Family Assistance Letter #113A 
Attachment B

TANF Summer Youth Employment Program
Reporting Form Instructions

The report is due the 5th of every month in Microsoft Excel format ONLY and must follow the reporting instructions listed below.  All other formats or if the report is filled out incorrectly will be returned to the county for proper submission.  
The reporting form includes two worksheet Tabs.  The first worksheet tab is titled Summer Youth Employment Data.  The second worksheet tab is titled Hours Youth Worked. 
Tab 1 Titled Summer Youth Employment Data Instructions.

Each Row should be filled out in the following manner:
1. Column A insert County Name only.

2. Column B insert the name of the Summer Youth participant:  Last Name, First Name.

3. Column C insert the age of the Summer Youth participant: numbers only in this field.

4. Column D is the start date for the Summer Youth participant: MM/DD/YYYY.

5. Column E insert the end date for the Summer Youth Participant: MM/DD/YYYY.  This field will only be used when the participant is no longer in the program.

6. Column F insert the Employer’s Name.

7. Column G insert the Employer’s Street Address.  Do not include City, State, or Zip code in this field.

8. Column H insert the Employer City.  Do not include State or Zip Code for this field.

9. Column I is a drop down list: Select Public or Private, i.e., whether the Employer is a public or private entity. 

10. Column J is a drop down list with the type of employer, choose one: Agriculture, Auto, Child Care, Construction, Entertainment, Food Service, Healthcare, Hospitality, Janitorial, Landscaping, Maintenance, Manufacturing, Office/Clerical, Recreation, Retail, Social Service, and Other.  

11. Column K is the type of work assigned to the participant. Complete this category with a useful one to two word description or name of the type of work the participant is assigned to complete. 

12. Column L insert the hourly rate of the employee.  Insert numbers only in this field a dollar sign automatically appears.

13. Column M insert the reason why the participant is no longer participating in the program.  Only use 3 to 4 word answers.  

14. Column N is a drop down list including Yes or No.  Insert whether an evaluation was completed for the participant.

15. Column O is a drop down list including Yes or No.  Insert whether the participant was hired as a permanent employee with the current company.  

Tab 2 titled Hours Youth Worked Instructions
1. Column A and Column B automatically populate based on the data in Column A and B from the Summer Youth Employment Data Tab.  Do not insert anything in these fields.  

2. Column C through P includes the number of hours worked during the week of employment.  The program starts on Friday June 1, 2012.  Column C will only include the amount of hours worked June 1 and June 2.  

3. Column D through Column P includes the hours worked during the 7 day work week starting the Sunday of the week shown through the following Saturday.  For example, Column D is titled 6/3/2012.  This would include any hours worked from Sunday 6/3/2012 to Saturday 6/9/2012.   

4. All fields filled out on this page are numbers only.  
