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CHILD CARE AND DEVELOPMENT FUND
PROGRAM INSTRUCTION

TO TRIBAL LEAD AGENCIES ADMINISTERING CHILD CARE
PROGRAMS UNDER THE CHILD CARE AND
DEVELOPMENT BLOCK GRANT (CCDBG) ACT OF 1990, AS
AMENDED, AND OTHER INTERESTED PARTIES.

SUBJECT Form ACF-696T--a Financial Reporting Form for Child Care and
Development Fund (CCDF) Tribal Grantees.

REFERENCES Title VI of the Personal Responsibility and Work Opportunity
Reconciliation Act of 1996 (PRWORA).

PURPOSE This Program Instruction reminds Tribal Lead Agencies of the
CCDF financia reporting requirements. The Office of
Management and Budget (OMB) approved the Form ACF-696T
under OMB # 0970-0195.

Please note instructions for line 6, which make reporting on lines
6(A), 6(B) and 6(C) optional.

BACKGROUND  Section 103(c) of the Personal Responsibility and Work
Opportunity Reconciliation Act of 1996 (PRWORA) repealed the
child care programs authorized under title IV-A of the Social
Security Act. PRWORA provided new direct Federal child care
funds for Tribes which have been designated as Tribal Mandatory
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funds. The new funds, combined with the Discretionary Fund (also
referred to as the Child Care and Development Block Grant), are
called the Child Care and Devel opment Fund.

Prior to PRWORA, expenditure data were collected on the SF-269
form. In an effort to simplify the reporting of expenditures, we
developed this new financia reporting form, the "Child Care
Development Fund ACF-696T Financial Report (the ACF-696T)."

Attached is acopy of the ACF-696T. Tribesarerequired to use the
ACF-696T to report expenditures for the Tribal Mandatory,
Discretionary and Construction/Renovation funds issued under the
CCDF.

All Tribal Lead Agencies (i.e., Tribes, tribal organizations
and tribal consortia) that received CCDF funds available for
expenditure during FY 2001 must submit complete ACF-
696T form(s) by the due date listed below. It iseach Tribal
Lead Agency's responsibility to ensure that child care
financia data are collected and reported to the Child Care
Bureau in atimely manner each year.

Failure to submit the ACF-696T report on or before the due date
may be a basis for withholding financial payments, recoupment of
funds previously awarded, or suspension or termination of the grant.

The attached "Instructions for Completion of Form ACF-696T"
contains specific guidance to assist Tribes in completing each
section of the ACF-696T form. The Instructions also include
definitions of CCDF termsto help Tribal Lead Agenciesin
accurately identifying expenditures.

This form must be received annually by the Administration for
Children and Families (ACF) on or before December 29.




SUBMISSION
INSTRUCTIONS The ACF-696T form must be received by ACF within 90 days after
the end of each fiscal year (i.e. December 29 of each year)

- One copy with an original signature should be submitted to:

The Administration on Children, Y outh and Families
Child Care Bureau

Room 2046, 330 C Street S.W.

Washington, D.C. 20447

- A signed copy should aso be submitted to the ACF Regional
Administrator.

For future use, Tribes are requested to make sufficient copies of the
attached form and instructions.

INQUIRIES Inquiries should be made to the appropriate ACF Regional Office.

/s

James A. Harrell

Acting Commissioner

Administration on Children,
Y outh and Families

Attachments:
Form ACF-696T
ACF Regional Administrators List
Instructions for Completion of Form ACF-696T



U. S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
ADMINISTRATION FOR CHILDREN AND FAMILIES

CHILD CARE AND DEVELOPMENT FUND ACF-696T FINANCIAL REPORT

TRIBE: FISCAL YEAR: SUBMISSION (MARK ONE BOX)
DOC. #(s): ORIGINAL[ ] REVISED[ ]
CUMULATIVE FISCAL YEAR TOTALS
COLUMN (A) COLUMN (B) COLUMN (C) COLUMN (D) COLUMN (E)
TRIBAL TRIBAL DISC. FUNDS | DISCRETIONARY|  CONST. & CONST. &
MANDATORY (NOT INCLUDING FUNDS RENOVATION RENOVATION
FUNDS BASE) BASE AMOUNT TRIBAL DISCRETIONARY
MANDATORY
$ $ $
1. FEDERAL FUNDS AWARDED
$ $ $
2. TRANSFER TO CONSTRUCTION
/ RENOVATION
$ $ $ $ $
3. TOTAL FUNDS AVAILABLE
$ $ $ $ $
4. EXPENDITURES FOR CHILD
CARE SERVICES
$ $ $ $ $
5. EXPENDITURES FOR CHILD
CARE ADMINISTRATION
$ $ $ $ $
6. EXPENDITURES FOR NON-
DIRECT SERVICES
$ $ $ $ $
6(A). SYSTEMS
$ $ $ $ $
6(B). CERTIFICATE PROGRAM
COSTS
$ $ $ $ $
6(C). ELIGIBILITY
DETERMINATION/OTHER NON-
DIRECT
$ $ $ $ $
7. EXPENDITURES FOR QUALITY
ACTIVITIES
$ $
8. EXPENDITURES FOR
CONSTRUCTION / RENOVATION
$ $ $ $ $
9. TOTAL FEDERAL
EXPENDITURES
$ $ $ $ $
10. TOTAL FEDERAL
UNLIQUIDATED OBLIGATIONS
$ $ $ $ $
11. TOTAL FEDERAL
UNOBLIGATED BALANCE




REALLOTTED FUNDS

PLEASE REFER TO REALLOTTED FUNDS INFORMATION ON PAGE FIVE (5) OF THE INSTRUCTIONS.
IF AVAILABLE, DOES THE TRIBE REQUEST REALLOTTED DISCRETIONARY FUNDS ? YES [ ] NO [ 1

IF THIS REPORT IS NOT RECEIVED WITHIN 90 DAYS AFTER THE END OF THE FISCAL YEAR (12/29), THE TRIBE WILL NOT BE ELIGIBLE
FOR REALLOTMENT.

THIS IS TO CERTIFY THAT THE INFORMATION REPORTED ON ALL PARTS OF THIS FORM IS ACCURATE AND TRUE TO THE BEST OF MY
KNOWLEDGE AND BELIEF.

SIGNATURE: TRIBAL OFFICIAL TYPED NAME, TITLE, LEAD AGENCY NAME, PHONE #, FAX #
DATE SUBMITTED: CONTROL NO. 0970-

0195
FORM ACF-696T PAGE 1 OF 1 EXPIRATION DATE:

02/28/2002




INSTRUCTIONS FOR COMPLETION OF FORM ACF-696T

Financial Reporting Form for the Child Care and Development Fund
Tribal Grantees

All Tribal grantees are required to complete and submit this report in accordance with these instructions on
behalf of the Tribal Lead Agency administering the Child Care and Development Fund (CCDF).

DueDates:  Thisform must be received annually by the Administration for Children and Families (ACF) on
or before December 29.

Distribution:  The origina copy (with original signatures) must be submitted to:

The Administration on Children, Y outh and Families
Child Care Bureau

Room 2046, 330 C Street S.W.

Washington, D.C. 20447

An additional copy must be submitted to the ACF Regional Administrator.
General Instructions.

- Round all entriesto the nearest dollar. Omit cents. If .50 cents or more round up to the nearest dollar. If
49  centsor lessround down to the nearest dollar.

- Enter Tribe's Name
- Enter the fiscal year of the grant for which this report is being submitted.

Each fiscal year’sfunds aretracked separately. Sincethesefundsareavailablefor usein more
than onefiscal year, fiscal year financial reporting will run simultaneously. It isimportant to
indicate the year for which information isbeing reported. Tribal grantees must submit separate
annual reportsfor each fiscal year until all funds are expended, or theliquidation period has been
met.

For example, if a Tribe hasrecelved FY 1999, FY 2000 and FY 2001 funds, annual reportswould
be due asfollows:

First FY 1999 report was due on or before 12/29/1999
Second FY 1999 report was due on or before 12/29/2000
Final FY 1999 report is dueon or before 12/29/2001 *



First FY 2000 report was due on or before 12/29/2000
Second FY 2000 report is due on or before 12/29/2001 *
Final FY 2000 report is dueon or before 12/29/2002

First FY 2001 report is dueon or before 12/29/2001 *
Second FY 2001 report is due on or before 12/29/2002
Final FY 2001 reportis dueon or before 12/29/2003

*Asyou can see, the Tribewill be submitting threereportsin FY 2001--onefor FY 1999 funding,
onefor FY 2000 funding and onefor FY 2001 funding.

Tribal grantees have two yearsto obligate Tribal Mandatory and Discretionary fundswith an
additional year to liquidate. For example, Tribes have until 9/30/2001 to obligate Tribal
Mandatory and Discretionary fundsawarded in FY 2000. Those fundsthen must be liquidated by
9/30/2002.

Therearedifferent obligation/liquidation requirementsfor fundsin the grant award for
construction and renovation -- three yearsto liquidate with no separ ate obligation requirement.
Therefore, construction and renovation fundsthat were awarded in FY 2000 must be liquidated by
9/30/2002. Funds can not be moved to construction/renovation after the end of thefiscal year in
which they were awar ded.

Any FY 2000 funds not liquidated by 9/30/2002 would revert to the Federal gover nment.
- Enter the Grant Document Number(s). The Grant Document Number is found on the Grant Award
Document under the heading "Document Number”. If multiple grant awards are awarded in afiscal year
(e.g., construction and renovation) please enter all relevant numbers.
- Indicate whether thisis anew report or arevision of areport previously submitted for the same period.
Columns: All amounts reported in Columns (A), (B), (C), (D) and (E) must reflect expenditures of your Federal
CCDF funds made under the Tribe's approved CCDF plan and in accordance with all applicable statutes and

regulations. Do not include local, private, or other funds.

Cumulative Fiscal Year Totals

Tribes should report amounts on acumulative basis. For example, for funds awarded in FY 2001, the first
interim report is due by 12/29/2001, the second interim report is due by 12/29/2002, and the third and final report
isdue by 12/29/2003. Amounts reported in the second and third reports should reflect expenditures to date,
including any expenditures that were included in the earlier report(s).



Linel. Federal Funds Awarded. Enter in Columns (A),(B) and (C) the total amount of Federal funds awarded
for each Columnar category for the fiscal year for which the report is being submitted. No entry should be made
in Columns (D) and (E). For example, Line 1 Column (A), should be the total amount of Federal Tribal
Mandatory funds issued to the Tribe for the fiscal year for which the report is submitted.

Line2. Transfer to Construction/Renovation. Enter in Columns (A),(B) and (C) the total amount of Federal
funds transferred to the construction/renovation grant award for each Columnar category for the fiscal year for
which the report is being submitted. No entry should be made in Columns (D) and (E). For example, Line 2
Column (A), should contain the total amount of Federal Tribal Mandatory funds transferred to construction /
renovation for the fiscal year for which the report is submitted. Once funds are transferred to
construction/renovation, those funds remain there but, upon ACF approval (in accordance with ACY F Program
Instruction), may be used for other child care activities. Please note that if the Tribe subsequently requests that
construction/renovation funds be used for other child care activities, these funds will still be reported in columns
(D) and (E).

Line3. Total Funds Available. Enter in Columns (A), (B), (C), (D) and (E) the total amount of Federal funds
available for each Columnar category for the fiscal year for which the report is being submitted. For example,
Line 3 Column (A) should contain the total amount of Federal Tribal Mandatory funds issued to the Tribe for the
fiscal year for which the report is submitted |ess the amount transferred to construction/renovation. Column (D)
Line 3 will be equal to the amount entered in Line 2(A); Column (E) Line 3 will be equal to the total of the
amounts entered on Lines 2(B) and 2(C).

Lines4 through 7

For Columns (D) and (E), a Tribal grantee should not enter dataon Lines4 through 7 unlessthe Tribe
hasrequested and received approval to spend construction/renovation funds on other CCDF activities. If,
however, arequest has been made and approved, Lines4 through 7, Columns (D) and (E) areleft “ open”
for data entry to providethe Tribal granteeswith the ability to categorically track
construction/renovation fundsthat have been approved for use on other CCDF activities. For Lines4
through 7: If aTribal grantee requests and receives approval to use construction/renovation funds for
other CCDF activities, those funds are not moved back to either the Tribal Mandatory or Discretionary
fund. Tribal granteesare simply approved to use construction/renovation fundsfor other CCDF
activities.

Lined4. Expendituresfor Child Care Services. Enter in Columns (A), (B), (C), (D) and (E) Federd
expenditures made for child care services for the fiscal year for which the report is being submitted. A Tribal
grantee must request and receive ACF approval prior to using funds from construction and renovation that are
reported in Columns (D) and (E).

Line5. Expendituresfor Child Care Administration. Enter in Columns (A), (B), (C), (D) and (E) Federa
expenditures made for child care administration for the fiscal year for which the report is being submitted. At
the end of the liquidation period, the sum of Columns (A), (B), (D) and (E) on Line 5 cannot exceed 15% of the
sum of Columns (A), (B), (D), and (E) on Line 3. The 15% limit is calculated on the total of Columns (A), (B),



(D) and (E). The 15% limit does not apply separately to each individual Column. Column (C) isnot included in
this calculation. The base amount of the Discretionary Fundsis not subject to the administrative cost limitation.

Line6. Expendituresfor Non-Direct Services. Enter in Columns (A), (B), (C), (D) and (E) Federa
expenditures made for child care non-direct services for the fiscal year for which the report is being submitted.

Line 6 isequal to the sum of Line 6(A)+ Line 6(B) + Line 6(C).

Important: Tribes have the option of reporting total expenditures for non-direct services on line 6 without
separately breaking-out expenditures for systems, certificate program costs, and eligibility determination/other
non-direct costs. In other words, line 6 isrequired, but lines 6(A), 6(B) and 6(C) are optional.

Line6(A). Systems. Enter in Columns (A), (B), (C), (D) and (E) Federal expenditures made for systems costs
for the fiscal year for which the report is being submitted.

Line6(B). Certificate Program Costs. Enter in Columns (A), (B), (C), (D) and (E) the Federa expenditures
made for certificate program costs for the fiscal year for which the report is being submitted.

Line 6(C). Eligibility Determination and All Other Non-Direct Services. Enter in Columns (A), (B), (C), (D)
and (E) the Federal expenditures made for eligibility determination and all other non-direct services for the fiscal
year for which this report is submitted.

Line7. Expendituresfor Quality Activities. Enter in Columns (A), (B), (C), (D) and (E) the Federal
expenditures for quality activities for the fiscal year for which the report is being submitted. For non-exempt
Tribal grantees only: At the end of the liquidation period, no less than 4% of the sum of the amounts in Columns
(A), (B), (D), and (E) on Line 3 must be claimed for this activity. The 4% minimum does not apply separately to
each individual Column. Tribal grantees with total CCDF allocations less than $500,000 in afiscal year will be
considered exempt. Tribal grantees with allocations equal to or greater than $500,000 are non-exempt.

Exempt Tribal grantees are encouraged, but not required, to spend funds for quality activities. Note: Column (C)
isnot included in this calculation because the base amount of the Discretionary Funds is not subject to the
quality activity requirement.

Line8. Expendituresfor Construction/Renovation. Enter in Columns (D) and (E) the Federal expenditures
for Construction/Renovation for the fiscal year for which the report is being submitted. Only Columns (D)and
(E) are completed. No entry isrequired in Columns (A), (B) and (C).

Note: CCDF funds cannot be spent for construction or renovation until a Tribe has applied for and
received approval from the Administration for Children and Families.

Line9. Total Federal Expenditures. Enter in Columns (A), (B), (C), (D) and (E) the total amount of Federal
funds expended for the fiscal year’s grant for which the report is being submitted.



Line9isequal tosumof Lines4, 5, 6, 7 and 8.

Line 10. Federal Share of Unliquidated Obligations. Enter in Columns (A), (B), (C), (D) and (E) the total
amount of obligated Federal funds that have not been liquidated for the FY being reported.

Linell. Total Federal Unobligated Balance. Enter in Columns (A), (B), (C), (D) and (E) the unobligated
balance for the FY for which the report is being submitted.

Linellisequa toLine3 minus(Line9+Linel0)

Reallotted Funds

Discretionary Funds

Any portion of a Tribe's alotment of Discretionary funds that is not required to carry out its plan, in the period
for which the allotment is made available, shall be reallotted to other tribal granteesin proportion to their
original alotments. By April 1 of each year Tribal grantees are required to report in aletter the dollar amount
from the previous year’s grant that it will be unable to obligate by the end of the obligation period.

Based on these reallotment reports, the Federal government will issue a negative Discretionary grant to the Tribe
based on the amount submitted in the letter and those Discretionary funds will then be reallotted. If the total
amount available for reallotment from all Tribal granteesis $25,000 or more, funds will be reallotted to other
Tribal grantees. If thetotal available isless than $25,000 no reallotment will take place, and funds will revert to
the Federal government. If an individua reallotment amount to a Tribe is less than $500, the reallotment award
will not be issued to that Tribe. If a Tribe does not submit areallotment report by the deadline, i.e., April 1st,
either a determination will be made that the Tribe does not have funds available for reallotment or in the case of
areport received after April 1st, any funds reported to be available for reallotment shall revert to the Federa
government.

On the space provided on the form, check whether or not the Tribe would like to receive its proportional share of
reallotted Discretionary Funds that may become available in the second fiscal year of a given grant period.
Please Note: If reports are not received within 90 days after the end of the fiscal year (12/29), the Tribe will not
be eligible for reallotted Discretionary Funds. This portion of theform issimply a vehiclefor Tribal
granteesto request reallotted funds, if they become available. Thisform isnot used to report fundsthat
the Tribe will be unableto obligate; these amounts must be reported in aletter prior to April 1, as
described above.

Signatures. Thisreport must be signed by an official representing the Tribal grantee and dated in the space
provided, including the title, agency and phone number of the individual whose signature is shown. Note: The
individual who signs this report is certifying that the information provided on all parts of thisform and all
accompanying documents is accurate and correct.
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NOTE:

"THE PAPERWORK REDUCTION ACT OF 1995"

Public reporting for this collection of information is estimated to average 8 hours per response, including the
time for reviewing instructions, gathering and maintaining the data needed, and reviewing the collection of

information.

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information
unlessit displays a currently valid OMB control number.

SUPPLEMENTAL INFORMATION

Below are explanations of terms that may be of use in completing the form. Please note that,
wher e indicated, the language contained in this supplemental section isbased on language
contained in CCDF regulation. Thisisprovided asaguidein filling out the form and is not
intended to be a definitive guide to terms or definitions.

1) Child Care and Development Fund (CCDF):

Means the child care programs conducted under the provisions of the Child Care
and Development Block Grant Act, as amended. For Tribal grantees, the fund
consists of Discretionary funds authorized under section 658B of the amended Act,
and Tribal Mandatory funds appropriated under section 418 of the Social Security
Act.

2) Tribal Mandatory Funds:
Means the child care funds set aside at section 418(a)(4) of the Social Security Act.
The funds consist of two percent of the aggregate Mandatory and Matching child
care funds reserved by the Secretary in each fiscal year for paymentsto Indian
Tribes and Tribal organizations.

3) Discretionary Funds:
Means the funds authorized under section 658B of the Child Care and
Development Block Grant Act. The discretionary funds were formerly referred to

asthe Child Care and Development Block Grant.

4) Quality Activities:

11



5)

6)

7)

8)

9)

Activities designed to provide consumer education to parents and to the public;
activities that increase parental choice; and activities designed to improve the
overall quality and availability of child care (such as resource and referral
services). A nonexempt Tribe that receives CCDF funds shall use not less than
four (4) percent of the amount of such funds for activities to improve the quality of
child care and availability of child care.

The regulations provide that the not less than four percent for quality appliesto the
aggregate amount of expenditures (Discretionary, Tribal Mandatory,). Regulations
also provide that the four percent requirement applies to funds expended, rather
than the total of funds available.

Expenditures for Child Care Administration:

Theregulation at 45 CFR 98.52 provides alist of administrative activitieswhichis
not inclusive. The following are not considered administrative costs: direct
services; eligibility determination and redetermination; preparation and
participation in judicial hearings; child care placement; the recruitment, licensing,
inspection, reviews and supervision of child care placements; rate setting; resource
and referral services; training of child care staff; and the establishment and
maintenance of computerized child care information systems. The 15 percent
administrative cost limitation applies to the aggregate total of CCDF funds
expended, including amounts used for construction and renovation but not
including the base amount.

Non-Direct Services:

Examples of such services include systems costs, certificate program costs, and
eligibility determination costs.

Systems:

Expenditures related to the establishment and maintenance of computerized child
care information systems.

Certificate Program Costs:
Expenditures related to devel oping and operating a child care certificate program.
Eligibility Determination:

Expenditures related to the process of determining the eligibility of a particular
person for child care services.
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