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To demonstrate program impact, maintain accountability, and identify best practices, Service Providers are required to report on their A16 and Outreach activities.
Agency Information
	Service Provider name:
	



Report Instructions
Service Providers are required to report on their basic required referral and advocacy A16 activities and Outreach, whether a Service Provider logs their activities in eHEAT, or through a DOC-approved alternative means of documentation. A16 & Outreach Activity Reports must, at minimum, include the information required on this form, but may also include additional supporting information or documentation. Using the table format below, describe the actual activities conducted. Add additional rows to tables to report your activities, if needed (e.g., if you conducted three trainings, add a third row to the table to report on all three). The “Means of documentation” column should simply indicate how you recorded or documented what, where, and when you did an activity. In other words, it should briefly describe how you know the information being reported. 
For the FFY14 program year, Service Providers must complete and submit this report by June 16, 2014.
Referral Services: Please indicate which of the Assurance 16 services listed below your agency has performed.
	Referral Services
	Perform Services?

	
	Yes
	No

	Interview client
	
	

	Train staff to elicit client needs
	
	

	Build database of local resources
	
	

	Familiarize staff with local resources
	
	

	Provide client with specific referrals
	
	

	Provide applicants with list of referral agencies
	
	

	Familiarize staff with government resources
	
	



Service Provider Referral Activities: For only the Referral Services the Service Provider indicated ‘Yes’ to above, please indicate what your agency has done. 
Client interviews (e.g. conducting needs assessments)
	What % of your total EAP clients have been interviewed:
	

	How did you document that the client interviews were conducted (i.e., how do you know the %)?

		



Training staff to elicit client needs
	Description of topic
	# of staff trained
	Means of documentation

	
	
	

	
	
	



Building the Service Provider database of local resources
Describe what the Service Provider did this program year to continue to build its database of local resources and how this database was documented:
	


	
Familiarizing staff with local resources
	Description of event and/or method
	# of staff trained
	Means of documentation

	
	
	

	
	
	


	
Providing clients with specific referrals
	Description of the most common referrals
	# of referrals
	Means of documentation

	
	
	

	
	
	



Providing applicants with list of referral agencies
	% of your total clients who have received the list:
	

	How have you documented which clients received this list?

	



Familiarizing staff with government resources
	Description of event and/or method
	# of staff trained
	Means of documentation

	
	
	

	
	
	



Advocacy Services: Please indicate which of the Assurance 16 services listed below your agency has performed.
	Advocacy Services
	Perform Services?

	
	Yes
	No

	Resolve energy emergency (with non-EAP resources)
	
	

	Access services
	
	

	Build self-sufficiency skills
	
	

	Stabilize household situation
	
	



Service Provider Advocacy Activities: For only the planned Advocacy Services the Service Provider indicated ‘Yes’ to above, please indicate what your agency has done. 

Resolving energy emergencies (with non-EAP resources)
	Description of method
	# of households served
	Means of documentation

	
	
	

	
	
	




Assisting households to access services
	Description of most common services accessed
	# of households served
	Means of documentation

	
	
	

	
	
	



Assisting households to build self-sufficiency
	Description of most common methods for this activity
	# of households served
	Means of documentation

	
	
	

	
	
	



Stabilizing household situations
Describe the Service Provider’s most typical strategies for stabilizing household situations this year:
	



Outreach Services: Please indicate which of the Outreach services listed below your agency has performed.
	Outreach Services
	Perform Services?

	
	Yes     
	No

	Cross train within the Service Provider agency
	
	

	Cross train outside Service Provider agency
	
	

	Make applications available
	
	

	Build energy vendor relationships
	
	

	Provide applications to non-English speaking populations
	
	

	Provide diversity training
	
	

	Distribute information brochures
	
	

	Provide customer service training
	
	

	Provide public official education
	
	



Outreach Activities: For only the planned Outreach Services the Service Provider indicated ‘Yes’ to above, please indicate what your agency has done.

Targeted Populations and Veterans Outreach: Describe the outreach activities and partnerships the Service Provider has conducted for reaching targeted populations (i.e. seniors, disabled individuals and families with children under age six) and veterans in the current program year.
	



Cross training within the Service Provider agency
	Description of training topic
	# of staff trained
	Means of documentation

	
	
	

	
	
	



Cross training outside the Service Provider agency
	Description of training topic
	Names of outside agencies
	Means of documentation

	
	
	

	
	
	



Making applications available
	Description of event, location and/or method
	Date(s)
	# of apps
	Means of documentation

	
	
	
	

	
	
	
	



Building energy vendor relationships
	Description of activity or event
	Energy vendor names
	Means of documentation

	
	
	

	
	
	



Providing applications to non-English speaking populations
	Population served
	Estimated # of applications for each population served
	Means of documentation

	
	
	

	
	
	



Providing diversity training
	Description of training topic
	# of staff trained
	Means of documentation

	
	
	

	
	
	



Distributing information brochure
	Description of brochure topic
	# provided
	Means of documentation

	
	
	

	
	
	



Providing customer service training
	Description of training topic
	# of staff trained
	Means of documentation

	
	
	

	
	
	



Providing public official education
	Description of activity or event
	Name and/or role of public official
	Means of documentation

	
	
	

	
	
	



Acknowledgement and Certification
The Service Provider Executive Director and EAP Coordinator affirm the accuracy of this report.
	Agency Certification

	
Executive Director: 

Signature: 

Date: 


	
EAP Coordinator: 

Signature: 

Date: 
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