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Part I: Introduction



About this Guide

This guide provides an orientation to two work plan templates developed as part of
CDC-RFA-PS19-1901, STD Prevention and Control for Health Departments (STD PCHD).
Award applicants are encouraged to use these templates for submitting required work
plan information as part of their application. These templates are two Excel-based
workbooks, pictured below:

5 Year Plan Year 1 Work Plan

Strengthening STD Prevention and Control for Health Departments (STD PCHD) Strengthening STD Prevention and Control for Health Departments (STD PCHD)

Work Plan
5 Year Plan PCHD 2019 Year 1
PCHD Years1-5

Project Area: [Choose your Project Area..]
Period of Performance: 1/1/2019 - 12/31/2019
Project Area:|[Choose your Project Area..] b S !

Period of Performance: 01/01/2019 - 12/31/2023

Click the navigation bar or a tab at the bottom of the jump to the rksheet.

The following navigation bar is available on the top of all worksheets

Disease Investigationand | Screening, Diagnosis, and
Intervention Treatment
Go to PCHD 5 Year Plan >>

Progam Chiamydia Congenital Syphills |  Outbreak [ STD Specialty Care Community Health Promotion | - Analysis, Translation,
Instructions: Context & Gonorthea Adverse Outcomes | Partner Services for Women |  Gonorthea & Syphills Tx | Provider Education & Reporting S o)
- P nL—f ccron oo = — = Partners uohilis Part jces.for MS Priotity Pan, Scre g Po D i

You may use thig Dissase Investigation and || Screening. Disgnosts, and
document for ma Intervention Treatment

PCHD 5 Year Plan Chlamyelia Congenital Syphiis | Outbreak T STD Specialty Care Commmunity Health Promation ‘Amabysis, Translation,

- - - Dhssemination

Complete the tab] This five year planning page is an opportunity for you to step back and reflect on how your STD program's context, goals, and objectives are related to the Youras il L Adeesse Outcomes'” | [ERE e Re)  EE D
your STD progra key strategies and activities put forth in this award. Applicants will only need to complete and submit the PCHD 5 Year Plan once during the five year Syphills Partner Services for MSM | Priority Pop. Screening 8 Tx Policy. Data-Driven Planning

period of performance of the award.

Complete each t
Surveillance cutting issues a

measures and

PCHD Year 1: Strategy Area Context and Partnerships

This page is an opportunity for you of

Applicants will on
of the award.

and partnars ralated to your workplan activities during PCHD Year 1.

Current Capability . Applicants will colt IR | FT TS
What is the current capacity of your STD program, in this Strategy Area? Home Pag

Strategy Area Point of Contact (if differant from Principal Investigator]
If you need techn
address: .
STD_PCHD@cdc. Strategy Area Conionk
. Use the space bal Disease Investigation and | Screening, Diagnosis, and
Strengths N objctives for this Intervention Treament .
Notes on Data|what are the key strengths of your STO Surveillance program? p— Chlamydia | Congenital Syphils | Gutbweak [ STO Sporialty Care Community Health Fromotion | Analysis, Transiatian,
—_—— Context & Ganerthea for Women hiisTx | Pronider Education & Reporting el
All lieht vallow cal P
ome Page T Syphills Priority Pop. Screening & Tx Policy Data-Oriven Planning
Strategy Area Ri PCHD Year 1:
(ST | Conduct Disease Investigation and Intervention
Weaknesses

Year 1.

What are the key weaknesses of your STD Surveillance program?

Strategy 9: Conduct health department syphilis disease investigation and intervention for men with syphilis

9A: Conduct follow-up on primary and secondary syphilis men, to obtaln if needed,

HIV care status, PrEP use, and other information to ensure linkage to appropriate STD and HIV related prevention services
Objective 9A-1

Annual Objective: Describe one objective for this strategy,
using the 5.M.A.R.T. objectives format

sex of sex partners, HIV serastatus,

Description: Briefly describe the baseline and target measures of

your objsctive
Bassling Target
[
Activity Dascription Activity Timeframe Output Indicator Assigned To

[+] Creats objective
g subrnit up to for each sub- fiek 1o hide if not needed




Work Plan Template Contents

There are two template workbooks. Each workbook contains multiple worksheets, where
applicants can enter information. Their contents are described in the table below.

Template Worksheet Worksheet Description
Coversheet with instructions for navigating and completing the PCHD
PCHD 5 Year Plan 5 Year Plan as well as links to relevant documents and Points of
Home Page Contact. Applicants will 1) select their organization’s name from the
STD PCHD 5 Project Area drop-down list and 2) fill in the submission date.
Year Plan
Worksheet to collect information on the applicant’s programmatic
PCHD 5 Year Plan capacity, strengths, challenges, planned changes, and priorities
during the five year period of performance of the award.
Coversheet with instructions for navigating and completing the PCHD
2019 Year 1 Work Plan as well as links to relevant documents and
PCHD Year 1 Work Points of Contact. Applicants will 1) select their organization’s name
Plan Home Page from the Project Area drop-down list and 2) fill in the submission
STD PCHD date.
Year 1 Work Worksheet to collect information on the applicant’s context, cross-
Plan Program Context &

: cutting issues and partners related to work plan activities during
Partnerships PCHD Year 1.

Strategy Area Work Worksheets to collect information on specific objectives, activities,
Plan Worksheets and measures to indicate the achievement of PCHD Year 1 strategies.

Note: All strategies outlined in the templates are required by all applicants. Applicants can request to opt out of selected
required activities by providing a strong justification, which must be based on program priorities, resources, and/or policies.
6



Part Il: STD PCHD 5 Year Plan



Navigating the 5 Year Plan Workbook

The PCHD 5 Year Plan template contains two different worksheets. Think of these
worksheets as individual pages of the template. You can navigate between the two
worksheets by using the tabs at the bottom of the Excel-based template.

FILE HOME | INSERT  PAGE LAYOUT FORMULAS DATA  REVIEW VIEW  Deloitte Tools  STARWizard =~ GRANT TOOLS

-y
gf’cm Calibri - Wrap Text =
B Copy - #

Paste B; Py I u Merge & Center - - -0 .00 | Conditional Format 4

- <~ Format Painter - R "7 Formatting ~ Table

Clipboard [ Font Alignment Number

c7 N Jr | [Choose your Project Area...]
A B C D E

1

2 Strengthening STD Prevention and Control for Health Departments (STD PCHD)

3

4 5 Year Plan

5 PCHD Years1-5

6

7 Project Area:l [Choose your Project Area...] A

9 Period of Performance: 01/01/2019 - 12/31/2023

1 Submission Dateﬂ ‘

12

13 Go to PCHD 5 Year Plan >>

14 Instructions:

You may use this template to prepare a PCHD 5 Year Plan for DSTDP. Please refer to the supplemental guidance
o " i "

that will allow you to reflect on how

Click on the navigation tabs at the end aciviies put forth i tis award
bottom of the PCHD 5 Year Plan template L. e e perod ot pertormance
to navigate between worksheets.

cription of your need to the following

—_—
STD_PCHD@cdc.gov
19 l

20 Noi,es on Data Entry: ‘

All i = rinnut. You can tune vour resnonses diractlv into the vellow cells or conv and
Home Page




Populating the PCHD 5

Year Plan Home Page (1/2)

The PCHD 5 Year Plan Home Page is the first section in the PCHD 5 Year Plan
template. Applicants will select the appropriate response from the “Choose your
Project Area” drop-down list at the top of the PCHD 5 Year Plan Home Page.

HOME  INSERT  PAGELAYOUT FORMULAS DATA REVIEW VIEW Deloitte Tools STARWizard ~ GRANT TOOLS
iy
0 ?’ cut Calibri N Wirap Text
=& Copy ~ I
Paste Merge & Center - -0 .00 Conditional Format a
- Format Painter B Mierge f Ceme ° Formatting - Table
Clipboard " Font Alignment Number
c7 fr | [Choose your Project Area...]
A B C D E
1
2 Strengthening STD Prevention and Control for Health Departments (STD PCHD)
3
4 5 Year Plan
5 PCHD Years1-5
6
7 Project Area:l [Choose your Project Area...]
2 [Choose your Project Area...]
9 Period of Performance: [
lask:
11 Submission Date: ':r?;:a
12 Arkansas
Baltim
13 X Calife
14 Instructions: Chicago v

Step 1: Click the ® to the right
Project Area...].

response for your organization.

of the yellow cell that says [Choose your

Step 2: Use @ ® to scroll up and down the list to find the appropriate

Step 3: Click on the Project Area name to select

Step 4: Click outside the [Choose your Project Area...] cell to stop editing.




Populating the PCHD 5 Year Plan Home Page (2/2)

Applicants will populate the worksheet with the Submission Date.

FILE HOME  INSERT  PAGE LAYOUT FORMULAS DATA  REVIEW VIEW  Deloitte Tools ~ STARWizard ~ GRANT TOOLS

B
D gf,Cut Calibri M1 <A A A Wrap Text -
52 Copy - o
Paste . B I U Merge & Center ~ -9 0 .00 Conditional Format 4
. <~ Format Painter - ) ‘ $ - % * Formatting - Table

c7

B

2

C

D

Clipboard o Font Alignment Number

E

Strengthening STD Preventionfand Control for Health Departments (STD PCHD)

5 Year Plan
CHD Years 1-5

[ I O

Project Area:l[Choose your Project Ara...]

¢

Period of Performance: 01/01/2019 - 12/31/202
11 Submission Dat{ 1

12
13 Goto PCHD 5 YearWNgn >>
14 Instructions:

Step 1: Click on the yellow cell to the right of Submission
Date.

Step 2: Begin typing the date of the Submission Date, using
the MM/DD/YYYY format (e.g., 10/01/2018). You will notice
that the space above the worksheet will populate with the
date range you enter.




Navigating the PCHD 5 Year Plan Worksheet

The PCHD 5 Year Plan worksheet is broken into five color-coded sections for each
strategy area. To navigate back to the top of the 5 Year Plan, click the “Back to Top”
link.

FILE HOME  INSERT  PAGELAYOUT FORMULAS DATA REVIEW = VIEW Deloitte Tools  STARWizard

D D 1@ ol Formula Bar q [‘i, a = E @ EIsplit  [DView Side by Side EE =
& Lrace Break P Cust 2 10 2 . ND A . T Hide Synchronous Serolling switch | M
ormal Page Break Page Custom || Griglines [ | Headings oom oom to ew Armrange Freeze . ) “ witcl acros
Preview Layout Views Selection Window Al Panes - [Unhide Reset Window Position  windows - -
Workbook Views Show Zoom Window Macros
F46 - e
PCHD 5 Year Plan

Disease Investigation and Intervention

Current Capability
What is the current capacity of your STD program, in this Strategy Area?

g

Strengths

/

What are the key strength:

Weaknesses
What are the key weaknes:

Progress and Change

Intervention program?

Click the “Back to Top” link
to return to the top of the
worksheet.

What major changes do you plan to make over the next 5 years through your STD Disease Investigation and

Back to Top

Home Page | PCHD 5 Year Plan ®
B

11




Populating the PCHD 5 Year Plan Worksheet (1/2)

To fill out the PCHD 5 Year Plan worksheet, click on the tab labeled “PCHD 5 Year
Plan” and click inside any of the yellow cells to begin entering or editing text.

FILE HOME  INSERT  PAGE LAYOUT FORMULAS DATA REVIEW VIEW  Deloitte Tools ~ STARWizard

Normal Page Break Page Custom
Preview Layout Views
Workbook Views Show

Gridlines Headings

L D [@ Ruler [ Formula Bar Q\ [% @ F‘E E EE?;"Z

Zoom 100% Zoomto New Arrange Freeze _

Selection Window  All  Panes ~ Junhide Reset Window Position  windows -

Zoom

[TIView Side by Side iy
Synchronous Scrolling lj:l <)

Switch  Macros

Window Macros

F46 - K

PCHD 5 Year Plan

t

key strategies and activities put forth in this award
period of performance of the award.
= ===

This five year planning page is an opportunity for you to step back and reflect on how your STD program
. Applicants will only need to complete and submit thg

Step 1: Click inside any yellow
cell.

Step 2: To enter information,
type directly into the cell or
copy (Ctrl + C) and paste (Ctrl +
V) the information from
another document.

Step 3: When you are done
entering information, click
anywhere outside of the cell.

this Strategy Area?

You can edit information by
making direct changes to the
text in the insert function bar
at the top of the worksheet

program?

ﬁ

ce program?

ext 5 years through your STD Surveillance program?

12




Populating the PCHD 5 Year Plan Worksheet (2/2)

To fill in the Program Priorities table, select the appropriate response from
Importance and Implementation drop-down lists. If needed, use the comments
section to provide additional information to CDC.

Normal Page Break Page Custom Gridlines Headings

Preview Layout Views
Workbook Views Show

Scroll over cells with Y for
additional guidance

PCHD 5 Year

Zoom

HOME  INSERT ~ PAGE LAYOUT FORMULAS DATA  REVIEW VIEW | Deloitte Tools ~ STARWizard

|:| D IE Ruler | Formula Bar Q @ DE E gl ESplit m‘\/j“ﬂ Side by fld? ED’_J L7

Zoom 100% Zoom to

New Arrange Freeze . n Switch  Macros
Selection Window Al Panes - L] Unhide Reset Window Position  windows -

. Hide crolling

Window Macros

Progress and Change

What major changes do you plan to make over the next 5 years through you

/

Program Priorities

Use the space below to rate the importance of the primary strate

implementing them.

%our

Surveillance Primary Strategy

Importance: Among Surveillan
strategies, how would you ra
relative importance

Step 1: Click inside any yellow cell from
the Program Priorities table.

Step 2: Select the appropriate response
for the Rating and Priority questions.

Step 3: If needed, use the comments
section to provide additional
information to CDC.

BPTPTETRETaoT

Conduct Chlamydia (CT)
surveillance

surveillance

Conduct syphilis surveillance Slightly Important

Conduct congenital syphilis (CS)

Conduct Gonorrhea (GC) Extremely Important

p
Moderately Important

Not Very Important

surveillance

Conduct surveillance of adverse
outcomes of STDs

Home Page || PCHD 5 Year Plan

Disease Investigation and Intervention

(O]

Back to Top ~

13




Part lll: STD PCHD Year 1 Work Plan



Navigating the PCHD Year 1 Work Plan (1/2)

In addition to navigation tabs, all PCHD Year 1 Work Plan include hyperlinked buttons
that allow users to navigate quickly from worksheet to worksheet.

FILE HOME | INSERT  PAGE LAYOUT FORMULAS DATA REVIEW VIEW  Deloitte Tools =~ STARWizard ~ GRANT TOOLS

i .
A G o A K Te v B ’ '

Bl Copy - o R . - A
Paste - ) BIU A = Merge & Center $ 0% 9 5000 Conditional Format as Insert Delete Fd
. Format Painter Formatting - Table
Clipboard 5 Font Alignment Number Styles Cells
- fe
A B C D E F
[ ]
2 Strengthening STD Prevention and Control for Health Departments (STD PCHD)
3
4 Work Plan
5 PCHD 2019 Year 1
6
7 Project Area:‘ [Choose your Project Area...]
9 Period of Performance: 1/1/2019 - 12/31/2019
11 Submission Dateﬂ
12
13 Click the navigation bar or a tab at the bottom of the workbook to jump to the corresponding worksheet.
14 Thofou oo L TR I £ U RISy
FlameP e Surveillance Disease Investlg.atlon and Screening, Diagnosis, and e e ey Data; .Use- and
Intervention Treatment Utilization
., Chlamydia | Congenital Syphilis | Qutbreak | EPT | STD Specialty Care I Community Health Promotion | Analysis, Translation,
Context & Gonorrhea | Adverse Qutcomes | Partner Services for Women | Gonorrhea & Syphilis Tx I Provider Education & Reporting | Dfisrae lisifien
Partners Syphilis | Partner Services for MSM | Priority Pop. Screening & Tx | Policy | Data-Driven Planning |

15

Nav|gat|on ta bs 2019 PCHD Year 1 Work Plan for DSTDP. Pl faciaih lasaantal " s IET——
= " =On the Program Context & Partners tab, you will I g k d b bf the cross-
cutting issues alfiggartners related to your work plan activities during PCHD Year 1. Or H y p e r I n e u tto n S

jectives, baseline

measures and target gOWg, and activities that will support the achievement of the annd

Home Page




Navigating the PCHD Year 1 Work Plan (2/2)

Click on the button that corresponds to the specific worksheet you would like to view
or edit. You know you are on the desired worksheet when the selected button
changes color.

FILE HOME  INSERT  PAGE LAYOUT FORMULAS DATA REVIEW VIEW  Deloitte Tools  STARWizard
. CRENEIREIY v S =R T
A A =P Wrap Text - # |Data Entry No Wrap Text |Table Head

D 7
bacte BICOPY 7 hoA. === == 5 $ <0 00 Conditional Formatas Good Neutral [Calculation|
aste B I U- _ - - === € 3= Merge & Center ~ -% 2 .00 2.0 enditional Format as . Goo eutra ScL atlon
- ' Format Painter - - - Formatting ~  Table ~
Clipboard [ Font 5 Alignment 5 Number R Styles

115 . e

Disease Investigation and Screening, Diagnosis, and 2 = Data Use and
Home Page Prevention and Policy e
Intervention Treatment Utilization

pr— Chlamydia | Congenital Syphills Outbreak STD Specialty Care | Community Health Promotion | Analysis, Translation,
Context & Gonorrhea | Adverse Qutcomes | Partner Serwces for Women Gonorrhea & Syphilis Tx | Provider Education & Reporting | Dissemination ’

Partners Syphilis | Partner Services for MSM Priority Pop. Screening & Tx | Policy | Data-Driven Planning |
PCHD Year 1: Work Plan

Conduct Nicaaca Inuactioatinn and Intaruantinn

Click the buttons to navigate to different
sections. The section you are currently in
will turn color to match its strategy area.
|

Activity Description Activity Timeframe QOutput Indicator Assigned To

of sex partners, HIV serostatus,

e baseline and target measures of

~

~
Target

+] Create objective

Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

+] Create objective
Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

‘ Home Page ‘ ML IEIMEEMICWETENGIS I Partner Services for MSM ‘ ®
16




Populating the PCHD Year 1 Home Page

Similar to the PCHD 5 Year Plan Home Page, applicants must populate the PCHD Year

1 Home Page with the NOFO and work plan information listed below.

FILE HOME | INSERT  PAGE LAYOUT FORMULAS DATA REVIEW VIEW  Deloitte Tools =~ STARWizard ~ GRANT TOOLS

Conditional Format as In
Formatting - Table

sert Delete Fg

Styles Cells

D E F

ealth Departments (STD PCHD)

-y
Ez% cut Calibri 11 ~|A A s Wrap Text
= Copy ~
Paste Merge & Center -~ o7
~ Format Painter BIU Merge & Center $ /0
Clipboard 5 Font Alignment Number
- fe
A B C
1]
2 Strengthening STD Prevention and Control for H
3
4 Work Plan
5 PCHD 2019 Year 1
6
7 Project Area:‘ [Choose your Project Area...]
9 Period of Performance: 1/1/2019 - 12/31/2019
11 Submission Dateﬂ
12
13 Click the navigation bar or a tab at the bottom of the workb
14 The fo\lowmg nawgat\on bar is available of
Intervention
Premen Chlamydia | Congenital Syphilis | Qutbreak | EPT
Context & Gonorrhea | Adverse Qutcomes | Partner Services for Women ‘ Gon
Partners Syphilis | Partner Services for MSM | Priorit
15
16 Instructions:
You may use this template to prepare a 2019 PCHD Year 1 Work Plan for DSTDP. Please refer t
17
Complete each tab in this workbook. On the Program Context & Partners tab, you will be aske
cutting issues and partners related to your work plan activities during PCHD Year 1. On the Str|
measures and target goals, and activities that will support the achievement of the annual obje
18
Applicants will complete and submit the PCHD work plan each year during the five year period
» GLICRELE  Program Context 8 Partners Chlamydia Syphilis

Step 1: Select the Project Area for
your organization from the drop-
down menu (click here for detailed
instructions).

Step 2: Enter the Submission Date

(click here for detailed instructions).

1Z




Populating the Program Context & Partners
Worksheet (1/3)

The Program Context & Partners worksheet is broken into five color-coded sections
for each strategy area. To navigate back to the top of the Program Context & Partners
worksheet, click the “Back to Top” link.

HOME  INSERT = PAGE LAYOUT FORMULAS DATA REVIEW VIEW  Deloitte Tools ~ STARWizard

ABC // I:I E_‘%ﬁ Q S D - Show/Hide Comment II—‘ ’T‘ ’7 #Protect and Share Workbook 75

I Show All Comments D Allow Users to Edit Ranges

7 Show Ink Protect Protect Share Track Changes - Ste.:d
Inking

Spelllng Research Thesaurus Translate New  Delete Previous Next

Comment Sheet Workbook Workbook Q

Proofing Language Comments Changes Ink

El6 - I

Disease Investigation and || Screening, Diagnosis, and s 8 Data Use and
Home Page Prevention and Policy T
Intervention Treatment Utilization

Chlamydia | Congenital Syphilis | Outbreak | EPT STD Specialty Care | Community Health Promotion | Analysis, Translation,

Program : PR
g Dissemination

Context & Gonorrhea | Adverse Outcomes | Partner Services for Women | Gonorrhea & Syphilis Tx | Provider Education & Reporting |

Partners Syphilis Partner Services for MSM | Priority Pop. Screening & Tx | Policy |  Data-Driven Planning |

PCHD Year 1: Strategy Area Context and Partnerships

Disease Investigation and Intervention Back to Top /

Strategy Area Point of Contact (if different from I;rincipal Investigator)

=

~

Strategy Area Context
Use the space below to describe any contextual factors, cross-cutting issues, changes, or pz s that impact your PCHD 2019 Year 1

Click the “Back to Top” link
Strategy Avea Risks to return to the top of the

Use the space below to describe any major D19

worksheet.




Populating the Program Context & Partners

Worksheet (2/3)

To fill out the Program Context & Partners worksheet, click on the tab labeled
“Program Context & Partners ” and click inside any of the yellow cells to begin

entering or editing text.

[DRMULAS DATA REVIEW = VIEW Deloitte Tools STARWizard
g - > how/Hide nt #Protect and Share Workbaok
You can edit AT G, o B3 SERN00T &
Elete Previous  Next 3 Show Ink Protect Prof Shar B Track Changes St it
. (] S Sheet Wo kb ok Wor kbook Inking
information by making g

direct changes to the
text in the insert

#

function bar at the top
of the worksheet

nital Syphilis | Outbreak | EPT STD Specialty Cari

rse Outcomes | Partner Services for Women ‘ Gonorrhea & Syphilis 1

Syphilis | Partner Services for MSM | Priority Pop. Screening &

PCHD Year 1: Strategy Area Context and Partnerships

Disease Investigation and Intervention

Strategy Area Point of Contact (if different frozy

Strategy Area Cog
& the sna :

rincipal Investigator)
Scroll over cells with W for

0ss-cutting issues, changes, or priorities that £
additional guidance

Use the space below to describe any major risks associated with implementation of the objectives under this
Year 1.

Disease Investigation and Screening, Diagnosis, and
Intervention Treatment

Step 1: Click inside any yellow
cell.

Step 2: To enter information,
type directly into the cell or
copy (Ctrl + C) and paste (Ctrl +
V) the information from
another document.

Step 3: When you are done
entering information, click
anywhere outside of the cell.




Populating the Program Context & Partners

Worksheet (3/3)

To fill in the Partnerships table, select the appropriate response from Partner Type
and New Partnership drop-down lists. Briefly describe each partner in the Partner

Details field.

FILE HOME  INSERT ~ PAGELAYOUT FORMULAS DATA  REVIEW VIEW  Deloitte Tools ~ STARWizard

e [0

Protect Protect Share g . Start
Sheet Workbo kab ok 2

ABCEQD & O

Spelling Research Thesaurus Translate  New  Delete Previous

€« > Show/Hide Cor
P

[=Show All Comments
Next =3 chow Ink

Proofing Language Comment its

B42 - fo

ZProtect and Share Workbook 7
- . &

7 Allow Users to Edit Ranges

Track Changes Inking

Changes Ink

Disease Investigation and
Home Page
Intervention

Chlamydi | Congenital Syphilis | Outbreak | EPT
Gonorrl hea | Adverse Outcomes | Partner Services for Women
Syphilis Partner Services for MSM

PCHD Year 1: Strategy Area Context and Partnerships

Strategy Area Risks )
Use the space below to describe any major risks associated with implemen n of 4
Year 1.

Strategy Area Partnerships

Step 1: Click inside any yellow cell from
the Partnerships table.

Step 2: Select the appropriate response
from the Partner Type and New
Partnership drop-down lists.

Step 3: Describe each partner in the
Brief Partner Details field.

What partners (funded and unfunded) are ke

essential to meeting the strategies an

d activities proposed in this area?

Partner Type Brief Partner Details

Is this a New Partnership
for Your Program?

Strategy Area Point of Contact (if different from F;rincipal Investigator)

Back to Top

Home Page | Program Context & Partners EEERGEESVICE YY)

®

20



Populating the Strategy Area Year 1 Work Plans

To fill out the work plans for th
tabs and click inside any of the

e individual strategies, click on one of the strategy
yellow cells to begin entering or editing text.

FILE HOME  INSERT  PAGE LAYOUT  FORMULAS

2 =
[ gfi cut Calibri S A A S
=g Copy ~
Paste . T, . L=
- ' Format Painter BIU-i-&-A-=
Clipboard [ Font
115 M I

DATA  REVIEW VIEW  Deloitte Tools ~ STARWizard

== % P Wrap Text General - D,J No Wrap Text |Table Head
== &5 HMerge&Center - $ - % 9 53 % Conditional Formatas| Good Neutral Calculation
Formatting ~ Table ~
Alignment 5 Number R Styles

Step 1: Click inside any yellow cell.

Step 2: To enter information, type directly

EXEEE R e cellor copy (Ctrl + C) and paste (Ctrl

Chlamydia | Congenital Syphilis | Outbreak
Program
Context & Gonorrhea | Adverse Outcomes | Partner Servic
Partners Syphilis |
PCHD Year 1: Work Plan

=1 + \/) the information from another
document.

Conduct Disease Investigation and Intervention
Strategy 9: Conduct health department syphilis diseas . investigat

Step 3: When you are done entering

9A: Conduct follow-up on primary and secondary swfhilis cases among|

HIV care status, PrEP use, and other informationg ensure linkage to 3

Objective 9A-1
Annual Objective: Describe one objective §
using the S.M.A.R.T. objectives format

cell.

this strategy,

information, click anywhere outside of the

Baseline b Target

Activity Description Activity Timeframe QOutput Indicator Assigned To

+] Create objective
Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

+] Create objective
Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

Home Page ML IEIMEEMICWETENGIS I Partner Services for MSM ®

21



Adding Objectives to Strategy Area Work Plans

To add an objective to your work plan, click “Create Objective” link. Clicking the link
automatically generates another set of cells for annual objectives, baseline
measurements, and accompanying activities. Clicking the link again hides the
objective.

FILE HOME  INSERT ~ PAGE LAYOUT FORMULAS  DATA

REVIEW VIEW  Deloitte Tools ~ STARWizard

o =
g{JCut Calibri 11 AN T == - EWaep Text General - =: ‘,4 Data Entry NoWrap Text |Table Head|.
=B Copy ~

Paste . - . . - .o/ 9 €0 00 Conditional Formatas| Good Neutral Calculation

. ' Format Painter B IU i A = Merge & Center $ % 00 .0 Formatting = Table - I:

Clipboard & Font & Alignment

115 M fe

Click “Create Objective” to
add space for up to 3
objectives per substrategy.

/

Disease Inv stigati
Int’ /vention

m

Friagem Chlamydia | Congenital Syphilis | Outbr EPT m Disease Investigation and Screening, Diagnosis, and |
Context & Gonorrhea | Adverse Outcomes | Partngl/Services for Wom LG B A JEEERROT
Partners Syphili g T FregEm Chlamydia | Congenital Syphilis | Outbreak STD Specialty Care | Community Health Promotion | Analysis, Translation,
yphilis er Services for d P
] Context & Gonorrhea | Adverse Qutcomes | Partner Servn:es for Women Gonorrhea & Syphilis Tx | Provider Education & Reporting | Slssemimaion ‘
Partners Syphilis Partner Services for MSM Priority Pop. Screening & Tx Polic Data-Driven Plannin
PCHD Year 1: Work Plan il J 7L BEE 4 J 8 |

Conduct Disease Investigation and Interver .ion
Strategy 9: Conduct health department syp!

PCHD Year 1: Workplan

Conduct Disease Investigation and Intervention
Strategy 9: Conduct health department syphilis disease investigation and intervention for men with syphilis

s d sease investigation and in

9A: Conduct follow-up on primary and seconda
HIV care status, PrEP use, and other informati,

yphilis cases among men, to ol
to ensure linkage to appropriat:

+] Create objective

Objective 9A-1 Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

Annual Objective: Describe one objective §
using the S.M.A.R.T. objectives format

/

Objective 9A-2
Annual Objective: Describe one objective for this strategy,
using the S.M.A.R.T. objectives format

Activity Description Activity Timefram

/
/
/
/
/
/

Up to three objectives for each sub-strategy; click again to hi

Description: Briefly describe the baseline and target measures of
your objective

Baseline Target

Activity Description Activity Timeframe

Output Indicator Assigned To

+] Create objective

+] Create objective

Home Page N IEMICCURAEL U Partner Services for MSM

Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

@

Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed
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Part IV: Saving and Submitting Your Work



Saving Your Progress

As you go through the work plan template, make sure to save your progress
frequently. There are a few different options for saving progress.

Info

Open
Save
Save As
Print Protect

Share

Export @

Close Check for
Issues ~

Account

Options

Save to AS/2

Workbook ~

changes to

ARWizard.. k.

PCH

Option 1: Hold down Ctrl
and hit S on the keyboard

PCHD Work Plan Template_Year 1 Work Plan_v20180402 | {0 save progress at any
—

Protect Workbocok time.
77 One or more sheets in this workbook have been locked to prevent unwanted
the data. ° . ur* ”
T .| Option 2: Click “File” at

Punchlist

Inspect Workbook

the top of the workbook

Before publishing this file, be aware that it contains: a N d Se I e Ct Hsave” fro m t h e

Comments

Document properties, document server properties, content type information, g m e n u O n t h e I eft

path, auMicrosoft Excel

Footers
Hidden
Hidden
Invisible
Custom
Macros,

Content

-

/ t If you save the file as a different format you may lose some
e ! "\ functionality. To keep the workbook macros and preserve all

functionality, be sure to save the file in its current *xIsm format.

—

If you are saving the file for the first time, Excel will prompt you to save it somewhere on your
local computer. Please save this file as a [ProjectAreaName] 5YearPlan yy-mm-dd OR

[ProjectAreaName] WorkplanY1 yy-mm-dd AND as an .xIsm version. (Note: you will see a

warning message reminding you that if you change the format of the document, you may
lose some of the functionality. Click "Ok" and save the file in your preferred location.)




Consolidating Work Plan Templates (1/2)

If you created copies of the workplan template so multiple people could work on the
file, you will need to consolidate their contributions into a final workbook before

submitting.

Disease Investigation and Screening, Diagnosis, and
Home Page h
Intervention Treatment

To copy data from the

source workplan, first

P Chlamydia Congenital Syphilis | Outbreak | EPT | STD Specialty Care | Community Health Promo|

rogram

Context & Gonorrl hea | Adverse Qutcomes |  Partner Services for Women | Gonorrhea & Syphilis Tx | Provider Education & Rep:
e Partner Services for MSM | Priority Pop. Screening & Tx | Policy

Conduct Surveillance
Strategy 1: Conduct Chlamydia (CT) surveillance

laboratory reports: age, sex, county, diagnosing facility type, specimen collection date, and anatomic site(s) of infectiop

Objective 1A-1
Annual Objective: Describe one objective for this strategy, us'\ng‘
the S.M.A.R.T. objectives format

your objective
Baseline

Description: Briefly describe the baseli

select a contiguous region
of yellow cells by clicking
and dragging the mouse,
then press Ctrl + C on the

Sample objective text appears here.

Sample baseline

| keyboard to copy the

Samp!

Activity Description ivity Timeframe Output Indicator

=<4 Values.

Sample Activity No. 1 January - March Sample indicator 1

John

Sample Activity No. 2

February - April Sample indicator 2

Jane Doe

Sample Activity No. 3 May - June Sample indicator 3

Jane Doe/John Doe

Sample Activity No. 4 July - August Sample indicator 4

John Doe/Jane Doe

+] Create objective
Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

+] Create objective

‘ Home Page ‘ Program Context & Partners Chlam‘ydi‘a ‘ Syphilis ‘ Congenital Syphil[s 1

Count:16 | [ O - 1

message when you try to paste.

Note - the locked template will not let you copy and paste entire sheets or multiple regions.
This means that you will have to copy and paste three areas per objective: (1) the objective
description, (2) baseline and target values, and (3) the activity/timeframe/output/assigned
to table. If you try to copy a range larger than the yellow cells, you will receive an error
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Consolidating Work Plan Templates (2/2)

Once you have copied the data, switch to the corresponding tab in the consolidated
template, where you can paste the information into the final file.

Disease Investigation and Screening, Diagnosis, and
Home Page
Intervention Treatment

e Chlam dia Congenital Syphllls Outbreak STD Specialty Care | Con
Context & Gonorrhea | Adverse Outcomes | Partner Servn:es for Women ‘ Gonorrhea & Syphilis Tx | Prov
Partners Syphilis | Partner Services for MSM |  Priority Pop. Screening & Tx |

PCHD Year 1: Workplan

Conduct Surveillance
Strategy 1: Conduct Chlamydia (CT) surveillance

Sample baseline

Output Indicator

Sample objective text appears here.

Activity Description

To paste data, Click on the
upper left hand cell of the
region where you want to
paste the data. Then press
Ctrl + V on the keyboard
to paste the data from the
source workbook to the
final workbook.

+] Create objective

Applicants can submit up to three objectives for each sub-strategy, click v

PCHD Year 1: Workplan

Conduct Surveillance
Strategy 1: Conduct Chlamydia (CT) surveillance

Sample objective text appears here. | Sample baseline

Activity Description Activity Timeframe m
Sample Activity No. 1 m Sample indicator 1
Sample Activity No. 2 February - April Sample indicator 2

Sample Activity No. 3 May - June Sample indicator 3
Sample Activity No. 4 July - August Sample indicator

Spell Check this Sheet | I

The data that you copied
will then appear in the
consolidated workbook.

+] Create objective
Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

+] Create objective
Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

26



Running Spell Check

As you go through the work plan template, make sure to run spell check frequently.

Disease Investigation and
Home Page
Intervention

Chlam dia Congenital Syphilis | Outbreak

Screening, Diagnosis, and
Treatment

Program

Dissemination

Context & Gonorrhea Adversd . X

Partners Syphits Click ”SpeII Check this Sheet” to
PCHD Year 1: Work Plan run spell check on the current
Conduct Surveillance tab you are Working on

Strategy 1: Conduct Chlamydia (CT) sury =S

r Education & Reporting

STD Specialty Care | Community Health Promotion | Analysis, Translation,
| ‘
| |

Policy Data-Driven Planning

ﬁl Spell Check this Sheet |I

1A: Collect, manage, analyze, interpret and disseminate data on identified cases of chlamydia, ensuring timely capture of core epidemiological variables available on
laboratory reports: age, sex, county, diagnosing facility type, specimen collection date, and anatomic site(s) of infection

Objective 1A-1

Annual Objective: Describe one objective for this strategy, using‘

the S.M.A.R.T. objectives format

Description: Briefly describe the baseline and target measures of

your objective
Baseline

~

Al
Target

Activity Description

Activity Timeframe

Output Indicator

Assigned To

+] Create objective

Applicants can submit up to three objectives for each sub-strategy; click again to hide if not needed

+] Create objective

Applicants can submit up to three objectives far each sub-strategy; click again to hide if not needed

Home Page Chlamydia_ Syphls | Congenita Syphiis

Note: if you click “Cancel”, you may not check all of the fields
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Preparing Your Work Plan for Submission (1/2)

When you are finished with the work plan templates, you have multiple options to
prepare them for submission. Option 1: You can use the “Save a copy to submit”
button to save it as the appropriate file type for CDC. Before you submit, remember
to run spell check.

Saving and Submitting Your Work: Step 1: Click “Save a copy
Click "File" from the ribbon above and then "Save" from the menu. If this is your fir: W)

be prompted to choose a location for where this file will be saved. Please save this 1 to SmeIt at the bOttom
"[ProjectAreaName]_5YearPlan_yy-mm-dd" and as an .xlsm version. (Note: you wi of the Home Page
you that if you change the format of the document, you may lose some of the funct

your preferred location.) Step 2: Choose the
appropriate location to

When you are finished with this document, there are two ways to package it for sulf .
below, select a folder for where you would like the final file saved, and the file will{ SAVE the f||e

generated filename. You will no longer be able to edit any text, but you will be able . . .
The file will be saved with

Save a copy to submit fO//OWing naming
convention:

Option 2 - click "File" from the ribbon above and then "Save As" from the menu or |
or .xlsx file type from the "Save as type" drop-down menu. You will see a warning s

cannot be saved in macro-free workbooks: VB project”. Click "Yes" to save the file a [PrOjectAreaName]_SYear
be able to edit light yellow cells, but a few features from this workbook will no longd Plan yy-mm—dd.xlsx

[ProjectAreaName] Work
To submit this document, attach the file ending in .xls or .xlsx to your application fo plan Y1 yy_mm_dd_xlsx

Note: you will not be able to edit the light yellow cells in this version of the document — it will
say “Note: This workbook has been marked for submission and is no longer editable.”




Preparing Your Work Plan for Submission (2/2)

Option 2: You can also follow the steps below to save the work plan template as the
appropriate file type for CDC. Before you submit, remember to run spell check.

o PCHD Work Plan Template_Year 1 Work Plan_v2018
pen
Save
Sove As Protect Workbook
} E7! One or more sheets in this workbook have been locked to prevent
Print Protect changes to the data.
Workbook ~ ;
Punchlist
Share
Export @ Inspect Workbook
Before publishing this file, be aware that it contains:

Cl
CHD Check for | = Comments

™ This PC

Account

Options

Save to AS/2 B Videos

__ mm-

3
Hide Folders leb Pag it html)
|

Step 1: Click “File” at the top of
the workbook and select “Save
465” from the menu on the left.

Step 2: Choose the .xls or .xlsx
file type from the "Save as
type" drop-down menu.

Step 3: Save file with the
following naming convention:

[ProjectAreaName] _5YearPlan
_yy-mm-dd.xlIsx

[ProjectAreaName]_WorkplanY
1_yy-mm-dd.xlIsx

Excel T

T

You will see a warning sign that says "The following features cannot be saved in
macro-free workbooks: VB project”. Click "Yes" to save the file as a .xls or .xIsx file

this workbook will no longer be available).

type. (Note: you will still be able to edit light yellow cells, but a few features from




Part V: Printing Your Work



How to Adjust the Print Settings in Your Worksheet

If you would like to print your work, follow the steps below.

13
93
10

m

102

03

4

05
08
o
e
103
10

m
12
3
T4

1\
T
G
"

m
120

HOME  INSERT  PAGE LAYOUT FORMULAS DATA R 1 Deloitte Tools

I@ Ruler  [] Formula Bar QE Q DE E

Page Custom || Gridlines Headings Zoom 100% Zoomto  New Arrange
byout Views Selection Window  All

‘Workbook Views Show Zoom

B122 - I What major changes do you plan to make over the next 5 years in the STD Data Use

Panes ~ TJunhide Reset Wi

STARWizard ~ GRANT TOOLS

= split [ View Side}

THide  [3]Synchron
Freeze

Window

PCHD 5 Year Plan Spell Chec

‘what majer changes do you plan to make over the next & years in the STD Prevention and Policy Strategy Area?

Program Priorities
Use the spacs below ta rate the impertance of the primary strategies to your STD Prevention and Policy program, and your program's level of strength i
them.

Importance: Arong Fresertion snd c ts (Opti
Palicy strategies, how would you rate the |Implementation: How strang or weak would ommens fLiption

Prevention and Poli th bel
P’_"“’" '“5': “:‘ A relative importance of this strategy to your |you say your STO program is in implementing FE SPacs Do el =
O SR G STD program, based on your resources, |the following strategies? ! Srrine stral
ernentation.

morbidity, and local priorities?

Promote STD prevention to
the public

Promote STD prevention
and reporting to provider
community

Monitor STD-related
policies and policy

Data Use and Utilization

Current Capability M

What s the current capacity of pour STD program, in this Strategy Area?

Step 1: Set your print area
by clicking “View” from
the ribbon

Step 2: Select “Page Break
Preview”

Step 3: Click on the dashed
blue line to adjust the print
area

Strengths N

What are the key strengths of your programin the STD Deta Use and Uilization Stralegy Ares?

R ~
Limitations

What are the ke limitations of your pragram inthe STD Data Use and Uklization Strategy Area?
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How to Print Your Worksheet

If you would like to print the current sheet you are working on, follow the steps
below.

o e
ing STD ion and Contrel Dep: (STD PCHD)
‘Work Plan
PCHD 2019 Year 1
rofectAren [ our P
Perid of Perfarmance: /12015 - 131/
Submission Dot
Adobe PDF
SO/ ey e ] e
Z JiderEducatin & peporting
i Fax partners sy phils FartnerSenices for st Frorty op. Screenir 6T oy | CotaDrienflannie
3 HP Universal Printing PCL 6 oe— P
Offline ou asked zom:
issues and
- TICrOSOTt PIINT (0 DT and targer goals, and
Save to AS/2 == Ready o 2 the award
< Microsoft XPS Documen t Writer
~ Ready Fyou nesd technical support st any time, please send an emil with = detailed description of your need to the following address:
o
i our: V24
<= SecurePrintUS St 1 . S I t F I t h
= ey ep 1: >elec ne en
- zen: To OneNote 2013 Boxas with 3red llPri nt”
=5 eady Drop-down menu
smagitiz | e
== Ready onvig Inomary
stap 1: Copy (]
-« Step 2: Select the
Print to File i therigre yeiig
. .
Savi
appropriate printer
When Option 1<l

* You can select multiple worksheets by holding Shift and clicking on the
individual tabs you would like to print

* You can print all worksheets by selecting “Print Entire Workbook” under
“Settings”

Note that it may take several seconds to print the entire workbook.




How to Print to PDF

If you would like to save your work in a non-editable format, such as PDF, follow the
steps below.

AYO ORMULA izarde e

Print

“ Copies: |1 . 1

Step 1: Select “File” then

“Print”
Drintor
s Y Step 2: Select Adobe PDF
Settings ‘ under “Printer”

Oy i e L

Pages I T EI Print Active Sheets Step 3: Clle Prlnt
I—. 1,”7”:““11 23 123 :rjdlt[:ir:th:d::Shi;ts

1 Portrait Orientation @ Mt (e i e el Ste 4: Save PDF

E| Print Selection
Only print the current selection

tetter ey Context W Ovaree
85" x 11" ace below © secre sy . comenn
Ignore Print Area -y
Custom Marg — -
e sty v
e FitAll Columns on One Page eyt wenaraiofl e chicirssunder o]+ 33 Ok
L Shrink the printout so that itis o ﬂ B Heeon
Page Setup
wwwwwwww s
i
= p—

e Conn &
acabdon 1 desrte ey g i o e | r

* You can select multiple worksheets by holding Shift and clicking on the
individual tabs you would like to print

* You can print all worksheets by selecting “Print Entire Workbook” under
“Settings”

Note that it may take several seconds to print the entire workbook.




Common Issues



Common Issues for the Excel-Based PCHD Work Plan

Templates

The following items are common issues that users may run into when completing the

PCHD 5 Year Plan and Year 1 Work Plan.

Issue Issue Description

Issue Resolution

User typed a response into cell

Microsoft Excel X
with a drop-down menu instead  Click “Cancel” and select the
€3 please selct from the drop-down box. of selecting the appropriate appropriate response from the
concel | pilp response from the drop-down drop-down menu.
menu.
Click “Cancel” and retype the
response in less than 255
Text Limit X

User typed or copied a response
@ This field has a 255 character limit. |nt0 a Ce” that iS IimitEd tO 255

_ _ characters.
Cancel Help

characters. If you are copying the

response from another document,

highlight the response and click
Word Count under the Review

Ribbon. Edit response so that it
does not exceed 255 characters.

Microsoft Excel X .
User typed or copied a response
@ This field should contain information in the MM/DD/YYYY format. into a ce” that iS not in the
Rety | cancel | bep MM/DD/YYYY format.

Click “Cancel” and retype the
response in the MM/DD/YYYY
format.
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Appendix



Using the S.M.A.R.T. Objectives Builder Tool

The S.M.A.R.T. Objectives Builder Tool enables you to build objectives that are specific,
measureable, achievable, realistic and time-bound. Follow the instructions below to

generate a S.M.A.R.T. annual objective.

& = = & D v/Hide Comment | ] [— [7T1] ‘“JProtect and Share Workbook
/1 L_.l La; ) 5 = =2 ES S 26
= [ Show All Commen ts Al ers to Edit 4
ing Research Th Translate Delete Previ Next = Unprotect | Protect Share X . Start
Fetizi: Sheet Workbook Workbook # Track Changes Inking
Proofing Language Commer nts Changes Ink
F5 - Je number of
A B C D E F G
1 << Home Page

2 PCHD SMART Objectives Builder ShelCheciin e

| 1 K | M N

Measurement
Unit

What are you measuring?

Strategy | Objecti

By December 2018, increase the number of
STD surveillance from 0 to 0. [data source: ]

increase STD surveillance

A

3A

3B

4A

4B

4c

Home Page  SMART Objective Builder

Numeratg

Step 1: Follow the
instructions in the boxes with\
for additional guidance

Step 2: Select or type in
relevant information into the
yellow cells

Step 3: Type in or copy/paste
the Calculated S.M.A.R.T.
Objective Statement into
Year 1 Work Plan

Statement into Year 1 Work Plan

You can copy (Ctrl + C) and paste (Ctrl + V) the Calculated S.M.A.R.T. Objective




For more information, please contact
std pchd@cdc.gov



mailto:std_pchd@cdc.gov
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	There are two template workbooks. Each workbook contains multiple worksheets, where applicants can enter information. Their contents are described in the table below.
	There are two template workbooks. Each workbook contains multiple worksheets, where applicants can enter information. Their contents are described in the table below.


	Table
	TBody
	Span
	Template
	Template
	Template
	Template
	Template



	Worksheet
	Worksheet
	Worksheet
	Worksheet



	Worksheet Description
	Worksheet Description
	Worksheet Description
	Worksheet Description




	STD PCHD 
	STD PCHD 
	STD PCHD 
	STD PCHD 
	STD PCHD 
	5 
	Year Plan



	PCHD 5 Year Plan 
	PCHD 5 Year Plan 
	PCHD 5 Year Plan 
	PCHD 5 Year Plan 
	Home
	P
	age



	Cover
	Cover
	Cover
	Cover
	sheet 
	with 
	instructions for navigating and completing the PCHD 
	5 Year Plan as well as links to relevant documents and Points of 
	Contact. Applicants will 1) select their organization’s name from the 
	Project Area drop
	-
	down list and 2) fill in the submission date. 




	PCHD 5 Year Plan
	PCHD 5 Year Plan
	PCHD 5 Year Plan
	PCHD 5 Year Plan
	PCHD 5 Year Plan



	Worksheet to collect information
	Worksheet to collect information
	Worksheet to collect information
	Worksheet to collect information
	on the applicant
	’s 
	programmatic 
	capacity, strengths, challenges,
	planned changes, and priorities 
	during the five year period of performance of the award.




	STD PCHD
	STD PCHD
	STD PCHD
	STD PCHD
	STD PCHD
	Year 1 Work 
	Plan



	PCHD 
	PCHD 
	PCHD 
	PCHD 
	Year 
	1 
	Work 
	Plan 
	Home
	P
	age



	Cover
	Cover
	Cover
	Cover
	sheet with instructions for navigating and completing the PCHD 
	2019 Year 1 Work Plan as well as links to relevant documents and 
	Points of Contact. Applicants will 1) select their organization’s name 
	from the Project Area drop
	-
	down list and 2) fill in the submission 
	date. 




	Program Context & 
	Program Context & 
	Program Context & 
	Program Context & 
	Program Context & 
	Partnerships



	Worksheet to collect information
	Worksheet to collect information
	Worksheet to collect information
	Worksheet to collect information
	on the applicant
	’s context, 
	cross
	-
	cutting issues and partners related to work plan activities during 
	PCHD Year 1.




	Strategy
	Strategy
	Strategy
	Strategy
	Strategy
	Area
	Work
	P
	lan Worksheets



	Worksheets to collect information on specific objectives
	Worksheets to collect information on specific objectives
	Worksheets to collect information on specific objectives
	Worksheets to collect information on specific objectives
	, activities, 
	and measures to indicate the achievement of PCHD Year 1 strategies.







	Part II: STD PCHD 5 Year Plan
	Part II: STD PCHD 5 Year Plan
	Part II: STD PCHD 5 Year Plan
	Part II: STD PCHD 5 Year Plan
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	Figure
	Navigating the 5 Year Plan Workbook
	Navigating the 5 Year Plan Workbook

	The PCHD 5 Year Plan template contains two different worksheets. Think of these worksheets as individual pages of the template. You can navigate between the two worksheets by using the tabs at the bottom of the Excel-based template.
	The PCHD 5 Year Plan template contains two different worksheets. Think of these worksheets as individual pages of the template. You can navigate between the two worksheets by using the tabs at the bottom of the Excel-based template.
	The PCHD 5 Year Plan template contains two different worksheets. Think of these worksheets as individual pages of the template. You can navigate between the two worksheets by using the tabs at the bottom of the Excel-based template.



	Click on the navigation tabs at the bottom of the PCHD 5 Year Plan template to navigate between worksheets.
	Click on the navigation tabs at the bottom of the PCHD 5 Year Plan template to navigate between worksheets.
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	Figure
	Populating the PCHD 5 Year Plan Home Page (1/2)
	Populating the PCHD 5 Year Plan Home Page (1/2)

	The PCHD 5 Year Plan Home Page is the first section in the PCHD 5 Year Plan template. Applicants will select the appropriate response from the “Choose your Project Area” drop-down list at the top of the PCHD 5 Year Plan Home Page. 
	The PCHD 5 Year Plan Home Page is the first section in the PCHD 5 Year Plan template. Applicants will select the appropriate response from the “Choose your Project Area” drop-down list at the top of the PCHD 5 Year Plan Home Page. 
	The PCHD 5 Year Plan Home Page is the first section in the PCHD 5 Year Plan template. Applicants will select the appropriate response from the “Choose your Project Area” drop-down list at the top of the PCHD 5 Year Plan Home Page. 


	Step 1: Click the
	      
	to the right of the yellow cell that says [Choose your Project Area…]. Step 2: Use
	    
	     
	to scroll up and down the list to find the appropriate response for your organization.Step 3: Click on the Project Area name to selectStep 4: Click outside the [Choose your Project Area…] cell to stop editing.
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	Populating the PCHD 5 Year Plan Home Page (2/2)
	Populating the PCHD 5 Year Plan Home Page (2/2)

	Applicants will populate the worksheet with the Submission Date.
	Applicants will populate the worksheet with the Submission Date.
	Applicants will populate the worksheet with the Submission Date.


	12

	Step 1: Click on the yellow cell to the right of Submission Date.Step 2: Begin typing the date of the Submission Date, using the MM/DD/YYYY format (e.g., 10/01/2018). You will notice that the space above the worksheet will populate with the date range you enter.
	Step 1: Click on the yellow cell to the right of Submission Date.Step 2: Begin typing the date of the Submission Date, using the MM/DD/YYYY format (e.g., 10/01/2018). You will notice that the space above the worksheet will populate with the date range you enter.
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	Figure
	Navigating the PCHD 5 Year Plan Worksheet 
	Navigating the PCHD 5 Year Plan Worksheet 

	The PCHD 5 Year Plan worksheet is broken into five color-coded sections for each strategy area. To navigate back to the top of the 5 Year Plan, click the “Back to Top” link. 
	The PCHD 5 Year Plan worksheet is broken into five color-coded sections for each strategy area. To navigate back to the top of the 5 Year Plan, click the “Back to Top” link. 
	The PCHD 5 Year Plan worksheet is broken into five color-coded sections for each strategy area. To navigate back to the top of the 5 Year Plan, click the “Back to Top” link. 



	Click the “Back to Top” link to return to the top of the worksheet.
	Click the “Back to Top” link to return to the top of the worksheet.
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	Figure
	Populating the PCHD 5 Year Plan Worksheet (1/2)
	Populating the PCHD 5 Year Plan Worksheet (1/2)

	To fill out the PCHD 5 Year Plan worksheet, click on the tablabeled “PCHD 5 Year Plan” and click inside any of the yellow cells to begin entering or editing text. 
	To fill out the PCHD 5 Year Plan worksheet, click on the tablabeled “PCHD 5 Year Plan” and click inside any of the yellow cells to begin entering or editing text. 
	To fill out the PCHD 5 Year Plan worksheet, click on the tablabeled “PCHD 5 Year Plan” and click inside any of the yellow cells to begin entering or editing text. 
	Link
	Span



	Step 1: Click inside any yellow cell. Step 2: To enter information, type directly into the cell or copy (Ctrl + C) and paste (Ctrl + V) the information from another document.Step 3: When you are done entering information, click anywhere outside of the cell.

	You can edit information by making direct changes to the text in the insert function bar at the top of the worksheet 
	You can edit information by making direct changes to the text in the insert function bar at the top of the worksheet 
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	Figure
	Populating the PCHD 5 Year Plan Worksheet (2/2)
	Populating the PCHD 5 Year Plan Worksheet (2/2)

	To fill in the Program Priorities table, select the appropriate response from Importance and Implementation drop-down lists. If needed, use the comments section to provide additional information to CDC. 
	To fill in the Program Priorities table, select the appropriate response from Importance and Implementation drop-down lists. If needed, use the comments section to provide additional information to CDC. 
	To fill in the Program Priorities table, select the appropriate response from Importance and Implementation drop-down lists. If needed, use the comments section to provide additional information to CDC. 


	Step 1: Click inside any yellow cell from the Program Priorities table.Step 2: Select the appropriate response for the Rating and Priority questions.Step 3: If needed, use the comments section to provide additional information to CDC.
	Scroll over cells with       for additional guidance
	Figure

	Part III: STD PCHD Year 1 Work Plan
	Part III: STD PCHD Year 1 Work Plan
	Part III: STD PCHD Year 1 Work Plan
	Part III: STD PCHD Year 1 Work Plan
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	Figure
	Navigating the PCHD Year 1 Work Plan (1/2)
	Navigating the PCHD Year 1 Work Plan (1/2)

	In addition to navigation tabs, all PCHD Year 1 Work Plan include hyperlinked buttons that allow users to navigate quickly from worksheet to worksheet.
	In addition to navigation tabs, all PCHD Year 1 Work Plan include hyperlinked buttons that allow users to navigate quickly from worksheet to worksheet.
	In addition to navigation tabs, all PCHD Year 1 Work Plan include hyperlinked buttons that allow users to navigate quickly from worksheet to worksheet.
	Link
	Span



	Navigation tabs 
	Navigation tabs 
	Navigation tabs 


	Hyperlinked buttons
	Hyperlinked buttons
	Hyperlinked buttons
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	Work Plan
	Navigating the PCHD Year 1 Work Plan (2/2)
	Navigating the PCHD Year 1 Work Plan (2/2)

	Click on the button that corresponds to the specific worksheet you would like to view or edit. You know you are on the desired worksheet when the selected button changes color.
	Click on the button that corresponds to the specific worksheet you would like to view or edit. You know you are on the desired worksheet when the selected button changes color.
	Click on the button that corresponds to the specific worksheet you would like to view or edit. You know you are on the desired worksheet when the selected button changes color.



	Click the buttons to navigate to different sections. The section you are currently in will turn color to match its strategy area.
	Click the buttons to navigate to different sections. The section you are currently in will turn color to match its strategy area.
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	12
	Populating the PCHD Year 1 Home Page
	Populating the PCHD Year 1 Home Page

	Similar to the PCHD 5 Year Plan Home Page, applicants must populate the PCHD Year 1 Home Page with the NOFO and work plan information listed below.
	Similar to the PCHD 5 Year Plan Home Page, applicants must populate the PCHD Year 1 Home Page with the NOFO and work plan information listed below.
	Similar to the PCHD 5 Year Plan Home Page, applicants must populate the PCHD Year 1 Home Page with the NOFO and work plan information listed below.


	Step 1: Select the Project Area for your organization from the drop-down menu (click herefor detailed instructions).Step 2: Enter the Submission Date (click herefor detailed instructions).
	Step 1: Select the Project Area for your organization from the drop-down menu (click herefor detailed instructions).Step 2: Enter the Submission Date (click herefor detailed instructions).
	Step 1: Select the Project Area for your organization from the drop-down menu (click herefor detailed instructions).Step 2: Enter the Submission Date (click herefor detailed instructions).
	Step 1: Select the Project Area for your organization from the drop-down menu (click herefor detailed instructions).Step 2: Enter the Submission Date (click herefor detailed instructions).


	P
	Link
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	Figure
	Populating the Program Context & Partners Worksheet (1/3)
	Populating the Program Context & Partners Worksheet (1/3)

	The Program Context & Partners worksheet is broken into five color-coded sections for each strategy area. To navigate back to the top of the Program Context & Partners worksheet, click the “Back to Top” link. 
	The Program Context & Partners worksheet is broken into five color-coded sections for each strategy area. To navigate back to the top of the Program Context & Partners worksheet, click the “Back to Top” link. 
	The Program Context & Partners worksheet is broken into five color-coded sections for each strategy area. To navigate back to the top of the Program Context & Partners worksheet, click the “Back to Top” link. 



	Click the “Back to Top” link to return to the top of the worksheet.
	Click the “Back to Top” link to return to the top of the worksheet.
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	Figure
	Populating the Program Context & Partners Worksheet (2/3)
	Populating the Program Context & Partners Worksheet (2/3)

	To fill out the Program Context & Partners worksheet, click on the tablabeled “Program Context & Partners ” and click inside any of the yellow cells to begin entering or editing text. 
	To fill out the Program Context & Partners worksheet, click on the tablabeled “Program Context & Partners ” and click inside any of the yellow cells to begin entering or editing text. 
	To fill out the Program Context & Partners worksheet, click on the tablabeled “Program Context & Partners ” and click inside any of the yellow cells to begin entering or editing text. 
	Link
	Span



	Step 1: Click inside any yellow cell. Step 2: To enter information, type directly into the cell or copy (Ctrl + C) and paste (Ctrl + V) the information from another document.Step 3: When you are done entering information, click anywhere outside of the cell.
	You can edit information by making direct changes to the text in the insert function bar at the top of the worksheet 
	Scroll over cells with       for additional guidance
	Figure
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	Figure
	Populating the Program Context & Partners Worksheet (3/3)
	Populating the Program Context & Partners Worksheet (3/3)

	To fill in the Partnerships table, select the appropriate response from Partner Type and New Partnership drop-down lists. Briefly describe each partner in the Partner Details field.
	To fill in the Partnerships table, select the appropriate response from Partner Type and New Partnership drop-down lists. Briefly describe each partner in the Partner Details field.
	To fill in the Partnerships table, select the appropriate response from Partner Type and New Partnership drop-down lists. Briefly describe each partner in the Partner Details field.



	Step 1: Click inside any yellow cell. Step 2: To enter information, type directly into the cell or copy (Ctrl + C) and paste (Ctrl + V) the information from another document.Step 3: When you are done entering information, click anywhere outside of the cell.
	Step 1: Click inside any yellow cell. Step 2: To enter information, type directly into the cell or copy (Ctrl + C) and paste (Ctrl + V) the information from another document.Step 3: When you are done entering information, click anywhere outside of the cell.
	Step 1: Click inside any yellow cell from the Partnerships table.Step 2: Select the appropriate response from the Partner Type and New Partnership drop-down lists.Step 3: Describe each partner in the Brief Partner Details field.
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	Work Plan
	Populating the Strategy Area Year 1 Work Plans
	Populating the Strategy Area Year 1 Work Plans

	To fill out the work plans for the individual strategies, click on one of the strategy tabsand click inside any of the yellow cells to begin entering or editing text. 
	To fill out the work plans for the individual strategies, click on one of the strategy tabsand click inside any of the yellow cells to begin entering or editing text. 
	To fill out the work plans for the individual strategies, click on one of the strategy tabsand click inside any of the yellow cells to begin entering or editing text. 
	Link
	Span
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	Work Plan
	Adding Objectives to Strategy Area Work Plans 
	Adding Objectives to Strategy Area Work Plans 

	To add an objective to your work plan, click “Create Objective” link. Clicking the link automatically generates another set of cells for annual objectives, baseline measurements, and accompanying activities. Clicking the link again hides the objective.
	To add an objective to your work plan, click “Create Objective” link. Clicking the link automatically generates another set of cells for annual objectives, baseline measurements, and accompanying activities. Clicking the link again hides the objective.
	To add an objective to your work plan, click “Create Objective” link. Clicking the link automatically generates another set of cells for annual objectives, baseline measurements, and accompanying activities. Clicking the link again hides the objective.



	Click “Create Objective” to add space for up to 3 objectives per substrategy.
	Click “Create Objective” to add space for up to 3 objectives per substrategy.
	Part IV: Saving and Submitting Your 
	Part IV: Saving and Submitting Your 
	Part IV: Saving and Submitting Your 
	Work
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	PCHD Work Plan Template_Year1 Work Plan_v20180402
	Saving Your Progress
	Saving Your Progress

	As you go through the work plan template, make sure to save your progress frequently. There are a few different options for saving progress.
	As you go through the work plan template, make sure to save your progress frequently. There are a few different options for saving progress.
	As you go through the work plan template, make sure to save your progress frequently. There are a few different options for saving progress.


	If you are saving the file for the first time, Excel will prompt you to save it somewhere on your local computer. Please save this file as a [ProjectAreaName]_5YearPlan_yy-mm-dd OR [ProjectAreaName]_WorkplanY1_yy-mm-dd AND as an .xlsm version. (Note: you will see a warning message reminding you that if you change the format of the document, you may lose some of the functionality. Click "Ok" and save the file in your preferred location.)
	If you are saving the file for the first time, Excel will prompt you to save it somewhere on your local computer. Please save this file as a [ProjectAreaName]_5YearPlan_yy-mm-dd OR [ProjectAreaName]_WorkplanY1_yy-mm-dd AND as an .xlsm version. (Note: you will see a warning message reminding you that if you change the format of the document, you may lose some of the functionality. Click "Ok" and save the file in your preferred location.)
	If you are saving the file for the first time, Excel will prompt you to save it somewhere on your local computer. Please save this file as a [ProjectAreaName]_5YearPlan_yy-mm-dd OR [ProjectAreaName]_WorkplanY1_yy-mm-dd AND as an .xlsm version. (Note: you will see a warning message reminding you that if you change the format of the document, you may lose some of the functionality. Click "Ok" and save the file in your preferred location.)
	Span
	Span



	Option 1: Hold down Ctrl and hit S on the keyboard to save progress at any time.Option 2: Click “File” at the top of the workbook and select “Save” from the menu on the left.
	Option 1: Hold down Ctrl and hit S on the keyboard to save progress at any time.Option 2: Click “File” at the top of the workbook and select “Save” from the menu on the left.
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	Running Spell Check
	Running Spell Check

	As you go through the work plan template, make sure to run spell check frequently. 
	As you go through the work plan template, make sure to run spell check frequently. 
	As you go through the work plan template, make sure to run spell check frequently. 


	Work Plan
	Click “Spell Check this Sheet” to run spell check on the current tab you are working on

	Note: if you click “Cancel”, you may not check all of the fields
	Note: if you click “Cancel”, you may not check all of the fields
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	Figure
	When you are finished with the work plan templates, you have multiple options to prepare them for submission. Option 1: You can use the “Save a copy to submit” button to save it as the appropriate file type for CDC. Before you submit, remember to run spell check.
	When you are finished with the work plan templates, you have multiple options to prepare them for submission. Option 1: You can use the “Save a copy to submit” button to save it as the appropriate file type for CDC. Before you submit, remember to run spell check.
	When you are finished with the work plan templates, you have multiple options to prepare them for submission. Option 1: You can use the “Save a copy to submit” button to save it as the appropriate file type for CDC. Before you submit, remember to run spell check.
	Span


	Preparing Your Work Plan for Submission (1/2)
	Preparing Your Work Plan for Submission (1/2)

	Note: you will not be able to edit the light yellow cells in this version of the document –it will say “Note: This workbook has been marked for submission and is no longer editable.”
	Note: you will not be able to edit the light yellow cells in this version of the document –it will say “Note: This workbook has been marked for submission and is no longer editable.”
	Note: you will not be able to edit the light yellow cells in this version of the document –it will say “Note: This workbook has been marked for submission and is no longer editable.”
	Span



	Step 1:Click “Save a copy to submit” at the bottom of the Home PageStep 2: Choose the appropriate location to save the fileThe file will be saved with following naming convention: [ProjectAreaName]_5YearPlan_yy-mm-dd.xlsx[ProjectAreaName]_WorkplanY1_yy-mm-dd.xlsx
	Step 1:Click “Save a copy to submit” at the bottom of the Home PageStep 2: Choose the appropriate location to save the fileThe file will be saved with following naming convention: [ProjectAreaName]_5YearPlan_yy-mm-dd.xlsx[ProjectAreaName]_WorkplanY1_yy-mm-dd.xlsx
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	Option 2:You can also follow the steps below to save the work plan template as the appropriate file type for CDC. Before you submit, remember to run spell check.
	Option 2:You can also follow the steps below to save the work plan template as the appropriate file type for CDC. Before you submit, remember to run spell check.
	Option 2:You can also follow the steps below to save the work plan template as the appropriate file type for CDC. Before you submit, remember to run spell check.


	Preparing Your Work Plan for Submission (2/2)
	Preparing Your Work Plan for Submission (2/2)

	[ProjectAreaName]_WorkplanY1_yy-dd.xlsxPCHD Work Plan Template_Year1 Work Plan_v20180mm-
	You will see a warning sign that says "The following features cannot be saved in macro-free workbooks: VB project". Click "Yes" to save the file as a .xls or .xlsx file type.(Note: you will still be able to edit light yellow cells, but a few features from this workbook will no longer be available).
	You will see a warning sign that says "The following features cannot be saved in macro-free workbooks: VB project". Click "Yes" to save the file as a .xls or .xlsx file type.(Note: you will still be able to edit light yellow cells, but a few features from this workbook will no longer be available).


	Step 1:Click “File” at the top of the workbook and select “Save 40As2” from the menu on the left.Step 2: Choose the .xls or .xlsx file type from the "Save as type" drop-down menu. Step 3: Save file with the following naming convention: [ProjectAreaName]_5YearPlan_yy-mm-dd.xlsx[ProjectAreaName]_WorkplanY1_yy-mm-dd.xlsx
	Step 1:Click “File” at the top of the workbook and select “Save 40As2” from the menu on the left.Step 2: Choose the .xls or .xlsx file type from the "Save as type" drop-down menu. Step 3: Save file with the following naming convention: [ProjectAreaName]_5YearPlan_yy-mm-dd.xlsx[ProjectAreaName]_WorkplanY1_yy-mm-dd.xlsx
	Part V: Printing Your Work
	Part V: Printing Your Work
	Part V: Printing Your Work
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	How to Adjust the Print Settings in Your Worksheet
	How to Adjust the Print Settings in Your Worksheet

	If you would like to print your work, follow the steps below.
	If you would like to print your work, follow the steps below.
	If you would like to print your work, follow the steps below.


	12

	Step 1: Set your print area by clicking “View” from the ribbonStep 2: Select “Page Break Preview”Step 3: Click on the dashed blue line to adjust the print area
	Step 1: Set your print area by clicking “View” from the ribbonStep 2: Select “Page Break Preview”Step 3: Click on the dashed blue line to adjust the print area
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	Figure
	How to Print Your Worksheet
	How to Print Your Worksheet

	If you would like to print the current sheet you are working on, follow the steps below.
	If you would like to print the current sheet you are working on, follow the steps below.
	If you would like to print the current sheet you are working on, follow the steps below.


	Step 1: Select “File” then “Print”Step 2: Select the appropriate printer
	•
	•
	•
	•
	You can select multiple worksheets by holding Shift and clicking on the individual tabs you would like to print
	You can select multiple worksheets by holding Shift and clicking on the individual tabs you would like to print


	•
	•
	You can print all worksheets by selecting “Print Entire Workbook” under “Settings”
	You can print all worksheets by selecting “Print Entire Workbook” under “Settings”



	Note that it may take several seconds to print the entire workbook.
	Note that it may take several seconds to print the entire workbook.
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	Figure
	How to Print to PDF
	How to Print to PDF

	If you would like to save your work in a non-editable format, such as PDF, follow the steps below.
	If you would like to save your work in a non-editable format, such as PDF, follow the steps below.
	If you would like to save your work in a non-editable format, such as PDF, follow the steps below.


	Step 1: Select “File” then “Print”Step 2: Select Adobe PDF under “Printer”Step 3: Click PrintStep 4: Save PDF 
	•
	•
	•
	•
	•


	You can select multiple worksheets by holding Shift and clicking on the individual tabs you would like to print
	You can select multiple worksheets by holding Shift and clicking on the individual tabs you would like to print
	You can select multiple worksheets by holding Shift and clicking on the individual tabs you would like to print
	•



	You can print all worksheets by selecting “Print Entire Workbook” under “Settings”
	Note that it may take several seconds to print the entire workbook.
	Note that it may take several seconds to print the entire workbook.



	Common Issues
	Common Issues
	Common Issues
	Common Issues



	33
	33
	33
	33


	Common Issues for the Excel-Based PCHD Work Plan Templates
	Common Issues for the Excel-Based PCHD Work Plan Templates

	The following items are common issues that users may run into when completing the PCHD 5 Year Plan and Year 1 Work Plan.
	The following items are common issues that users may run into when completing the PCHD 5 Year Plan and Year 1 Work Plan.
	The following items are common issues that users may run into when completing the PCHD 5 Year Plan and Year 1 Work Plan.


	Issue
	Issue
	Issue
	Issue
	Issue
	Issue
	Issue



	Issue Description
	Issue Description
	Issue Description
	Issue Description



	Issue Resolution
	Issue Resolution
	Issue Resolution
	Issue Resolution




	TR
	User typed a responseinto cell with a drop-down menu instead of selecting the appropriate response from the drop-down menu.
	User typed a responseinto cell with a drop-down menu instead of selecting the appropriate response from the drop-down menu.
	User typed a responseinto cell with a drop-down menu instead of selecting the appropriate response from the drop-down menu.
	User typed a responseinto cell with a drop-down menu instead of selecting the appropriate response from the drop-down menu.




	Click “Cancel” and select the appropriate responsefrom the drop-down menu.
	Click “Cancel” and select the appropriate responsefrom the drop-down menu.
	Click “Cancel” and select the appropriate responsefrom the drop-down menu.
	Click “Cancel” and select the appropriate responsefrom the drop-down menu.
	Click “Cancel” and select the appropriate responsefrom the drop-down menu.



	User typedor copied a responseinto a cell that is limited to 255 characters.
	User typedor copied a responseinto a cell that is limited to 255 characters.
	User typedor copied a responseinto a cell that is limited to 255 characters.
	User typedor copied a responseinto a cell that is limited to 255 characters.




	Click “Cancel” and retypethe response in less than 255 characters. If you are copying the response from another document, highlight the response and click Word Count under the Review Ribbon. Edit response so that it does not exceed 255 characters.
	Click “Cancel” and retypethe response in less than 255 characters. If you are copying the response from another document, highlight the response and click Word Count under the Review Ribbon. Edit response so that it does not exceed 255 characters.
	Click “Cancel” and retypethe response in less than 255 characters. If you are copying the response from another document, highlight the response and click Word Count under the Review Ribbon. Edit response so that it does not exceed 255 characters.
	Click “Cancel” and retypethe response in less than 255 characters. If you are copying the response from another document, highlight the response and click Word Count under the Review Ribbon. Edit response so that it does not exceed 255 characters.
	Click “Cancel” and retypethe response in less than 255 characters. If you are copying the response from another document, highlight the response and click Word Count under the Review Ribbon. Edit response so that it does not exceed 255 characters.



	User typed or copied a responseinto a cell that is not in the MM/DD/YYYY format.
	User typed or copied a responseinto a cell that is not in the MM/DD/YYYY format.
	User typed or copied a responseinto a cell that is not in the MM/DD/YYYY format.
	User typed or copied a responseinto a cell that is not in the MM/DD/YYYY format.






	Click “Cancel” and retypethe response in the MM/DD/YYYY format.
	Figure
	Please select from the drop-down box.
	Figure

	Appendix
	Appendix
	Appendix
	Appendix



	35
	35
	35
	35


	Using the S.M.A.R.T. Objectives Builder Tool
	Using the S.M.A.R.T. Objectives Builder Tool

	The S.M.A.R.T. Objectives Builder Tool enables you to build objectives that are specific, measureable, achievable, realistic and time-bound. Follow the instructions below to generate a S.M.A.R.T. annual objective.
	The S.M.A.R.T. Objectives Builder Tool enables you to build objectives that are specific, measureable, achievable, realistic and time-bound. Follow the instructions below to generate a S.M.A.R.T. annual objective.
	The S.M.A.R.T. Objectives Builder Tool enables you to build objectives that are specific, measureable, achievable, realistic and time-bound. Follow the instructions below to generate a S.M.A.R.T. annual objective.


	Update with instructions for using the tool and new screenshot
	Step 1: Follow the instructions in the boxes with      for additional guidanceStep 2: Select or type in relevant information into the yellow cellsStep 3: Type in or copy/paste the Calculated S.M.A.R.T. Objective Statement into Year 1 Work Plan 
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