BEGINNING & COURSE COMPLETION
BEGINNING
Please contact Monique when you are providing Mind in the Making so she can begin the process of developing the file that she must manage per our agreement with the Office of Child Development (45 hour course) and the Families and Work Institute.

COMPLETION
In effort to keep every piece of paper in order, when you complete the Mind in the Making modules I would like all site paperwork placed in a file folder with the site name on the label and submitted as follows:  

1.  Attendance Roster
· Should be typed in alphabetical order.  

· The roster should be filled out completely.  

· If a participant is absent, please place a capital “A” for that module.  If they are present place a capital “X” for that module.  
· Enter any comments.  We need as much documentation that you have just in case someone calls me with a question. 

· Ex. You might have that they completed 10 modules, based on attendance, but they are receiving a certificate based on having made up the work. That needs to be documented in the comments.
· Highlight the names of those who should receive a 45-hour credit certificate.

· Please email a copy of the roster sheet to Monique at machavez@unm.edu
3.  Final Evaluations & Participant Registration Forms 
· Mail to:

UNM Family Development Program

Monique Chavez, SSC – B30

MSC06 3630

1 University of NM

Albuquerque, NM 87131-0001

· Keep copies of evaluations for yourself if you feel you might need them.
· In lieu of sending all participant registration forms you could send just the names and address of all participants (again, part of OCD requirements).

4.  Certificates 

· Once I have all the required documentation, I will prepare certificates for those who qualify for the 45-Hour Credit.  I will also prepare certificates for hours attended.  

· I will send the original certificate to the participant. A copy will be kept on file.
Thank you so much for helping me to keep things in order so that we have accurate documentation for our files.  If you have any questions, please call: 505-277-5800.
Monique
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