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Explanation of 
process

Agencies collect data on the services/outcomes etc 

Agencies can input data into the SmartForms/State System

SmartForms have logic to help agencies see common data flags, errors, 
warnings. States with systems need to consider how to do this.

States should review SmartForms for those warnings, review for 
completeness and accuracy and ask CAAs questions where necessary 
on their data.

Also use the Module 2, 3, and 4 review checklists for data 
considerations.

States submit the Annual Report in OLDC



Process Considerations
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• Quarterly or semiannual submission of reports can help you 
quality check data throughout the year

• Agencies need time to fully compile, review, and ensure quality 
of their data before reporting (leave enough time for agencies to 
do this process!)

• The state needs time to review the data and get clarifications 
from the agencies prior to submitting in OLDC
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Kentucky’s Community Action Network
Making It Possible
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Kentucky CAAs

Outreach Office in 
Every County

23 Community 
Action Agencies 
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CSBG Contracts in KY

Cabinet for Health 
and Family 

Services

Local CAAsCommunity Action 
Kentucky
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Process and Review of Data
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Process and Review

SFY Program Year (July – June)

Quarterly Reporting
1st Quarter: July – September
2nd Quarter: October – December
3rd Quarter: January – March
4th Quarter: April - June
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Process and Review

Annual Report from Agencies

• 4th Quarter agency report from CASTiNET (Kentucky’s Statewide Software)
• Module 4A, 4B and 4C

• Module 3A and 3B are due with 4th Quarter reports

• Module 2A, 2B and 2C are due in January
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Process and Review
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Process and Review

Cleaning Memo Example to Agency
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Process and Review

Example of Explanations Submitted
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Process and Review

Example of Explanations Submitted

Module 4 Explanations

Exceeding the demographics of the service area as reported by the US Census.  

The possibility of this occurring is very likely.  Many agencies serve more counties 
than just their service area.  Examples:  KCEOC Community Action Partnership serves 
the following agencies counties:  Harlan County Community Action Agency (Head 
Start and Weatherization) and Community Action of Southern Kentucky 
(Weatherization Program).  Community Action Council and Northern Kentucky 
Community Action Commission serve many different counties on a statewide 
initiative for utility services.  Audubon Area Community Services serves a 14-county 
area for one of their programs.  Gateway Community Action Agency serves the 
counties in Licking Valley Community Action Agency’s area (Head Start).



Contact Information

Community Action Kentucky
Melissa McClain

CSBG Program Administrator
melissa@capky.org

502-230-8958
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Background

• 23 Community Action Agencies (private)
• Report on Federal Fiscal Year (activities between October 1 –

September 30)
• Submit AR data through our statewide system

 Data collected in Community Action Plan progress reports translates into AR
 Our office generates and uploads XML/XLS files to OLDC

• Program Representatives review CAP, Coordinator reviews AR
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Community Action Plan CSBG Annual Report

FY
 2

02
1

October FY 20 Final CAP/fiscal progress reports due by 10/30

November …State review, agencies modify as needed

December Release statewide FY20 CSBG Annual Report by late Dec

January Quarterly fiscal progress reports due by 1/30

February CAAs responses due to state by 2/26

March …State review, agencies modify as needed

April FY21 Six Month CAP/fiscal progress reports due 4/30
…Generate XMLs, Upload to OLDC, Review

CSBG Annual Report due to OCS 4/30

May …State review, agencies modify as needed

June

July Quarterly fiscal progress reports due by 7/30

August Release CAP and budget by 8/1

September FY 22 Initial CAP and budget due by 9/1 OCS Review Memo Received?

Review Timeline
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CAP Progress Reports
(Every 6 months)

• CAP describes programs, initiatives, and other types of activities 
(e.g. Agency Capacity, Linkages) conducted by the agency

• Agencies submit YTD progress reports (actual # served/outcomes 
achieved, CSBG funds expended) including variance comments

• Program Reps conduct “ROMA review”
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Agencies Complete Annual Report
(January-February)

• Error/Warning Flags addressed before submission to state
• Module 3 Initiatives & Module 4 (Section A & B) import from CAP
• Module 2 (Section A) copy/paste from CAP 
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Initial Annual Report Review
(March)

• While reviewing, also refer to:
 Last OCS Review Memo
 Previous year Annual Reports, Community Action Plans
 Amount allocated to each agency
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OLDC Upload/Final Review
(April)

• Review 
statewide totals 
for M2 & M4

• Upload 
comments 
attachment
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Cleaning Memo Review
(Fall)

• Answer easy 
questions first

• Forward 
review memo 
items for 
agency 
follow-up

• Keep track of 
who I reach 
out to and 
when
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Lessons Learned

• Timing is everything
 Know the opportunities to impact change
 Don’t get ahead of OCS

• Document what you do!
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National Considerations
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The more checks you build in your state review process before you submit 
to OCS, the smaller the review memo you receive back, and the less time 
you have to “clean up” post submission

o The Review Checklist is a great guide!

All that’s needed is a simple verification/confirmation that the data point is 
correct

o Kentucky Way – address every single data point
o Massachusetts Way – make a blanket statement that all data points in 

Module 2 have been verified
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FY20 Comments
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Comments will be uploaded as attachments into 
OLDC. 



A Comment about Comments
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• Review your agency’s comment memo before submitting to OCS
oThe agency may not be addressing the error/warning in 

question
oThe agency may be trying to communicate preliminary 

information that would not be appropriate for a final data 
submission

oThe agency’s response may not resolve the issue
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A Comment about Comments
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• In the FY 20 data review 
will not be flagging:

• Targeting that is 
outside the 80-120% 
benchmarks.

• NPIs where all 
targeted outcomes 
were obtained. 

No need to comment

This Photo by Unknown Author is licensed under CC BY-NC

http://www.pngall.com/percentage-png
https://creativecommons.org/licenses/by-nc/3.0/


FY20 Update
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• There will be a CARES and Disaster separate report due 
May 30, 2021.

• CARES and Disaster funds, services, outcomes and people 
served should also be reported in the regular CSBG Annual 
Report due April 30, 2021.

• SmartForms will released pending finalization of FY19 
data.

• OLDC will be available early March.
• OCS will hold additional webinar and release DCLs on this 

topic.
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