INSTRUCTIONS FOR COMPLETING THE MPOWERMENT QUARTERLY REPORTING CHECKLIST

AGENCY NAME: Enter your agency’s name.

REPORTING PERIOD: Record the time frame of the reporting period for this quarter in MMM-MMM-YYYY format, i.e. Jan-Mar-2008.

OVERALL CONTRACT OBJECTIVES: Check here to indicate that you have completed the Mpowerment portion of your contract objective spreadsheet for this and all previous quarters in this contract period. 

MGROUP 

ENROLLMENT: Enter the number of new HAP Enrollment Forms for Mgroup participants that are submitted with this report.

SESSIONS 

MGROUP SESSIONS LOGS ATTACHED: Record the number of Mgroup session logs attached to this report.

UNIQUE PARTICIPANTS: Enter the number of unique participants in all Mgroup sessions. To find this number, count each name on all sessions once, even if the same name is repeated on more than one log.

CORE GROUP ENROLLMENT

ENROLLMENT

# AT BEGINNING OF QUARTER: Enter the number of participants that were enrolled in Core Group at the beginning of the current quarter.  You can find this number by referring to the previous months checklist next to the “Total in Core Group at end of quarter” line.

NEW ENROLLMENTS: Enter the number of new HAP Enrollment Forms for  Core Group participants that are submitted with this report.

STOPPED ATTENDING GROUP DURING QUARTER: Enter the number of clients who stopped participating in Core Group this quarter.

TOTAL IN CORE GROUP AT END OF QUARTER: To get this number add the number who were already attending at the start of the quarter to the number new enrollments.  Next subtract the number that stopped attending during the quarter.  Enter the result.

SESSIONS 

CORE GROUP SESSIONS LOGS ATTACHED: Record the number of Core Group session logs attached to this report.

UNIQUE PARTICIPANTS: Enter the number of unique participants in all Core Group sessions. To find this number, count each name on all sessions once, even if the same name is repeated on more than one log.

FORMAL OUTREACH EVENTS: Enter the number of formal outreach event logs attached.

INFORMAL EVENTS AND PROMOTIONAL PIECES

PROMOTIONAL PIECES: Enter the number of promotional pieces produced for Mpowerment activities and attach copies to the report.

INFORMAL EVENTS:  Enter the number of Informal events conducted.  Attach a list with  the dates or an event calendar for the quarter. 
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