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A. Performance Update
Please complete the charts below with data from I-Trac reports. Do not enter data in the columns shaded in gold. These columns contain formulas to calculate results. To update the calculations in a table, select the entire table and press the F9 key.

	Performance Measure
	Goal
	YTD
	% to Goal

	Participants Enrolled
	60
	[bookmark: Text28]     
	0%

	Participants referred to training and/or employment opportunities
	42
	     
	0%

	Participants who start training or paid Work Experience
	21
	     
	0%

	Participants who complete training or paid Work Experience
	15
	     
	0%

	Participants who obtain employment
	20
	     
	0%

	For any measure not meeting contracted performance, describe the factors that caused underperforming and the steps being taken to improve performance over the remainder of the year.
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B. Budget
Using the most recent billing workbook as reference, provide an analysis of your program’s spenddown. Where your spending is over or under target by 10% or more, describe challenges you have encountered and a plan for your spending for the remainder of the program year.

Target spenddown: Q1 = 25% | Q2 = 50% | Q3 = 75% | Q4 = 100%
	Line item
	Status 
(Select from drop down)
	% Spend Down
	Explanation and Plan
(If not within +/- 10% of target spenddown)

	Personnel
	 Choose an item.
	     
	[bookmark: Text6]     

	Operating
	 Choose an item.
	     
	[bookmark: Text7]     

	Participant Expense
	 Choose an item.
	     
	[bookmark: Text8]     

	Indirect
	Choose an item.
	     
	[bookmark: Text9]     

	Total
	Choose an item.
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C. Program Design and Delivery
Describe successes and challenges related to service delivery including outreach, enrollment, training and placements. 

1. Summary of quarterly activities.

a. Targeted Industry Sector Support – describe any activities in which the WBN helped to support the region’s targeted industry sectors.

[bookmark: Text30]     

b. Community Engagement  - describe any community engagement activities in which the WBN played a role, including any expected or observed impacts (immediate or long-term).

[bookmark: Text31]     

c. Partnerships and Collaborations - Describe any new partnerships or collaborations with other agencies or community organizations formed in the last quarter, and how those partnerships are enhancing your WBN services.

[bookmark: Text34]     

2. What are the primary needs or concerns expressed by individuals served by the Workforce Benefits Navigator?

[bookmark: Text29]     

3. What types of service delivery approaches or models are proving to be effective and why? 

[bookmark: Text11]     

4. How are you reaching underserved communities or populations outside of the workforce system, especially to those who identify with one or more Priority Populations? Provide an example of a successful outreach effort.

[bookmark: Text32]     

5. Describe a program practice or resource used by your program that may be of interest to other programs in the system.
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D. Participant Success Stories 
Please follow this link to submit participant success stories:

Success Story Submission Form

Submit at least one success story per quarter. 

Success Stories Require a Signed Release of Information. Please email the signed form to the Worksystems contract manager separately.

E. Technical Assistance/Training- Please submit requests for technical assistance or training.

[bookmark: Text20]     

F. Feedback
1. What feedback do you have for Worksystems? How can we better serve you?
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2. What feedback do you have related to working within the broader workforce system (WorkSource, APN, NextGen etc.)

[bookmark: Text22]     

G. Data Entry and Collection (Complete for the Quarter 1 Report Only)
Describe your program’s plan and strategies to ensure timely and accurate contract-required I-Trac data entry. Describe how you ensure monthly services are entered in I-Trac. 
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