retrieve thg information for each PCC required

to designate each column With one of the four symbols.

Spending. Rate: The PCC is listed with an "L" if federal expenditures to .

date are'liore,than 55000 less than the amount budgeted for the year to date.

TheAcC is listed with e6 AH" federal' expenditures to date are more than

$5000 more than the amount budgeted for the year to date.

To determine whether the PCCes spending rate is either higher or lower

than acceptable: limits, check ,first with the :PCC budget to determine the amount

of federal,expenditures budgeted for the program year Then adjust this annual

figure to prorate the budget fore the particular quarter, e.g. if the PCC is

ending its second quarter, adjust the budget by multiplying the annual budget

by'50%. Then, check Report # 7 for the current and previous quarters of '

the PCC's,programt -year to determine the total 'federal expenditures to date.
0

If subtracting the actual federal expenditures to date from the budgeted

federal expenditures to date yields a difference larger than.+ $5000, mark the

column with, an "H." If this subtraction yields a difference smaller thhn

- $5000, mark the column with an "L."

Non-Pederal Share: The PCC is listed with an "L" ifnon-federal.

expenditures to date, are less than 20% of total PCC expenditures'for the

quarter. The column is left bianOf the PCC ndn-federal expenditures are

equal to or greater than 20% of total expenditures. for the.quarter, Current

reporting policY is to designate with an."1t even those MCI which, have

been explicitly exempted from the 20%non-federal contributiin requirement,

'but the data coordinator should review this rkvrting policy periodically
.

with the National PCC Program Office staff periodically.

To determine whether the PCC non-federal expenditures are, lower than

20% of total quarterly PCC, expenditures, check Report '# 7 for total non-federal

expenditures and Report # 6 for total PCC expenditures. If dividing total

non - federal expendituresby total PCC expenditures yields a divident of less

than .2, then mark the column with an "L."

Families above the Poverty Income Guidelines: The PCC is listed with

an "H" ,if t!lote than 10% 6f the total enrolled familieellavejncomotiti-

'excess of the poverty income guidelines. -The column is left blank if 10%

or a:ower percentage:of total enrolled families have incomes in eXcess.of

the poverty income guidelines.



To determine whether the percentage of families enrolled and exceeding the income

standards, check,the Quarterly Report on .Participant Characteristics (See Appendix

A, page 1) for each PCC for the. Total ,Number of Familles'Enrolled at End of Quarter

and Families with Income Below Poverty Level (Card 02, columns )t22-24Y. If

dividing the number of Families with Income Below Poverty Level by the Total

Number of Families Enrolled at, the end of the Quarter yields a dividend larger

than .9, mark the column with an "U".'

Parents on the Policy Council: The PCC ,is listed with an "L" if less

than 50% of the policyCouncilMemb6Viiare paren4s.' The ,PCC is listed with an tow.
.

if more than 75% of the PolicyCouncil members are parent:; of PCCA)articipant

To determine whether the pdrcenpge of parents serving as Policy Council members

AS. within aciceptable limits, check the Quarterly' Report on Services to Partik Ants

for the Total Number' of Policy COuneil Members at End of Quarter and for the Total

Number of.l)arentsServing on the Policy Council at End of Quarter. It dividing'the

Total Number of Pal'nts Serving on the Policy Council by the Total Number of Policy

Council Members at ?End .of Quarter. If dividing the ':'otal Number :of ParentsZerviny
.

on the Policy Council, by the .Total ''cumber of Policy Council. ,embers yields as

dividend less than .5,.mark the column with an "L": if this.division yields a

dividend larger than .75, mar): the .column with an "fr..-

Administrative The PqC is listed with..an '0" if administrative

co.,ts-ireed 2!:A. of tota1 exoenditure- for the quarter anc3 for the year-to

if administrative costs are or ies s qf total expendit6re, for either

the quarter or the yedr-t6-date, the column is left blank,. Note that this

column reI'o tS on the percentage administrative costS for both the quarter and

year-ter-dato Therei:6re rf, for example, .he. e' admirdstrzitive costs exceeded

jA for the qua.rtek, hut not for the year7to-date, the eolUmn should be marked

",. with a "blank" following the diagonal, slash,

To dcterm ne :1K.tther. administrative costs are excessive, check lleport

6 for the peieontage of tot, 1 oxpooditures. ineachof the three administ itive

categories; if somminT the three percentage yields a sum larger than

mad; the column with ,:An

Direct ServicT TheMir P, listvd with if the Direct

Service Costsi are less thal 50'rt, of total.expendit6res' Tor the quarter and

for the year- o-dattf, The --;olumn is left blon it the percentai:;$ is 5Ui. or

cpwf,

C.



To determine whetkIr a large enough percentage is spent on direct services

costs, check Report # 7 for Total Direct Service Costs'and Report '# 6 for

Tatal Expenditures for. Quarter. If dividing the Total Direct Service .Costs

by the Total Expenditures for the Quarter yields a dividend smaller than .5;

-mark the celAinul with an "-L."'

Number of Families Enrolled; The PCC is listed with an "L" if the number

of families enrolled is less than 80% of the number of families enrolled proposed in

the annual PCC .grant application package. The 'column is left blank if the percentage
,

is 80% or greater.

To determine whether the PCC has a°large enough 'number' of families enrolled.
.1
check the PCC Grant APplic'iation proposal for the -number of families the

PCC proposed to enroll, and check the Quarterly RePoit on Services to,,Perticipants I

leithe number of Families Enrolled. If divtiding' the number of Families Enroned

by the nurnbeeof families proposed yields a dividend less than .8,- mark the

column' with an "L.,"_,

Staf.fap,ciarti ant Ethnic Imbalances The PCC"is listed with an "X" if the
_proportion of staff who are memuer:s of the predominant staff ethnic group is loco

than 80% of the propottion of familieS enrolled' who are members of the piedominant

entolled families ethnic group.

.To.determine whether the staff/participant ethriic imbalance is within acceptable
limits, check the Quarterly Repo`rt: on' Patticipant, Cheracteristias -(See Appendix

page I) for the Total Number of Families gnrolled Nat theiEnd- of the gunrter
and for the listings; of the NuMber of Families by:Ethnicity!' then check the'

Quarterly Report on Staff- Characteristics (See Appendix A, pop,e 2) for.the Number

of Employees on the Payroll and for the listings of Employeesby ethnicity. For

both staff and families enrolled, identify the largest number of those -listed
under Families and Staff by Ethnicity. 'Divide the largest muster of .Families by

Ethnicity by the *total number of Families Enrolled; divide..the:/argest number of

Staff by Ethnicity, by the total number of Employees on Payroll. Now divide the,

' second dividend by, the first dividend; if this division y_!elde a dividend less

than .8, mark the column with an .

.

.

Partici t Turnover; The PCC is listed with an "X" 'under the Quarterly
. portion of the :column -heading if the number of participants terminated during,.

the quarter is more than 10% of the partipipants enrolled at the end of the quarter.
tfi l'*..The PC6.3.8 listed with an "X4- under _ e To portion .c,.*f the column heaidng, if.

. -

the percentage is* more than 20% for the secc;nd__quarter, 40% fOr the third ,

.

and 40% ficir the fourth ,quatter.



Staff Turnover: The PCC is listed with an "X" under "Quarterly" if the ratio of
permanent employees terminated during the quarter to permanent employees on PCC
payroll at the end of the quarter is gteater than .2. The PCC is listed with an
"X" under "to date" if the atio of permanent employees terminated to date to
total permanent positions exceeds 20% for the quarter.



FREQUENCY OF szwics

TYPE

1. Child Care'&-SuPervision
Infan Ed.H Group.
Infant Individual
Parent Child. Interaction

Sessions

Programs-for Siblings

2. 'Ilalrent Education and
. Training
parent Ed..4 Training

' Sessions rt

3. Social an_d Economic Ser-
vices to Famill,
Family Counseling
Housing Assistance &

Home Repaiis
B abysitting
Other iiirect Social,
Economdc, & Health Sery

4. In-Take, Evaluation, and
Referral
N ew Enrollees
-Terminations
Referrals to Social,

Economic & Health.,
Services

b. Food Service
Hot Meal's.
Snacks

/. Commniq Organization
4 Number of.PC NeetingS

Held



Use. FiequAmioy wt Se.t.y.lue Li Use "Lot ;s1" swlw i. R.-.;)usag.1 Unit La c

quency of service numbers to the nearest hundredth. For the first three' en-*
tries in -this colUtui (Service/FoCal child/Week) r: divide tibe quan1;ty of service
by-the number of focal Ohildreniind divide this answer by 13, the number of
weeks in a quarter . The number of focal children can be obtained fiom the

Quarterly:Report:on Participant Characteristics; Card 02, (33-35) Participating
Children Aged 0-3. (see Appendix A, page 1).

For the next entry (Service/Sibling/Week) divide the quantity of "Programs for
Siblings" by tile number' of siblings and divide the .answer. by 13. The mumber'-of

sibling's can be obtained from the Quarterly Report on Participant Characteriiiics,
care 02, by summing the entries (33-35) thibugh (45-47) (see Appendix A, page 1)..

r.,
For theentires .under Service /Family/Quarter,; divide the quantity of service by
the number of families, which can be obtained, from the Quarterly Report on
.Participant Characteristics, card 01, (12 -14). Families- Enrolled at the End of the

Quarter, . (see Appendix A, page 1). Do not fill the freqUency of ser- '

vice columns for the following two-types .of service: "New Enrollees", and
"Terminations."

For the entries under Se.rvice/Family/Week divide the quantity by- the *amber Of

families And divide the answer by 13. Do not 'fill in. the frequency of -service,-
. column for. '"Nuniber of PC Meetings Held."

Yt ik a good "idea, to keep' al.,ist of the number-oi-local cb3ldF n, ntsatrer
siblings and :number of frasilielea for all the centers.- computing
the National Averages for Report, #3.

.. 41-

National 'Averaikei To ,compute .,tte NatiOnal:.average* for "ftepptrt-1.413 Add the
quantities of each service deliybred for all reporting centere.-. '- For examinee
add the quantities of "infant-Ed- Group ". for all the crafters: Then'find the
following titiess

4 '
meta number 'of focal children_for all centerti... Add the number 'of
focal\chibiren- frt= all centers that were 'used'whinc*puting'
royal Fregbency of Service on Repoit Thee, can be foind'On
'Participant rtharatteristicsi Card 133.-351 (sea, APPead# As
pag4 1).

* Total number of familiei-for all canters . Add the nniaberevef' fam-
ilies for 131 centers that were used when computing teeal Frequency
of Serried" o Report 113. These can obtaiixked: from tbeeQiiattOrAY..-

Report on Participant charaoteristika, Card 01, :(12744)-, (See
Appendix A, Page 3) 4



Totadi. nuifflAsz of siblings- for all cent:gm. Add: the numbers of

siblings for all cente C were used in cciaputing the local'
PreguencY of Service- 13. These can be foUnd on the Quarterly

Report on Particip4it Characterists, perd 02, by, summitig entries
(33.35) throngh. (45-47) , (see Appendis(A, page, Al,.

Round the National Averages for Report to .the,nearest hundredth.

To compute the first three entries in the "Nat' 1. Average" column, dude
the total, number of 'services for all the centers by the total number of focal
children for all the centers- and divide the answer by 13. To .ceepu the Nat'l.
average for "Programs for Siblings* divide the totaumbor of "Programs for
hiblings" by;the total number of siblings and divide the answer by 13.

Tc rind the Nat'l. averages under "Service/Pa:lily/Quarter" divide the total
`nurn)er of services by the total number of families: 'lb Nat'l.' averages
under "Servide/Pamily/Quarter' 'divide the total number of serVices by the total
number of families for all thp Centers and-divide the answer by 13. Do not
compute the.National Average for "Number of Pc Meetings Held,' "New Threllees,"

_

"Terminations" .and 'Health Services."

Check: The numbers oi4ned_for total number of l Chileckn,foca
Siblings and total. number of Families and used. 'to-compute the national' averages
for report 13, can be checked, against numbers on :thee first page of the aggregate

data ,for Part. C: Participant /Characteristics (se4 page *81_ )._ The total flusher

of focal children should be'the same as Children,. 0-to 3, enrolled at and of

Quarter in . the aggregate data. The.total-mitesber7of siblingsahould bethe sane

as the total number of'childien enrolled at end of the cinerter 1. to 4 through

9 and over. in ,.the aggregaie.ciata., totaLnumber of families ihould 'be the-same

as the total number of families enrolled'at fhe end of-the quiirter in the

total number .of

After these chocks bave'been carried, out,o calculations Made to '&1Y:online the pationiY,
averages ehould be doubled checkad. Also the addition of total "quantities for
different types of services ("Infant Ed"-Group",,'"Irgant

be double Checked.

Note on National Average. en :Nationa.l.-itinirages;fiii:a. given.output report ;re
coaputedt,they shotil&he that Report. This Kai* copy
shoUld !hen xeroxed 35 ,times and the da.ta',for each PCC.Caiter- fbr 'that-report
ebt;tadl° typed 9:11 ones ,of n.11"$ 01114004 re."tiriina-naticaa4.

*.



or .Service Categories:

Child Care and
isfont

DIRBCP:COST
DIRECT COST WITH C.H.

Parent EduCation- and

OREM: COST
ors= COST=WITH 0.H.

4°041 and Ecenom4c
Servitei to pasnilyi

. DIRECT- aOST
DIRECT COST mamr 0.H.

. .

ItIntake, 'Evaluation

d Roferralt
mail= cos?

Health- Services

DIRECT COST KITH A.N.

DIRECT COST-
DIRECT COST, WTTH 0.H.

Rood, Servicos:

MR= COST.
DIRECT COST. "cm o. H.

Coamuiiity Organization:

DIRECT COST
ormicr cosr WITH 0,H.

*anuPortation s

qrREcT. COST
'DIRECT COST WITH O.H.



cost.er Unit Of Sem -Nevort-

Pill id tho ntsroFt- Cost entry for caih oorvicc category
yder Local Cost of sai*ico. Thie can be found on
lbcpandituro for Quarter° cousin watt to Nilo approPryac
The following averhiaa constant is needed to compute

pwerhead Constant Total indirect Coe
,Total Direct -cos

'4

The Total Direct Coat and °fatal Indirect:Cost ce4 be
Itatiply the direct' cast in each category by the
the "Direct Cos't with 0.11.°` far that cat egdry:

To find the Local per unit coetai,r-irse find the to

tallied Eros Workshhot C.
constant to obtain'

services-in each .service cateiory., Thief can be fo
the quantities of service doLivored #n each cataiory
the total mita for 'Child. Caro and Superviston,6
#3 for infant-Ed aocup, Infant-Ed Indikridual, Paron

nusdoer of unith oat
GA apart #3,/ iff" el2d1-134
For eaeiple, to oobtain .

the qunntitine tier Noport'
Lid intoractionlSessions

and Programs for Siblings.

It is a good idea to keep a record of oath center°
each service categoty as this viii later Aid in
Noe,

TO find the !Zeal *per unit" direct cost for a-gi
direct cost:for hat category hy the ,total nosher
category: and enter the.ensvoi in tho Local "per
Vocal "poi unit" Direct boat with C411.3.. do the
Cost with 0.110" in,steid of the ntireet Cast.';

-

total unitsof Seivice fOr
uting the natienel; aver-

National Avoraeos
'4 A

To compute the /Ottawa Average' for "Direct Cot "' of service for.e.given
category,. firAt'add the "Ilfreci,:Ccets* of service for that category, fo .a33.
cantors... Divide.-this total by 35, tbanuzioer of couture that lave sibuitted
atecleted reports. tit is mud ,in the dieCession of oceiating.11aticsial
AVer6900 that all 35 contoriitive , eibiattad cuipletod.$000ite; -xffeeer.
35 cantors have autesitted uskeadili.reporte; the total Amyl !.641 divided:by

number 5:1 canters suteatting usoble,reportit.),;Rdend nemelkeinneerthd the
To find the National 1070rea0 lac "Direct .COat ;di* dog, the 'arsine

thing but tiele."Direct do,it with 9:11." Inatend of "Direct gos.p.* -Miter these
=labors itt the Nia:tiOnal Avaiage "total"

To find the National. Average for. "per unit* bone in a given C,alarry$



centers. For cad) canter, use the same-"total units -of siervices [Ague() that .

you used to ociriute the Local per unit cost. To find theiriational Average for
"per unit" Direct Costs in a given category divide the total direct co in
that category for ell 35 canters by the total units of service provided by all '

.

35 'centers in the category. Round the anewer to the nearest hundredth Sett--
-°,111.

enter it in the National Average "per unit" column. To find the National
Average -fer "per unit" Direct- Cost with 0.1).e folios the same -procedure but .
use "Direct Cost with 0,-H.° instead of 'Direct Cost."

Calculitiane to determine the National Nei, ageS' for Report, 44 should.

be double checked. The total. direct costs for all 35 centers 01 the eight
major service 'categories, which are used in .computing the national averages ntioulS
saved as these costa are used in completig Reports *6,018,09 and aggregate data.

port *5 Cost Per PartAcipant Report

First fill in, the PCC Service Base:Statistics at the bottom of Peeort *5 in
the "Local" column. The 'Number of Focal Children" is chained from the
Quarterly. Rsport on SerViCOS to Paracipants 1 (32-14), i'ocal Children (0-3)
(See Appendix A, page 3.) The "Number of Faw.ilies" is also found on the
Quarterly Report on Servicss to Per ticipants 1 (35-37), Families Enrolled
During the Quarter. (See Appendix A, page 3.) The "Number qf Other Children'
can be obtained from the Quarterly Report on Participant Characteristics, Card
,02, by adding the :via:lore ir items 06-313) through (45-47). (,?ee 4spendix A.
page 1.) The "Numeer of Participants" ii found on the Quarterly Report on
Participant Characteristics, Card 03. is the sum of items (39-41) through
(63-65), TOtal No. Participants. -(See Appr!ndix A, page 1.)

To find the PCC DirectCostper participant per year, multiply the Total Direct
Cost on Worksheet C by- Since the Total Direct Cost on Worksheet C is the
Total Direct 'Cast for a quarter, this gives an approximation of the Total Direct
Cost for the year. if the ACC reporting period is not quArterly, a di f toroth
mintier must be used to annualize costs. For example*, if the 'center's Direct
Cost ;on Worksheet C As the cost for two month period, one would multiply by
6 to find the Direct Cost at annual rates. Divide the number you get when you
multiply the Total Direct C."st on Worksheet C by 4, by the number of partici-
pants' you have, obtained for the PCC Service Base Statistics..
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rt * 5: PCC Cost Per Partici nt Pe

OCC Cost Par' Participant Per Year

Direct coat

Direct Cost with Overhead

Federal Cost

PCC Cest.Per Family Per Year

Direct Cost

Direct Coat with 04erhead

Federal. Cost

PCC Cost Per Focal Participant
Per Years

Direct Cost

Direct Coat with Overhead

Federal Cost

PCC Service Ease Statistics:

r

Number of Focal Children

Number of Families.

Number OY Other Children

Number of Participants

63



To find the PCC Direct Cost with Overhead per participant per ye, , mule, ply

the total at the "Total Expenditure for Quarter" coluMn on Worksheet C by 4

and divide this anvwer by the nuMber of participanti.::

To fine the :CC Federal cost per participant per year, multiply the total k:1

the "Total Federal Expenditure fer Quarter' column on Worksheet C by 4 and

divide, by the of Participants.

To find the Local PCC Costs per family per )Pear follow the same procedure that

you did to find the costs per participant per year, but divide by the number

of familiee that you Obtained for the POC:Service base statistics instead of

theAlumber of participants.

To find the PCC cost.per focal participant per year, use the same procedure

but divide by the number of focal participants. The number of focal partici-

pants is the mister of focal children in the PCC Service bane statiatics plus

the muter of focal .mothers, which can be, obtained from the Quarterly Report
on Services, to Participants 1, Card 06,-(30-31)Focal Mothers (Pregnant Women) .

ISee Appendix A, pegs 3.)

National Averagsa! To find the National Averages, first compute the followine

nu Mbers:

al The total Direct Cost for all 35 centers.

Add thd Total Direct Cost for (mai center, which

canjbe fouhd on Worksheet C.

b) The total 1 irect7Cost with Overhead for all ,35

ceaters. Add the totals of the 4cital. ExPenditure

.far Quarter" ccaumn on Worksheet C, for all 35

centers.

c) The total Federal Cost for all 35 centers.

Add the to tals or the "Totta-Pederal

Expend. Quarter" column'on Worksheet C for all 35

centers.

d) The total number of participants and the total

:ember of familien far all 35 centers. Obtain

these numbers by summing the number of participants
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and the number of families listed in the PCC Service

Base Statisticsover ail. 35 centers-

e) The total number of Focal Participants for" all 35

r centers. Obtain th*s nUMOor by adding the number

of Focal,:children listed in the PCC Service Base,

'Statistici for-all 35 centers. Add_to it the total

nuMber of focal mothers from all the centers.' The

nuMber of focal mothers for each center canixt found/

on the Quarterly Report on Servicea to Participants I,_

.care.06, 130-311. *i (Sec Appendix A, Page
"*".-.

- --
To find the National A.Verages for P03-"Ulrect CoseNper--participant per year,

multiply the Total Direct Cost for all 35 .centers (al, by 4. Divide the

answer by the total number of participants for all 35 centers (d) . To find .

the PCC National Averages for Direct Cost 104h Overhead pot participant per

yet and Federal Cost pox participant per year, follow the same procedure

but use total Direct Cost with OVerhead- for'all 35 centers (o) and total

Federal Cost for all 35 centers (c) instead of total Direet.Cout(a)..

To find the National Averages for PCC:. costs per-family per year and costs

per focal participant per year,rfollowi the same procedUre used to compute

costa ,per participant per year, but divide 'by Vs total number of families

for all 35 centers (d) and totalnuMber of focal participants for All 35

Centers (o) instead of the total num ber of participants.

National Avera0S-for "Direct Cost with Overhead" per partidipant per year,

pot family per iear, and per focal participant per year should be checked

against, the-rankings in Summary of Management.Statistirart At Unit

Costs, part (1) (See page 764. These national averages should be approxi-

mately-equal to the median for tho appropriate Tanking and ehould 'elfin

- either-the second or third quartile.

<7

Report 41(.2 Total Cast Per Functional. Activity Atport

Copy 'the figaree from the "Total Expenditure for Quarter" column on' Work-

shee4 e into the 'Total Zxpendituro'for Quartee'column on Report06..

find the "t'of Total Expenditure" for each category, divide the Expenditure
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art if 6z -Total Cos t For hoti ort
7

Nolkctionnl Cate-otios

Toltal 6

Expenditure
for rtor

1,of Total
Total

iture
National
A 4.4.

% Groater
or Loss Than-
National Avera,e

Administration:
Management & Supervision

.

...,

,

,

t

,
.

.

.

.

.

.

.
.

.

.

.

.

.

..

.

.

.

,

-

.

1.

It

.

,...

.

.

,

.

.

!

I

.

4 Administrations
Program Planning & Rnseat

1' Administrations
Fund Raising

4. Child Supervisien.f.

ji

Dducation .

5 Parent Educationfi.
Training

4 Soci.61 & Economic .

Services. to Families
,

.

tIn-yaic, Evaluation &
Referral

Health Servicee

T Poed15orvicos

t1 - Ccmmunity Organization

11' Transpoiltatiim

(Pure) Resoarcti

If

I

Occupancy

.

Staff povelopment S
On-the -Job Training

.

Total 111.111111111111
.



Quarter .q /that category by the total Expenditure for Quarter for all

four to categories. Write the answer in percent fOrm and round off to the

nearest tent a percent. When you have finished the "% of Total Expendi-

ture"- column for ail 14 categories add the merits. They should equal

100.0% (- .1%). If they do not,. check mietake.

National Averages: First, find thecalmount expended in each category by all

35 centers. Ate find the.amount for a giveircategory, a0d the nuMber found

in the Total Expenditure for. Quarter" column on Worksheet, C. over all '35

centers. After you have found the total amount expended in each category by

all the centers, add the numbers to firi the total amount expended by all

the centers in all fourteen categories'. Check this total with the number

Obtained by adding the thials for "Total Expenditure for Quart-r"' column on

Worksheet C over all 35 centers (see Report 0.5, National Averages, page 8.)

Those two numbers should b40 the same. Keep a record of the amount expended in

'each category by all '35 centers; these numbers willalso be need'a to co6-

puto the national averages for Reports 08 and 9.

To compute the national eyeragefor a given category,

spent in the category by all the centazs by the total

centers in all fourteen categories. Expreds.the anew

to the nearest tenth of a perez!nt.

.divide 'the` total. amount

amount spent by all the

ores a percent-and round

To find "S Greater or boss than National Average" subtract the National

average from the "% of 'Total Expenditure" and include a plus or mime sign

in the answer. For example, if the "% of 'Total Expenditure" for Adminis-

tration: Child Care and Supervision is 14.61 and the National Average for

that' category is 16,0% the "% Greater oz ldess than National_Averige" is,

14.61 - 16.0% e -1.4%

Checkr National Averages for'Report 06 Should be checked with the rankings

Summary of Hanagement Statistics, Part 8, Expenditure biFunction:, (See

,eoage 79.) For each.functional category, the national average should be

approxbs!ealyoqual to the mcaliane.And should fall in either the second or

third quartile of the ranking for that category.



Ropciit 1177; Federal and Non- Federal. Cost Per Functional Activity'Report
4

K

Copy the numbers from the "Total Federal Expenditure Quarter" and "Total

Non-Federal Expenditure Quarter" columns on Worksheet C on to the appro-

priate columns on Report $7. To compute the "% of total Federal Expenditures"

kr each category, livide the federal expenditure for that,caittpry by the

total Federal Eipenditure for all fourteen% categories. Write the answer in

percent'form and round.to the nearest tenth of a percent. To compute the

"% of Non-Federal Ekponditure" for each category, divide the Non-federal

Expenditure fer that category by the total. Non-federal Expenditure for all

fourteen categories. Write the answer in percent form and round to the'

nearest tenth o: a percent.
r i

Check to' dee that the nuMbers in the "% of Total Federal Expenditures"

Column as well as,the.nuMbers in the "% of Non-federal Expenditures" column

add up to 100.09 el .1%)

killar121:. Direct Cost Per Functioaltiy1Wiet,

Copy :le n*oers for'cateeories 4 -12 frob.the "Total Expenditure for Quarter"

column of Worksheet C into the "Total Direct Costa; Local" column on Report

06., Fill in duly categories 4-12: The total'at the bottom of the column is

the "sane as the Total Direct Cost
.

OVWorksheet C. 'to Compute "% Direct Cost:ts.

Local" divide the amount spent in each category (4-12). by. the Total Direct

Cost. Write the answer. as a percent, rounCto the nearest 'tenth bf a percent

and add thaperceets when you finish the column to make sure they ecival

100.09 (!.. .1%).

National Averages,: To find the "% Direct CostsfONat'l. Average" for a

given Category divide the total expenditure for all 35 ce/tdr; in that

category by the total 'direct coot for all 35 centers. Ty total expendi-

tures for all 35 centers in a given category was, found illerder to compute

the Nat'l. Averages for Report $6. The total direct coat for all 35 centers

is the sum of the Total Direct Cdstsfoi'vach center found onlforksheet C

and already coMputed to find the National Averagee on Report 05. Upreas

the answer as a percent, round to the nearest tentli of a percont,"and when

you have-finished the column ( categories 4-12 only) add the percents te

check, that they equal 100.01 it .1%).



Re rt 4 °Is Federal and moni-keders4 Cost ier'/Functiunisi Activity Repint
_2

Oinctional Categories
Total Feder 1
expenditures

,

.

-16 of Total Fed-
e Al Facneddiiures

,

,

.

.

.

.

.

.

Vital Non-FeaWrIT-R-W6n-Fodera'
Fvendituree

,,

.

_

.

s

.

,

Farnenditur-s
i'')

.

.

.

.

.

11
Administrations
Management 8 Supervision

llAdministrations
Program Planning & Research

Administrations
Fund Raising

4.

.

Child Supervision $
[Education

,

Parent Education &
t, Training _

.

.

.

,

II

T----'

1

Social' s'EconOmic
Services to Families

In-Tdite, evaluation &
Referral' .

Health Services

, Food Services11

1

I--
:Community-Organization

l Transportation

-(Pure) Re..iearc0

Occupancy

Staff Development &
'On-the-Job Training

Total
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Report 113 s DirnetCont Per"Pnnctional Activity Report

I-

ihetlonal Cate ories .

1. Administrations
Management 4 Supervision-

Total Direct
meta.
"Local

% Direct
Cot 's
Local

I Direct
Coctz: 'Nat'l
Average

t Greater or
Leer Than
Nat'l Average

k

.

.

.

.

.

'

.

.

11

Administrations
Program Planning 6 Research

ILAdministrations:
Fund Raising

iChild-Supervision 6
Edudation . .

.

.

.

..

.

,

.

.

- ,

.

,

.

.

.

.

.

5. Parent Education fi

Training ,

.

6. Social. & Economic
Services to ramilic4

F

In-Take, Evaluation t.
Referral

Health Services .

itFood Services

111!=nity Organization
.

1 Transrortation .

11

12. (Pure) Rnsearch

.

13. Occupancy . ,

.

. .

,

V1 . Staff DeveloOpent fi
IrOn-the-i.lob Training

si' TOtal .

.



To find the "% Greater or Less than the National Average" subtact'tho

"4 Direct COsti Nat'l Average fraR tb9 "'lb-Direct Costs: Local" and

include a plus or minus sign in the anger.

Check: Calculations for, the natianal'averages should be douele mocked.

Report *9: IsdictC:.am:reostnPerFunctionalActiviRert

COpy the numbers for categories/ 1-3 and 13-14 from the "Total Exponditure for

Quarter" column of Worksheet `C into the "Total Indirect Coats: Local" column

of Report 09. The total at/the bottom of column is the 94M0 as the Tc"al.

Indirect Cost on Worksheet D. To compute "t Indirect Costs: Local" divide

the amount spent in cock( category (1-3 aril 13-14) by the Total Indirect Cost.

Write the answer as a/percent, round to the nearest tenth of a pircent and add

the percents when yew finish the column to make sure they equal 100.0%. ( .1%).

/

National Aver is: Use the samo.method to find the national average,: on

Report #9 the you used to find the national aierages on Report8, but divide

by the tot indirect cost for all 35 centers instead of thei total direct coat

for all 45 cente4. The total indirect cost for all IS centers is the sum of

the Total Indirect Costs, found on Worksheet C for all 35 centers. -

/

Calculations used to determine the national; averages should be

is chocked.

.

Report *101 EmenT2LEours Per. Functional. Activ:.r.y2122211

To got the :Total Hours" for each category add the total hours worked in that

category found on Worksheet; to the total donated hours in the category found.

on Worksheet B. Acid the "Total Hinix:S" column,on.Re'poit #10, `to Obtain the

total hours,'"paid and donated, worked in all 14 catogoriel.' TO find "% of

Total Hours" for each category divide the -"Total Hours" worked in that

category by the Total. Hours worked in all fourteeate4orieva.

Copy the total donatedheurS for each -category from Worksheet a into-the

"Donated Hours" column. Add the donated hours spent in the fourteon tategories

to got the total at bottm of the "Donated Hours" column. To find n

Donated'Hours" divide'tho donated houls-in.e4dh category by the total donated

hours in all fourteen categories.
..



Pa part t 9 : Indirect Cost Per Functional Activity Rcnort

inuirept
Costs:
Wealjdlfictional Cate (wins

Administektion:
. Management & Supervision

.Administration:
Program Planning & Research

..Administratiant
Fund Raising

10t41
-Indirect
Costs: Local

Child Supervision &
Thlucation

.1.111
S. 'Parent Education

Training

Social & Economic
Services to Families

1
1n -Te*e. Evaluation.

Referral

Health Services.

Food Services

Community Organization

.Transportation

(Lure) Rai:parch

Occupancy

14. Staff Dovelapmont &
On7,the-1.3ob Training

'Total -

t int:tract
Costs: Nat'l



,port. $ Perhcirtf411 Hours P -rxinction41 A T tit t4 et.i.nr-t

Imotional Ciiiegr its

4116

Administration:
Ahnagemont 4 Supervision

Administratiens
Program ,Planning Research

tAdministratiton;
Fund Rnt. in9.

Child Supervision 6
Education

5. Parent tducatioa &

Training

Social 4 Economic
Services to Families

in-Taket Evaluation
Rotiirral

f%111
1441th Services

C.40133%12% ty Organization

Transportation

(Pure) Research

Occupancy,

Star f Dove lopz,nt
On-thc-Job Training



Write the answers as percent and round to the nearest tenth of -a percent.
.

Check to make cure that the numbers in the "t Total Hours" column'es won 41.*

.tne -t Donatee.Hours" column ado up*.to 10e.et (-

National Averages? To find the National Averaqes for "t of Tot 1. first.

compute the folloWing:

a) The total number of hours spent in each catogoryby.all

35.centerS.. Obtain thin number for a given category tty.::

adding the numbers listed in the !Total Hour' colUmn of

Report .10 for that. catogoripoover-all 35 center's.

'b) The dotal number of hours spent in all categories-by

35-Centexs. Act 'the tome of the "TotaI HOUT5" 'colt=

on Report *10 for all. 5,thnters.

For each category, divide the totter hours? spent in that cate4ory.by all 35

centers (al by the botal.nuMber o hours spent in, all categories by all 35

centers CW. expreen the answer/as a percent, round to the nearest tenth

and enter it in 'the National Avgirage column for "'I, of Total Hours.'

To find-the National Average- for *t.p6114ted Hours ,,follow the name pr o-

cedure, but use the information given in the "Donated Haulm" column of

Report .10 instead of the."Totel Hokirs" colleen.

Check to pee that the ,durnbere L both, "National Average" colmena add up

to 100.0,-(41: .1%)..

Calculations for the National Average should be double checked. Another,

but very time consuming, way' ot'cbecking the natio nal averagoc in to rank

order the 35_centers according to percent of donated hours and percent of

totai.;hourti for each categoiy. The netlonaleverages nhoald tall in the
. _

second or third quartiles of these rankinsm engkbo approXimately equal to

the median. '

off

Reports *3-10 do not explicitly compaie a given local PCC againet

from quarter to quarter or from year to year. It in assumed that the local

PLC's, an well ash OCD Staff,will keep data frompreviotin quarters and make.

these comperi4ionz themselves,. If thin is not done or if ityroves to be too

cubbername the posSibility of deoigning.reperts which provide a self-compari:7

eon over tine for local POC's should ba coneidered.

a 74 40.

f ;

r

m.

444



SUMMART.OrnANW.ENXNT STATISTICS FoR PCC PROGRAN

3,

Part At Unit Costs

Copy the National Averageg-4reo Report 15 for PCC Direct. Cost with Overhead

per Participant per Y041", pericamily poi- Year and per-Focal Participant'

per Year in the *Total* eel= iinder Overall. Coat. Fill'im the ,141'

column with the National averages from Report 45forTOC.Federal. )t per

Participant per Year, pertFadly'per Year and par Focal_Partic

Year.

Rank the 35 FCC's with regard to Cost Per Portia t per Year. Cost rL. .. , .

Fanily ler Year and-Cost ,far Focal Partici t per Year. For vita,; to
. ,--° ,

,

Coot INAo Partio0,it pax Year, rake a list of the4ifintem

'P'artiaipant-POr Year., Ord:wr the "Cosiper Varticliailt :

rank the canters by

with their Cost.per

pde Year'" nirabees,

highest. The Copt

. s

Starting with tholowest number and ending with iho .

for Pnrticipant. (FA=aly.'focAl Parti4pant) par Iroak,

Local Direct Cost WM', 01;1:ahead per Participant' (Fastily.. 'Focal

I

xu the "hodian coluan, fill in thoCest per Participa44Family. POCAX

Participant) of the conterwhick,io 18th in cacti of tho\renklngo. Unlqr

"Range enter the Cost per Participant (Family. Focal Particapapt) of the

canars which are first ( "Lae) and imt ('High") in coal of he rankings.-

Under '"Approsinately 1/4' of PCC!la Have", the first ro refers-, Coat per

i)a.rticipasit for yo4r:. :Divide the'rankikg, 0?",wCorit:per. participant per

year' in*o quartiles. .The quartilea's!toUid'heastolAowsg

Quartile 1 '41-9 ire the ra4king

Quartile 2

Participant) per year on Report 4St

Quartile 3

Quartile 4

410718

41;*-27

128-35

Enter the cwt .,per participant par year. of.tirst and Last mambor of each,

quartile-under "Q1'6,,VJ*, 7cril.oAd 'Vit* in the first row: ito.occond'ond

thirdnk, refer to Coot per4wk.4y per year and Coat par Focal pdartiaipant
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pg,T ye-vt*, U vvI 101104 thift MAT74v prOdure to CCrV1K ttittbe r0w4,

'thr. for Ft jr Yea,' ar4 Co!it p-: rocal .

t.sutc-r of' Total Per Participant Coen PCC, At 4-ttt$',

Junter -4 Vle. J 4Ct."11, in T.Ar loft tAaod Cot! n inrras. order of

lot,11 4,e't vet Year Couto. Under th6 'Total' col cr nut ti

7c2tai I 41_10ralpt Per Year fur each cintor0Att Ow -et,J14!

rql Coes.f.; Puiticipant pt,r foe elcb 4,cliter

f;cr *f. The "re.cfrra:,- *rill not neceor Iy

in teirJ.,

Pait unction

I the -3%.1r-,jar, PC'C'u' columr . enter the total aomont'of mcw-1

by all 3!ci PCCIV 'Moue numbers' uere icriputed to

fihd ,;'.,,1.,?ef.1 for Pcpart 06_ I centaqe of Zotal°

cu. r!tat.t Lt14,' fj;tik)1 averaltai

tny cord' g to OliNvntal i'4)ent Moat-A funct !

catery, l'-<'rci:'.nta can is.e found for f:acb center on Report $6 in the-

°It Tor.1.4p,-;a4itule- cottrn, ex=,0e. !!akc.- a it of the 3T) center

o 4 r Total Experdttute' for Admin.tutratIranz .440ervision and Manotv-
i

mon,t., az. fe..4d on -Report 06, Orde thc, pt,rcont5, tl_tartin3 with the lowc.!A

and 4'..ncilw; urt.h the htcjhoit,, This r4nking r1115t be done for oath of the

cate4riet-k., In the .diu1 co1arn entex the 'percent of Total Expenditpro'

far 18th center in each category. In the 'RAti:go," column enter the $1. of

Total taq,enditure' for the firlit (Low) and cant t'itigh*) center kn each

ran4ral, Divide o/sch ranking into quartilc: and enter the of Total

Expohdisturefor th f. high and /r-J ., center in each guarti/e undor "Appro.ximatly

Onrourth of PCs:Y.::: newe",

tile: total of '7uta1 Dir COht.** for all 35 cont. . Thits the

isame the °.;urs of tcm 4-/2 in the "Algre':gate for all, UCC"tm cos
Entex thifl numOet in the *A99rcgate for all PCCte colum in the "Threct

ServIccs' rc*,,,' To finfl the "Percetage of Totae divide theDircct Coot
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a

for 631 35 f1:14,7' :4/ `;;;Itatif t ca 11 35

rind tj To. to, .'t for all 35 tonter:. Tnit, in

1 -14 in the mAggreqate for all

F(5 co1z . " ht' hAtIgr4-t-late fe4r 3)1

t c44-44 :0 find the t.-4,(0"

,s4 ntr, i Total 1.t41,4:

i rct:

!he etr.P; O e*144:1.4 tut e CIA

, Z . 7.0 t, Fqotillt (-). r4 ei: t

To 4 ,.a.:-.1-Aiture spent on direct lit

tr ; 7,..hr .0: .11 CCAtit for rt:4tt.:

1 t R.: Eo.z ?..Qt- for the Ct.ote: ('-w

. f i*-: ent of total i t Xt q114fit on I rati r.( tU.. (:;ut; C. iv/

:4 t, sartking:, to ct...744Iete

4',1 1-4.411Ct -"

rt C: Par1.2LL-1

The inrciraation necenvary to comi3iete part C of tho "'Sumxary ot Kannviment

Statistics for Pcc Vro.lran.-- comes from. the Qoart.erly popbrton rticipint
Otar.cterint:. Tht: p c4un 1 Wed to CtVIVI (AC ci tieCtiOr4
PAJC-&-4. (Children. End of Quarter: families, End of twarteri rifl terwinated

Dui r41 Quarter.

CortSi der as ap e*emple, the ticitm tittlt ;0Ni for 'Ctlilfirrn. End of t;,:twart' The

ihrorration necdtd to cvmpleto thfis section in found in the t;h1Arterly Key,47trt

on Participant'(T hakacreristicirraTO 02. (33=35). Ihroughteko-47). (Sefp

Appkfin A4 PZIKP: 33- ?5) gives the mraber of chkidun agod 0-3, at

the end of the quarter,lor each center. Add thee, number:1: for all centeyn

to get the 'Total Al! PCC's' Cluldren, End of crt;arter"Aged 0 to 3, to the

name for (36-36, throup (45-41) to get -Total All PCC"s' Children Aged

so



pot\ y.

r .t

iltia C: rtarr 1 c 1 '.:orr c::'.

ut:il .!,,, of rC..t.

CC.. ,:,TI.A:11

e to :$

Atp to 4
thcr,-d- 4 tr,
Age. (1 6 t 9
A9tJ 9

r - -1

2 or 3
4 or 5 r7..i%--1.er

6 or .7 mc:-4-rirr=,

8 or Poie ncrkberi

with fez.ale head of
hoirnehold

Families receivi.i;r1 um. or public
asnietbncv

ur.: langux4e
other Owl,. Ens11,A

Filmijit7 with tare or rt hiandice4T:A
child

FaPilie with fanily income belc:w
poverty lt7vel

411

100;!,

2. t

lOs



Tout] No. O( tlx'
reeeti Roport.tvl

ct,

rrliMamarr

rcc t vrIv 1..54*tit t

Cto IVA Ukt,' t ,'

14CC roxi;K.,41

1 °tv11 C ,'; :5.71 C-f", (CO:rt

rabli 1 tv_fi t ; j lifzt t ii:.; e r (-:

Total t

Ekearion for t r t -, 4 'twit 1( ,ft

Hove, ftc,

LAO. 0! 3. .),;.1t!,If.!!:

No 1oret0-1 ft,c1 t%1 1,7

111nentic

Lack o1 th.tr-t,t-:.;

incon.,.., w":1;r-4

!Amply, 1),vrt

Othcx

LOngth of 'I' inr.,_Tec Ated 1%1;1; 11C70

Were in the ProltarNz

Less tin 1 month
1-3 montilf
4-6 ronth -

7 -9 rtontlm

10-12 rotA
13-16 rcinth1;.

19-24 monttm
25- 16 month!:

37-4d mont s
over 46 v,onthn.

1 /Er

Tot .0

Al 1 i

4

of

Tota 1

100%

Pron.

r.



3

3

t

tai Ho. of Pccr

r*Cie Reporting

rcc Qaarterly Itlinowlent Peport
Covexing the Per red through :19a.

suntmor 0- 114::::?.%..:27:1" STATI57:cs rc PROC.7.,:21

I

PAR' Ci PAR7ICIPAUT (CO P:.)

.Total

.1111 MC `.r

r.,,,,s, End of eua.rtort Total

3 flesican-nriericlut
Puerto Rican
Other Caucasiein

1 Dlaci;
American Indian
Native A1,430...an
Polynesian
Oriental
Other'

Part-licipcults, End of quarter
IA41

(Children and Adults)
Nexicarr-American
Puerto RicanI Other Caucasian
Black
American Indian

a Native A/akan
Polynesian
Oriental
Other

4.4111.4.41.44.4400444 awns 4.4404.4114masaase. mrso4

MOMW41.41411. MII,WAMMIR

"mines Enrolled, End of qtiarter
ioial

New ramilies Enrolled during
quarter
riseiiiiesreinitated during
quarter-
Fannies terminated during
quarter

% of
Total

100.00%

Heart

100% 283.1

6114111.111M111141m-IIINIM.1.11WIA741M

100%



3 tq 4, Aged 4 to 6, Aged 6 to 9 and Aiwa 9 Of OVV-f Add the,huMbern in the

'Total Ali. PLC's"" column to get the Total Children, End of the Quarthr for

all ITC's. Ente this number in the "TOW All PCC"n" colunn, in the same

line with the wi rd ;Total.'

To find "% of T)talt Altvide each entry t!le "Ti ,a1 All ITC's" column by,

the total children end of quarter for all VCC'4,.. tprees the answer on 4

and round t 0 the ni,,arel;t_ tenth Of 3 to inaXe ire the rwr-

centn add up to 100A (4, .1%). To :Ind t.c_o entry i ,1 th
'Total All. PCC4ecolumn by

.yretilLuiLjaiti_t_)fki.Litt_'tert C4-)td 0: , Quartt!fly.

Report on Participant ChttracItt l eta Amehdix A. pAqo L) Add the

numbers'you get in "Tot41 All tTc16- cohlr,,n for ".?, or 1 trber;14" *4 or,5

members," "6 or 7-mielletn" and 't4 car mote twzbort0" to net Lne-Tot41- FdLrtt 3t -t

End of the Quarter. The ether flitMt in the 'Total AIItCC-*" column do

add up to the total- nItmlAtt of faimiIie-5. End of Quarter. tit t,,u.t in over

case be lesin than the total nurber of

rratnat durinn Quarter

Reason for Terminations ice Card 01, (41-42) through (55-56) . (Seo Amon-

dix A, page 1.) Add tht nuMbexo you get for "Reasons for Termination" to

gat "Total" nuMber of famili'es terminated during the quartet.

Itimsrth of Time Terminated Familicq Were in the Pronrailt See Card 01, (21-22)

through'(39-40). (See Apiiendi* A, page 1.) The entries-you get for the

"Total All PCC's" column terminated during the end of the giuirter.

Sce'Card 03. (12-14) thrOugh (36-38) (See Appen-

dix A, page 1.) Check that the "Total" you obtain horst in tho same an the

One for the second sectionof tart C, oleo entitled "Familie5, End of.Quarter.*

Partici tints, End of 2a1artora Seo Card 03; (39-41)4 through (63-C .1. ( See

.AppeAdix A. page 14)

t,
Families Enrolled,. Etidc,._)LZ.... r _See Cal 01, (15 -16) through (19-20) .

(S00 Appendix A, page-r., For "Total" enter the number you got. for Total

Families Enrolled, End of Quarter, elsewhere in .Part C. The entries in "Toto

All PCC"s" column for "New Families Enrolled during Quarter," and ."Families



r

Termanated durijg Quarter" do not aAJ ov to tht total,

.."1. of Total' column foithis 4ctio,

till ip tho

Pdrt D. Staff Chararterlfttles

Follow the sdro general procedure 14'ti I to coopIcte raft Cr All of the data

needed to complete Part 0 coots -iron Ole t;ittetly Repott vo Statt (11,1rac-

tcOntIvi, (Sev.ACPcndlx AI pie

PeroanentJUJIandPartjioe Paid EtTloyee i:n o Ca0. OS

112-13J-thrpugh 146-49) and Card 04 114-151 throop 118-191, The "Total-

permonentrull and Part time paid employeeti otitained by odding the entrie

in the 'Total All PCC's" column for "Profewiional" and "Non-Prefece-lional-.

-tot11- must .he thesameas the sum o! the chtrief, in the Total All

PCCt 1ui ondex "Primary- Function" (Adminititrarive, Tdrk,Ct tViC<7, Stwort),

Check alto, to tee that it .3is the timco ao the bu= of the entric6 for Sex, for

E410yr-Crit StiotuA, And for Ethnicity,

The ti4t four entrictl in the,"Total all PCC" column on the 'first page of Part

0 do not hava to add up to the "Total" Permanent Failand Part Time Employees,

End of Quarter. Do not fill in "% of Total" column for the last three entries

("New .Employees hired during Quarter, Employees re-instated ancl EmploYees

terminated").

pmployoes terminated duripgmu

Ron for ce.Caxdr04 14U-411 through 156-57L, Cheek U6

iarthat the total of the entries ,L:r the "Total all PCCts" Column under

"Reason ,(or Tormination" is the some an the last entry in the "Total all

PCCos" Column on the preceding page l'Employoes tors ,nated during,the

quarter").

112n2ALEL211122.asnnated Mali were in the Programs See,Card 04, 120-211

through 138-391. Check to nee that the total of the entries, in the

"Total all PCC's* column under "Length-of Time Terminated Staff wore in the

Program" add up to the "Total" number of families terminated during the quarter.

Number of TT02.1=L14121.12=11' Sec Card 05 (50-5.0°

85
. '



a.

PCC VUATtClIf n40,41CP4-tit gvrert

St.143,NrY Or tt,NIVG1 STATInAIL FO }t P;CC

PART

Vo., of rcci't

)'CC'!* ;,4 rg

Perrmi;i

Paid 1:T.1.7,1v.ict4, rtid of Quartet.

I Total

Profei,74-.:11

Prirury ri.:mrtioni

Ada i n i ,...,T. I o tivo.

Direct, 5:ervice

Suprott ,

4

Seat

Halos
reqtaieb

Employment Status

Part-tire
Ethnicity:

Nexican-Ames iefin
PUrt to Rican
Other Caucasian
Mac% .

Anerican Indian
Native Alaskan '

Polynesian
Oriental
Other

STAST

Staff `:ho have teen, or are
currently PCCpartioipants

Now Wployees hired during quartet

Employees reinstated during'quatter

Employees terminated during qUarter

TOL ::1
Al 1 tt,s.."

.0

f

I 0,.r.)t

taw

..



_Total Ho: of PCC's

jOean Reporting

Quartcrly 17ctcrt flport
CoVerinl 7ctiod thro4.0

SUK'.'CRY or ru.hcvmmr S.M7ISTICS FOR 11.CC PT RAM

PART.V4 STAFF CHARACTZAIS:ICS (CZ%T.)

41.11.1 =.11111111-

Total % of
All PC:c Total

VlOyCC4:, tcm.inated during varter

1.41

canon for Terina I

j Moving
41t.Ater

Further education.
Pregnancy
Health
Retire=ent
DLASC4/
Personal Reasons '
Other

Lngth of Tine terninated staff
wore in the Program;

Less than 1 *onth
1-3 months
4-6 months

1 7-9 'months
10-12 sonths
13-718 ment.hs

19-24 months
25-38 slonths
37-48 ronths
over 48. months

rot temporary paid omployees

87

100%

1001

4111111110M

Moan



Part 15...,.u..e..je.DLLSe cve
. .

,....-...... , ..

Do not fill ifi the "It of Total* colt= for the ,fir et page of Part E. ,Tho.

-informtion /laded to comp eta the first aught entries in thoL"mroial Ali .. ;
PCC'o* cola= con be found an the 4thirterly Report to titanic:Wants I. Card
M. (12-13) to (27-23) .. , (Sim iwandix.A. paIn,3.) rellow the $14100.greneral

procedure you tisedefor Parts C and D. for exceeple. for *lirtzrber of d-ws PCC
°per ntryi dari1,9 quartor* add_the ntramth found on the Quarterly Repert to
Participant4 1. Card 0.6, (12713). for all 35 centers. Esiter this total in
the *Total P31 PCC!s" colunri Divide'by '35: to find the man.

ur needed to, complete the hex/ three entries (Visies in Hone by PCC
.t1 1.'etcripted tZ.S ) to (*and on Quarterly RepottStaff. Tr I ophocle tontacts an

to Partir,:ipants II, Card 07
P into 4)

(12-15) tttough (20-22) . (See Apponatn A.

The data nt.vded to complete the l'ast seven' ant rice on the -first page kit
isart E can tit.)'fotinti ori the Quzu-terly Report Services to.participantsV,
Card 06, (3p-31) throw.to (44-45) 1See Appendix' AO page 34

11.2e integration reede:d to ccx:pIttte tnr seccrd page of Part r oox. tqy found
on Quarterly Report to Partit iparts II, Card 08, U2-14) thr qgh 7042).
(Sea Appendix A, page- .4) .-
pated Ptirent^1:ducation
Report to Part iciParitis TI

F'.11,t1TAite *Total Ilizsizwix ef Mothers who Partici

and Tramininer by addihg,the rimnbers on then Quarterly
.

in (67 -G9) for all, 35, eekors. .find the *Total
nuerker of mother() who pfsticipated in each type of Parent Educa-

tion-and-Trainieg (Mild Cevelopirgvt. etc.) see entries (12-14) thiough (42-
44) . To (ins) 4*t of Total" d,ividh each egtrY In the "Total All PCts' colunn
6Y 4Total Iiirreer otr gather's"' and co9ress as 4 percent. The percents de. not
add' up to 10(1.0%.

Renew the Iiiene proeedure for *Total Number/of Fathera-whoParticipated int.
ParenCtducat-ion and Training.* ..find the total nuraber of fathers who itarti-
cipated by'adding \the ntentors in (70-72) for all centers.. To find the total
marbt.tr_whe purtic4ated in each typo af ParentEducat,.lon And Training. see
(45-46) through (65766) . The inferriatiefit niteded,-for the rest of Part E came
from Quarterly 'iReport- on Seryices to P/rticipants To find tztie "Total*
for )4usiber or Participants'. Receiving health ServiCes. `add the'nurabers for

' A.

er
411, 4IP

As



t

CD

.17tosed: .1.c:

Tot 1

7- 01

tiv.7 t e

of 7!

.

7. c IA 7 f f:rrs e,4
in Day iftc5:,
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tttl No. of PCC. s

C'n Reporting

'9
PCC Quarterly itanatelement Report
Covering Ur ,Period threvighL,_ , 19

3102ARY OF MANAGE:VI= STATIST/CS FOR PCC PROGRA/I

PART E; PROGRAM smilers pynT.)

tal number of mothers Ai...no parti-
cipated in Parent Education and
Training:

Child Developrnetit
Family Life Education and Planning
oonaumer SduCation
Health Education

in Reading, Writing,
Oral Co.mmunication

Herne Economics'
slob Training or Skill begelopment
Orienta'tion to Cccmunity Resources
Hobbies Leisure Time
tither

Total % of
All PCC's Total

Mean

Totai number of ,fathari who participated
in,Parent Educa.tion and
Trainin41: :7 .

Child DayelopMent
Family ,41,re Education and Planning ,t

Ciinsumer Education .

Health
It

GED:

Instruction :in Reading Writing,
Oral CommUrileation

Hattie tconoiics
Job _Training, or _All Develoltment
Orientation to unity Resources
Hobbies, Leisure Time
Other'



PCC Mi...t0agpent. R?por t
tq.. Coy the Peried through,

SUrftt,,s,RY 61" /U\I, NGALT NT

: :S"Tiril;.,T1(

S FOR PCC PRORAM

MAT E : -11103),;i: t St F...v-fC:"S (CONT. )

701.111 1:o. of PCC .11

POporting

(P

010.4)er. of Participants: ' ceiiiiis3
-!%.iriitlt.i. Sdvices . i

'otal
Ceneral 11.6clical Exam
°th2 : Gdneral Yedical Ser.vices
1:;1';-,e gency Real-th Services
yrenatai Health Service:.`
Vailiiiir 1:'let,nning Services
Specialized ,I'llysical Health

Services (0:g. vision, -s,peech,
heating)

Specialized .P'Avsicz...t°Digrosiel
Eva lu a Lion/Tr ea r:7.c.Int ( e . ca,
manta). .1:01.ardation) L.

Dental Exam
Other -Dental Services
Provir;ion of Med.:cc:tip:1
Provisio of Eci-uir.:mant

(e.g. giasses, ,,hearir,g aid,
.., orthopedic shoes)
Laboratory TeseS (e.g. blood

urine, pre:-.3nancy)
Special. Laboratory Test (e.g. [

uberculos-',is, CiticeF, Sickle ,
Call Anemia)

Lead Poisoning Testirn/Trectraent
Menial lit.I.alth Services
I:Inoculations: 1

1)PT Oast of set) ......
Polio (last of set)
Rubella
14easlei

.1Sturtps
Other

Cognitive Skills
Other



(21-29), th o. last item xn oh. the Report, for all, 35

cOlter!'.;. and !_ntd. the answer in the "T6talAll FCC'S" 6-.p.4 m:L. To find

"Iiital All PCC's" column entriv for each Medical. Service-W,eneral Medical,

Exam, etc.l'uso-the.data given in (12--14) thrbugh A7R-60)_ in the last row

of the QUarterly Report on :Services to Participant.111 itot41 nur,:lber who.
recoive&each service). (See Append:ix A, page. 5.) Tofiod "% 0 TOtal"

divide each entry in the "Total, AII.PCC's".. Column bYlthe."Total." number of

Participants Receiving Nealth 'Services To find the man, divideeaeh entry

A[9 ..the "Total All FCC's" 'colUmn by

Cumulative Data

tt

In adition to the aggregate data compiled for the SuMMary..of Management.

5tatistic: 'Parts Data Coordinator should prepre tumulative data 1

for'Roports 43-1D: Most of this data was already prepa*ed'and used to com-
.

plate national averages. 'iii'; additiOnal information shoUldHbe entered cm

blank copies of Reports 03-10' and "Cumulative data". shdli!d-.be -typed On'thg

top of each report. CoPies of the cumoiaLive {1:' (2 froM the quarter ending'

'November 30, 1972. 11; whir.7h fOlAoas, unle.ds pe.oifirid as cumulative

data, Reports 1:3-'10 refer- to reports prepaxed Eor indiv: centejs.

4

1,1pori. 43 (C6mulativeDat ).

.

A1ndi2r the column labeled "Quarterly", enter the total quantity pf.each type

ofService for all the .reporting'eenters. For example. for 'Infant E0 .

Or.oup",addt.he quaritiLieS of :;:hat service tor all the. centers ar found on
_ .

RepOrt,43. ,These numbers Were. previously computed to'determine Nations

for.Report

Report 4 (Cumulative Data)

.he " "total.'" column'under "Local'Cost of'Service" for each -service cate:-.7

gary, enter the total-"Direct Cost" and "Direet,Cost with 0.11." for that

category for all 35 centers. For example, Icy and-Supervision",

add the "Direct Cost", as given on Report 04 tfor all 35 centers. These

numbers were aslready computed to determine the National averages for Report



1

"tot41 un,iirs" column fq r bo eh service 1 stegory co ter th& total

the centers. Thbse

ervioas delivered ,in.

that catevpry which ure in the Cumulative data for Report 03,. For

exalliple, for ."Child Care and SupervisSon" .Sum. the numbers listed in the -

quantity column of Repc)r (Cumuli) ei ki0 Data) fcir. "Infant Ed, GroUp" 4

"Infant Ed. -./ndiViduar "Parent Child TOteractioc Sessions" r.1nd "rrograms.
i

quantity of services provided in that ttegorY by all

nuri6ers can. be Obtained by -FtimoIng the gvanti ties of

for Siblingn."

jaukirt -$5 '(Comul.!.2..Ae- Data)

In the "Totar'column, under PC: Service Aase St4tistics enter the total

number of: Fecal .thildreni. or FamilieS,-of Other,Children and of Partici-.

pants. These 'numbers yere computed to d4terMihe4,1the. National averages for
Report.. li5. See RepOrt. 115, National averages, PartS d e, (page )

a discussion of how to obtain\Vmne num.15crs.

In the '"Total-,,,ExpenditOre fctr:Quarter":colamn enter the aMeant expended

.each. catega*:..,* all 35 'Centers., , Those numbers were Computed to _de tcl-m!Nie -
t .

tiltf i441A=0p I average-I: !cre Report. !i3., See. Report. ff6,_Nationa 1 average`..'
, -

pageq.,5'!aa for'. a disCUss len Of how to compute these niiiisbers. The numberS:5

in the of Tai al Expenditure" column, based on the COmUle rive Data wilA,

e'bd- the sane as, those in the "National average' column, as -these

6 were used to cOpute the National average for Report #6;

;Cumulative Data)

For each category, add the "Total Federal Expenditures" for that category

(listed on Report 07) for all 35 ..:enters. Enter this number in tAe "Total

Federal Expenditures" column for, that category on Report 117 (Cumalative

Data) . Add the numbers for all the C3 tegoriet:t on Report In (cumu Wfive

De.ta) to get the "Total' .au the bottom of the page. To determin "1,

Total redordI Expenditures" divide the amouiLt of Federal Expendiliires spent
. ,

.

in each = category by the "Total'', express he answer as a percent and round

to the nearest tenth -of a percent.. Check to make sure that the percents in



" O a Federal ';',:xpendi ture" T[0.'fA. on to 400. .114

Follow the same procedure t.b fill in th(,q"'"'n)tal Non- derat Expenaitureu"
0

Column and ".$ of Non-Federaf Exp4di ures".column.. To detqrmitte the.' amount.

of iton-federal expenditures. spent\im each category by all 'the cente'rs add.'

the Pumbers in that categorY in tttk Total Nion-yederal 'ExpenditAireW!' column
\

on Report 47 for all the center5. '

Cheek,. to make sure that the'um of "TOtale. for the :"Total Federal
, I

lure' column and "Total: Non7F'cOcral M,,penditure".'"colump On, Report, 0'7

(CuMulaiVe Data) IS,' the same as the rotal" for the "Total, ExpenditUre

for Quaiter" column on Report', 06 (Cumulative Datal, Ii'theSe two numbers
.

are not the same, chec%..for a mic.take.

Report 48 (Cumulative Data),

In the "Total Direct Ccists: Local" colutim, for ,:;,iarvice categories 4-12,

the "Total Experiditnxes for ,QuarCer" column ofenter the amounts gj.Ven,in

Report, AG 1.Cumut t Ivo Data) for those.:.'eategories, Then ac.l&the, Rwburs,ir,

the "Total'r.tirect Costs: Local" column to get the "Total at the botto5ibr-
, v

the page. lbe eni_riIni, 16 the "1, Dkract Costs: .T,ocal" column will be the

Benne as the National averages ,for Report 48:

a port .A9 ICumulaLivc Data,

to -the' "Tetal Indirect Costs: Local", coludin for services Categories :1-3

and.13-14, enter the numbers found in the "Total Expenditures for Quarter

...coltmut of Report: t06 4Cumulat lye Datal for those.categories. Then-add the

numbers in the "Total. Indirect Costs: Local" column to get: the "Total" at

!.the bottom of the page, Add this total to the' "Tot. 1" of the,, "Total. Direct'

Costs: Local" column on Report Pa '(Ctimulative Data): This sum must: be tile'

same a !.7. 0'6 .""fotal" of 'the. "Total 'Expenditure for Quarter" column, on Report'

P6 (Cumulative Data) .

Tfie nuMbers in the "% Indirect -Costs: Local" collumn will- be th -Same as

the National averages for RepOrt

94



H 1.0 (or,wra.t ive. ta

the 3 '9.'701.al :lours" colurk)., (or .4:Nitch- c L g y 4 1,g) L the ntgtob,: .

hotirsi riald and donated by all 3.5 centers in that 'category. fl the
sane for th "Dortar,:ea flout colUmn but enter thb. total nuMber r donate,,,1

hourS. See Report l q, Nat: lot-01 Averages, .f(',)r ax discussion of bc,N
tali t he se nOnbers 4 Th Inumbers -in t he "1.,. of ^total tiotkr" column and
It Dena ted'i.iours° -caumn will be the sarm as the Natio-nal Averages for

Report 4110.-



OUARTERLY 'REPORT ON PARTICIPANT CIAARACTERIPT ICS
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on Terfniftated 1n'c u Enfolitid In the PCC Piegfani 1,Jaolgi noir bet- of families .for.each category beidtv):,'

121t.2121

123,241,

125261
127-281

12930,1

Less than 1 Ifforith
1.3 -Mtipths

flanths
7.9 Month
1(),12 MOKIV,111$

13-.321

1a3-141

135-331

137-,381

13'101

1118 Months
19.24 *Pint .

25,36 Months,
37.46 Months
aver 46 Month. . ,. . ..

.
Feasons O. r

.

Temin.ltiOn(sh6nnber of eaiI tosPi below):
1.41.42y ,...-, ', 5 Moving from 6eivfai Areii : lag.50). Lack of interest. :.

Lack of Transportotiop . I6f..i21 ,--......,-_,:_....:. income A,' boi.4.... I.,/tv0 of 1144)14,1:i
.145;4) ........:.--....... No Lonfjei: Fei&il Child '' 1P-541 : , Larf!Siatje 6.7114Wr,

0701611 ..._;___... flies s (Selfor Family) f .165.'41 Offici ftnecifyi-.

FA 11.D'

Fag"nlifes, Enrolled at tho End pi th ClUariet: .

Female Head cif Household
, LangUage Ottler than EfiglIth

*Irlouseitold flardic*pyto
Households with:,

c I.

11 6'2 -;%.0.,

122,241

Rmiving AFDC or Public Ant.-e
Iniorne Below PoVil-ty t-eval

Particicaling Cniidlen
(25.26i 2 or3 rnernh6ts 13301 0 to 3

to 4
4 16 6
6 to 9
9 Yors or Ovur

12i4eai 4 pr 5 rnernters 130-t<51

6 Or 7 tnarnhars 1:19.413
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1.451,?1

1

Participant& by`Eihnicity*

1 Mocican.American
2 Puerto nican
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4 Black
5 Arperic;an' Indian
t Native Alaskan
Z Poly nesian

()dental
g other Ispeal.f0:

No. of Familim

1)2-141

1)5,171 ---
(MO)*
121-231

124-261

127-291 .--
1:X.321

31:1

(36.M1

Tot No. Participant&

13a-411

142-441

.145-471,

14801

164561
157.5g1

::66211

V.
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MASTERLY, ilEPORT ON SE.RVICES TO PARTIPIPANTS
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Appendix i3

Report 0: Frquplm:of Service. Per Participant Report (Cumgative data)

'INDICATORS OF SERVICE bELIVERED, 'FREQUENCY or slmvitk

iry113 QUANTITY LOCAL AVERAGE,

1.

2.

3.

5.

Child Care & Supervision
40650

Service Focal' Child/Week

Infant Ed: - Group
Infant Jci.\.. Individual

Parent Child InteraiOn
Sessions ,

-
Programs for Siblings

Parent Education and

Zt1.180

8126
.20

6010

ervice/Siblin2i;yek

. .1,

10634

-Service/FaMily/2uarter,

6,12

.16

Training .

Parent Ed. & Training
Sessions-

Sociailand,Economic Ser-

3051
vices to FaMily
.Family Counseling
'Heusing.AsSistance

Home Repairs
Eabysitting
Other DireetSocial,'
Econipmie,..& Health Serv.

In-Take, Evaluation, and

324. :12

1373.
1- -_57

4257 62

52.2:

1.13

:Referral
,

New Enrollees
Terminations
Referrals to Social,
EConomic& Health
SerVaces.

Health Services

.-466

2962.

63002.

ZNA INA

Food Services.

'Service /Family/Week:

'.1.85 .Hot Meals
Snacks

ntini.t,Con-Orarzation

458.38 1.3c

. "Numberof PC:Meetings
Held.

.Transportation.

Number of Times
Vided 39169 1.15

104



Report 4 4: Cost Per Unit,c2.1sIks2ELI. (CuMul a tive data)
Appen'ax

LOCAL

Major Service Categories:

11) Child Care and
Supervision:

DIRECT COST
DIRECT COST. WITH 0.H.

total' total

COST OF SEPICE

NATIONAL AVERAGE

units 'total. :. Cr Unit.

2) Parent Education and
Training:.

DIRECT COST
DIRECT COST.WITE' O.H.

273,314
.527,316:

7765
15066

3.28
6.36

4 104,914

199,917

3) Social. and- Economic

SerVices to Family :
DIRECT COST
DIRECT COST WITH 0.H.

A)

and

5712

Intake, Evaluation
Referral:

DIRECT COST
DIRECT. COST WITH OA-I.

75;588
146,553

9,005
2154 8.37

16.27

) Health Services:

.1:11:RECT COST

DIRECT COST (WITH O.H.

6) .Food Services:

35;124
-68,777

1000

1965
1 1

8.86'
17.41

'3150

DIRECT COST
DIRECT COST WITH 0. H.

98,536
192,146

108,940

)- COMmilnity Organization:

DIRECT COST
DIRECT COST WITH 0.H.

Transportation:
. .

DIRECT COST
DIRECT COST WITH 0.H.

:31,126

61,294

39,169



Appendix 1

rtcort 4 5: PCC cosi Pox Pai ilei )ant. Report (cumulative data)

PCC Cost Per Participant Per Year:

Direct Cost

Direct Cost with Overhead

Federal Cost

PCC Cost Per Family Per Year

Direct COst

Direct .Cost 'with Overhead

Federal. Cost

PCC Cost PerFocal Participant
Per Year:

Direct -Cost

yTOTAL NATIONAL AVERAGE:.,

349'

674

''557"

:1312'

25.36'

2095

DireCt Cost. with Overhead 19.84

Federal Cost
. 1639

PCC. Service Base Statistics:

Number of Focal Childreh

Number of Families

Number of Other Children

Number of-Participants

3,131

2,622.

3,1701

9,868

89.46

74.91

`105.74

281.94.

106



Appendix B

Report # 6; Totzii Cost Per Functional Report (Cumulative datO
Total %ok,
Expenditure Total Naticinal,
forSaarter , Expenditure Avera1 national Caterjories,

lr Administration:
Management .&'Supplirision 266,832' 16.0%

o

10rianistratit501)
Program:Planning gl-psearch

Administration :

FUnd.RaiSing
s.,4174

Child qiipqrvisio
Education

103,521

13 763

273,314

5 Par'cnt Education
Traj'yng . 104i914

U. Social '& EconomiC

Service& to Families_ 75,588

In-Take , Eva luation &
Referral 35,124

BealthScrVices o 110,'322

7Food 'Services' 98,536-

;Community Organization 31,126'

Transportation

(Pu,:e)p..1searcn

Occupancy.

it stitff Development '&
On- the-Job Training-

115,301

18,126..

283,928

-135407

6,2%

161.4%

6.31

4.5%

2:1%

6.6%

.9 %.

6.2%:

.8%

16.4%

6.3%

4.5% .

2.1%

6.6

5.b%

1.9% 1.9%

8.2%

6.9%

17.0% .

8.2%

% Greater
or LasS\ Than

iqational Avera

Total ,666,252.
-99.9% 99.9%

107



L n 7r.

Appendix Li

Federal nd

ctional Cater ores

AdmintptiratiOnl

1 WinageMent & Supervision :

A, . . , -, .

1
AMinistratiohl ,,..

-
,Ptogrartil3ianning &

\

Alesearch

'AciMiniStra tion

Fund ,RaiSing

Child Supervision &
Education

Parent Education &
T)rainin

SOQip & 'EConomic

Services to FamilieS ,

In-Take Evaluation &
Referral

Health Services,

FQ00 Se vices

1.

Community Organization

Transportation

. .

(Pur) Resqarch.

cc..: upa ncy

,

F; f Development. &
_ Oh- the-Job- Training

Total

Coet Per Fl..tnizt ion=.1,1 1 1 c Rir.7:410. (Cumulative data)

Total. Federal
Ex'.cnditures

% of Totat Fed-
eral Ex )enditures

Votal-Non-Federal
Ex eildituresLLLII,chspd

% of -pilon...Tedera

i tut e s

, 240,210 17.5%
\

26,622_ 9.11

98,646 4,875 1.7%

8,012 . % 5,751 2.0%

239,919 17.5% 3.1,395 11.4%

83,874 6.1% -21,040, 7.2%

59,422 4.3% 16,166 5.5%

575. 2.4% 1,549 .5%

68,654.. 5.0% .41,668- 14:2 %.

92,872 6.8% 5,664 1.9%

,

- . 2.7,800 2.0% 3,326 1.1%

112,678 82% 2,623 .9%

16;510 1.2% 1,616 v 0

166,032 12.1% -117 ,-896. 40.3%

. 125,273 9.1% 10,584 3.6% '

1,373,477 J-00.0% 292,775 100..0%

108



APPendix B
1! -=

,

ES port fi 8: :Direct Cost Per Functional Activittamat
(Cumulative'data)1,- -

Total Direct. % Diruct. %. Direct

Costst Costs: CoStst Nat'l
Local .Local Average

v etional Cate odes

AdMinistration::,
'Manaement & Supervision

Admit% ist5a tion

Program Planning & Research

Parent Education
Training 104,914'

Health SOrl:rices

Food Servi.ce.s

ra nspOrta Lion

P.,.153earch

4.1%

12.8%

11.4%

3-.6%

13.4'

.2:1%

. St-a f DovOlopment &
011- the"-Job Training

Total
$862,351 160.0%



Appendix B

o)ort 09: Indirect Cost Per Functional Activity Retort (CumOlatiVe datP)
are Tota - t In4roct Indietct- 1 Czater

Indirect Costs: Costs:. Nat'l Less Thapj.

titionaI Cale °ries, doStsi. Local Local.. - A twit

Administration:
ti Management 6 SuperviSiOn 266,832--

Administration:
FrogrAm Planning & Research '103 21 12.9%

Child Supervision &
Education

xraluation &
referral

flealth Services

Food ScrviCeS.

CoMmunitY organion
.

- .

Transportation

ur-c) PoSearch

283,92.8

135,857 16.9%

Total : -$803,901. :99 . 9%



iraryt II 10: Personnel Hours Per FunctionllaglAyjsy Nzport (Cumulative data)

tmc t i On a 1Categories
Total
HoUrz

.% or Total
Hour

Hationa
Average

1. Adminiqtration:
Management & 'Supervision 54,076

20 4t32

16.5%

6.3%.

16.5%

6,3%

--.....-
Adminir;tration:
Program 'Planning G. Research

AdMiniStratiOn:s
Fund Raising 1;660 .5%

Child Supervision &
Education .82,700 25.3% .25.3%

Parent Education &
Training 23,471 7.2% 7.2%

6. Social & Economic
Services to Families 1.5,025 4.6% 4 ;6%

in-Take, Evaluation ,fi

Referral 9,140 2.8% 2.8%

Health Services 9,347 2.8%
2.8%

Food Service4 3,775 7.3% .7.31

ComMunity Organization 5,782 1.8% 1.8%

Transportation 20,870 .4% ..6.4%

.(Pure) )2esearch
1,879

Occupancy
27;296 8.3% 8.3%

Staff Development &
- On-the-Job Training 31,902 9.7% 9.7%

Total
327,412 100.1% 100.1%

Doi.)ated
itaurs.

,147

-14441

184

10,826

,n54.$369

1,223

807

1,851

337

241-

110

1,'281

1,162

25,287

42.8%

17.3%

99.9%

Donated
Hour% "Ave-,-ce,,,

4.5%

.7% 5.1%

4.8%

1.2

3.2%

7.3%

1.3%

1.0%

5.1%

4.6%

7,

42.81

17..

4.6.%

'a

1.3

1.0 %

.4% 4%

5.1 %

4.6

99.9%

I

1.2

I-



' AITENDI)i Cs 7

puLES FOR. ASSIGNIL NON-I,ERSONNEL COSTS To rtiNCTIONNii CATEGORIES

The accrted-cost'Or;non-personnel.eXpenditurea.rAhec
I. _

nVesunents axe.Assiqnol to functionl.catogorieu and-41ppearae pait. Of the

to: AS shodn. The.,,Cosil"Of..nan-Torsonnele*pendjtures Laken frxiM each.

-cc nter's:offic.ial goidelinesa.re.:001 to. assign the

nOn,-personnol expenditures to the fourtecpfunctionalcatogpries., Purchase

of ..eguipment,'d4preclation on...eguipmentand cost of ren6Vat1opand.major:

repaixs'Are not Inclpded.

.Incitided in the'budget under this heading 6ro.aMOuntsf)aid..46,...profeSSipnal.

serViceS:such as legal-counSel, audlting conttaoted health..rxrviees

and seivioes, Also includcid are noh7ProfesSional.:contracted

vices such as:maintenance contract., laundrervicte.ana_fE:et9ti,tyguarri.:

Contracf.s. .Amounts spent on services of individuaI'cOnSultants.are-liSted o

the.Quarterly,:Rppoit Statf,Utilizal.ion and ie considcrsorwol,

Exams andr,).1.10.4402.....14.edlea

...AssiApCampunts Spent on contracte4,Services for Medical..eXaMs1. eferr is and
.

ollOw -up trea.tmoit to "Wealth'Servicos.

Dental. Exams and Follop

Assign aMounts Spent on. Con:tracted..Services tot dental.eXams and fo1.1o.,:1-"ap

--treatment to "Health Servites."

.

Amounts spent on contracted psychological services belOng under either "Social
.

. .

. .
.

, .

112 ,



and Economic Services to the Fam&ly" or "jn-take, ;valuation and Referral%'
1.

depending on the naturo of the service., Diagnogis or tec.ting of individual
,

-- children is included in ",i e and Rentalf, Evaluation ferral ,' while counseling

to families aboui: family life .situ< ,4ions. be undo:7 "Social and Econogoic

Servlces to "the F.awily."

Training

Include 'fees for ,pre-sery co- and' in-service ..-aining contracts under "Staff:

Development and pn-the-J6b Training."

Audit Fees

roes for audii of the ranter s accoun s' belong Under strationt-

ManageMent 'and Su -

I '
All fees for legal, consUitation by erSons ho are paid on an individual

contract batks belong under:"Admini 'fatien: Management and Spiiery ;Sion.

Main tenan co Centrac

Costs of ma intenant eleana,ng uvl -pal. tar ning lain lgings' and

ounds should be included 'Oder "petui)ancy" Bess

-Secura_222fa SeTvico,

The cost pf cOntraobing lo.' :,ceurity guard service Esuch:!lork:is -not carried

out by employe-6S of the pograM should-1)e 'en te:::ad under "Oc.6Upancy' rost..s.

122,"a5.1.

Fees for centvacted launderi6g of 'diapers belong under "Social 'and Economic

Services to the Family."



...14rfl.ey Evaluation'
-

Costs for administO:ing and evzIluat

undqr.'PUre Research."

1Tavel

nvpluatin Tests are entered

Effil 1 TraT.Tor ta t ion

Cost of local public transportation u,lg..td to rallsport part,icipatIn9 children

to program activities Or to related services such as clinics:, as e1.11 as

gacoline, oll and minor mabltnanee cOsts fo1 ,pro7rom owned vehielef, wed t:o

transport par ic ip.4t ng children are ncluded- I n '''Tra-oup or t a Lion' os ts

Staff Travel

Costs o.I stalf travel include reimbU.r.t.:..ment to staff, ,menbers for USe of

port o at vi'Med automobiles (m; 3 eag4.1 .416.4 cc) , cost o air or btAS fete.;

and.. per diem .costS foi food lid Sod ace rued during txip.._Cos'ts .for.
..

S.taff,Travel 'are assigned.,tO funOtip.nal categories,.acCor&69 to the purpose
,

i

of . the traV4l-.--_ fOr e4 Costs -6.!: sociair:Wcirk travel. fox :the:

1)1347Ppse. Of v pg x!i 1 he .licme::w8u14 g igned to ,eitVe idl
. :.

and -13.Conoiy.4 c. San,. L to 016' o r " gilts :i3-; tku. i on a nd !I7Orra
"....

..(1617,.;:,n in nq upon the.' r.orpoe-(71&. 1: :i ,::- Sbcial ....,:pilzerlu vi.s1:1- rn- a rc .:. , t- r...wi.:4 b..]
.. ,

-...a staff nuts e ..,4. ., t! 41 .6e..inClud......6Undr .'11,f.ralth...SerVices 'Five E A:ViNi VW. V::

. , . .

..

of .the.,.-,D1 recor,;-. -un 1 esS for_ th purpOnes '.o.. di.r. v.ci se ,.v, I u% I pr i c.ip.cns...,.
. - -.. ..

.

.

tihoUld bt asSignPa--.to- tlje ..t pr administrat..i.on cavcrlor,,_-:(Manal.p.7:4ent4
. ......-- , , .. ....,.......... F -. '

--.-Program..Pl,in n i.hiji-,ok FUnd .P.a i ,..,ing) :.- Cof..-..-:Of- s ta f E c..?vi..V.i t 0 WorYSIA0 i..:',:. ,i, cOn-
..

- .., . ..

. ventiaim.; o cotiferences arc i noluded un&r-..."S ta f Devo:lopplentand ,011,.,.the,-job.

-:122=1:221SEUS1-.:22.0 on

Cot oi transporting varents. to 4),'ror.iram activities axe entered- 1
E "Tr'a.;' s-

,

portation' category;

U



1.411 CeS

ifICIttde' the COS of ront. y heat,. gacctric.jty 4,!gter,,vmtemin41«tion

removal in OectiOncy.>" FCeli for li.censeu oat pormits ne.c.es,,:lry to ope.:,.";trit.
the center fe.re.41.ttb, incl,thled in "Occupt13 cy"20otritts. Covit for use- the tele:-

. phone 15 itercid Mdminit.;tration'.. Mniaijiammt. ond

Somqic.1

-Clar,trootil,' '63 unel ies

CostS consust.bl, e. cducattonal s;::r.,: 54.1th :.e.%; crayohs,.. art
412

supplieso,bOoks, .toysff 0$1).c, i'AndMontepori oatrials.
be igicluded in .onti cof,As. Alskg)

and plants-. or 9arden- undcr Supetvinion and EAR us6t-kin.c:'

Off ce Sumai&,5
'

Include .Cos t of t.i tionory Peric`,11S- PaPer tl'pe,,,tti ter ribbon and Ls:ockts

reteort's used prial,rily for cleani?tisi`4,Yri %"1 Pa 11,1 CM Ski. gar P-C41 under

"Adatinistrationt Mareager314:';,flt and Suliet,iif.',-10:4"

Ma'? filan'c-e

CO5 LS Of j'ap.itoriv1,1 S 04-lb kw

5311 t bulbs, broeTs, ...a`kcs .and othey..,--,..Lqoan op supplies well' as hamitcrs
and Other tools 14:sed, for minor. repzfitV:7,-,'s)-loul..c.1 ira:.-.1 uacta

Food S'arilltes. 7.4

14w t,.:Ost. of food and oe con.umablv kitchen supp/ es should be entered
under* "Food Services."

,'..Holvortsztker ttolrta rovemeati

StIPPlicV tscd to ajd mothers in lioincriii*inch whether in trtlining SeSSionti3
should.be entered under '!;ia1 and Ei:onomic Set-tfices to the

reanaly.
o ,



c?. Parent Education and Trainim F:xTlies

Sapphic used for parent education and training sessions and for parent reereo

aiTOval activities at the ,center should be included in "Parent- Education

and Training Costs.

:Medical-Dental Stapp:13,es

t. of bandages, antiseptic's , FirS t Aid k 'Ls and toothbrushes' Or other dental
-

supplies are included in lieal.th Services."

Other

General- I ability, The and Fire InSt ance

The cost of these insurances ,Stour be included in "Occupancy" .costs.,

Vehicle- Thef t rand Liability Insurance

Enter.'the cast of vehicle.- -insura.nce. under H7ransportat on,"

ity_ or Health Insurance-

Fnter the :e of .ingurande .for plirticipating children under "ilealth" service.;

\
Ic1vert. ng ,Printing,

Costs associated with advertising', printing or, duplicating should-be entered
_

under "Administration: Management and Supervision," unless specifically

stated that the services were for fund raising purposes. In that cas?,

they- should be enered under "Administration: Fund l'<aising."

Bonding Fee

Cost of a bonding fee should be enter d under KdMinistr..ation: Management

and Stif.;ervision."

:Postacje.

eta ling costs are inclu led, 'Admini,stration:

316

anagetent andSupervision" 'cots.



t

Babysitting
r

Cost for babypitting services which enable parents to participate in program

activities are included under, "Social and Economic.SerVices to the Family."

Recruitment of Employees

Costs for recruitment of employees are entered under "Administration:.

Management: and Supervision:"

Subscriptions and Reference Materials

The -cost of reference works and subscriptions to magazines and professional

journals used by staff members is .entered under "Staff Development .and On-

the-Job Training."

Memb-orships

.R4yments for, memberships to professional organizations that are related to

the delivery of day care services 'should be .entered under."-Staff Development

and. On-theJob Training."

Field Trips

Costs of field trips, including entrance -fees to zoos, museums, historical

landMarks and the like, and the cost of special transport arrangements,

should be entered under "Child Supervision and Education."

Parent Activities

Costs associated with Parent Policy Council.meetings and planned parent

activities, or social functions are entered under "Community Organization." 4

Donated -tion-Peronnel Costs v

Costs of donated goods are asSigned to the /functional- categories in exactly

the same way as paid non - personnel: costs'. 'All donated goOdsand cash

r



received . private individuals and from local or .state sources, including

Mddei Cities, are included as ated goods, non.,Tederal share. ContributiOns
'

received from other Federal agencies, such as Title IV A funds and surplus

foOd commodities., are not included.

If the rent paid is below the fair market value, the difference between fair-

market value and the'aMount paid:should be entered tinder "Occupancy" as a
,

donated non-personnel cost.



1IN: SYSTEM RESOURCE REQUIREMENTS:.
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RESOURCE REQUIREMENTS-

Local Resource Requirements

It)is diffiCult to separate the additional demands imposed.on local

Parent-Child center. directors, data coordinators, and staff members by the

PCC MIS, from the ordinarY demands for )oundfinancial and Program service.

recordkeeping. Most parent-child centers did not have adequate reCord-
/

keePing syst ems prior to the implementation of the-PCC MIS; and, in any
o

case, these records were not consistent among' pkojedts. In thit regard,

they were little different from most child care prOgram.operatort. Yet,

the need fOr.adequaterecords exists whether or not there is a Management

Information System: Hence, nearly.all of the reCordkeeping that is asto-

ciated with the PCC MIS is necessary'independent of the. PCC MIS. Only the

to make out qUarterly reports is an additional demand:On local :re-

sources. As in incentive to meet this demand, the PCC MIS has provided,tWo

services to local parent-child centers:

the national, office,,through a contractor,.hasfurnished local.
recordkeeping-forms, as well as quarterly report forms; and

the output from the PCC MIS was designed to be bf real value
the Management of the local PCCs.

1

Should local PCCs be requested to furnith.their own recOrdkeeping

formsi the system would require the.following resources from each PCC,On

a quarterly basis: 9.

1. Recordkeeping Forms

A.. Participant Intake, 25-..per:quarter

B. Participant EnrollMent, 25 per quarter

C. Employee Intake, 10 per quarter

Weekly Family Service Record; :100 per quarter

Family Health Service Record, 1.00.:per quarter

F- Weekly Staff Utilization' 100 per quarter

G. Donated. Service VOucher; 20.per'quarter
. .

H. Donated Goods Voucher, 40.perquarter

Total. estimated, cost $30.



Time of Data Coordinator, AcCountant and:Director to make out the

quarterly reports

A.. Data,COordinatOr 2 and @ $30. plus $30.overhead $1207 x,4 quarters

B. Accbuntant 1 hour @ $5. plus .$5. overhead 10. x 4 quarters

C. Director 1 and @ $60. plus $60. overhead ,$120..x. 4 quarters

Total Estimated Annual Cost to 35 local

.oReCordkeeping-'forms

'oiTime of Personnel

oPoStage and envelopes

NEWSLETTER .

, -

$ 4,200.

$35,000.

1$ 50.

$39,250-.'

NATIONAL RESOURCES REQUIREMENTS

= $480.

$ 40.

= $480.

EstiMate of-Annual CoSts'for continuation of the quarterly newsletter

Direct Labor, including overhead,

Editor $1,185.

Comographer .$1;000.

Graphics 625.

Direct Charges.

Printing 2000 copies perquarter
0 4 pgs per copy , -$1,700.

...Postage $

Handling _60.

Materials, 80.

.TOTAL



TIM ';AND COST ESTIMATE FOR THE.PCQMIS
.

'On a quarterly basis the following tasks and time commitments' are

quirea
4 to maintain the Parent- Child. Center Management InformatiOn System:

Person-Days Est. Cost

Task 1: Mail out quarterly report forms 1 and $1 35. Labor
$ 35. Overhead
$ 40. Reproduction

& Mailing

-Task .2: Acknowledge: receipt of.the .reports
and validate the reported data
(4 hdurn.per center x 35 centers +-
4 hours for.contingendies): 18. and

Task 37: Data preparation and calculations
(4 hours per center:x.35 .center*._+

. 12 hours for aggregate re-
ports) 19m

110.

$ 900. Labor
$ 800..Overhead,
$ Telephone

$1,925.

:900.-Labor
$:900.:Overhead

25. Xerox

$1,825,

Task ..'Preparation and typing of Quarter-.
ly:RePorts (4.hOurs per center. x.
35 centers + 4 hours foraggie7
gate .data) 18:md $ 906.- Labor

:,.

.

-- . - $' :900. Overhead .

$. 25. Xerox:

Task 5: Reproduce the Quarterly Reports,.
and distribute them and

$1,825.

$ 100., Labor,

$ 100. Overhead
$ 315. Xerox
$ 135. Mailing

650.

Total Quarterly Commitment'at
the national level 58 and .$6035.:



a ..

ANNUAL REPORT.',

Task Analyze Grant Applidations

Task Aggregate Data from four
quarters

Person-Days Est. Cost
18 md $1,000. Labor

$1,000. Overhead

2 ,md

.Task 3: Collect new data by, telephone'
and analyze it 18 md

Task 4:1 Prepatre7and type. the Annul
Report 10 Md 700. Labor

Si. 700:: Overhead

$2,000.

$ 100. Labor
$ 100. Overhead

$ 200.

$1,000. LabOr
$1,000. Overhead
$ 250. Phone

$2,250.

Task : Reproduce and distribute the
'AnnUdl Report

Total Commitment et theNational
Level for Annual Report SC) md

3.23

$1,400.

$ 100'. Labor
$ 100. Overhead

400: Printing
$ 150. Mail=

750.

$6',6°0



PROPOSED PCC MIS ANNUAL MANAGEMENT REPORTS
(To Be Issued February 1-of Each Year)

Section I: Program Overview
Part A: Operating Units, .

1. Number of Grantees, Delegalse'-Agencies, PCCs
2. Dollar Valiue of, Grants by-Grantee

Summary of PCC :Relationships with Health ProvidersPart B:

Part C:

Part

Summary of Transportation Services Provided'by PCCS

1. .Profile of Participants (Histogram)

.2. Median's, Ranges, and. Quartiles for Participants Characteristics
'

Part E: 1. Profile of PCC Staff (Histograms)

2. Medians, Ranges, and Quartiles for-Staff Characteristics

Part 1.

Part G:

. _

Part H:

Part I:

2.

Profile'of PCC Program Services. (Histograms)
.

Medians, Ranges, andQUartiles for PCC Program Services

Average Annual.Budgeted Costs by Line Item

Average Annual Budgeted Costs.by Functional Catagory

Staff Time Utilization by. Functional Catagory for the

Part Budget Overhead COsts for PCC Grantees

Section

Part... A:

: Span Of Service Units,Delivered During the p\ t Year

Past Year

Number of Infant EdUcatiOnSessions Per Week,, Number of Sessions
.perFamily Per-Week, Averag.e'Length'Per:SesSion
(Group_Setting/ Individualized/ Parent-Child Interadtion)

Part B:: ;.:Number oft Adult Education Session8 Per:Week;
per week, and Average'Length:per Session.:

Section III:

Part A:

Part B:

Part-C:

Section IV:

Cost Per Participant-Per Program

By ,Staff Size

By Total AVerageEnrollMent

By Urban-Rural Location

Organization. Chart for Each PCC

. of Sessions per Adult

'J



Items for Consideration for Annual' PCC Reports

or for Special Surveys'

1. Analysis_of the Capital Costs of the Program, as contrasted- to the operating .

costs. (Must involve an inventory!) (Could set "Use Rates")

2°. Analysis of staffing patterns (making use of staff utilization records)

o Is it better to use professionals or paraprofessionals?

o Full-time or Part-time staff?

o Most effective use. of Director 's .time ?,

o Do some organizational structures have clear advantages, over. otherS?

3. AnalysiS of outreach functions as compared: with center based .functions
, .

'.\
4. The unit cost o' programs' for siblings as compared to-programs for. - focal children.

5 Attitudes of parents and Staff toward the PCC program.

. Special assessment' of service to families with mothers under 20 years o

. Special survey on types of education programs for infants and toddlers.

8. Description of the, organizational structure of, each PCC.

9. Description of how health services are delivered to. PCC participants':

10. Analysis of maimum.siiefor PCC? ThreshhOld?

o How many families ,can be served.

o How much time-Should families be allotted.per 'week?

. Average length of, time mos . /yrs .) .participants are in the program.

age.

12. Match audit reports with quarter financial reports to determine discrepancies.

13. Determine the service areas for each PCC.

125
,



PROPOSED PCC MIS ANnuAL,:MANA:',EME'N'LL:PORTS

'All of the data reguiredto Complete,the.proposed PCC MIS Annual

Management RePort;canbebbtained,fkom the PCC Quarterly Reports: and

the-GrantrApplications PCC, .- inorder'todojSo, lloweVeriwo

reCommenci'that three itemsYbctaddd:to the narrative statement Which

accompanies the Grant :1

(1) Span of Service pnits: Infant Education

In order-to develop meaningful Comparisons among programs and meaningful

unit costs, the span of service units propOsed should he descrabed in more

.detail to include (1)-number-of infant education sessions per week, (2) average

length of time per session and (3) number of sessions per family per week.

This information should be included for each type of service': group setting,
..

individualized and parent interaction sessions.

(2) Span of Service. Units: Pareht7-Educationand',Tra nine-

-More detailed informationshouldaIsO be'brovided about;proposed parent

education and training:programs.- InCIudeAl) number of adult education Sessions

per week; -,J21, nuMber ofseisions-per adult per week aid, (3) average lengthper

(3) Statement of Relationship With.Health Providers

The type of health services provided by Parent'Child,Centers varies

dramatically from region to region: In: those' areas where subsidized health

care programs are available to:participahts, the PCC may, fo'cus on health

education and" ieventative.health measures. Other programs can best serve their
-Nt

participants by providing a health referral service or by establishing initial 4

contact between participants and health providers. In those areas where medic

and dental services are scarce, arrangements .for health care and all costs are

assumed by the PCC. A statement clarifying the ?CCs relationship with health

pkoviders should be included in the annual narrative. The statement should .

_
deScribe'artangementsfor providing health' services to participants including

insurancedirect services, referrals, arrangements with clinics or" hospitals,

Plans and payment mechanisms. Are services `provided directly by. the PCC? Have

special arrangements been 'made with a ,nearby clinic'to 'serve PCC participants?
. . .

.
.

.

Does the PCC,make medical and dental referrals? To whom? Who pays for the

services and how are they paid for? What kinds of medical records are )::e t?
.

Per which par4icipants? Where and by-whom?



Suggestions for c )ecial, Focus in the (.1,aarterli_12..-... Newsletter

Redruitiment and - Qual ifications
(With focus on directors, teacilers, cooks, social service wor)ers,
in-Service Training .

1. Infant- and Toddler Education

-I.earn i rig 't.".c.-.dels used in PCC" s
Field Trips and othor Special Ed ti ca tiona 1 Experiences
Child Det.Felopfnent Expekience

1. PCC st'a If

c )

3. Faci I i ties

- How the 35 :PCC's::,look outside and inside
C.)6t.-..s of OccupanCY, Maintainance; .-3nd Furn,ishings,

- Licensing

4. 22ssat...2.229_222LE

- By Line I tem

,

.(With special focus. on Pcy,:sonne
Share,' Vs. Non-Federal Share)

By Function
By Region'
By Rura-Urban

health and Nutrition-.

Health' Service Arrangements .

Balance I)i.et
- The role ,o of Health and itrItion

Home Visi ts by Staff
44'. Family Services

Transpor t'a tion
- Outreach -Homes

in

Functional- Budgeting
. - Data Collection, Repc.rt int). , and Use

Valuing .Donated Goods Etna 'Services'
StaLE Meetings

8. i"oliatatL.s:
--Structure and Role
- By-Iaws, and Organization
- Board Membersh p Training

Fan) I 1 y

r

LiTe and

I

Child Development,

.1



9. Pa ,r nt ..Educa and Tra

'Focus on care
' ocus on Sharing
Focus on Nowa4 C)pp0r: tuniLies

;12
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Mdintenanco Procedures

yThreesets pf filgs are requited for t:,e PCC MIS -at. the national

sQuarterly Reports from Pees,

AtQuarterly SYstem oUtput, and

*Annual Report Materials.

puarteriv1222y.,LEile

The quarterly report files should be set
I .

up so that actiof'tlie. 35

PeCs.has its oWn,folder. A different folder should be added -to the file

for each center every fiewTtogram year, After twoA years a program year

folder shoUid he discarded. The quarterly report-files.should not include

anything hut: the quarterly MIS reports submitteclby Pees.

Ou'artarafnItEEL.5211.1214jil°

The quarterly systems Output

should be set aside for-theseworksheets., The file should contain a folder

for each Pee and one for each of the national aggrega6 data 'reports gene-

rated by; the system. The necessary workshects,shoulds be kept, in thesefoi-

ders for a full quarter after_they ate completed. When he worksheets for

the new quarte0S data are ready, the past quarter!s worksheett fot that

requires-worksheets. A file drawer

center or national report. should be discarded.

A.separate file drai4er should, d-be set aside for the originals of the

--...quarterly-reports._ "aiiorluindls should be kept for 'do to lour Years.
4

Anual S,*stem.out

A file drawer shauld.also be set aside foi,the annual-veport. This

file drawer should have a different folder -for each section of the-final

report. The data for one a lnnUa report should be kept up-to olo years a
ho.F0

that ant-Al report is issued',

TL;.,,;t national Data Coordinator will, note, of oolitic?, that the recom-

mended file, maintenance Procedures'for the national office -are considerably

1ess complex-than those recommended-for each of the localPCC's.. The

reason for this reduted complexity As principally that the natfanal Data

Coordinator maintains all quarterly reports from a particular Pp: in a"

single -file labeled-with the name of the Pee. The local PCC data soar-f

dinator, on the.other had must maintain a /nge.number of individual



41. .

files for each of the families who have applied to enroll inthe PCC,

the families who were-actually enrolled in the PCC, the staff members

who work in the PCC, as well as separate folders for donated goods

vouchers, donated staff time, etc. Since all of this material has

already been aggregated for the entire PCC in the qualerly reports, the

file maintenance procedures are significantly less complex at the national

level.

To assist. the national Data Coordinator in providing technical

assistance to local PCC's, the file maintenance procedures for the local

PCC's have been appended to this section.

1



1

SUGtESTED R±OROKL:EPING FILES
7

'STAFF RECORDS

Outlined 13e1ow.-is a suggested filing system for al staff .and consultant
records. Separate file headings should he established for

.o Permanent Full and Part time Paid Staff

e Temporary or Occasional Workers

o Volunteers

4) Consultants

Paid Staff -- Prepare individual folders for eacli permanent full or
part time employee,' and include an Employee In rake Record, completed
Weekly Staff Utilization Pecords, and Other appropriate- documents.
Folders pay n arrangeduhder-the following Sub-headings to facilitate
the transfer'of data to quarterly rep6rts:

o -NevFltaff Inzlude new staff hired during the current,
-quarter and not subsefluent-l>, terminated.

o ReinstateMents Include staff reinstated during th!

current
quarter and not subsequentIy-terminated during,

.this quarter.

Current staff -- Include staff currently on the payroll
who have not been :.:).:red,'reinstated, or terminated

during the cluzkrzer. At the end of each quaiter, trans--;
fer New Staff records and Reinstatement records to this

o. Terminations -- Current Quarter -- Include staff ter-
mihated during:une quarter and not subsequently.
reinstated;,

Terminat2ons-Pt6vious-Quarters -- Include all staff
terminated prior to the current quarterfand not
reinstated, At the end of each auatter,. transfer
-records under TsrminatinrCurrent Quarter to this
file.

Aoolications -- areoarc One:folder Containing .

Employee "in-T.:e Roevi-ds- for each job applicant.
IThen an applicant is hi..&d, compleite4he Employee
n-Take_Record and transfer the records to_the

. .

New Staff file.

.-TemnOrary or Occnnonal Wcr-:.kers epar tikoldersto include
Weeklv Sff Utition otne .approlpriate documentIllor
all persoino work On a,temporary haSis for the PCC4. One folder
should be,p4rked "Current "' and Should contain all records applicable
io the current quarte.: :The setond fOlder, Marked "`Previous Quarters,



should be used to store records applicable to previous quarters.
Arrange records alphabetically by last name. 1

i

'consultants and Contract. Services Prepare separate folders for paid
-consultants who work during the current qOarter and for those who per-.
formed work during. previous quarters. .Incude Weekly Staff Utilization.
Records for consultnts and individuals who contract to work for the
PCC. Arrange records, alphabetically by last name, Do not complete
Staf: Utilization Ii.ecords for employeesof companies, firms, or' agencies
with which the Pcc- has contracted for food services, building repairs,
transportation and thelike. 1

Volunteers --,Include Donated Service Vouchers for volunteers,and
staff meMbers who, work for-the FCC but are paid by another agency.
-Vouchers should-be arranged alphabetically under the following sub-
headings:

O Allowable as Non-federal Share

e Not Allowable as Non-federal Share

You.may fihd it convenient to prepare individual.folders for those per-
7 sons who work regularly at. the Center. File vouchers applicable
to the current quarter separately from those applicable to previous
quarters.

PARTICIPANT FA::IILY RECOPDS

Outlined below is a suggested filing systeM for\all participant family
records.. Separate Major headings Shouldlpeest \lished for

Participant Families

e Weekly Family Service Records

* Health Services --Records

Participant Families -- Prepare inedvidual folders for each partici-
. pant family, and include a Family In-Take Record, a Family Enrollmp,nt
Record; and other appropriate local records. Folders may be arra:ice'.
under the following sub-headings to facilitate the transfer of data to

, Quarterly reports. ]

* :New Families -7 Include enrolled 'during
the quarter and,not.subsequentlytekminated.

* Reinstatement --Include families reinstated during
the current quarter and not subsequently terminated,

-a' Current Families -- Include amines currently par-
ticipating in the program who have tot been enrolled.,
terminated or reinstated:during the current quarter.
At the end of each quarter, transfer-Now Families
records and Reinstatement records to this file.

Terminations-Current civatter -- include families
terminAed during the quarter and not subsequently.
reinstated.
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Terminations- Previous _Quarters Include all families
terminated prior to the current qUarter and not rein-C.
stated.-.At:the end of each. quartet, transfer. records

under Terminations-Current Ouhrter to this file.

e Lpplications -- Prepare one., older containing Annual
'In-Take Record for all families who apply for enroll-
ment or. yho are participating in PCC on a trial basis.
When an applicant family is, enrolled; complete a Family
Enrollment record form and transfer-all records to the
New Families file.

Weekly FaMily Service Records 7, Prepare_one-form far each participant
family at. the beginning of -the quarter. -Distribute the TormS to those_
staff members'responsibie for completing this reCord or place the .

forms in'designated locations where they are available to appropriate
staff. Each week, make certain that assigned staff recOrd,he,tuMber .

'Oftimes services were provided to individual familiesi Complete the
records at the:end of the, quarter, add the totals from all forms, and
.enter the results on the Quarterly.Renort on Servics to Participants

File:eaCh individual completed service record in, the appropriate
family'sfile.

Family Health Services Record -'7:Preoare,one form for each participant
familyiLnd file them together alphabetically by family name in one
folder. compipte the health recordeat the end of each_quarter, then
add. the checks- eritert-4d on all forMs, and transfer the results .to the'

2uarterlv Renort,en St-vaces to Particiants IiI File the completed
health records in each romily's individual folder.



SECTION VI

VI. DISTRIBUTION SPECIFICATIONS.



DISTRIBUTION

The output of:the, PCC MIS is diStributed in two different fOrms.,

Each Parent Child Center receives twoHcopiesof reports,l'through 10

that report that center's service and cost-patterns'. One of these reports

is for the project grantee-the other:is for the PCC director.ancl.staff.

The project advisor is to have accesstO.the PCC. MIS data through ,the PCC .

director..

The national office Of the Parent Child Center.Program,is to receive

four copies. of reports 1 through ]O on each PCC. It is also to receive five

copies., of the aggregate data'fOrthe PCC program: Management Reports

tmrgugh F. One dopyof each of the local program.reportS and on&copy.df

Aggregate data forthe national PCC program is to: go the perManenti'files-

mAintainedlpy the prograM. A ,similar set of reportsiis to be available,

for the chief of the Parent Child Center PrOgrami and a third set is. to. be

,available for thegrants management di-Vision of the Office of Child DeIelop-

ment. The fourth set of local project'repOrts is to be. a0.decl:.among the

Program CoordinatorS of the-Parent Child Center prOgram etaff,to.correspond'

-with their assignments The two setsof:national aggregate' data -- Management

RepOrts.A through F - -are to .b'availab& tothePCC Program-Coordinators of

the national PCC progrAm staff,-

The thief-of therj'arent::Child Center program Will be, responsible

for additional dissemination.

in the agency- to whom he has

the Bureau of. Head Start and
. -

Services)...

of the- quarter PCC MIS..statisticstOthose

responsibility (f0r examPle, thepixector

the Director of the:BureaU'of Child Development


