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Group-Class Name: ________________________________________ 
Type of workshop: 

 Employment and Education 
 Financial 
 Income Supports 

 Digital Literacy 
 Other __________________________

 

Curriculum Module:  
Employment and Education 
 Career Assessments & Communication Skills 
 Career Management Skills 
 Computer Application Skills 
 Computer Literacy Class 
 Customer Service 
 Interview Skills 
 Job Interview Basics 
 Job Readiness 
 Networking & Online Professionalism Skills 
 Other 
 Presentation Skills 
 Professionalism & Self-Management Skills 
 Resume & Cover Letter Writing Skills 
 Resumes/Interview 
 Resume Writing 
 Teamwork Skills 
 Work Ethic & Critical Thinking Skills 
 Writing in the Workplace 
 
Financial 
 Avoiding Rip Offs and Scams 
 Banking1 
 Basic Banking: Bank On It! 
 Budgeting 
 Cash Management 
 Credit 
 Financial Education 
 Financial Stability and Improvement 
 Homebuying 
 Other 
 

Income Supports 
 General Benefits Overview 
 Other 
 
Digital Literacy 
 Broadband Basics 
 Civic Engagement and Accessing 
Government Websites 
 Communication Vehicles 
 Computer Basics 
 Cover Letter Writing (in Computer Lab) 
 Digital Job Search 
 Email Basics 
 Google Advanced 
 Google Basics 
 Google Intermediate 
 Internet Basics 
 Internet Safety and Security 
 Microsoft Excel Advanced 
 Microsoft Excel Intermediate 
 Microsoft Office Suite Overview 
 Microsoft PowerPoint Advanced 
 Microsoft PowerPoint Basics 
 Microsoft PowerPoint Intermediate 
 Microsoft Word Basics 
 
 If other curriculum module, specify: 
_______________________________________

Curriculum Developer/Owner: 
 Accenture  
 Better Money Habits 

 Developed In-House 
 Other* 

*If other curriculum developer/owner, specify: 
Curriculum contains digital literacy  
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Date: _________________________  
 

Client Name Minutes Progress Note Attendance 
A = Attended 
C = Canceled 
N = No Show 

    

    

    

    

    

    

    

    

    

    

    

    

 

NOTES 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 

 

 
FFT™ is a registered mark of, and FFT™ templates are proprietary to, Local initiatives Support Corporation.  FFT™ includes certain 
methodology that is confidential and proprietary to Project Match-Families in Transition Association, including specifically the method by which 
one-time outcomes and over-time outcomes are distinguished, tracked, and entered (including, without limitation, the usage of the status codes 
such as “beginning”, “interim”, and “end” or terms that embody similar concepts).  You may not disseminate information pertaining to FFT™ or 
any component thereof (including without limitation third party methodologies) to unauthorized individuals nor embody any component of the 
FFT™ templates in any products or exploit the same in any way.”   

© Local Initiatives Support Corporation 2012. This work is protected by United States copyright law. Apart from any use as permitted by the 
U.S. Copyright Act, no part of this document may be reproduced, distributed, transmitted, or published without the express written permission of 
Local Initiatives Support Corporation. You may not alter or remove any copyright notice or proprietary legend contained in or on this document. 
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Local Initiatives Support Corporation does not guarantee the accuracy, completeness, or usefulness of any content in this document or its fitness 
for any particular purpose. 


