Quick Guide for TDM CA Quarterly Reporting
Each quarter, your county is expected to submit two documents: 

1. Quarterly Report, a Word/PDF file that summarizes TDM activity in your county during the specified quarter; and 

2. Data Extract, an Excel file that contains meeting- and child-level data. The Data Extract should ALWAYS be zipped and password protected. 

What to submit:

1. Quarterly Report: Complete the Quarterly Report as outlined in 'TDM CA Quarterly Reporting Instructions for TDM CA v.2.6' in the 'Self Evaluation/Reporting' section at: http://cssr.berkeley.edu/tdm/#reporting. Save the Quarterly Report as a Word document or a PDF.

2. Data Extract Use the TDM CA export tool to create the Data Extract, an Excel file, as outlined in 'TDM CA Quarterly Data Extract Instructions' also at: http://cssr.berkeley.edu/tdm/#reporting. Use the 'Data Extract Checklist' to review the checklist for any missing data or inconsistencies. If there are any issues, go back to the TDM database and enter the correct data. Then re-run the Quarterly Report and Data Extract.

IMPORTANT: Please note that due to our security protocol, it is essential that all Data Extracts submitted are zipped and password protected. For details on password protecting, please refer to the documents ‘WinZip Instructions’ in the 'Self Evaluation/Reporting' section of the TDM website at: http://cssr.berkeley.edu/tdm/#reporting. If you have any questions or are unsure if the Data Extract is properly protected, please contact TDM Support before sending.

When to submit: 

Reports are due two weeks after the end of each quarter, according to the following timeline:

	Quarter
	Start Date
	End Date
	Report Due Date


	Quarter 1
	January 1
	March 31
	April 15

	Quarter 2
	April 1
	June 30
	July 15

	Quarter 3
	July 1
	September 30
	October 15

	Quarter 4
	October 1
	December 31
	January 15


How to submit:

Send completed (1) TDM CA Quarterly Report and (2) zipped, password-protected Data Extract file to jrickerson@sbcglobal.net and cc TDMSupport@lists.berkeley.edu.

If you have any programmatic questions about TDM implementation, the database, or reporting, please contact Jana Rickerson at jrickerson@sbcglobal.net. If you have technical questions about the database or reporting, please contact TDMSupport@lists.berkeley.edu.

�  Approximate due date. If the 15th falls on a weekend, the report will be due the following Monday.
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