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AMERICORPS GRANTEE PROGRESS REPORT

REPORT INSTRUCTIONS

AmeriCorps Grantee Progress Reports are to be submitted via the Contract Management System (CMS) by the due dates outlined in the Reporting Schedule in Appendix C of your New York State Contract. 

AMERICORPS PROGRESS REPORT
The Grantee Progress Report Template is a downloadable Microsoft Word document found in the Contract Management System (CMS). Users will download this Template, complete all required fields, and upload the completed form into CMS.

Detailed instructions on how to log a Progress Report in CMS can be found in the online CMS Manual. If you need assistance, please contact you AmeriCorps Program Administrator at the State Commission Office.  

1. After entering your user name and password to log into CMS, click the “Program Reports” link under the “Log Screen” heading on the left of the screen. 

2. When the “Program Report Review Module” screen is displayed, users are able to download and complete any interactive documents. The AmeriCorps Progress Report appears as a downloadable document.

3. Once downloaded, users will be able to enter data into each field of the report. Please only enter data into the fields associated with the current reporting period. Please enter N/A into any fields that are not applicable to your program model.  

4. The Report includes templates for three Applicant Determined Performance Measures and three National Performance Measures. Please be sure to enter information in the proper Performance Measure type you opted into during the application process. If you have more than three Application Determined or National Performance Measures, please copy the appropriate template, paste it at the end of this Report, and label it as Performance Measure #4, #5, etc.   

5. When you have entered information into all required fields, save your AmeriCorps Progress Report for your records, and upload the final version into CMS.
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NOTE
It is extremely important to submit each Progress Report as “Interim” and not as “Supplemental”. If the report is filed as “Supplemental” it will not register as meeting the Interim Report due date and will delay payment.
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