
Distribution/Individualized Technical Assistance Log Template
Aligned with the SEA HIV Indicators

Directions For Use
This log sheet is an OPTIONAL tool that sites may decide to use to help them track the CDC Indicators related to distribution of materials (DIST) and individualized technical assistance (ITA). Feel free to modify as you wish! Sites may choose to use this log along with Training Tracker (or some other database), or on its own.

This log sheet is designed to be used in conjunction with the Indicator Topic Outline (color-coded document), which is an “at-a-glance” view of the Indicator topics calling for number totals. One log sheet will hold information for many recipients of services.

1. Provider Name: Refers to the person providing service (distribution of materials or ITA).

2. Recipient Name: Who received this service. Your site may or may not need to track this information. 
3. Agency OR District: (Which ever is applicable) Required for tracking total number of districts or organizations (external partners, or regional support units) receiving this service.
4. School: (if applicable) Fill this in if the person is an employee of a particular school, not just a district. This is required for tracking total number of schools receiving this service.
5. Contact Information: Optional for sites wishing to track this information.
6. Activity: Put a check mark in either or both boxes as applicable.
7. Category: Was the category of services related to Policy, Curricula & Instruction (C&I), Assessment of Student Standards & Performance (S&A), Targeting Priority Populations (TRGT PRTY POP)? Circle all that apply (see the ( below for the abbreviation key).
8. ( is for the Priority Population code. See the ( below for the abbreviation key, and fill in any that apply.
9. Indicator Topic(s): Consult the Indicator Topic Outline to fill this part out.
10. ( is for the Participant Type code. See the ( below for the abbreviation key.
11. For mass distribution of materials: To keep track of this, you may want to copy a list of your districts & schools on the back of the log sheets (or as a separate document) so that you can simply check off which ones you actually provided service to. Same for the external partners & regional support units, if you have an extensive list of these organizations that you deal with.
12. For questions or comments, contact Tracy Wright at tracyw@rmc.org, (303) 239-6976 x110 or Anne Milliken at annem@rmc.org (303) 239-6976 x109
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( Category abbreviations:  Policy (Policy), Curricula & Instruction (C&I), Assessment of Student Standards & Performance (S&A), and Targeting Priority Populations (TRGT PRTY POP). 

( Priority Populations include African American (AA), Asian/Pacific Islander (A/PI), Hispanic/Latino (H/L), Am. Indian/Alaska Native (AI/AN) and Sexual Minority (SM) youth.
( Participant type codes: D = District, S = School, R = Regional Support Unit, E = External Partner

