SECTION 2   DATA TRACKING

2.1 
PERFORMANCE AND CAPITAL INVESTMENT (PCI) MANAGEMENT INFORMATION SYSTEM

The Performance and Capital Investment Management Information System (MIS) provides the National Office with a method of tracking and controlling the workflow of the PCI requests from the time they are submitted by the individual states until a decision is made on which states will be awarded the grants. The system is designed to provide information at the regional level and composite data at the national level. The system provides:

· The number of states that have submitted PCI requests 

· The amount of each request 

· The total number of requests and the total dollars requested

· Whether the PCI request is a single year project or multi year proposal.
· The type of request (large, cost effective, or corrective action).
PCI requests are a competitive grant process with final approval being made by the National Office after scoring by a selection panel.  As such, PCI requests that are received after the deadline will not be included in the competitive evaluation process.  PCI requests must be received in Regional Offices no later than 11:59 p.m. on the last Friday of February, or they will not be accepted.  States may submit their PCI requests through various means: email, facsimile, or mail.  Emails and facsimiles must have a system-generated date stamp that meets the submission due dates.  Mailed requests must be received in the Regional Office no later than the stated due date.
Regional Offices will be required to submit their PCI MIS file no later than the first Monday of March 3.  All PCI requests should have been received at the Regional Offices no later than the last Friday of February.  Submit the file to the National Office at uirjm@doleta.gov. 

If the state fails to submit the PCI on time, the Regional Office should prepare written correspondence notifying the state that the PCI request was not accepted with sufficient justification for this decision.  The correspondence must be sent to the State Administrator by email, facsimile or mail.  Courtesy copies should be provided to the state UI director and any other entities deemed appropriate by the Regional Office.  The PCI request and a copy of the letter should be forwarded to the National Office for final retention.
The following provides a Row-by-Row instruction for the completion of the PCI MIS spreadsheets.
PCI DATA

Row 2 Col. F – Enter the name of the Regional Office:

· 1N
Boston

· 1S
New York

· 2
Philadelphia

· 3
Atlanta

· 4
Dallas

· 5
Chicago

· 6
San Francisco 

Row 3 Col. F – Enter the fiscal year.

Row 4 Col. F – Enter date of submission. 

Row 2 Col. I – Enter the name of the Regional Office person who prepared or updated the report.

Row 3 Col. I – Enter the phone number of the person preparing the report.

Row 4 Col. I – Enter the email address of the person preparing the report.

Rows 5-7 – No entry required

Row 8 – System automatically calculates the data.
Row 9 – No entry required

Rows 10-28 will be described by column instruction below.  Additional lines can be inserted by first placing the cursor on the line below where you would like to insert a line. To insert multiple rows, click and drag the mouse for the appropriate number of rows. Click on  “Insert” on the tool bar.  When the drop down menu appears, click on “Rows.” Copy all formulas from the row above where you have inserted additional row(s). 

Column A – Enter the name of the state. Use capital letters and spell complete name.

Column B – Enter the number of the Regional Office

· 1N
Boston

· 1S
New York

· 2
Philadelphia

· 3
Atlanta

· 4
Dallas

· 5
Chicago

· 6
San Francisco
Column C – Enter the two character identifier for each state

Column D – Enter the fiscal year the PCI is requested. 

Column E – Enter the priority number that the state assigned.
Column F – Enter the title of the request.
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Column G – Enter the amount of the request

Column H – System will enter “1” for count purposes

Column I – Enter the digit for the month received 

Column J – Enter the digit for the day received

Column K – Enter the digit for the year received

Column L – Enter “Y” if received timely, “N” if not timely (date for 2003 must be on or before February 28)

Column M – Enter the number of pages including the cover page and all attachments 

Column N – Enter “1” if the request is for single year funds

Column O – Enter “1” if the request is for multi year funds

Column P – Enter  “1” if the PCI is for a “large” project.  If not leave blank.

Column Q – Enter  “1” if the PCI is for a “cost effective” project.  If not leave blank.

Column R – Enter  “1” if the PCI is for a “corrective action” project.  If not leave blank.

Row 26 Column G – System totals the amount of all requested dollars.

Row 26 Column H – System totals the number of PCI requests received.

Row 26 Column L – System totals the number of PCI requests received timely.

Row 26 Column M – System totals the number of pages included in the requests.

Row 26 Column N – System totals the number of PCI Requests that are for a single year funds.

Row 26 Column O – System totals the number of requests that are for multi year funds.
Row 26 Column P – System totals the number of requests that are for a “large” project.

Row 26 Column Q – System totals the number of requests that are for a “cost effective” project.

Row 26 Column R – System totals the number of requests that are for a “corrective action “ project.

Row 28 Column G – System calculates the average cost of the PCI requests.

Row 28 Column L – System calculates the percent of requests that were received timely.

Row 28 Column M – System calculates the average number of pages for the requests.

2.2 
PCI REQUEST STATE LIST

The PCI Request By State tab of the Performance and Capital Investment Tracking System details the breakdown of the total number of PCI requests and total dollars requested per state. Each state is listed in Column A. The calculations on the PCI Request by State tab are calculated from the PCI data sheet. The Total Number of PCI requests submitted per state are shown in Column B. The Total Dollar amount requested per state is listed in Column C
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Rows 6 through 58:

	Alabama – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Alaska – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Arizona – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Arkansas – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	California – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Colorado – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Connecticut – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Delaware – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	District of Columbia – Column B System totals Number PCI’s Submitted. Column C System calculates Total Dollars.

	Florida – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Georgia – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Hawaii – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Idaho – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Illinois – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Indiana – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Iowa – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Kansas – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Kentucky – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Louisiana – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Maine – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Maryland – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Massachusetts – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Michigan – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Minnesota – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Mississippi – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Missouri – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Montana – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Nebraska – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Nevada – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	New Hampshire – Column B System totals Number PCI’s Submitted. Column C System calculates Total Dollars.

	New Jersey – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	New Mexico – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	New York – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	North Carolina – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	North Dakota – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Ohio – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Oklahoma – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Oregon – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Pennsylvania – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Puerto Rico – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Rhode Island – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	South Carolina – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	South Dakota – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Tennessee – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Texas – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Utah – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Vermont – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Virgin Islands – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Virginia – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Washington – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	West Virginia – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Wisconsin – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	Wyoming – Column B System totals Number PCI Requests Submitted. Column C System calculates Total Dollars.

	

	Row 60 TOTAL – Column B System calculates Total Dollars Requested by all states in the system.

	

	Row 62 NUMBER OF STATES – Column A System totals Number of PCI Requests Submitted by all states in the system.


2.3 
RJM DATA TRACK SYSTEM

The RJM Data Track System provides the National Office with a method of tracking and controlling the workflow of the RJM Excel worksheets from the time they are submitted by the individual states until the data has been completely reviewed by the Regional staff. The system is designed to provide information at the regional level and composite data at the national level. The system provides:

· The number of states that have submitted the Excel workbooks 

· The status of the documentation 

· The amount of work that has been completed 

· The amount of work to be completed

The Regional Offices will be required to submit an original document on the last Friday of January, and an updated document by close of business each Friday until all data has been finalized on each state in their Region. Email reports to uirjm@doleta.gov. Only Col. B (RJM EXCEL RECEIVED) and Col. C (NOTEBOOKS RECEIVED) need to be completed prior to training.
The following instructions are provided for the completion of the RJM Data Tracking system spreadsheets.  When entering dates, please ensure that they are recorded as the month and day (e.g., February 15).
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Row 2, Column B:
Enter the name of the Regional Office as defined below:

· 1N
Boston

· 1S
New York

· 2
Philadelphia

· 3
Atlanta

· 4
Dallas

· 5
Chicago

· 6
San Francisco 

Row 3, Column B:
Enter the date the RJM Data Track System is transmitted to the National Office.  Each week this date should be changed as the data is updated.
Rows 9 - 67, Column A: 
Locate the applicable states for each Region that data will be entered.

Rows 9 – 67, Column B
Enter the date the Excel spreadsheets are received from the states in the Regional Office.

Rows 9 – 67, Column C 
Enter the date the Regional Office receives the notebooks containing the state’s supporting documentation for the RJM.

Rows 9 – 67, Column D 
Enter the date the Regional Office reviews the notebook to determine if the supporting documentation appears complete and tabbed appropriately.

Rows 9 – 67, Column E
Enter the date the Regional Office reviews the documentation and determines the package to be complete.  

Rows 9 – 67, Column F
Enter the date that the Regional Office enters data submitted by the state in the Regional Review worksheets.  This date may vary state-to-state because some Regional Offices may be able to enter all the state data into the Regional Review worksheets and others may require assistance from the National Office to interpret data for entry into the Regional Review worksheets.  
Rows 9 – 67, Column G
Enter the date the Regional Review worksheets are balanced with the State RJM workbook data.

Rows 9 – 67, Column H 
Enter the date the Regional Office sends the verified State RJM Workbook to the National Office.

Rows 9 – 67, Column I
Enter the date the updated Regional Review worksheets are transmitted to the National Office. 
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Row 69 Column B
System sums the number of states who have submitted their RJM worksheets. 

Row 69 Column C
System sums the number of state notebooks that have been received in the Regional Office.

Row 69 Column D
System sums the number of state notebooks that have been reviewed by the Regional Office.

Row 69 Column E
System sums the number of state notebooks that have been determined to be complete by the Regional Office.

Row 69 Column F
System sums the number of states for which the Regional Office has entered data into the MOD II worksheets.

Row 69 Column G
System sums the number of states for which the Regional Office has balanced data.

Row 69 Column H
System sums the number of states for which the updated RJM worksheets have been submitted to the National Office.

Row 69 Column I
System sums the number of Regional Review documents that have been submitted to the National Office.

Note: Row 70 calculates the percent based on 53 states.  To calculate the percent complete for a particular region, change the divisor from 53 to the number of states in the region.

Row 70 Column B
System calculates the percent of states that have submitted their RJM worksheets. 

Row 70 Column C
System calculates the percent of state notebooks that have been received in the Regional Office.

Row 70 Column D
System calculates the percent of state notebooks that have been reviewed by the Regional Office.

Row 70 Column E
System calculates the percent of state notebooks that the Regional Offices have determined to be complete.

Row 70 Column F
System calculates the percent of states for which the Regional Office has entered data into the MOD II worksheets.

Row 70 Column G
System calculates the percent of states for which the Regional Office has balanced the data.

Row 70 Column H
System calculates the percent of that the updated RJM worksheets have been submitted to the National Office.

Row 70 Column I
System calculates the percent of Regional Review documents that have been submitted to the National Office.
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