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APPENDIX E: List of CEPP Forms, Documents, and Tracking 
Requirements 

The following is a checklist of forms and documents that should be maintained and available for 
review by WDACS, DPSS, California Department of Social Services, and USDA FNS. Templates or 
samples are available for many of the documents listed below. If the document name is italicized, 
standard language must be used for part or all of the document for purposes of compliance and 
evaluation. Documents that are not italicized may also be subject to policy rules explained in the 
CEPP Handbook and elsewhere.  

Program Documentation: 

1. Confirmation that orientation was completed 
2. Intake Form 
3. Assessment, which may be integrated into the intake form 
4. Participant agreement/contract (recommended) 
5. Education plan and/or employment plan (recommended) 
6. Consent for Release of Confidential Information form  
7. College Student Pre-Enrollment Form (if half-time college student or more) 
8. Documentation of initial CalFresh enrollment and non-CalWORKs status including actual 

record and date 
9. Record of decision whether to enroll participant in CEPP and date 
10. Record of effective date of CEPP Enrollment 
11. CFET Referral and Enrollment Roster for DPSS 
12. DPSS confirmation of CFET enrollment (if available) 
13. ABAWD status for reporting purposes (and DPSS confirmation on Roster) 
14. CEPP ineligibility or termination - communication with client and documentation of 

communication/reason 
15. CEPP enrollment letter or other communication about enrollment with participant 
16. Documentation that supportive services have been offered and date(s) 
17. Documentation that case management has been provided and date(s) 
18. Supportive services forms 
19. Updated monthly list of CEPP participants (and pending status if using this option) along with 

a record of ongoing confirmation of CalFresh enrollment and non-CalWORKs status through 
YBN or CalFresh Confirm each month 

20. Provider Determination documentation (guidance pending) 
21. Component-specific tracking, such as tracking that job retention services are offered according 

to rules and are not billed past 90 days  
22. Attendance sheets for specific trainings and events to distinguish CEPP and non-CEPP 

participant attendance (if needed for actual hours time records)  



 

CEPP Provider Handbook  60 | P a g e  

23. Names of CEPP clients and ratio of CEPP clients to total clients or CEPP FTE to total FTE 
per program at end of invoice period (if needed for client ratio time records or other cost 
allocations) 

24. Backup data for required reports by participant, along with copies of submitted reports 
25. Approved CFET Proposal and Subaward 
26. Annual list of allowable activities for staff to include in time records based on approved CFET 

proposal (recommended) 
27. Annual list of allowable supportive services based on approved CFET proposal 

(recommended) 
28. Annual written internal staff training and succession plan policy (as per WDACS Subaward) 
29. Documentation of annual Civil Rights and Non-Discrimination Training for each staff 
30. Documentation signed by staff/supervisors permitting access to CalFresh non-CalWORKs 

eligibility data and WDACS secure portal 
31. Documentation on compliance with confidentiality and security requirements such as a 

response plan for accidental breaches, background checks and annual training 

Financial Documentation: 

1. Completed CEPP provider budget template 
2. Documentation of a Cost Allocation Plan 
3. Invoices with cover email as described (CEPP Provider Invoice Template required) 
4. Copies of supporting documentation for use during fiscal monitoring visits, such as bills, 

vouchers, purchase orders, names of staff and their payroll summaries, and travel vouchers 
with dates of travel.  Accounting records/source documentation can include cancelled checks, 
paid bills, payrolls, and subaward documents.   

5. Signed time records 
6. Documentation of costs as described in Part II section 9, Cost Allocations and Indirect 

Guidance, section 10, Time Records for Staff and Volunteers, Section 12,  Fiscal 
Documentation Guidelines and the CEPP Provider Invoice Template 

7. Documentation such as general ledger detail that each cost (including indirect) is from an 
allowable funding source, for use during fiscal monitoring visits 

8. Summary of internal control measures as described in the Handbook, including a description 
of internal controls to ensure that providers are not supplanting educational activities and the 
same qualified agency funds are not already used to meet cost sharing or match requirements 
of other federal programs such as TANF, for use during fiscal monitoring visits 

9. Documentation that supportive services are billed only for CEPP participants, including 
names of CEPP participants receiving each supportive service billed, for use during fiscal 
monitoring visits 

10. Documentation of equipment inventory for capital purchases, which is required every two 
years, along with a property record that includes a description of the property, a serial number 
or other identification number, the source of property, who holds title, the acquisition date, 
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cost, percentage of CFET participation in the cost, location, use and condition, and any 
ultimate disposition data including date of disposal and sale price.   

11. Documentation of a federally-negotiated indirect cost rate agreement, if used 
12. Documentation from funding sources as applicable describing permissible uses of funds and 

amounts, such as grant award letters and proposals, contracts, etc. 
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APPENDIX F: Quarterly Outcome Report Instructions 

Participants to Include in Report 

Participants must be included in the Quarterly Participant Outcome Report if they are currently 
enrolled in CEPP, have terminated the CEPP program within the current federal fiscal year, or have 
terminated the program in the prior federal fiscal year but are still in the look back period (as defined 
below) in the current federal fiscal year. 
 
An individual is considered enrolled only if they have participated in CEPP orientation/assessment, 
been enrolled in the provider’s CEPP program, and been enrolled by DPSS in CFET. Participants 
that have been successfully enrolled by DPSS in CFET but have left CEPP after 
orientation/assessment are still considered participants and must be tracked.  Conversely, individuals 
that have been enrolled in the provider’s CEPP program pending confirmation of CFET enrollment 
but have not received such confirmation are not yet considered enrolled.   

Data Records 

A data record is a collection of related classes of data (e.g., an individual’s gender, race and age) that 
often appear as a single row of a table.  For purposes of this outcome report, a row signifies a 
different data record with various information on a specific participant.  Every participant included 
in the report will have at least one data record during a given quarter, with a new data record created 
for that participant whenever a new component begins. For purposes of this outcome report only, 
orientation/assessment is considered a component (as long as DPSS has confirmed CFET 
enrollment).  Some fields of data, such as Name and Date of Birth, are repeated when there are 
multiple records for the participant. 
 
In one example, an individual has participated in orientation and assessment, and has been enrolled 
in CFET. They are enrolled in work experience at enrollment. The individual will have two rows of 
data records, one that lists orientation/assessment in the Component data field and one that lists work 
experience in the field.  In the second quarter, they begin a supervised job search component and 
end the work experience component. The individual will now have three data records with 
orientation/assessment, work experience, or supervised job search listed in the Component field. Once 
a data record is entered, it should be carried forward in each following quarter until the end of the 
federal fiscal year.  If the “program completion date” and “program successfully completed” fields 
are still blank at the end of the federal fiscal year, that specific data record should be carried forward 
again into the next fiscal year.  

Program Start Date and Completion Date  

Providers must develop tracking systems that clearly distinguish between participation in their CEPP 
and non-CEPP programs.  CEPP program participants must meet CalFresh and CFET eligibility 
requirements in order to be counted in the outcome report.  For example, if a client has been 
participating in a provider’s work experience program as of January but has only been enrolled in 
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CalFresh and CFET as of March, the start date of the CEPP work experience program is March. If 
an individual loses eligibility for CalFresh or CFET in the third month of a CEPP training program, 
even if they continue to participate in the provider’s training program for seven months, they have 
ended both the component and the CEPP program in that third month.   
 
If the participant has not been enrolled in the CEPP program for at least 90 days and either returns 
to the program or has simply enrolled in CalFresh once again while having consistently participated 
in the program outside of CFET, a new data record must be started with a new program start date. 
The individual must also undergo a new CEPP orientation/assessment.   

90-Day Look Back Rule 

Component End Date and Program End Date fields indicate the last date of participation in a component 
and the last date of participation in the provider’s entire CEPP program. A Look Back rule was 
developed by USDA FNS to ensure that these two end dates are not final for 90 days in case 
services begin again in the interim, e.g., the person decides to come back, regains CalFresh eligibility, 
etc.  The “look back” period begins after a participant has stopped participating in any CEPP 
services for any reason, e.g., they have completed the program, completed the component, lost 
eligibility, found a job, have unexplained absences, decided to leave, and so on.  During the 90-day 
look back period, the completion date should remain blank.  At that point, the completion date is 
finalized and entered as a date 90 days earlier, unless services have begun again within that period.  
The program end date does not include the time a client may spend in job retention services; it is the 
last date of service prior to job retention services. If services begin again after the 90-day look back 
period, the participant would be considered new to CEPP again. 
 
The Program End Date is the last date of service prior to job retention services, and the 90-day look 
back should be applied to that date.  Therefore, the Component End Date for job retention services 
may be later than the Program End Date. 
 
Staff must set up an auditable procedure for tracking component and program completion.  

Employment and Wage Data  

Every quarter, CDSS completes a data match between the data in this outcomes report and the State 
of California Employment Development Department’s employment and wage data. CDSS reports 
to FNS annually on the results of the data match, including: 

 The number of CEPP participants and former participants who are in unsubsidized 
employment during the second quarter after completion of participation in CEPP. 

 The number and percentage of CEPP participants and former participants who are in 
unsubsidized employment during the fourth quarter after completion of participation in 
CEPP. 
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 The quarterly earnings of all the CEPP participants and former participants who are in 
unsubsidized employment during the second quarter after completion of participation in 
CEPP. This information should be de-identified for confidentiality purposes. 

 Component and program completion 

CEPP providers may be able to access provider-specific results of the data match in the future. 

Submission Instructions 

Submit the Quarterly Participant Outcome Report to WDACS as follows: 

1. Format: Excel or Comma-Separated Values (csv) file format following the table structure 
shown in the form template at https://redfworkshop.org/la-county-cfet/.   

2. File Name:  Please use the following naming convention:  

Organization name_QOR_submission date   

Example: Chrysalis_QOR_1-15-22 

3. Date: By the 15th of the month following the end of each quarter 
4. Secure File Transfer Protocol:   

Data Elements 

The following are the required data elements to be collected for every CEPP participant and recent 
former participant during the previous quarter. 

Note: These data definitions are subject to change. Where there are conflicts between federal and 
state rules, federal rules take precedence unless specifically expressed below.   



CEPP Provider Handbook  65 | P a g e  
 

Participant Outcome Reporting: Data Elements and Reporting Instructions 

Data Field 
Name 

Format Can Leave 
Blank? Y/N 

Repeat Across 
Client’s Records? 

Definitions Additional Reporting Instructions and 
Alignment with CFET Referral and 
Enrollment Roster 

SSN 9-digit without spaces or 
dashes 

N Y Numerical identifier used 
to track a person’s 
identification 

Same as Roster. 

County Code 19 N Y Code that signifies the 
County of Los Angeles 

 

Date of Birth MM/DD/YYYY N Y  The date of the 
participant’s birth 

Same as Roster. 

Sex 01=Female, 02=Male, 
98=Unknown, 
99=Declined to State 

N Y Gender of participant  

E&T 
Component 

 Supervised Job Search 
 Workfare  
 Work Experience  
 Education  
 Self-Employ. Training  
 Job Retention  
 Orientation and  
Assessment  
 

  
 

N N List only one 
component per 
record. Use a second 
record, repeating the 
relevant fields from 
elsewhere, if the 
individual is 
participating in 
another component. 

The component that the 
participant is currently 
participating in, or has 
been participating in 
during the 90-day look 
back period.   

 

   

 

Same as Roster except that Orientation/Assessment is not 
an option on the Roster and the Roster only lists 
components that are currently in use in the County. 

The component must be (a) one of the 
components from the Format column to the left 
that is also described in your approved CEPP 
Provider CFET Proposal as one of the 
component you will offer; or (b) 
orientation/assessment.   

Orientation/assessment is a program requirement 
but is not an official CalFresh E&T component. 
However, orientation/assessment should be 
captured in the report using this data field.  

If an individual has been unable or unwilling to 
begin a component but has been enrolled in your 
CEPP program and assigned by DPSS to CFET, 
please count the individual in the outcome report 
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Data Field 
Name 

Format Can Leave 
Blank? Y/N 

Repeat Across 
Client’s Records? 

Definitions Additional Reporting Instructions and 
Alignment with CFET Referral and 
Enrollment Roster 
by including a single data record that captures 
orientation/assessment. 

Program Start 
Date 

MM/DD/YYYY N Y unless participant 
leaves and returns at 
least 90 days later 

The date the participant 
starts participation in your 
CEPP program 

Same as Roster. 

The Program Start Date should be the same date 
as the CEPP effective date on the CFET Referral 
and Enrollment Roster. If the orientation, 
assessment and CEPP effective date occurred on 
different dates, enter the last date.     

Component 
Start Date 

MM/DD/YYYY N N The date the participant 
begins the component 
listed in this record 

Same as Roster. 

If the orientation/assessment occurs earlier than 
the CEPP effective date, enter the CEPP effective 
date. 

Component 
End Date 

MM/DD/YYYY Leave blank if 
actively 
participating 
or within a 
90-day look 
back period 

N The last date of 
participation for the 
component listed in this 
record 

Roster does not have a Look Back Period. 

Do not submit the Component End Date until at 
least 90 days have elapsed without any services 
(please refer to instructions above on the Look 
Back Period.) 

Component 
Successfully 
Completed 

0=No, 1=Yes Leave blank if 
actively 
participating 
or within a 
90-day look 
back period  

N Indication of successful 
completion of the 
component listed in this 
record, after 90-day look 
back 

Roster’s “Component Status” does not have a Look Back 
Period or an option to leave blank.  It includes an option 
for “active” and it does not use the “0” and “1” choices.  

Only enter “1” if the participant has completed all 
program requirements following a 90-day look 
back period.  The service provider may decide 
what component completion entails; for example, 
completion of an 8-week training program might 
occur if the participant remained in the training 
for 8 weeks. If there are no specific requirements 
for component completion, then use “1” for all 
who attend.   If the individual has not successfully 
completed and is no longer participating in the 
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Data Field 
Name 

Format Can Leave 
Blank? Y/N 

Repeat Across 
Client’s Records? 

Definitions Additional Reporting Instructions and 
Alignment with CFET Referral and 
Enrollment Roster 
component, enter “0” following a 90-day look-
back period.  

Examples of successful component completion: 

 Completion of all component requirements: 1 
 Temporary or permanent leave: 0  
 Termination of component without having 

met requirements because obtained a job: 0 
Program End 
Date 

MM/DD/YYYY Leave blank if 
actively 
participating 
or within a 
90-day look 
back period 

Y unless participant 
leaves and returns at 
least 90 days later 

The last day of 
participation in the entire 
CEPP program, with the 
exception of job retention 
which is not counted in the 
end date 

Roster does not have a Look Back Period. 

CEPP providers may provide services to an 
individual following completion of a particular 
component only if the individual is enrolled in 
another component.  

Do not enter this Program End Date until at least 
90 days have elapsed without any services (please 
refer to instructions on the Look Back Period.) 
Once the 90-day Look Back Period has passed, 
each participant should have an end date whether 
they successfully completed or not. 

If a client has more than a 90-day gap in service, 
enter data as if they have completed the program 
and begun again. 

Program 
Successfully 
Completed  

0=No, 1=Yes Leave blank if 
actively 
participating 
or within a 
90-day look 
back period  

Y unless participant 
leaves and returns at 
least 90 days later 

Indication of successful 
completion of the CEPP 
program 

Roster’s “Program Status” does not have a Look Back 
Period or an option to leave blank.  It includes an option 
for “active”, “completed”, and “terminated” instead of 
successful completion using “0” and “1” choices. The 
definition of successful completion below is based in part on 
State guidance. Federal guidance does not have a category of 
successful program completion.  

Enter “1” if the participant has met all program 
requirements or has obtained employment, after a 
90-day look back period.  Otherwise enter “0”. 
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Data Field 
Name 

Format Can Leave 
Blank? Y/N 

Repeat Across 
Client’s Records? 

Definitions Additional Reporting Instructions and 
Alignment with CFET Referral and 
Enrollment Roster 
Leave blank until the 90-day look back period is 
over.  

Examples of program completion: 

 Completion of all program requirements: 1 
 Temporary or permanent leave: 0  
 Termination of program because obtained a 

job: 1 
ABAWD  0=No, 1=Yes N Y ABAWD status at time of 

entry into CEPP 
ABAWD status is determined by DPSS and 
shared with CEPP providers.  

HSD/GED  0=No, 1=Yes, 
2=Unknown 

N Y High School Diploma or 
General Education 
Diploma status at the time 
of entry into CEPP 

Participant can self-report. 

ESL  0=No, 1=Yes N Y English as a Second 
Language status 

An individual can be ESL even if fluent in 
English.   

Mandatory/ 
Voluntary  

0=Mandatory, 
1=Voluntary 

N Y Mandatory or voluntary 
status of CFET 
participation 

In California, all participants are enrolled in CFET 
on a voluntary basis. Therefore, all CFET 
participants must be reported as a “1”.  


