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AmeriCorps*VISTA Progress Report

Action Plan & Performance Milestones
Instructions

Initial Completion

· All sections of the VISTA Action Plan and Performance Milestones should be fully completed.

· The Action Plan & Performance Milestones should be a reflection of the VISTA Assignment Description.

· If assistance is needed with the Issue Area, Service Category, Community Need Statement, and Goal Statement, the VISTA Supervisor may contact the VISTA Leader for more information.
· For each Milestone, the Indicator and Target must be quantifiable and clear.

· Example:

· Indicator: # of persons enrolled in XYZ program

· Target: 40

· The How Measured section should explain how the Target amount will be quantified.

· Example:

· Sign in sheet and follow up emails

· For the Description of Data Collection, indicate the method and reasoning for how to measure the Target.
· Example:

· VISTA will maintain Sign in sheets for each session of the XYZ program and follow up with attendees for feedback, then transfer all attendee names to an ongoing database.
After initial completion of the VISTA Action Plan and Performance Milestones, continued tracking is necessary to maintain accurate records of project status.

· For each Progress Report, update the Actual to Date and Status to Date sections of the Action Plan & Performance Milestones.
· Actual to Date should reflect the current amount of targets successfully completed.
· Status to Date should include details on current project tasks, explanations of Actual to Date target amount, and other relevant information.

· DO NOT LEAVE ANY SECTION BLANK
