
SRAD12 Record Maintenance and Storage
PURPOSE

To provide guidance to employees, other OEL subrecipients and other early education program partners regarding what information is confidential by law and how to process records requests and subpoenas. 
CROSS REFERENCE

Policy No. 101.02 – Records Confidentiality

Policy No. 5.05 – Information Technology Security Policies and Procedures.

Definitions and Abbreviations

Confidential: As used in this guidance, the term “confidential” refers to entire record systems, specific records or individually identifiable data that by law are not subject to public disclosure under Article I, Section 24 of the Florida Constitution and Chapter 119, Florida Statutes (F.S.) When applicable, confidentiality covers all documents, papers, computer files, letters and all other notations of records or data that are designed by law as confidential. Further, the term confidential also covers the verbal conveyance of data or information that is confidential.

These confidential records may include but not be limited to, social security numbers, parent and child information, payments, childcare providers, household demographics and resource and referrals, which are private and confidential and may not be disclosed to others.

Information Technology Security: The protection afforded to an automated information system in order to attain the applicable objectives of preserving the integrity, availability, and confidentiality of data, information, and information and technology resources [Section 282.0041(14), F.S.]

Mobile Computing Device (aka portable media storage or peripheral devices): A laptop, personal digital assistant (PDA) or other portable device that can store, playback or process data via ports or wireless networking technology. Other covered media devices include hard drives, thumb drives, flash drives, tablets, cell phones, smart phones, wearable computing devices diskettes, CDs, etc. Such devices shall not be used to store any confidential data as described in this guidance. 
Personally Identifiable Information (PII): PII means information that can be used to distinguish or trace an individual’s identity, either alone or when combined with other personal or identifying information that is linked or linkable to a specific individual. Some information that is considered to be PII is available in public sources such as telephone books, Web sites, and university listings. This type of information is considered Public PII and includes for example, first and last name, address, work telephone number, and general educational credentials. 

The definition of PII is not anchored to any single category of information of technology. Rather, it requires a case-by-case assessment of the specific risk that an individual can be identified. Non-PII can become PII whenever additional information is made publicly available, in any medium and from any source, that, when combined with other available information, could be used to identify an individual. [2 CFR Part 200.79]
Protected Personally Identifiable Information (Protected PII or PPII): Protected PII means an individual’s first name or first initial and last name in combination with any one or more of types of information, including, but not limited to, social security number, passport number, credit card numbers, clearances, bank numbers, biometrics, date and place of birth, mother’s maiden name, criminal medical and financial record and education transcripts. This definition does not include PII that is required by law to be disclosed.
Public Records include any hard copy or electronic copies of records made or received by any public agency in the course of its official business. Records such as policies, program results, computer records, emails, Facebook and text messages are all available for inspection unless specifically exempted in state statute. (Policy Gap 14)
Records:  Both electronic and hard copies of documentation covered in OEL Program Guidance 101.02 Records Confidentiality 

School Readiness (SR): The School Readiness Program as established in Part VI of Chapter 1002, F.S., and authorized pursuant to the Child Care and Development Block Grant Trust Fund, 45 Code of Federal Regulations, parts 98 and 99.

Voluntary Prekindergarten (VPK): The Voluntary Prekindergarten program, as established in Part V of Chapter 1002. F.S.

Record Retention:

The ELC and ECS shall comply with the records retention requirements in Florida whether in paper or electronic form.  Subrecipients and subcontractors are required to follow the same terms and conditions that the ELC and ECS are required to follow regarding the maintenance and retention of records. The General Records Schedule GS1-SL for State and Local Government Agencies includes the following requirements related to grant files for recipients.  ECS will comply with all requirements of OEL Grant agreement, Exhibit VI, Listing of Reports, Exhibit III  found at H:\CCRR\Coalition Info - Plans, Policies, Contracts & Old Reports\ELC of North Florida\Grant Agreement\Current and OEL OIG guidance OEL-IG-12-001, Audit and Audit Resolution Responsibilities found at H:\CCRR\Coalition Info - Plans, Policies, Contracts & Old Reports\OEL Grant\OEL Grant Award Documents. 
The record series documents activities relating to grant-funded projects conducted by the grant recipient, including the application process and the receipt and expenditure of grant funds. These files may include, but are not limited to, grant applications; contracts; agreements; grant status, narrative, and financial reports; and supporting documentation. Project completion has not occurred until all reporting requirements are satisfied and final payments have been received. 

The length of retention for these records in Florida is five years after the completion of the agreement provided applicable audits have been released. If any litigation, claim, or audit is started before the expiration date of the retention period, the records must be maintained until all ligation, claims, or audit findings involving the records have been resolved and final action taken. In no case will such records be disposed of before the five fiscal years minimum. Any of the records will be made available to the Office or its designees upon its request. 
All records in paper and electronic format for eligibility and enrollment files, provider payments, coalition contracted staff background screenings, procurement, fiscal records and other documents* required for the implementation of the school readiness and VPK programs and the monitoring there of are to be kept for 5 years or until any outstanding issues are resolved whichever date is later in accordance with the OEL and ELC Grant Agreement, State of Florida-General Records Schedule-For State and Governmental Agencies GS-1SL or Federal requirements.  All confidential records that are no longer legally required to be kept will be shredded.  At no time will records containing confidential information be discarded without shredding first. 
ECS will maintain on site and if requested with the ELC of North Florida, for appropriate monitoring and audit purposes, verification of all coalition contracted staff personnel assigned to work on this contract.
Audit reports will be kept based on Florida’s Single Audit Act, s. 215.97, F.S.
Attendance records may not be altered or amended after December 31 of the subsequent year.

Storage of Public Records

Public records shall be maintained and preserved as follows :

1. 1. safeguarded (i.e., in fireproof and waterproof safes, vaults, or rooms fitted with noncombustible materials.

2. All public records should be kept in the buildings in which they are ordinarily used in ELC/ECS’s offices or easily accessible when records are stored offsite. 
3. Record books should be copied or repaired, renovated, or rebound if worn, mutilated, damaged, or difficult to read.

4. Whenever any state, county, or municipal records are in need of repair, restoration, or rebinding, the head of the concerned state agency, department, board, or commission; the board of county commissioners of such county; or the governing body of such municipality may authorize that such records be removed from the building or office in which such records are ordinarily kept for the length of time required to repair, restore, or rebind them.

Any public official who causes a record book to be copied shall attest and certify under oath that the copy is an accurate copy of the original book. The copy shall then have the force and effect of the original.

Processing Public Records Requests 

1. All public records requests must be forwarded to the Department Head who will assign fulfilling the request to appropriate staff. 
2. ELC/ECS must respond in a timely fashion to all public records requests and may not (1) require requests be submitted in writing or (2) require the requestor to be physically present to inspect requested records.
3. ELC/ECS is only required to provide records that it maintains. 
4. ELC/ECS are not required to generate new forms or records if the requested information is not already part of records made or received as part of its operations.
5. If an exempt record is requested, ELC/ECS must state the basis for its refusal to release the requested exempt record. 
Subrecipients and subcontractors (providers) are required to follow the same record retention terms as ECS.  Provider must maintain records  including ELC/ECS- issued child care certificate with defined/approved care level, sign in and out documentation, enrollment and attendance certificates, documentation to support excused absences, Rilya Wilson Act requirements for at-risk children, proof of parent co-payments for children funded by the SR program. The records must be maintained for audit purposes for period of five (5) years from the date of the last reimbursement request for that fiscal year or until resolution of any audit findings as referenced in the SR Provider Contract section 37. 

By signing the statewide school readiness contract (OEL-SR 20),  the provider also agrees to protect the confidentiality of child and family’s personal information.  All contracted providers’ staff are required to sign a confidentiality agreement protecting the confidentiality of child and family’s personal information also.  Confidential information includes personal and protected identifiable information. 
Processing and Reconciling Provider Payments

Provider payments will only be processed in accordance with section VII. Compensation and Funding in Form OEL-SR 20, State of Florida’s Statewide School Readiness Contract.  
ECS shall reconcile all expenditures submitted for reimbursement to the ECS’s accounting system.ECS shall verify and document, on a monthly basis, that ECS reconciled its financial records for child care provider payments between ECS accounting system and the statewide information system. 

ECS shall reconcile within 60 days in arrears from the close of each monthly reporting period.

At the end of each monthly accounting period, the total amount due to providers per the EFS Report 5045 shall be reconciled to the total per the accounts payable general ledger account (control account) as well as to the payment transmittal by the reimbursements manager. All differences are investigated and adjustments are made as necessary. The reconciliation and the results of the investigation of differences are reviewed and approved by the CFO or by his/her designee.  The reconciliation is then saved with the accounts payable documentation. 
Records Pertaining to Improper Payments:

Disallowed costs will be processed in accordance with Section VII, Compensatoin and Funding in Form OEL-SR20, State of Florida’s Statewide School Readiness Contract, section 51.  ECS will keep the following records in regards to disallowed costs:
1. Attendance Rosters related to disallowed cost.

2. Sign-in / sign-out sheets related to disallowed cost.

3. Written explanation to provider concerning disallowed costs including calculations of such costs.

4. Any correspondence from or to the provider regarding disallowed costs.

5. EFS documentation related to the correction of the disallowed costs.

6. Any correspondence related to any appeal of the disallowed cost from either, the ELC, ECS or the provider. 
Management of Child Care Placements 

1) The ELC/ECS shall manage child care services for each SR participant, and if applicable provide case management for at-risk children. 

2) The ELC/ECS shall verify and document all initial child eligibility and redeterminations.

3) The ELC/ECS will verify and document child care service delivery, including the correct care level by the approved provider, appropriate payment and appropriate payment adjustments.
4) The ELC/ECS shall verify and document receipt and review of child care attendance records. The ELC/ECS shall conduct and document follow-up with SR participants and child care providers regarding child absences of five consecutive days with no parent contact once notified by the provider.

5) The ELC/ECS shall verify and document that the authorized provider received the required parent copayment in the event of a SR participant’s transfer request.

6) The ELC/ECS shall verify and document each child’s eligibility no less than annually. Eligibility redeterminations of 50 percent of the ELC/ECS’s enrollment shall be verified and conducted twice a year. The ELC/ECS shall use a statistically-valid random sampling to conduct redetermination of the additional 50 percent. 
Notification of disenrollment 
1) If the ELC disenrolls a child from the SR Program due to a reduction in available SR program funding, or a change in local service priorities, the ELC shall adhere to disenrollment requirements that s. 1002.87(7), F.S., specifies.

a) The ELC shall disenroll the children in reverse order of the eligibility priorities s.1002.87 (1), F.S., specifies.

b) The ELC shall provide the parent and child care provider “a notice of disenrollment at least two weeks before disenrollment to provide adequate time for the parent to arrange alternative care for the child.” 

c) The ELC shall receive written approval from DCF’s Child Welfare Program Office or the community-based lead agency prior to disenrolling an at-risk child. 

2) If a participant fails to meet eligibility or program participation requirements, the ELC shall give the participant a notice of disenrollment at least two calendar weeks before disenrollment, as long as the two-week period does not extend beyond the participants’ authorized eligibility period.

3) If the ELC intends to disenroll a child from the SR Program due to fraud, the ELC shall provide a notice of disenrollment to the family 30 calendar days prior to disenrollment to allow time for due process concerns.  

4) If the ELC/ECS intends to disenroll children due to a projected deficit, the ELC should comply with the following requirements – 

a) The ELC shall notify OEL within 48 hours of initiating the ELC’s formal consideration of disenrolling a child from SR services.

b) The ELC shall notify OEL at least five business days before the ELC takes any action to notify providers or families of a determination to disenroll. 

c) No individual child or group of children shall be disenrolled due to a projected deficit before consulting with representatives of OEL and receiving OEL approval. 

d) If OEL authorizes disenrollment, action by the ELC shall be in accordance with s. 1002.87(7), F.S.  (Policy Gap 6)
5) If ELC/ECS disenrolls a child from the SR Program due to a reduction in available SR program funding, or a change in local service priorities, ECS shall adhere to disenrollment requirements that 100.87 (7) F.S. specifies. 

a) ECS shall disenroll the children in reverse order of the eligibility priorities s. 1002.87 (1) F.S., specifies.

b) ECS shall provide the parent and the child care provider “a notice of disenrollment at least two weeks before disenrollment to provide adequate time for the parent to arrange alternative care for the child.”
c) ECS shall receive written approval from DCF’s Child Welfare Program Office or community-base lead agency prior to disenrolling an at-risk child. 

Data Security and Confidentiality of Records of Child Files
All Contracted Staff shall:

1. Comply with OEL’s Program Guidance 101.02, Records Confidentiality  found at http://www.floridaearlylearning.com/sites/www/Uploads/files/Coalition/Documents/OELPI0011-05_CorrespondenceMemos.pdf
2. Comply with OEL IT Security policies and procedures found at H:\CCRR\Coalition Info - Plans, Policies, Contracts & Old Reports\OEL Grant\OEL Grant Award Documents\current 
3. Complete (by all staff with access to ELC/ECS data systems) a data security agreement as a new hire and annually. To see a copy of this agreement go to H:\CCRR\EFS\Memorandum of Understanding and Data Security Agreement  
All Contracted Providers shall:
·  Agree to protect the confidentiality of child and family information. 
· Must complete and maintain confidentiality agreements and have processes in place in order to protect privacy
*Records include, but not limited to): 
Eligibility and Enrollment Records

· Family Portal Account information; Child Care Application and Authorization referrals (At-Risk, Careersource, Domestic Violence and Homeless Referrals); Immunization records, family income data, purpose of care plan ; purpose of care information; ELC/ECS-issued child care records.
Provider Payment Records 

Attendance records and reports
Coalition Contracted Staff Background Screenings & Records
ECS is a qualified entity and therefore shall register with the Florida Department of Law Enforcement (FDLE). ECS will have all employees assigned to work on this agreement screened in a manner consistent with s. 943.0542, F.S. :

1. ECS shall require any subrecipient, contractor, or subcontractor it retains that also meets the definition of qualified entity to likewise register and have all of the employees it assigns to work under the terms of this agreement screened in a manner consistent with s. 943.0542, F.S.

2. ECS shall obtain the following documentation for new employees prior to their first day of employment. For monitoring and audit purposes, the ECS shall maintain on file verification for all  ECS personnel and any subrecipient or contractor’s personnel, if applicable and unless excluded as described below, assigned to work on this agreement –

a) Documentation the individual complies with the background screening standards set forth in s. 435.04, F.S.

b) The highest level of education claimed, if the position requires.

c) All applicable professional licenses claimed, if the position requires.

d) Applicable employment history, if the position requires. 

e) To be in compliance, employee background screenings must be from no earlier than five years before this agreement’s effective date. 

f) ECS shall update the background screening every five years before the anniversary date of the prior background screening check and thereafter if the individual continues performing under this agreement.

g) ECS shall repeat the background screening if there is a 90-day lapse in employment from working on this agreement. ECS shall rescreen the person before assigning the person to this agreement. 

h) ECS shall arrange for and pay all the costs for background screenings.

i) ECS shall require each employee it assigns to this agreement to notify the ELC within 10 calendar days of being arrested for any criminal offense. 

j) ECS shall review the alleged offense, determine if the offense is one that would exclude the employee under a level 2 screening and, if so, remove the employee from work on this agreement.

k) ECS shall not allow the employee to return to work on this agreement until cleared of all charges. 

l) ECS board members and volunteers who interact with children on an intermittent basis for less than 10 hours per month are not required to be background screened as long as a person who meets the background screening requirements of the agreement has the board member or volunteer in his or her line of sight during any interaction with children.

m) ECS shall require its subrecipient or contractor to – 

1) Require each employee it assigns to a contract with the ECS to notify ECS within 10 calendar days of being arrested for any criminal offense. 

2) Review the alleged offense, determine if the offense is one that would exclude the employee under a level 2 screening and, if so, remove the employee from work on the contract.

3) Not permit the employee to return to work on the contract until cleared of all charges.  
Mandatory Reporting of Fraud and Criminal Activity 

In the case of suspected fraud by a program recipient, when the potential fraud has been communicated to the recipient, the Projects/Fraud Specialist makes a mandatory referral for potential fraud or abuse investigation using Office of Early Learning Fraud Referral System. The referral includes the recipient information, amount of overpayment, discovery date and a brief summary of the allegations, and notification of any evidencing documents available that substantiate the allegations. At this time, the Projects/Fraud Specialist also notifies the Office of Early Learning’s Inspector General’s office that a fraud referral has been submitted. For more information on record maintenance and storage in regards to mandatory reporting of fraud and criminal activity in accordance with updated federal uniform grant guidance, refer to ELC of North Florida’s Fraud Plan.
All staff and contractors are responsible for identifying and reporting potential violations that may potentially affect a federal award. All staff are also responsible for immediately notifying the C.E.O. or the Chair of the Board of Directors of the identified violation(s).  

The CEO  will provide written notification to USDHHS OIG and/or OEL’s OIG of violations in a timely manner of fully learning of the violation and gathering all documentation to support the claim submittal of the written notification of the violation.  These reporting requirements apply to all staff for contracts and subcontracts valued at amore than $5 million and with a performance period of at least 120 days and throughout the five year records retention period after the program award closeout/final payment(s). (Reference FAR 3.1004).    
In accordance with 2 CFR §200.113, Mandatory disclosures, the Coalition and ECS must disclose in a timely manner* to the Office of Early Learning all violations involving fraud, bribery or gratuity violations potentially affecting the OEL Grant Agreement  and/or the related federal/grant program(s). A “timely manner” is defined by the nature of the violation, normally within 30 days of learning of the violation or when all relevant documentation of the violation has been acquired or the investigation of the alleged violation has been completed. 

Per 52.203-13 FAR (Federal Acquisition Regulation) it is mandatory that the Coalition  and ECS disclose (in writing) to the Office(s) of Inspector General (OIG) whenever there is “credible evidence” of; (a) A violation of Federal criminal law involving fraud, conflict of interest, bribery, or gratuity violations found in Title 18 of the United States Code; or (b) Civil False Claims Act violations.   Credible evidence indicates a “higher standard” than a “reasonable grounds to believe” standard.  Failure to disclose these violations, as well as failure to disclose “significant overpayments” by the Government, will constitute grounds for suspension and/or debarment.  ECS will timely disclose, in writing, to the agencies (OIG), with a copy to the Contracting Officer, whenever, in connection with the award, performance, or closeout of this contract or any subcontract thereunder.

Under 2 CFR 200.113,  ECS must notify the Coalition and the Federal awarding agency of the pass-through entity of a “violation” of Federal criminal law,  whenever there is credible evidence of a violation and not just when an arrest, indictment, or conviction has occurred. 

Non-Federal entities that have received a Federal award are required to report certain civil, criminal, or administrative proceedings to SAM (System for Award Management). Failure to make required disclosures can result in any of the remedies described in 2 CFR §200.338 Remedies for noncompliance, including suspension or debarment. (See also 2 CFR part 180, 31 U.S.C. 3321, and 41 U.S.C. 2313.)  

In situations where there is credible evidence of ECS, ELC or subcontractor crimes involving fraud, conflict of interest, bribery or gratuity violations; false claims violations or overpayment in connection with the award, performance, or close of contract or subcontract, ECS is required to report such in accordance with OEL’s OIG page at http://www.floridaearlylearning.com/about_us/office_of_inspector_general.aspx and or the Grant award reference material posted to the SharePoint Coalition Zone.  

These requirements could potentially present legal consequences for ECS, therefore it advisable that legal counsel is involved.

ECS board members and staff are expressly forbidden from accepting any gift, gratuities, favors or anything of monetary value from contractors or parties to subcontractors.  Such gifts are considered gratuity violations unless the value of such a gift is under $25 and is unlikely to influence a board members or employee’s actions.  The value of the gift will be determined based on market value.  Violations of this policy will result in disciplinary action in accordance with the ECS Employee Handbook section on progressive discipline and ECS’s conflict of interest policy.

Performance Monitoring & Reporting 

1. ELC/ECSs shall monitor the activities of subrecipients as necessary. Monitoring shall include whether subrecipients use grant awards for authorized purposes in compliance with laws, rules, regulations and the provisions of contracts or grant agreements.

2. The ELC/ECS shall submit a monitoring plan for subrecipients to OEL by Oct. 1 of each fiscal year and upload the plan to the SharePoint Coalition Zone in the ELC/ECS monitoring plan folder.

3. The ELC/ECS shall submit a written plan that shall include programmatic (including eligibility) and fiscal monitoring of all applicable subrecipients (including, but not limited to, central agencies and material service providers) on an ongoing basis, but not less than quarterly.  

4. The ELC/ECS shall conduct subrecipient eligibility monitoring and shall address, at a minimum, the requirements the School Readiness Standard Eligibility Review Program and the Voluntary Prekindergarten Standard Eligibility Review Program identifies, including using all required elements and minimum sample sizes. The ELC/ECS shall monitor the same SR and VPK child files within the sample for eligibility and payment validation criteria.

5. The ELC/ECS shall conduct fiscal monitoring including at a minimum, the activities detailed in the OEL Financial Monitoring Tool . These activities shall include, but are not limited to, regular contact with subrecipients, desk reviews and site visits.

6. The ELC/ECS shall monitor SR Program providers in accordance with its plan and Rule 6M-4.630, F.A.C., to verify that the providers meet the standards prescribed in ss. 1002.82, 1002.84(15) and 1002.88, F.S. 

7. The ELC/ECS shall develop written policies, procedures and standards for monitoring VPK Program direct service providers. 

8. The ELC/ECS shall develop written policies, procedures and standards for monitoring vendor contracts. This requirement does not apply to contracts with SR or VPK Program direct service providers.

9. The ELC/ECS shall use the uniform chart of accounts for reporting budget and expenditure reports pursuant to 1002.82(2)(c), F.S. (Reference D. 1.).

10. The ELC/ECS shall submit an annual report to OEL by Oct. 1 of each year conforming to the OEL-adopted format according to s. 1002.84(18), F.S. 

11. The ELC/ECS shall submit a master property inventory list to OEL by Oct. 1 each year pursuant to OEL Program Guidance 240.02.

12. In addition to the annual inventory required by Oct. 1 of each year, whenever the custodian or custodian’s delegate changes, the ELC/ECS shall conduct a physical inventory of specified equipment and provide a copy to OEL. 

13. The ELC/ECS shall submit annual state and federal single audit financial statements as required by s. 215.97, F.S., and Exhibit III – Audit Requirements (2 CFR §200 Subpart F).

14. The ELC/ECS shall submit monthly matching funds reports as OEL Match Reporting Program Guidance 440.10, requires.

15. The ELC/ECS shall submit monthly TAPP data in accordance with OEL Program Guidance 440.60.

16. The ELC/ECS shall submit all data or reports necessary to comply with the following ACF reporting requirements for SR Programs – ACF-400, ACF-696, ACF-800, ACF-801, ACF 118 Appendix I - Quality Performance Report and data requirements as OEL defines.

17. At OEL’s request, the ELC/ECS shall submit any data necessary for ad-hoc reports. All reports shall conform to the timeline, content, format and standard codes OEL specifies.

18. The ELC/ECS shall submit any data or reports necessary for administering the VPK Program according to the requirements OEL establishes. These reports shall comply with the requirements found in chapter 1002, part V, F.S.

19. The ELC/ECS shall submit any data, reports and staff evaluations necessary for administering the CCR&R program according to the requirements OEL establishes. At OEL’s request, the ELC/ECS shall submit any data or reports necessary for ad-hoc reports. All reports shall conform to the timeline, content, format and standard codes OEL specifies. 

20. The ELC/ECS shall submit any data or reports necessary for administering the Inclusion Warm-Line program according to the requirements OEL establishes. At OEL’s request, the ELC/ECS shall submit data necessary for ad-hoc reports. All reports shall conform to the timeline, content, format and standard codes OEL specifies. (POLICY GAP 18)
LISTING OF REPORTS

	Reports
	Frequency
	Due Date
	Reference

	Anti-Fraud Plan
	Annually
	By June 30
	Exhibit II (D, 3)

	Audit Plan
	Annually
	Within forty-five (45) days following ELC FY end
	Exhibit III (B, 4.2), 
Exhibit II (D, 7.5)

	Budget Report
	Annually
	August 25
	Exhibit II (D, 1.)

	CCR&R 
Staffing List
	Annually
	By Aug. 31
(then within 5 days of staffing changes)
	Exhibit II (D, 7.10)

	Internal Control Questionnaire
	Annually
	By Sept. 30
	Exhibit III (B, 3),

	Coalition Annual Report
	Annually
	By Oct. 1
	Exhibit II (D, 7.2)

	Continuity 
of Operations Plan 
(COOP) / Update
	Annually
	By Oct. 1
	Exhibit II (D, 4)

	Provider Rate Schedule
	Annually
	As Needed
	EXHIBIT II (D, 1.)

	Parent Sliding Fee Scale
	Annually
	By May 1
	Exhibit II (D,1)

	Property Inventory Report
	Annually & as needed thereafter
	By Oct 1
	Exhibit II (D, 7.3) (D, 7.4)

	Subrecipient 
Monitoring Plan (for all contracts, grants, agreements, and programs)
	Annually - Plan & Quarterly - Monitoring
	By Oct 1
	Exhibit II (D 6.2)

	CCDF Quality Performance Report (QPR)
	Annually
	No earlier than Nov. 1, 
No later than Dec. 1
	Exhibit II (D, 7.8)

	Match Waiver Request
	Annually
	By Dec. 31
	Exhibit II (D, 5.3.)

	Revenue and Expenditure Report
	Annually
	By October 1
	Exhibit II (D, 1.)

	Single Audit Report
	Annually
	Within the earlier of thirty (30) days after receipt of the audit report or by March 31
	Exhibit II (D, 7.5)

	CCR&R
Annual Provider 
Update
	Annually
	By Last Business Day in May
	Exhibit II (D, 7.11)

	Cost Allocation Plan or Certification Form
	Annually
	By May 15
	Exhibit II (D, 2)

	CCR&R Level 1 
Evaluation
	Annually
	Within 4 months of starting
training in CCR&R
(then annually if Level 2 certification is not achieved within one year of Level 1 certification)
	Exhibit II (D, 7.11)

	CCR&R Coordinator Evaluations
	As needed
	Within 4 months of starting 
training in CCR&R and following completion of Level 1 certification
	Exhibit II (D, 7.11)

	CCR&R Level 2 
Evaluation
	One time
	Optional; Within 4 months of starting
training in CCR&R and following completion of Level 1 certification; must be re-taken only if Accountability Review indicates need for additional training
	Exhibit II (D, 7.11)

	Coalition Plan & 
Plan Amendments
	Annually & as needed thereafter
	As needed
	Exhibit II (D, 1.)

	Match Report
	Monthly
	By the 20th of the month
	Exhibit II (D, 7.6) (D, 5.2)

	Teenage Parent Program (TAPP) Data / Numbers
	Monthly
	No later than 25 calendar days following last day of reporting month (submit with SR invoice)
	 Exhibit II (D, 7.7)

	Warm Line 
Narrative Report & 
Activity Log
	Quarterly
	By 20th of the month                  following every quarter:

	Exhibit II (D, 7.12)

	Return Interest 
Earned on Funds
	Quarterly
	By 30th of month
following every quarter
	Exhibit II (F, 4)

	Minority Business Enterprise Utilization Report
	Quarterly
	As established by DOE
	Exhibit I, V


Revisions:

	Date of Change/Revision
	Person making change/revision
	Change/Revision

	2/26/2009
	T. Matheny
	Added: … or Federal requirements.  All confidential records that are no longer legally required to be kept should be shredded. 


	4/20/2015
	T. Matheny
	.., coalition contracted staff background screenings, fiscal records

ECS will maintain on site and if requested with the ELC of North Florida, for appropriate monitoring and audit purposes, verification of all coalition contracted staff personnel assigned to work on this contract. 
Audit reports will be kept based on Florida’s Single Audit Act, s. 215.97, F.S.
At no time will records containing confidential information be discarded without shredding first.
eligibility and enrollment files, provider payments, coalition staff background screenings, and other documents required for the implementation of the school readiness and VPK programs

Attendance records may not be altered or amended after December 31 of the subsequent year.
Section concerning maintenance and preservation.


	2/1/16
	A. Miller Sackman / T. Matheny
	Multiple changes in response to OEL plan review.  
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