
A Tracking Form for Employer 
Relationship Building:

• Allows IPS specialists to save 
information as you job develop in the 
community

• Saves time because it is possible to 
dictate information

• Stores information in a spreadsheet 
so team members can see where 
colleagues have relationships

• Helps IPS specialists remember when 
to follow up with managers and 
business owners
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After asking for a copy of the form, open your inbox and look for the menu in the 
upper right-hand corner.
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Click on Drive
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Click on the form.
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Red asterisks* 
indicate that a 
question must be 
answered.  Others 
may be skipped.
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To get started:

• Open a gmail account if you do not already have 
one.

• Get a copy of “Brief Beginner Guide to IPS Works” 
from SarahSwanson@Westat.com

• Email Annalee to ask for a copy of the form. 
AnnaleeKwochka@Westat.com
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T hanks!

To Michael Castillo (IPS 
specialist), Sanford Pearlman 
(IPS specialist), and Jackie 
Pogue (IPS trainer) for 
developing and sharing the 
original version of the form.

And thanks to the IPS teams 
who helped test and refine the 
form!
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