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Monthly Intake Report – Excel spreadsheet

This report is to remain open on your desktop daily, it is a live document that is to be updated each 
time you receive

- New client

- Pending referral for a service at Headway

- Renewing NDIS plan

- Extension of a current plan

- Exits

Link for file

Client Services (V) > Intake > New & Inactive Participants - Jul_20.xlsx

Completing this is straight forward, tally is added at the 1st day of the next Month.

i.e. March report numbers are tallied 1st April.

Email is then sent to management,attach the spreadsheet too.

Template to remain the same. And emailed to the staff shown in picture below.  

file://///headway.local/Shares/Admin/9.%20Intake/3.%20New%20&%20Inactive%20Participants/New%20&%20Inactive%20Particpants%20-%20Jul_20.xlsx
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