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Elderberry Database System Version 3.4
Instructions for Reporting for Title 3E Services
For the purposes of these instructions we are referencing only 3E services, however the same instructions apply to other Title III services including IIIB, IIIC & IIID Services

NOTE: You must be using Elderberry Database System Version 3.4 to report for Title 3E Services. The following sections provide instruction on the aspects of Title 3E Services reporting using the Elderberry Database System:

SECTION A- Database Setup
SECTION B- Recording demographic information for Caregivers, Care Recipients and Volunteers
SECTION C- Recording Title 3E Services
SECTION D- Getting help
APPENDIX- Included only if Elderberry Institute is serving as your fiscal/reporting agent
SECTION A- Database Setup

Database setup needs to be performed only once at the beginning of a grant year. From year to year, some adjustments may need to be made based upon changes in the contract with your 3E funder. In order to use the Elderberry Database System to report for Title 3E services, you must first perform some setup tasks using the Maintenance Menu based upon information you receive from your Title 3E funder. You must ensure that you have the proper information entered in the following sections of the Maintenance Menu:

1. Profile

2. Person Type

3. Service Type

4. Service Type (Additional)

5. Title 3E Category

6. Title 3E Service Category Link

7. Income

The information that you need in most of these Maintenance Menu sections varies depending upon the requirements of your Title 3E funder, and may change from grant year to grant year. General instructions will be provided here in Section A. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E Grant, an Appendix is attached to these instructions that list the exact entries you should have in each Maintenance Menu section. If Elderberry Institute is NOT serving in this capacity for you, you need to make these decisions for your Program. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.
General Instructions for Database Setup:

1. Profile (Data Entry Profile)

a. The Profile section of the Elderberry Database System allows you to customize which fields in the Personal Information form will be highlighted green when you select that particular Profile name from the “Data Entry Profile” drop-down box at the top of the Personal Information Form. This feature helps you remind yourself which fields should be filled with demographic data. The Profile is designed to make using the database for reporting to multiple funders more convenient, but is NOT required in order for the system to work properly.

b. Use the registration form(s) required by your Title 3E funder to determine what demographic data you will need to collect on 3E Caregivers and 3E Care Recipients on whom you will be reporting. Determine which fields on the Personal Information Form capture the data required on the 3E registration form(s).
c. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of fields that should appear in your “3E” profile. Otherwise, make this determination yourself as indicated in step A.1.b. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

d. Go to the Profile section of the Maintenance Menu, and click on the “Edit/Add Profile” button. In the “Select Profile” drop-down box at the top of the page, pick the entry titled “3E”.

e. Check to ensure that all of the fields you’ve identified in step A.1.b. are included in the “3E” Profile. If a field does not appear on the list, pick it from the list of fields in the “Label” drop-down box. The “Label” drop-down box includes the label of every field that appears in the upper section or any of the tabs on the Personal Information Form in the Elderberry Database System. The list in the drop-down box is sorted by the section of the Personal Information form in which the field appears.
f. If “3E” does not appear in the “Select Profile” list, click on the “Blank Profile” button and enter “3E” (without the quotation marks) when prompted for a name for your new profile. The only field that will appear in the new profile is the “First Name” field. Select the rest of the fields that should be included in the “3E” profile one at a time from the “Label” drop-down box.
g. When you are finished with the “3E” profile, Click the “Back” button, then click the “Back” button again.
h. When you are using the Personal Information Form to input data about a 3E Caregiver or 3E Care Recipient, select “3E” from the Data Entry Profile field at the top of the form. All fields included in the “3E” Profile you defined in steps A.1.a. through A.1.f. will be highlighted in green, which will remind you which fields must be filled with data.

i. If you wish, you can make “3E” the default data entry profile. To do so, go to the Maintenance Menu, and select “Profile” in the list on the left side of the menu. In the resulting window to the right of the list, select “3E” from the “Default Profile” box. Click the Back button and return to the Personal Information form. Now, every time you open this form, the required Title 3E fields will be highlighted green.

2. Person Type
a. Go to the Person Type section of the Maintenance Menu, and ensure that the following person types are included on the list:

	Person Category
	Person Type

	Person Served
	3E-Caregiver

	Person Served
	3E-Care Recipient


b. These exact two Person Types MUST be used in EVERY CASE in order for Title 3E reporting to work properly.

3. Service Type

a. Go to the Service Type section of the Maintenance Menu, and ensure that every individual (non-group) 3E service for which you have a contract with your Title 3E funder is included on the list. Add services as necessary at the bottom of the list.

b. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Types that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.3.a. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

c. EVERY 3E Service Type MUST be prefaced with “3E-“ (i.e. “3E-Transportation-staff” or “3E-Caregiver Respite-vol”). Any service that does not have the “3E-“ preface will NOT be included in Title 3E reports.

d. EVERY 3E Service that is to be performed by a volunteer must have a “-vol” suffix on it (see examples in previous step). Every 3E Service that is to be performed by a staff member must have a “-staff” suffix on it (see examples in previous step). When services are recorded with a “-vol” suffix in the Service Activity Log, demographic information about the service provider will be included in the Title 3E Persons Served report (see Section D.3.).

4. Service Type (Additional)
a. Go to the Service Type (Additional) section of the Maintenance Menu, and ensure that every group (non-individual, like education classes and group education) 3E service for which you have a contract with your Title 3E funder is included on the list. Add services as necessary at the bottom of the list.

b. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Types (Additional) that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.4.a. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

c. EVERY 3E Service Type (Additional) MUST be prefaced with “3E-(i.e. “3E-Caregiver Education”). Any service that does not have the “3E-“preface will NOT be included in Title 3E reports.

5. Title 3E Category

a. Complete this step only AFTER you’ve completed steps A.1. through A.4. above.

b. Go to the Title 3E Category section of the Maintenance Menu. Change or add entries to correspond with the Service Categories you are given by your Title 3E funder (these will correspond to the Service Category headings in the Persons Served document you submitted as part of your Title 3E proposal).

c. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Categories that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.5.b. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.
6. Title 3E Service Category Link

a. Complete this step only AFTER you’ve completed steps A.1. through A.5. above.

b. Go to the Title 3E Service Category Link section of the Maintenance Menu. Select the correct “3E Service Category” from the drop down-box to the left of each “3E Service Type” that appears on the list.
c. Check the service definitions document from your 3E funder to determine into which “3E Service Category” each of your “3E Service Types” falls.

d. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Category Links that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.6.c. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

e. The Title 3E Persons Served report generated by the Elderberry Database System will use these links to properly distribute the people you’re serving into the correct categories based upon the links you make in this section.

7. Income
a. See appendix for updates to Income levels.

b. Choose Income from the left side of the Maintenance Menu

c. You’ll get the message “Do not change these categories unless instructed to do so by your Title 3 funder.  These categories will be used to determine how your Title 3 Persons Served report allocates services.  Do you wish to proceed?”  Choose YES.
d. Do NOT delete ANY of the current income levels.  Instead you will be typing over the top of the existing levels to switch to the updated federally-mandated income levels.  To change the current entries, highlight the entire entry you wish to change by putting the cursor to the right of the dollar value and holding down your left mouse button as you move the cursor to the left of the text.  If the text is highlighted in black then you have it selected properly. Example


(1) 0 - $10,210            / (2+) 0 - $13,200

e. Once you have an entry highlighted, begin typing the new income level over the top of the old.   (Entries that say “do not use” or “unknown” can be left as they are)
SECTION B- Recording demographic information for Caregivers, Care Recipients and Volunteers:

1. Every Caregiver, Care Recipient and Volunteer for whom you wish to report data in your Title 3E Services Grant must be entered in the Personal Information Form. If the person you wish to include in the Title 3E Services Grant already has a record in the Personal Information Form (accessed through the Person Search form), you need to edit that person’s record to include all of the information mentioned below for that type of person. Do not change their existing person type, but add another entry in the “Person’s Status” section of the Personal Information form to properly identify them for the purpose of the Title 3E Services Grant.
2. To enter a person in the Elderberry Database System for the Title 3E Services Grant:

a. Click on the Person Search button on the Elderberry Database System’s main form.

b. Click on the “Add New” button (or double-click the person’s name if it is already in the Database System).

c. In the “Data Entry Profile” field at the top of the Personal Information form, select “3E.” If you wish, you can make this the default data entry profile. To do so, follow the instructions in Section A.1.h. above.
d. To enter a person as a Caregiver:

i. In the “Person’s Status” section, select the option “3E-Caregiver” for the person type field, select “Active” in the status field, and enter the correct date when that person was designated as a 3E-Caregiver in the initial date field.

ii. Be sure to enter data in at least every field that is highlighted in green on the upper portion of the Personal Information form and the other tabs. Records without entries in each of these fields may not be included in your reports!!
iii. In the database, no person can be entered as BOTH a Caregiver and a Care Recipient. They must be either one or the other. 
iv. After you have entered the correct information for the Caregiver, click on the “Back” button at the top of the Personal Information form and proceed to enter information about the Care Recipient (see section B.2.e. below).
v. IMPORTANT: After you have entered information on both the Caregiver and the Care Recipient, you must go back into the Caregiver’s record, and select the Care Recipient’s name from the drop-down box in the 3E-Link field on the Other Personal Information Tab. Then you must select the relationship between the Caregiver and the Care Recipient in the 3E-Relation field. Records without data in the 3E-Link and 3E-Relation fields will not be included in your reports!
vi. For every Caregiver you enter you must have at least one Care Recipient entered in the System. For every Care Recipient you enter you must have at least one Caregiver entered in the System.
e. To enter a person as a Care Recipient:

i. In the “Person’s Status” section, select the option “3E-Care Recipient” for the person type field, select “Active” in the status field, and enter the correct date when that person was designated as a 3E-Care Recipient in the initial date field.

ii. Be sure to enter data in at least every field that is highlighted in green on the upper portion of the Personal Information form and the other tabs. Records without entries in each of these fields may not be included in your reports!!
iii. In the database, no person can be entered as BOTH a Caregiver and a Care Recipient. They must be either one or the other. 
iv. After you have entered the correct information for the Care Recipient, click on the “Back” button at the top of the Personal Information Form and (if you have not already done so) proceed to enter information about the Caregiver (see section B.2.d. above).
v. IMPORTANT: After you have entered both the Caregiver and the Care Recipient, you must go back into the Care Recipient’s record and select the Caregiver’s name from the drop-down box in the 3E-Link field on the Other Personal Information Tab. Then you must select the relationship between the Care Recipient and the Caregiver in the 3E-Relation field. Records without data in the 3E-Link and 3E-Relation fields will not be included in your reports!
f. To enter a person as a Volunteer:

i. In the “Person’s Status” section, select the option “Volunteer” for the person type field, select “Active” in the status field, and enter the correct date when that person was designated as a Volunteer in the initial date field. NOTE: no special “3E” designation is required for Volunteers in this section of the database.

ii. On the Other Personal Information Form, be sure to fill in at least the “DOB” field. All of the other 3E fields may be filled in, but do not have to be in order for Title 3E reports to function properly.
SECTION C- Recording Title 3E Services:

1. In order for the Database System to properly report Title 3E services, it is imperative that Title 3E services be recorded correctly. The demographic records of Caregivers and their Care Recipients and Volunteers will NOT be reported unless they are recorded as having received at least one “3E” service entered on the Service Activity Log.
2. To record an individual service (not including group services like group Caregiver education or support group services) done for a Caregiver or Care Recipient in the Service Activity Log:

a. Select the Caregiver or Care Recipient’s name from the Person Served drop-down box (if the person’s name does not appear in the list, be sure that you have already entered his/her demographic data in the Personal Information Form, and that you have designated him/her as a 3E-Caregiver or 3E-Care Recipient).

b. Select the name of the person providing the service in the Service Provider drop-down box. This may be the name of Program staff, nurses, home health aides or Program volunteers.

c. Enter the date the service was performed.

d. Select the type of service performed in the Service Type field.

i. For the purposes of the Title 3E Services Grant, be sure to select an entry with “3E-” at the beginning. These services will appear in the Service Type field only after you have properly performed the Service Type setup described above in Section A.3.
ii. If the service is being provided by a volunteer, select an entry with “-vol” at the end of it. When you enter a 3E service with “-vol” at the end of it, the person whose name is entered in the Service Provider field of that record will be included in your 3E export as a volunteer. That is the only way a volunteer’s information will be included in your Title 3E Persons Served report.
iii. If the service is being provided by a staff person, select an entry with “-staff” at the end of it. In this case, the person providing the service will NOT be included as a volunteer in your Title 3E Persons Served report.
e. Enter the number of hours spent (or a part of an hour in decimal form) in the performance of the service. Please use .25 (15 minutes) as the smallest increment of service). It is important that this field be filled in so that the proper information is collected for other reporting (such as your Quarterly Service Report, if applicable).
f. Enter the number of home visits or leave the field at 0.

g. Enter the number of units for the service. Different units of measure are required for different Title 3E services. When the units are hours, please use .25 (15 minutes) as the smallest increment of service).  For proper service units refer to the Service Definitions documentation provided for you by your Title 3E funder. 
h. Enter the cost for the service (optional). This is the amount your Program received as a fee or donation for this service. It will often be zero. This field will NOT calculate cost x number of units. It is simply a place to put fee or donation information as you desire to track it.
i. If you like, add a note to further explain the service entry. This note will not be included in reports.

3. To record a Title 3E group session (such as group Caregiver education session), use the Service Activity Log (Additional).

a. This is NOT required of Programs contracting with the Metropolitan Area Agency on Aging (see Section B.2. of the Appendix for further information).

b. For the purposes of the Title 3E Services Grant, be sure to select an entry in the Service Activity Log (Additional) with “3E-“ at the beginning. These services will appear in the Service Type field only after you have properly performed the Service Type setup described above in Section A.4.

c. Enter the date that the 3E Group session occurred.

d. Enter the number of people who attended the session.

e. In the note field, enter details about the session as you wish (the note field will not appear in the report you send to Elderberry Institute.

f. NOTE: If your 3E funder wishes to have an UNDUPLICATED count of the number of people who attended group sessions, list the total number of people who attended the first 3E- event that you hold. For every subsequent 3E- event of the same type FOR THAT QUARTER, count only the people who attended this event and DID NOT attend any previous events OF THE SAME TYPE that quarter.
SECTION D- Getting help

1. If you need help, contact Bernie or Monica at Elderberry Institute by calling (651) 649-0315 or (800) 320-1707 or by sending an email to bernieryan@elderberry.org 
Elderberry Database System

Title 3 Reporting Instructions APPENDIX for 
2010 C.A.R.E Collaborative Reporting
APPENDIX SECTION A: Setup Information
1. Profile (Data Entry Profile)
	Label
	Location

	First Name
	Personal Information Form

	Last Name
	Personal Information Form

	CCC Link
	Personal Information Form- Other Personal Information Tab

	CCC Relationship
	Personal Information Form- Other Personal Information Tab

	DOB
	Personal Information Form- Other Personal Information Tab

	Ethnic Background
	Personal Information Form- Other Personal Information Tab

	Gender
	Personal Information Form- Other Personal Information Tab

	Income Level
	Personal Information Form- Other Personal Information Tab

	Latino?
	Personal Information Form- Other Personal Information Tab

	Marital Status
	Personal Information Form- Other Personal Information Tab

	Person Served Detail: # of People in Household
	Personal Information Form- Person Served Detail Tab

	Person Served Detail: Living Situation
	Personal Information Form- Person Served Detail Tab

	Person Served Detail: Special Eligibility
	Personal Information Form- Person Served Detail Tab

	Initial Date
	Personal Information Form- Top Right (Person's Status)

	Person Type
	Personal Information Form- Top Right (Person's Status)

	Status
	Personal Information Form- Top Right (Person's Status)


2. Person Type
	Person Category
	Person Type

	Person Served
	3E-Caregiver

	Person Served
	3E-Care Recipient


3. Service Type- See Appendix Supplement
	Service Category
	Service Type

	Service coordination
	3E-Assisted Transportation (E)-Staff

	Volunteer service- individual
	3E-Assisted Transportation (E)-VOL

	Service coordination
	3E-Care Coordination/Consultation (E)-Staff

	Volunteer service- individual
	3E-Care Coordination/Consultation (E)-VOL

	Service coordination
	3E-Chore (E)-Staff

	Volunteer service- individual
	3E-Chore (E)-VOL

	Service coordination
	3E-Counseling (E)-Staff

	Volunteer service- individual
	3E-Counseling (E)-VOL

	Service coordination
	3E-Education/Training One-on-One (E)-Staff

	Volunteer service- individual
	3E-Education/Training One-on-One (E)-VOL

	Service coordination
	3E-General Assistance (E)-Staff

	Volunteer service- individual
	3E-General Assistance (E)-VOL

	Service coordination
	3E-Group Respite (E)-Staff

	Volunteer service- group
	3E-Group Respite (E)-VOL

	Service coordination
	3E-Homemaker (E)-Staff

	Volunteer service- individual
	3E-Homemaker (E)-VOL

	Service coordination
	3E-In-Home Respite (E)-Staff

	Volunteer service- individual
	3E-In-Home Respite (E)-VOL

	Home health aide
	3E-In-Home Respite (E)-HHA

	Service coordination
	3E-Mentoring (E)-Staff

	Volunteer service- individual
	3E-Mentoring (E)-VOL

	Service coordination
	3E-Personal Care (E)-Staff

	Volunteer service- individual
	3E-Personal Care (E)-VOL

	Service coordination
	3E-Self-Directed Respite (E)-Staff

	Service coordination
	3E-Self-Directed Counseling (E)-Staff

	Service coordination
	3E-Self-Directed Supplemental Services (E)-Staff

	Service coordination
	3E-Telephone Reassurance CG (E)-Staff

	Volunteer service- individual
	3E-Telephone Reassurance CG (E)-VOL

	Service coordination
	3E-Telephone Reassurance CR (E)-Staff

	Volunteer service- individual
	3E-Telephone Reassurance CR (E)-VOL

	Service coordination
	3E-Transportation (E)-Staff

	Volunteer service- individual
	3E-Transportation (E)-VOL

	Volunteer service- individual
	3E-Support Group (E)-VOL

	Service coordination
	3E-Support Group (E)-Staff


4. Service Type (Additional)- See Appendix Supplement
	Service Category
	Service_Type

	Health promotion
	3E-Caregiver Education Group

	Health promotion
	3E-Peer Support Group Education

	Health promotion
	3E-Group Education (E)-Staff

	Health promotion
	3E-Group Education (E)-VOL


5. Title 3E Service Category

	3E Service Category

	Access Assistance

	Counseling

	Respite Care

	Supplemental Service

	Consumer Directed


6. Title 3E Service Category Link

	3E Service Category
	3E Service Type

	Supplemental Service
	3E-Assisted Transportation (E)-Staff

	Supplemental Service
	3E-Assisted Transportation (E)-VOL

	Access Assistance
	3E-Care Coordination/Consultation (E)-Staff

	Access Assistance
	3E-Care Coordination/Consultation (E)-VOL

	Supplemental Service
	3E-Chore (E)-Staff

	Supplemental Service
	3E-Chore (E)-VOL

	Counseling
	3E-Counseling (E)-Staff

	Counseling
	3E-Counseling (E)-VOL

	Counseling
	3E-Education/Training One-on-One (E)-Staff

	Counseling
	3E-Education/Training One-on-One (E)-VOL

	Access Assistance
	3E-General Assistance (E)-Staff

	Access Assistance
	3E-General Assistance (E)-VOL

	Respite Care
	3E-Group Respite (E)-Staff

	Respite Care
	3E-Group Respite (E)-VOL

	Supplemental Service
	3E-Homemaker (E)-Staff

	Supplemental Service
	3E-Homemaker (E)-VOL

	Respite Care
	3E-In-Home Respite (E)-HHA

	Respite Care
	3E-In-Home Respite (E)-Staff

	Respite Care
	3E-In-Home Respite (E)-VOL

	Counseling
	3E-Mentoring (E)-Staff

	Counseling
	3E-Mentoring (E)-VOL

	Supplemental Service
	3E-Personal Care (E)-Staff

	Supplemental Service
	3E-Personal Care (E)-VOL

	Consumer Directed
	3E-Self-Directed Respite (E)-Staff

	Consumer Directed
	3E-Self-Directed Counseling (E)-Staff

	Consumer Directed
	3E-Self-Directed Supplemental Services (E)-Staff

	Supplemental Service
	3E-Telephone Reassurance CG (E)-Staff

	Supplemental Service
	3E-Telephone Reassurance CG (E)-VOL

	Supplemental Service
	3E-Telephone Reassurance CR (E)-Staff

	Supplemental Service
	3E-Telephone Reassurance CR (E)-VOL

	Supplemental Service
	3E-Transportation (E)-Staff

	Supplemental Service
	3E-Transportation (E)-VOL

	Counseling
	3E-Support Group (E)-Staff 

	Counseling
	3E-Support Group (E)-VOL


7. Income
	Income Level

	(1) 0 - $10,830
            /(2+) 0 - $14,570

	(1) $10,831 – $21,660     /(2+) $14,571 - $29,140

	(1) $21,661 & over     / (2+) $29,141 & over


APPENDIX SECTION B: Other Reporting Information
1. In the Person Served Detail tab of the Personal Information Form, be sure to select “Title III 60+” in the Special Eligibility field. Records with any other entry in this field will not be included in your MCCC reports!
2. If you provide Group Caregiver Education you may enter the information in your Service Activity Log (Additional) as indicated in Section C3 of the Database Instructions document. However, this information will NOT be included in your data export. In order for those services to be properly reported to the MAAA, you must FAX a copy of the sign-in sheet for this event to Elderberry Institute. We will then enter the names of the people attending into ElderWise and make sure that the data is properly transmitted to the MAAA.
3. Performing Quarterly ElderWise Exports:

a. Creating the ElderWise Export files:

i. At the end of each quarter, you will be required to provide a report of your Title 3E-related services by creating and sending three files to Elderberry Institute.

ii. After you are confident that you have entered all the people and services you wish to count in your Title 3E ElderWise Export, click on the Reports button on the Elderberry Database main form.

iii. From the Report List on the left side of the Report Menu, select the entry called “ElderWise Export (Title 3E-CCC).”

iv. In the Report Parameter section on the right side of the Report Menu, select the correct year and quarter for the export you wish to send. NOTE: For the purposes of Title 3E grants, use calendar quarters, not state of MN fiscal year quarters. The quarters should correspond to the following months:

	Quarter
	Months

	1
	January 1 – March 31

	2
	April 1 – June 30

	3
	July 1 – September 30

	4
	October 1 – December 31


v. Click on the “Export” button. When you click this button, the database will create 3 files with the extension .txt, and will save them to the root directory on your computer’s C: drive. 

vi. After you create the export files, you must then attach them to an email and send them to Elderberry Institute.

b. Sending files to Elderberry Institute

i. After you have completed the steps in Section B.3.a., open your Email program and select the option which allows you to create a new email message.

ii. Select the “Attach” button and browse to your computer’s C: drive. You can accomplish this by selecting C: from the list of options in the drop-down box titled “Look in” at the top of the “Enter file to attach” form.

iii. Locate the three files whose names begin with 421 and which end with the extension .txt. If you have more than 3 files of this type, select the three files that contain the date of the first day of the first month of the quarter you wish to export.
iv. Attach all three of the files (you may have to do this one file at a time). Be sure that you include ALL THREE files in your export!!
v. Type MCCC Export followed by your Program’s name and the quarter number in the Subject Line. For Example: “MCCC Export Como Park LAH/BNP Quarter 1 2007”

vi. Remember to attach the additional service and financial reports required by the Instructions for Service and Data Reporting document.

vii. Send the email to bernieryan@elderberry.org
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