CSBG Monthly Reporting Forms and Instructions
TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS

COMMUNITY SERVICES BLOCK GRANT (CSBG)

MONTHLY EXPENDITURE REPORT

PART I:  IDENTIFICATION DATA
Contract Number:       
Contract Term:       
Subrecipient Name:       
Subrecipient Address:       
Subrecipient Vendor ID Number:       
PART II:  CSBG FINANCIAL EXPENDITURE DATA 
	BUDGET CATEGORIES
	A. BUDGET
	B. PROJECTED EXPENSES
	C. MONTHLY

EXPENDITURES
	D. ADJUSTED
	E. CUMULATIVE
EXPENDITURES

	1.  Personnel
	     
	     
	     
	     
	     

	2.  Fringe Benefits
	     
	     
	     
	     
	     

	3.  Travel
	     
	     
	     
	     
	     

	4.  Equipment
	     
	     
	     
	     
	     

	5.  Supplies
	     
	     
	     
	     
	     

	6.  Contractual
	     
	     
	     
	     
	     

	7.  Other
	     
	     
	     
	     
	     

	8.  Indirect Costs
	     
	     
	     
	     
	     

	9.  TOTALS
	     
	     
	     
	     
	     


NOTE:  Program Income/other revenue must be subtracted from CSBG expenditures prior to reporting.

	CSBG FINANCIAL DATA
	TOTALS

	10.  Total Projected Expenses and Cumulative Expenditures ( 9B + 9E = line 10)
	     

	11.  Total CSBG Funds Received/Requested to date
	     

	12.  Net amount of this Request: (10 - 11 = line 12)
	     

	13.  Remaining Balance:  balance of funds after this request.
	     


APPROVAL
Preparer Approval:  
 FORMCHECKBOX 

Approved By:       
Approval Date:       
Executive Approval:  
 FORMCHECKBOX 

Approved By:       
Approval Date:       
Department Approval:
 FORMCHECKBOX 

Approved By:       
Approval Date:       
TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS

COMMUNITY SERVICES BLOCK GRANT (CSBG) PROGRAM

MONTHLY EXPENDITURE REPORT - INSTRUCTIONS
The Monthly Expenditure and Performance Report Form will serve as a monthly expenditure report, a request for advance or reimbursement, and as a performance report.  This report is to be received by the Texas Department of Housing and Community Affairs no later than the 15th day after the end of the month being reported.  The expenditures portion of the monthly report should be prepared even if no funds are being requested.  

EXPENDITURE REPORT, PAGE 1
PART I. Identification Data

1.
System Generated

PART II.
CSBG Financial Data


Column A. 1-9
  Budget-Budgeted items based on the final negotiated budget (system generated).

Column B. 1-9
Projected Expenses-Enter the amount of expenses projected over the next 30 days.


Column C. 1-9
Month-Enter actual expenditures for the month being reported.


Column D. 1-9
Adjustment-Enter adjustments for the previously reported expenditures.


Column E: 1-9
Cumulative- System generated totals of prior months’ expenditures plus current month’s reported expenditures.


Line # 10.

Sum of projected and cumulative expenditures (system generated).


Line # 11.

Total of all CSBG funds requested in previous reports (system generated).


Line # 12.

Net amount of this request-Amount from Line 11 (total funds received to date) subtracted from line 10 (projected plus cumulative expenditures). (system generated)

Line #13.

  Remaining balance of funds, after this request. (system generated)
Approval


 Persons authorized to prepare and report must click on 
[image: image1] box for Preparer and Executive Approval, as indicated on the Access Request Form submitted to TDHCA.  
Lastly, click on SAVE button.
TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS

COMMUNITY SERVICES BLOCK GRANT (CSBG)

MONTHLY PERFORMANCE REPORT 

UNDUPLICATED PERSONS SERVED WITH CSBG DIRECT AND CSBG SUPPORTED SERVICES

PART V:  INDIVIDUAL DEMOGRAPHICS OF 

UNDUPLICATED PERSONS SERVED
	1. GENDER
	Month
	Adjusted
	Cumulative

	a.  Male
	     
	     
	     

	b.  Female
	     
	     
	     

	GENDER TOTAL
	     
	     
	     


	2. AGE
	Month
	Adjusted
	Cumulative

	a.   0 -5
	     
	     
	     

	b.   6 – 11
	     
	     
	     

	c.  12 – 17
	     
	     
	     

	d.  18 – 23
	     
	     
	     

	e.  24 – 44
	     
	     
	     

	f.   45 – 54
	     
	     
	     

	g.  55 – 69
	     
	     
	     

	h.  70 +
	     
	     
	     

	AGE TOTAL
	     
	     
	     


	3. RACE
	Month
	Adjusted
	Cumulative

	a.  Black or African American
	     
	     
	     

	b.  White
	     
	     
	     

	c.  Am. Ind./Alaskan Native
	     
	     
	     

	d.  Asian
	     
	     
	     

	e.  Multi-Race
	     
	     
	     

	f.  Other
	     
	     
	     

	RACE TOTAL
	     
	     
	     


	4. ETHNICITY
	Month
	Adjusted
	Cumulative

	a. Hispanic or Latino 
	     
	     
	     

	b. Not Hispanic or Latino
	     
	     
	     

	ETHNICITY TOTAL
	     
	     
	     


	5. EDUCATION
	Month
	Adjusted
	Cumulative

	a.  0 – 8
	     
	     
	     

	b.  9 - 12/Non Grad.
	     
	     
	     

	c.  H.S. Grad./GED
	     
	     
	     

	d.  12 + Post. Sec.
	     
	     
	     

	e.  2 or 4 Yr. College Grad.
	     
	     
	     

	EDUCATION TOTAL
	     
	     
	     


	6. OTHER
	Month
	Adjusted
	Cumulative


	a.  No Health Insurance
	     
	     
	     

	b.  Disabled
	     
	     
	     

	c.  Veteran
	     
	     
	     



PART VI:  UNDUPLICATED PERSONS SERVED BY COUNTY

	COUNTY
	Month
	Adjusted
	Cumulative

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	TOTAL
	     
	     
	     


PART VII:  UNDUPLICATED NUMBER OF PERSONS SERVED FOR WHOM NO DEMOGRAPHICS WERE GATHERED

	Month
	Adjusted
	Cumulative

	     
	     
	     


PART VIII:  HOUSEHOLD CHARACTERISTICS (Report Number of HOUSEHOLDS)
CATEGORY BREAKDOWN
	1. HOUSEHOLD TYPE
	Monthly

	Adjusted

	Cumulative


	a. Single parent/female
	     
	     
	     

	b. Single parent/male
	     
	     
	     

	c. Two-parent household
	     
	     
	     

	d. Single person
	     
	     
	     

	e. Two adults/no children
	     
	     
	     

	f. Other
	     
	     
	     

	TOTAL

	     
	     
	     


	
	2. HOUSEHOLD SIZE
Monthly
Adjusted

Cumulative
a. 1

     
     
     
b. 2

     
     
     
c. 3

     
     
     
d. 4

     
     
     
e. 5

     
     
     
f. 6

     
     
     
g. 7

     
     
     
h. 8 or more

     
     
     
TOTAL

     
     
     



	3. SOURCE OF HOUSEHOLD INCOME
	Monthly
	Adjusted

	Cumulative

	a. No Income

	     
	     
	     

	b. TANF

	     
	     
	     

	c. SSI

	     
	     
	     

	d. Social Security

	     
	     
	     

	e. Pension

	     
	     
	     

	f. General Assistance

	     
	     
	     

	g. Unemployment Ins.

	     
	     
	     

	h. Employment plus any sources above

	     
	     
	     

	i. Employment only

	     
	     
	     

	j. Other

	     
	     
	     

	TOTAL

	     
	     
	     


	
	4. LEVEL OF HOUSEHOLD INCOME
Monthly

Adjusted

Cumulative

a. Up to 50%

     
     
     
b. 51% to 75%

     
     
     
c. 76% to 100%

     
     
     
d. 101% to 125%

     
     
     
e. 126% to 150%

     
     
     
f. 151% to 175%

     
     
     
g. 176% to 200%

     
     
     
h. 201% and over

     
     
     
TOTAL
     
     
     



	5. HOUSING
	Monthly
	Adjusted

	Cumulative

	a. Own

	     
	     
	     

	b. Rent

	     
	     
	     

	c. Homeless

	     
	     
	     

	d. Other

	     
	     
	     

	TOTAL

	     
	     
	     


	Note:  Totals for 1, 2, 4, and 5, MUST be the same.

Totals on this page should NOT be the same as totals on other pages.
	6. OTHER 
Monthly

Adjusted

Cumulative

a. Receive Food Stamps

     
     
     
b. Farmer

     
     
     
c. Migrant Farmworker

     
     
     
d. Seasonal Farmworker

     
     
     
TOTAL

     
     
     
PART IX Households (HH) For Whom No HH Characteristics Were Gathered

Monthly

Adjusted

Cumulative

     
     
     



PART X:  NATIONAL PERFORMANCE INDICATORS
Report monthly performance activities according to the NPI codes listed in the CSBG Performance Statement of the most recent Community Action Plan.
NPI codes:        1.1, 1.2, 1.3 - Self Sufficiency and Employment 

2.1, 2.2, 2.3 - Community Improvements

3.1, 3.2 - Low-Income Participation

4.1 - Partnerships

5.1 - Agency Capacity

6.1, 6.2, 6.3, 6.4, 6.5 - Services to Vulnerable Populations

Using your CSBG Performance Statement, report monthly service activities under the appropriate code.  
For Example:
	1.1 Employment Performance Indicator
	Monthly Unduplicated Number of Participants Enrolled
	Adjustment
	Cumulative Unduplicated Number of Participants Enrolled
	Target For Unduplicated Number of Participants Expected to Achieve Outcome (1.1, 1.3, 6.3)
	Unduplicated Monthly Number of Participants Achieving Outcome
	Adjustment
	Cumulative Number of Participants Achieving Outcome
	Percent of Participants Achieving Outcome (system populated)

	A. Unemployed and Obtained 
a Job
	1
	
	4
	15
	1
	
	4
	26%


PART XI. A.:

	PERSONS WORKING TOWARD TRANSITIONING OUT OF POVERTY
	Monthly
	Adjusted
	Cumulative

	Number of unduplicated persons working towards transitioning out of poverty:
	     
	     
	     


PART XI. B.:

	PERSONS WHO HAVE HAD A CHANGE IN INCOME OF 15% OR MORE IN CASE MANAGEMENT
	Monthly
	Adjusted
	Cumulative

	Number of persons in case management who have had an increase in income of 15% or more.  Count all persons in household with a 15% increase in income.
	     
	     
	     


PART XII:
	PERSONS TRANSITIONED OUT OF POVERTY
	Monthly
	Adjusted
	Cumulative

	Report the number of persons (include all household members) who achieve a household income of 125% or greater of poverty level through agency assistance and have maintained that level for at least 90 days.  These clients must have been tracked for 90 days.  Documentation must be maintained on services provided, follow-up conducted, and income for each adult household member.  
	     
	     
	     


PART XIII: BOARD OF DIRECTORS – SEATS BY SECTOR/BYLAWS
	SECTOR
	Board Seats by Sector/Bylaws

	Poverty
	     

	Public Officials
	     

	Private Organizations
	     


PART XIII: BOARD OF DIRECTORS – BOARD VACANCIES BY SECTOR
	SECTOR
	Board Vacancies By Sector

	Poverty
	     

	Public Officials
	     

	Private Organization
	     


	APPROVAL
	DATE APPROVED

	Preparer:     
	     

	Department:     
	     


March 2017
CSBG INDIVIDUAL DEMOGRAPHICS 

DATA COLLECTION PROCEDURES:  Information reported in PART V and VI may be compiled from locally developed CSBG monthly demographic summary sheets or from an electronic tracking system.  Report monthly totals from each category in the corresponding categories of the Monthly Performance Report, PART V.  For the 1st month of the CSBG Programmatic Reporting Period, the month and cumulative will be the same.

PART V - UNDUPLICATED PERSONS SERVED (CSBG direct and CSBG supported services)
This section represents statistical information on all household members for which a CSBG Intake or universal intake has been completed and a household member has received a service provided by the CSBG subrecipient.  This information is reported only one time during the CSBG programmatic reporting period.  In each of the five categories (sex, age, race, ethnicity, education and other) the subrecipient is to report the number of unduplicated persons in a household served, for the month being reported.  The demographics of individuals in households served should be reported in PART V even if the service or assistance received did not fall under an NPI and was not reported in PART X National Performance Indicator section.  The totals in categories 1 through 3 must equal.  (There is no total in category 5.)  

PART VI - PERSONS SERVED BY COUNTY 
Each county in the service delivery area of a subrecipient will be auto populated into this section in alphabetical order from the current CSBG contract.  Report the number of unduplicated persons served for the month, by county.  Additional counties outside of the CSBG service delivery area may be added by the subrecipient when entering data into this section. Persons reported in PART VII, No Demographics Gathered, must be reported in PART VI.  The total in PART VI must equal the totals in PART V plus PART VII.

PART VII - UNDUPLICATED NUMBER OF PERSONS SERVED FOR WHOM NO DEMOGRAPHICS WERE GATHERED  
Report the number of persons served for whom no demographics were gathered.  These individuals would likely have received a service where the program does not require that a CSBG Intake or a centralized intake is completed; for example:  congregate meals or transportation assistance.  These individuals must be reported in PART VI. Persons Served by County.

PART VIII- HOUSEHOLD CHARACTERISTICS

DATA COLLECTION PROCEDURES:  Information reported in PART VIII may be compiled from locally developed CSBG household characteristics monthly summary sheets.  Report monthly totals for each category in the Monthly Performance Report, PART VIII.  For the 1st month of the CSBG programmatic reporting period, the month and cumulative will be the same.  The totals in categories 1, 2, 4, and 5 must equal.  (There are no validations for the totals in categories 3 or 6.)  

This section collects the characteristics of households where a CSBG INTAKE OR universal intake has been completed and a household member is served.  Requested information is reported only one time for each household during the CSBG programmatic reporting year.  Once a household has been reported in or during the program year, they will not be reported again.  
In category #3, “Source of Household Income”, the source of income for every adult household member, including no income, is reported.  Each income source is reported only one time per household.  For example:  a household with five adults has three employed adults, one adult receiving Social Security (SS) and Supplemental Security Income (SSI) and one adult in college not working.  This is reported as 1 in “Employment Only”; 1 in Social Security and 1 entered in SSI; and 1 in “No Income”.

Please note that the number of households that came into the program with only zero household income should also be documented.

In each of the remaining five categories under PART VIII, “Household Characteristics”, (Household Type, Household Size, Income Level, Housing, and Other), the subrecipient reports the number of unduplicated households served for the month being reported.  Household characteristics should be reported even if the service or assistance received was not reported in PART X, “National Performance Indicators” (NPI). 
PART IX- HOUSEHOLDS FOR WHOM NO HOUSEHOLD CHARACTERISTICS WERE GATHERED  
Report the number of households served for whom no household characteristics were gathered.  These households would likely have been served with congregate meals or received transportation assistance and a CSBG Intake or universal intake was not completed.  The persons in these households must be reported in PART VI. Persons Served by County.

PART X:   NATIONAL PERFORMANCE INDICATORS 

Report the number of persons enrolled in agency activities under the related NPI’s.  These are persons that have received agency services for the month being reported.  Persons enrolled and outcomes achieved are the primary data reported in this section.  “Enrolled” may be defined as: when the person fills out an application for a service and is deemed eligible or when the person begins receiving services.  Outcomes may be reported when the person or persons in the household achieve an outcome for an indicator.  Outcomes achieved may be reported in the same month or later months, when the outcome is achieved.  Please see the Appendix to this document for a list of the NPI’s and more detailed instructions.

PART XI.
PERSONS WORKING TOWARDS TRANSITIONING OUT OF POVERTY

Case management is a service that is provided on an ongoing basis and includes individual assessment, the development of a case management service plan, arranging for necessary services, conducting follow-up, phone calls/visits, ongoing monitoring of the participant status and the services delivered, and periodic revisions of the case management service plan as necessary.  This service is provided to assist persons to transition out of poverty.
XI A. Report every person in household served for the month with case management.  Report persons who are receiving case management services, have the goal of transitioning out of poverty, and have not previously been reported.  NOTE:  When carrying-over case management clients from one year to the next, they must be reported again in PART V. at the beginning of the next program year.  The system does not carryover clients from the previous year who are still working to transition out of poverty.

XI B. This number will be a subset of the persons reported in XI. A.  Report all persons in the household for any households that have had a 15% or more increase in income during the course of case management assistance.  For households that have more than one change in income, report persons only once in this section.
PART XII.
PERSONS TRANSITIONED OUT OF POVERTY
Report the number of persons who have achieved incomes above the CSBG Poverty Guidelines and maintained the household income at 125% of the poverty level or higher for at least 90 days due to the subrecipient’s assistance.  These clients’ income must be tracked for 90 days and documentation must be kept on income, services provided and follow-up.  DO NOT report persons in this section until they have sustained an income level above 125% the poverty level or higher for at least 90 days.  This is an unduplicated count of persons transitioned out of poverty.

PART XIII - BOARD OF DIRECTORS-BOARD SEATS BY SECTOR/BYLAWS
Report the number of Board seats, by sector, per the agency bylaws.  Report the current number of Board Vacancies for each sector.  

PART XIII – BOARD OF DIRECTORS-BOARD VACANCIES BY SECTOR

Report the number of Board vacancies, by sector, per the agency bylaws.   NOTE:  It is recommended that no more than 25% of either the Public or Poverty Sectors of the Board of Directors remain vacant for more than 90 days.  If this occurs, the person reporting this information should alert the Executive Director and the Board should be informed that Board composition is out of compliance.

MISCELLANEOUS

Adjustments-This column is to be utilized to make corrections for errors entered in a previous monthly report. 

Cumulative-Cumulative amounts are auto populated by the TDHCA contract system.  The monthly amount and the cumulative amount will be the same in the first month that activity is reported.  Subsequent monthly reports will add the monthly amount reported to the cumulative from the prior month.

Targets-Targets are selected by the subrecipient and identified in the annual Community Action Plan.  Targets are reviewed and approved by the TDHCA.  Targets may be revised by submitting a Target Revision Request with appropriate explanations for the revision by the deadline of August 31. 

Transition Out of Poverty Target-This target is determined by the Department for each subrecipient and cannot be adjusted.  Funding, size of the agency and agency resources are factors in the selection of targets.

Unduplicated Persons-This is the number of persons that receive a service for the first time with CSBG funds or other program funds.
Counting of Persons Served-Count the number of persons that receive the benefit.  


For example:
for food - count all persons in the household that received the food; 


For GED assistance - count the person that is receiving the GED service.
APPENDIX I - NATIONAL PERFORMANCE INDICATORS

Goal 1: Low Income People Become More Self Sufficient


NPI 1.1-Employment
1.1 A, B, C, D 


NPI 1.2-Employmnet Supports 
1.2 A, B, C, D, E, F, G, H, I, J, K, L


NPI 1.3-Economic Asset Enhancement and Utilization 
1.3 A, B, C, D, E, F, G, H, I, J

Goal 2: The Conditions in Which Low Income People Live Are Improved


NPI 2.1-Community Improvement and Revitalization
2.1 A, B, C, D


NPI 2.2-Community Quality of Life and Assets 
2.2 A, B, C, D, E


NPI 2.3-Community Engagement
2.3 A, B

Goal 3: Low-Income People Own a Stake in Their Community


NPI 3.1-Community Enhancement Through Maximum Feasible Participation
3.1 A


NPI 3.2-Community Empowerment Through Maximum Feasible Participation
3.2 A, B, C, D

Goal 4: Partnerships Among Supporters and Providers of Service to Low-Income People are Achieved


NPI 4.1-Expanding Opportunities Through Community-Wide Partnerships
4.1 A, B, C, D, E, F, G, H, I, J, K, L, M, N

Goal 5: Agencies Increase Their Capacity to Achieve Results


NPI 5.1-Agency Development
5.1 A, B, C, D, E, F, G, H

Goal 6: Low-Income People, Especially Vulnerable Populations, Achieve Their Potential by Strengthening Family and Other Supportive Systems 


NPI 6.1-Independent Living
6.1 A, B1, B2, B3


NPI 6.2-Emergency Assistance
6.2 A, B, C, D, E, F, G, H, I, J, K, L


NPI 6.3-Child and Family Development
6.3 A, B, C, D, E, F, G, H, I, J, K


NPI 6.4-Family Supports
6.4 A, B, C, D, E, F, G, H, I


NPI 6.5-Service Counts
6.5 A, B, C, D, E

How to Report for the NPI’s

Example: NPI 1.1

	National Performance Indicator 1.1


	I. Number of Participants Enrolled in Program(s)


	II. Number of Participants Expected to Achieve Outcome in Reporting Period (Target)


	III. Number of Participants Achieving Outcome in Reporting period (Actual)


	IV. Percentage Achieving Outcome in Reporting Period

(III/II+IV)



	Employment - The number and percentage of low-income participants who get a job or become self-employed, as a result of Community Action assistance, as measured by one or more of the following
	#
	#
	#
	%


Report:

I. The total unduplicated number of participants who were seeking employment or seeking to improve their employment situation and who were enrolled in programs that were part of the agency’s efforts to achieve these goals.

II. The number of participants who were expected to achieve the outcome from the list of measures under each indicator, and as identified in the annual Community Action Plan, Attachment F.

III. The number of participants in I. who actually achieved an outcome identified in the measures within the reporting period.  This number must be based on verification that an outcome has actually been achieved and must be supported by appropriate documentation.

IV. The proportion of program participants who actually achieved an outcome (III) divided by the total number of participants expected to achieve the outcome (II).  This number is auto calculated.  This is the success rate of targeting efforts.

