Count Coordinator Instructions
Georgia Department of Community Affairs (DCA)
Responsibilities of DCA
1. Set up regular meetings and/or calls for the purpose of giving updates, training grantees, answering questions, and addressing concerns related to the Census.
2. Print a sufficient number of copies of the survey for the grantee. Coordinate pickup or delivery.
3. Award the grantee the agreed upon lump sum once the grantee has fulfilled all responsibilities listed below.
4. Publish a report detailing the final results of Georgia’s 2013 Homeless Census.
Responsibility of Grantee
1. Develop a budget of expected expenses immediately and seek additional sources of funding or sponsorship as needed.
2. Make an effort to generate publicity for the Census by contacting media outlets, distributing flyers, etc.
3. Attempt to establish a variety of partnerships by contacting local governmental organizations; social service organizations; and any other agencies, businesses, or individuals whose involvement in the Census would be helpful. 
4. Create an extensive compilation of locations for distributing surveys (service providers, busy streets, wooded areas, other places where homeless persons would likely be, etc.)
5. Attend the count coordinator meeting in Macon, unless otherwise approved.
6. Participate in the conference call on December 5.
7. Recruit and train volunteers for the distribution of surveys.
8. Coordinate survey distribution, beginning on January 29 and ending on February 4.
9. [bookmark: _GoBack]Ship or hand-deliver original completed surveys to Kennesaw State University by February 15, and keep records copy.
10. Complete a Count Coordinator Survey after the conclusion of the Census.
11. Invoice DCA.


