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Annual Reports 101: What You Really Need To Know

THE ANNUAL REPORT IS DUE ANNUALLY 
DURING THE MONTH IN WHICH THE 

PROVIDER'S FIRST ACTIVE FULL 
CREDENTIAL WAS AWARDED.

THE ANNUAL REPORT IS COMPLETED 
IN ADOBE PDF FORMAT.

IF ADOBE READER IS NOT INSTALLED, 
DOWNLOAD IT HERE: 

HTTPS://GET.ADOBE.COM/READER/

https://get.adobe.com/reader/


Annual Report Workbook Overview 

Service 
Package Tabs 

Instructions

Each Service Package has its own PDF 
workbook. Complete only the 
workbook(s) for the service package(s) in 
which your agency/operation held an 
Active Full Credential during the reporting 
period.



Annual Report Workbook Overview 

Light Blue 
fields 

• Review the instructions on the first 
page before completing the workbook.

• Light blue fields identify where 
information may be added. 

• Red outlines identify required fields 
that must be completed before the 
report can be submitted. 

Required field



Completing Reporting Fields

• Data Entry Fields
Enter the requested information directly 
into the applicable field 

• Yes/No Selections 
Some fields require a Yes or No selection, 
from a drop-down menu. 

• Multiple Choice Selections
Select the applicable response from the 
drop-down menu. 



Completing Notes and Data Source Fields

Notes:
Notes sections are included throughout the forms 
and contain instructions specific to each section. 
Review the instructions carefully to determine what 
required or optional information should be entered.

  

Data Source:
When a Data Source is requested, identify where 
your organization maintains the Provider specific 
data being reported. Include the system used to track 
the data and the name of the report used to obtain 
the requested information. 



Completing Multi-Part Reporting Fields

• Review each row carefully, as multiple types 
of information may be requested within the 
same row. 

• Complete each applicable field across each 
row, including any additional information 
requested. 

• Reference the instructions within a table for 
the specific information required. 

Multiple fields 
may relate to 

the same 
metric.



Evidence Informed Treatment Model

• This section is optional.
• Use this section to provide 

information about your Evidence 
Informed Treatment Model/Logic 
Model. 

• Report any outcomes or positive 
results associated with the model.

• Include information that 
demonstrates the impact or 
effectiveness of the model, when 
available. 



Foster Home Overview

• Report Foster Home activity associated with 
the applicable T3C Service Package, during 
the reporting period. 

• Complete the requested information based 
on your organizations Foster Home activity 
and available data.

• Review the instructions provided within the 
form to determine the information required 
for each reporting field. 



Add-On Reporting 

• Reporting requirements are specific to each 
Add-On.

• Complete all applicable fields, based on your 
organization’s data for the reporting period.

• Follow the instructions provided within each 
section to determine the information to be 
reported. 



Annual Report Location 

Annual Reports are available on the DFPS 
T3C Webpage on the Annual Credential 
Report page and are also included on the 
“What’s New” page.

https://www.dfps.texas.gov/Texas_Child_Centered_Care/annual_credential_report.asp.
https://www.dfps.texas.gov/Texas_Child_Centered_Care/annual_credential_report.asp.


Report Submission 

Once complete save your Annual Report with your Legal Name and 
Permit Number ex. SampleProvider_762234

Submit your completed Annual Report to the DFPS T3C Annual 
Reports mailbox: DFPST3CAnnualReports@dfps.texas.gov

mailto:DFPST3CAnnualReports@dfps.texas.gov


Questions or Assistance  

FOR QUESTIONS OR ASSISTANCE WITH THE 
ANNUAL REPORT, CONTACT: 

DFPST3CANNUALREPORTS@DFPS.TEXAS.G
OV

PLEASE ALLOW UP TO 48 BUSINESS HOURS 
FOR A RESPONSE. 

mailto:DFPST3CAnnualReports@dfps.texas.gov
mailto:DFPST3CAnnualReports@dfps.texas.gov


Thank You

Thank you for attending.  We look 
forward to working with you 

throughout the Annual Report 
Process. 
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