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[bookmark: _Purpose][bookmark: _Toc42620709]Purpose
[bookmark: _Hlk37236678]This document provides instruction on how you can enter information in the Title VI Tracking AB Workbook. Please review this document in its entirety before you begin filling in the workbook. The workbook allows you to track the counts of individual and group Title VI services you provide throughout a grant year to assist you with completing part A/B of the annual Program Performance Report (PPR). 
[bookmark: _Hlk33445013][bookmark: _Hlk33445209]Individual services are those that are unduplicated and that you provide to persons one-to-one, such as Congregate Meals, One-way Trips of Transportation, and Chore Services. 
Group services are those that are duplicated and that you provide to a group, such as Nutrition Education Sessions, Contacts of Telephoning, and Social Events. 
The Title VI Tracking Workbook comprises multiple spreadsheets. The spreadsheets correspond to components of the annual PPR. Table 1 provides the names of the spreadsheets (i.e., the names of the tabs in the workbook), the names of the tables contained within the spreadsheets, and descriptions of the information you should enter in the spreadsheets. Following Table 1 are instructions for filling in the spreadsheets within the workbook.
[bookmark: _Hlk37158041][bookmark: _Hlk37236093]Note: The AB Client-Elder Profiles spreadsheet is designed for you to create profiles for your clients/elders. Column A (i.e., Client/Elder ID) contains unique client/elder IDs. Column B (i.e., First Name and Last Name of Client/Elder) is provided for you to enter client/elder names. These columns are populated across all the spreadsheets that are designed for you to track individual services by client/elder by day. Although ACL does not require you to report units (e.g., meals, hours, etc.) for individual services by specific clients/elders, you must report totals of unduplicated client/elders served. You can count the total number of client/elders who have values for any of the days in these spreadsheets to determine these totals. For example, if you have 27 clients/elders with values for any days within the AB Congregate Meals spreadsheet, that would mean you would report 27 for Unduplicated number of eligible persons who received one or more Congregate Meal(s) in the PPR. 
Table 1
	[bookmark: _Hlk35361680]MS Excel Spreadsheet Name
	Table Name (if applicable)
	Description

	AB Client-Elder Profiles
	Table: Client/Elder Profiles 
	Enter your client/elder names and basic information about them such as their email addresses, physical addresses, gender, etc. A unique ID in column A (i.e., Client/Elder ID) of this spreadsheet is provided to assist you in identifying a client/elder in addition to their name. These IDs, as well as the client/elder names you enter in Column B (i.e., First Name and Last Name of Client/Elder) are populated across the following spreadsheets that are designed for you to track individual services: AB Congregate Meals, AB Home Delivered Meals, AB Case Management, AB Transportation, AB Homemaker Services, AB Personal Care - Health Aid, and AB Chore Services.

	AB Congregate Meals
	Table: Number of Congregate Meals
	Enter the counts of congregate meals you provide your clients/elders in this spreadsheet.

	AB Home Delivered Meals
	Table: Number of Home-Delivered Meals
	Enter the counts of home delivered you provide your clients/elders in this spreadsheet.

	AB Case Management
	Table: Number of Hours of Case Management
	Enter the counts of case management hours you provide your clients/elders in this spreadsheet.

	AB Transportation
	Table: Number of One-Way Trips of Transportation
	Enter the counts of one-way trips of transportation you provide your clients/elders in this spreadsheet.

	AB Homemaker Services
	Table: Number of Hours of Homemaker Services
	Enter the counts of homemaker services hours you provide your clients/elders in this spreadsheet.

	AB Personal Care - Health Aid
	Table: Number of Hours of Personal/Home Health Aid Services
	Enter the counts of personal/home health aid services hours you provide your clients/elders in this spreadsheet.

	AB Chore Services
	Table: Number of Hours of Chore Services
	Enter the counts of chore services hours you provide your clients/elders in this spreadsheet.

	AB All Group Services*


*these are services where you do not need to keep track of unduplicated individuals receiving services
	Table: Group Nutrition & Supportive Services (Nutrition Education Sessions, Nutrition Counseling, Information and Assistance, Outreach Activities, Contacts of Visiting, Contacts of Telephoning, Social Events, Health Promotion and Wellness Activities, Visits to Persons in Nursing Facilities/Homes or Residential Care Communities)
	Enter the counts of group services you provide to your clients/elders in this spreadsheet. The core services are listed.

	AB Staff, Fin., & Story.
	Table: A/B Staffing, Finance, Other Support Services, & Storytelling
	Enter staffing, finance, other support services, and storytelling information related to your Title VI program for clients/elders in this spreadsheet. 


[bookmark: _Filling_in_the_1][bookmark: _Toc42620710]Filling in the A/B Client/Elder Profiles Spreadsheet
1. Go to the spreadsheet named AB Client/Elder Profiles and enter the following information to create profiles for each of your clients/elders in the rows provided:
· Client/Elder ID – The spreadsheet already contains a value in this column. This is a unique tracking number for each client/elder. The ID is simply a number that can assist you in identifying a client/elder in addition to their name. For example, the first client/elder you create a profile for has the number 1 as their Client/Elder ID, the second client/elder you create a profile for has the number 2 as their Client/Elder ID, and so forth.
· First Name and Last Name of Client/Elder – Enter the first and last name of the client/elder.
· Site – If you provide services to clients/elders at more than one site, enter the name of the site where you provide services to the client/elder.
· Email Address – Enter the client’s/elder’s email address.
· Address Line 1 – Enter the first line of the client’s/elder’s physical address.
· Address Line 2 – Enter the second line, such as an apartment number, of the client’s/elder’s physical address.
· City – Enter the city of the client’s/elder’s physical address.
· State – Select the state of the client’s/elder’s physical address.
· Zip – Enter the zip code of the client’s/elder’s physical address.
· Phone – Enter the client’s/elder’s phone number.
· Gender – Select the client’s/elder’s gender (Male, Female, or Other) from the dropdown.
· Veteran – Select “Yes” from the dropdown if the client/elder is a veteran.
· Notes – Enter any notes you wish to make about the client/elder. For example, you may wish to indicate their birthday, who their caregivers are (if applicable), whether they have dietary restrictions or food allergies, etc.
2. [bookmark: _Filling_in_the_2]After you enter the information, save the workbook.
[bookmark: _Filling_in_the_3][bookmark: _Hlk37234086][bookmark: _Toc42620711]Filling in the A/B Individual Services for Clients/Elders Spreadsheets
The Title VI Tracking Workbook contains the following spreadsheets for you to enter information about the individual services you provide to client/elders. Note: To fill out information for group services for clients/elders, see Filling in the A/B Group Services for Clients/Elders Spreadsheet.
· AB Congregate Meals
· AB Home Delivered Meals
· AB Case Management
· AB Transportation
· AB Homemaker Services
· AB Personal Care - Health Aid
· AB Chore Services
1. Go to the spreadsheet with the name of the service you wish to enter information about. See Table 1 for a description of each spreadsheet.
2. Note that each spreadsheet contains a table name which corresponds to the service. This is to assist you identifying the counts you need to enter. For example, the table name of the AB Congregate Meals spreadsheet is Table: Number of Congregate Meals which indicates that you need to enter the counts of congregate meals you provide in the spreadsheet.
3. Note that the persons’ names you entered when creating client/elder profiles and the unique values (i.e., Client/Elder ID) assigned to them are the first two columns in spreadsheet.
4. Note that remaining columns in the spreadsheet are months and days of the grant year, beginning on 1-Apr (i.e., April 1) and ending on 31-Mar (i.e., March 31).
5. You can now enter the counts of services you provide each person each day of the grant year. For example, say you are entering counts in the Table: Number of Congregate Meals Congregate Meals in the AB Congregate Meals spreadsheet and you provide Anna Client with 2 congregate meals on April 1. You would enter the number 2 (i.e., 2 congregate meals) next to Anna Client’s name under the 1-Apr column as indicated.
[image: ]
6. After you enter your counts, save the workbook.
[bookmark: _Filling_in_the][bookmark: _Toc42620712]Filling in the A/B Group Services for Clients/Elders Spreadsheet
The Title VI Tracking Workbook contains the AB All Group Services spreadsheet for you to enter information about the group services you provide to client/elders. Note: To fill out information for individual services for clients/elders, see Filling in the A/B Individual Services for Clients/Elders Spreadsheets.
1. Go to the AB All Group Services spreadsheet.
2. Note that the spreadsheet contains the table name Table: Group Nutrition & Supportive Services to indicate that you are in the correct spreadsheet.
3. Note that the names of core services are listed as rows in the first column (i.e., the Client Services column). For example, Number of Contacts of Visiting and Number of Contacts of Telephoning.
4. Note that remaining columns in the spreadsheet are months and days of the grant year, beginning on 1-Apr (i.e., April 1) and ending on 31-Mar (i.e., March 31).
5. [bookmark: _Hlk35870158]You can now enter the counts of group services you provide for each day of the grant year. For example, say you provide 2 nutritional education sessions on April 1. You would enter the number 2 (i.e., 2 nutritional education sessions) next to Number of Nutrition Education Sessions under the 1-Apr column as indicated. 
[image: ]
6. After you enter your counts, save the workbook.
[bookmark: _Toc42620713]Filling in the A/B Staffing, Finance, Other Support Services, & Storytelling Spreadsheet
1. Go to the spreadsheet named AB Staff, Fin., & Story to enter the following information regarding staffing, financing, storytelling, and other support services related to your Title VI program for clients/elders:
· Staffing Information
· Full-time staff – Enter the total number of people who work 35 hours or more per week in a paid position for the Title VI program (paid fully or partially with Title VI A/B funds). The value you enter must be greater than or equal to zero and no more than 2 digits (e.g. 99).
· Part-time staff – Enter the total number of people who work 35 hours or less per week in a paid position for the Title VI program (paid fully or partially with Title VI A/B funds). The value you enter must be greater than or equal to zero and no more than 2 digits (e.g. 99).
· Finance
· Total amount of funds spent on Congregate and Home-Delivered Meals – Enter the total amount of funds from all funding sources for the grant year spent on congregate and home-delivered meals. The total amount should include the total cost of providing meals. The value you enter must be greater than or equal to zero.
· Total amount of funds spent on Supportive Services Programming – Enter the total amount of funds from all funding sources for the grant year spent on providing supportive services through your program. The value you enter must be greater than or equal to zero.
· Optional explanation of elements included in total amount of funds (3,400 characters or less) – If you wish, enter an explanation of elements included in your calculation. Your explanation cannot exceed 3,400 characters in length.
· What other sources of funds help you support your Title VI services: Tribal funds – Select “Yes” or “No” from the dropdown to indicate whether the program is receiving funds from a tribal government source.
· What other sources of funds help you support your Title VI services: State funds – Select “Yes” or “No” from the dropdown to indicate whether the program is receiving funds from a state government source.
· What other sources of funds help you support your Title VI services: Title III funds – Select “Yes” or “No” from the dropdown to indicate whether the program is receiving funds from a Title III program source such as an Area Agency on Aging (AAA) or State Unit on Aging (SUA).
· What other sources of funds help you support your Title VI services: Other grants – Select “Yes” or “No” from the dropdown to indicate whether the program is receiving funds from another granting institution such as a foundation or another federal grant that you use that in part supports your elder program.
· What other sources of funds help you support your Title VI services: Donations – Select “Yes” or “No” from the dropdown to indicate whether the program is receiving donations of money or goods or services.
· [bookmark: _Hlk37167494]Other Services
· Optional space for other supportive services offered that are not listed (5,000 characters or less) – If you wish, enter a list of additional supportive services that you offer that are not listed in the workbook.
· Storytelling
· [bookmark: _Hlk33445654]Please share an example of how your Title VI program has helped an individual or your community (3,400 characters or less) – Please enter a story about how the community as a whole, or an individual have benefited from your Title VI program. This story can be related to Nutrition, Supplemental, or Caregiver services. Please do not include the individual’s name. Your story cannot exceed 3,400 characters in length.
2. After you enter the information, save the workbook.
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