Office on Volunteerism and Community Service

Monthly Progress and Quarterly Performance Measures Reports

 Requirements and Recommendations



Requirements:

1. Reports should describe the activities related to your organization’s AmeriCorps program – rather than the efforts of your organization as a whole.

a. Of course, to the degree that your AmeriCorps program is integrated into the overall mission and activities of the organization, this should be reflected in your reporting.

2. Reports must provide both quantitative and qualitative information. 

a. Describe specific activities that AmeriCorps members were involved in during the reporting period using a combination of narrative and data.

3. Narrative and data that is specifically connected to one or more of your approved performance measures should be identified as such.
a. State how and/or why the particular activity relates to a performance measure (connect the dots).
b. Indicate how the activities and data have contributed toward meeting Outputs and/or Outcomes. 

Recommendations:

1. Provide detailed and specific information.

a. Avoid narrative such as, “Members participated in a service project.”

b. Alternative; “Fourteen half-time and six quarter-time members, along with thirty community volunteers, planted approximately two thousand flowers along a six-block stretch of First Avenue as part of the annual Beautification Day service project coordinated by the Arbor Foundation.”

2. Write the report presuming the reader has little or no understanding of your program.
a. Do not use acronyms or program-specific terminology without explaining.
3. Remember that the Monthly Progress and Quarterly Reports are significant tools that will be used in evaluating your program and its effectiveness.
a. The quality of your reports is a direct reflection of the quality of your program!!
Important Note:
a. All reports are to be submitted through the VA OnCorps Reporting System.
b. Additional reports may be required. (i.e. – Demographics, Successes and Challenges, Great Stories, Volunteer Mobilization, Civic Engagement Activities, and Promoted Service Reports)
c. Feedback you receive from your assigned OVCS program officer will typically include requests for additional information or clarification that may not be necessary if the recommendations above are followed.
