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WSPM PY2026 QUARTERLY NARRATIVE REPORT

	Please read prior to completing this report:
· This template was created in MS Word and contains features (text fields, dropdown menus, and formulas) which do not translate to other software programs such as Google Docs. If using a program other than Word, simply overwrite these fields/features with manual entry.

· In the performance tables, the “% to Goal” columns contain formulas to calculate results. 
· Enter YTD results in the same number format as the Goal for each performance measure. That is, if the Goal is a percentage, enter the YTD as a percentage.
· To update the calculations in a table using MS Word, select the entire table and press the F9 key. 
· If using another program (i.e. Google Docs), calculate the % to Goal manually by dividing the YTD value by the Goal, and multiplying the result by 100.





A. Performance Updates – required quarterly
Please complete the table below with data from I-Trac reports. 

For each performance table, provide a narrative response for any measure not trending to meet program performance. Describe the factors that may be contributing to the underperformance and the steps being taken to improve performance over the remainder of the year.

	WIOA Measures
	Goal
	YTD
	% to Goal

	Employment Rate – Q2 After Exit
	71%
	[bookmark: Text30]   
	0%

	Employment Rate – Q4 After Exit
	70%
	   
	0%

	[bookmark: Text4]Response:      



	Career Boost 
	Goal
	YTD
	% to Goal

	Job Search Training
	15
	   
	0%

	Response:      



	Customers Served
	Q1
	Q2
	Q3
	Q4
	YTD

	WorkSource Registration
	   
	   
	   
	   
	   

	ITAs Submitted
	   
	   
	   
	   
	   

	Job Search Assist
	   
	   
	   
	   
	   

	Career Services
	   
	   
	   
	   
	   

	Referrals
	   
	   
	   
	   
	   

	Total Number of Customers
	   
	   
	   
	   
	   




B. Budget – required quarterly
Using the most recent billing workbook as reference, provide an analysis of your program’s spenddown.

1. Discuss any underspending in your budget (i.e. not on pace to spend out by the end of the program year). What have been the challenges to spending? What improvements are you considering or implementing to ensure funds are spent out by the end of the program year?

[bookmark: Text42]     

2. Discuss any overspending in your budget (i.e. funds likely to be exhausted before the end of the program year). What strategies are you considering or implementing to ensure funds are available through the remainder of the program year?

[bookmark: Text43]     

3. Do you anticipate any need for contract budget modifications in the next quarter? If so, please provide details.

[bookmark: Text44]     

C. Narrative Reporting - Program Design and Delivery – required for Q2 and Q4 reports only
Describe successes and challenges related to service delivery including outreach, enrollment, training and placements. 

Successes and Challenges

1. What is working well with your program? What adjustments have you made to help participants succeed? 

[bookmark: Text38]     

2. What challenges or barriers have impacted program delivery so far and how are they being addressed?

[bookmark: Text39]     


3. What successes and/or challenges are you having specifically with your Career Boost services?  Consider your experiences with identifying SNAP recipients, verifying SNAP enrollment each month, providing expanded and enhanced services, and coordinating with other service providers.

[bookmark: Text50]     


Center Partnership

4. Describe the quality and effectiveness of the partnership with OED and other WIOA partners. What is working well? What improvements could be made?

[bookmark: Text49]     

5. Describe your work with ABAWD customers and your level and quality of interaction with OED ABAWD coaches.  For example, are you able to access ABAWD plans and support customers in reporting work activities?

[bookmark: Text51]     

Best Practices

6. Describe a program practice or resource used by your program that may be of interest to other programs in the system.

[bookmark: Text41]     


D. Participant Success Stories – required quarterly
Please submit one or more participant success stories that highlight success in your program. 
At least one submission should describe a SNAP customer served in your Career Boost program.

Success Stories require a signed Release of Information – Please send as an attachment when submitting your report.


	Success Story #1

	[bookmark: Text31]Participant I-Trac ID:      

	Fund source(s) supporting this participant:

☐ WIOA Adult	☐ PCEF	☐ QUEST DWG
[bookmark: Text32]☐ WIOA DW	☐ TriMet Low/No	☐ Other:      
☐ WorkEx	☐ Maritime Grant	
☐ Competitive Strategies	☐ Career Boost	


	Describe this participant’s life circumstances prior to enrolling in the program. What factors motivated them to enroll?
[bookmark: Text33]     


	What program services were provided for this participant?
[bookmark: Text34]     


	What challenges did the participant face while engaged in program services and how did they overcome them?
[bookmark: Text35]     


	What outcomes did the participant achieve as a result of their program engagement? Please note as many specifics as possible, including employment position, full or part time, wages, benefits, credentials, etc.
[bookmark: Text36]     


	Participant quote, if applicable:
[bookmark: Text37]     




	Success Story #2

	Participant I-Trac ID:      

	Fund source(s) supporting this participant:

☐ WIOA Adult	☐ PCEF	☐ QUEST DWG
☐ WIOA DW	☐ TriMet Low/No	☐ Other:      
☐ WorkEx	☐ Maritime Grant	
☐ Competitive Strategies	☐ Career Boost	


	Describe this participant’s life circumstances prior to enrolling in the program. What factors motivated them to enroll?
     


	What program services were provided for this participant?
     


	What challenges did the participant face while engaged in program services and how did they overcome them?
     


	What outcomes did the participant achieve as a result of their program engagement? Please note as many specifics as possible, including employment position, full or part time, wages, benefits, credentials, etc.
     


	Participant quote, if applicable:
     




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

[bookmark: Text48]     

F. Feedback

1. What feedback do you have for Worksystems? How can we better serve you?

[bookmark: Text45]     

2. What feedback do you have related to working within the broader workforce system (WorkSource, APN, NextGen etc.)

[bookmark: Text46]     


G. Data Entry and Collection (Quarter 1 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. For Career Boost providers, how does your staff verify that monthly data is accurate and aligned between I-Trac-Career Boost and iMatchSkills.

[bookmark: Text47]     
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