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14.2 Guidelines for Submitting Reports by Email
Reports submitted by email must meet the following guidelines.

· Send interim reports and final training reports by email to the counselor and EAS specialist who completed the consultation report.

· Include the counselor’s caseload number.

· Complete all reports using a DARS2868, Consumer Services Report: Assistive Technology Training Report and include all required information. (For more information, see the sample training report.
· Do not use the consumer's Social Security number on email reports. 

· Do not use the consumer's complete name. Use only the consumer's first name and last initial. In the body of the report use "consumer" or first name only. 

· 
· 
· 
14.3 Report Requirements
Assistive technology training reports must meet the following requirements.
· All training reports must be prepared using a DARS2868, Consumer Services Report: Assistive Technology Training Report. 

· Training reports for DBS consumers must be submitted to the counselor and the EAS specialist who completed the consultation report within 10 working days after the training is completed. 

· Training reports for DBS staff members must be submitted to their supervisors within 10 working days after the training is completed. 

· If consumer training continues beyond one 30-day period, the trainer must submit an interim report to the consumer's counselor for each 30-day period. 
Call ATU at (512) 377-0310 or Mark Eastland, in-house services manager, at (512) 377-0691 if you have questions.

