	Data Entry Checklist for Program: 

	This program’s Data Collection Plan is being led by:

	
	Identify data to be collected based on the data entry type(s).

	
	Create, update, or download templates for collecting data.

	
	Review data security policies, including how data will be transported.

	
	Identify partners, staff, service providers, and/or volunteers to collect data.

	
	Train partners, staff, service providers, and/or volunteers on data collection.

	
	Collect data at the session(s).

	
	Report data into Minerva.

	
	Review and update Data Collection Plan.

	This program includes the following data entry types (check all that apply):

	
	Aggregate 
	
	Review requirements for Aggregate. 
	
	Aggregate data collection template.

	
	Individual Participant

	
	
	Download Participant Intake Form from Minerva.

	
	
	Make one copy of the Participant Intake Form for each Individual participant.

	
	
	Bring copies of Participant Intake Form to at least the first and second session.

	
	
	Survey name:

	
	
	Verify with DBHR this is the correct Survey.

	
	
	Verify with service provider they have the correct Survey.

	
	
	One-time 
	
	Pre-post
	
	Pre-mid-post
	
	Pre-mid-

follow up
	
	Pre-mid-post-

follow up

	
	
	Copies of Survey for each Participant

	
	Population Reach
	
	Review requirements for Population Reach. 

	
	Mentoring – match activities

	
	
	Download Participant Intake Form from Minerva.

	
	
	Make one copy of the Participant Intake Form for each Mentor. 

	
	
	Make one copy of the Participant Intake Form for each Mentee. 

	
	
	Bring copies of Participant Intake Form to at least the first and second session.

	
	
	Survey name:

	
	
	Verify with DBHR this is the correct Survey.

	
	
	Verify with service provider they have the correct Survey.

	
	
	One-time 
	
	Pre-post
	
	Pre-mid-post
	
	Pre-mid-

follow up
	
	Pre-mid-post-

follow up

	
	
	Make one copy of the survey for each Participant

	
	Mentoring – support activities

	
	
	Download Participant Intake Form from Minerva.

	
	
	Make one copy of the Participant Intake Form for each Mentor.

	
	
	Bring copies of Participant Intake Form to at least the first and second session.

	
	Mentoring – group activities

	
	
	Download Participant Intake Form from Minerva.

	
	
	Make one copy of the Participant Intake Form for each Mentor. 

	
	
	Make one copy of the Participant Intake Form for each Mentee. 

	
	
	Bring copies of Participant Intake Form to at least the first and second session.


