
MWA EVENT REPORT FORM

PURPOSE: To provide a method of reporting event information from Missouri Work Assistance providers to Family Support Division.  These reports may include, but are not limited to:
· events that may impact individual MWA customers

· provider events to promote the overall MWA program

· efforts that may affect or improve MWA services
· media coverage of the MWA program

· other provider event information pertinent to the MWA program
INSTRUCTIONS FOR COMPLETING THE FORM:

Supervisor completes the top section with event and/or customer information (as applicable).  The employee completes the bottom section with any additional information or observations. Supervisor should email completed form and any supporting documentation to their assigned FSD MWA Coordinator and MWA Field Manager.  Please indicate in the email if the event report is urgent or if a response is requested.
NUMBER OF COPIES AND DISTRIBUTION: 
· Provide a copy of the form by email to the MWA coordinator and MWA field manager assigned to your region.  
· If event involves an individual participant(s), retain a copy in the individual case record.

