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REPRODUCTIVE HEALTH

a Good Report

The Office of Population Affairs (OPA) requires all Teen Pregnancy Prevention Program (TPP) grantees to submit reports
that describe project activities, progress, and findings. Projects also often draft reports to share with other audiences, like
funders and partners.

Follow these tips to develop reports that resonate no matter the audience. Then check out the sample report at the end
of this resource to see these tips in action.

Content
e Pull your report together only once you have complete data for the reporting period.
Before you write, consider the report’s purpose and what your audience wants to know.
o For semi-annual reports, focus on what you have done to meet the expectations for this grant phase.
o For final reports, focus on high-level outcomes, key findings, and overarching takeaways.
Include evidence of activities and outcomes as appendices.
Cite key sources of information but avoid long reference lists.
Limit your report to the page limit specified by OPA.

Language

e Use simple language; avoid jargon.
@ Say: “To provide health education that resonates with project participants, we used interactive activities that are
specifically designed to improve health behavior.”

® Not: “Our project successfully employed a socioecological approach, incorporating evidence based behavior change
theories and utilizing a variety of interactive modalities to enhance health literacy among the priority population.”

e Report findings objectively; don’t claim your project “caused” particular outcomes or had a particular “impact.”

@ Say: “There was 5% drop in STls among teens in our community last year. Because our TPP
curriculum focuses on STI prevention and reaches half of all teens in the community, we expect that our project
contributed to this drop.”

® Not: “Our project caused a 10% drop in STls among teens in our community last year.”

e Use your own words. Don't just copy/paste grant language!

@ Say: “We sought feedback and input on the program via daily check-in cards after each lesson (see Appendix A),
which we used to inform and improve the next lesson; a focus group, which informed our incentive structure
(see Appendix B); and a post-curriculum satisfaction survey (see Appendix C).

® Not: “We engaged youth consistently to inform and improve the project.”’

Design
e Break up content using headers.
Include plenty of white space; avoid large blocks of text and text-heavy graphics.
e Showcase your work with visuals (e.g., photos, infographics, icons, maps, and well-labeled charts).
Apply your project’s logo and branding.
Consider using a design tool (e.g., Canva or Google Doc Templates) to elevate the design.

This resource was supported by the Office of Population Affairs (Grant TPSAHO0O0006). The views expressed do not necessarily
reflect the official policies of the Department of Health and Human Services; nor does mention of trade names, commercial
practices, or organizations imply endorsement by the U.S. Government.
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Progress Report | [DATE]
[INSERT TITLE]

[Insert subtitle: Qui unt qui tem tati velentectur molessi]

PROGRAM OVERVIEW

Untur? Qui unt qui tem. Itati velentectur
molessi nctumqui omnim fugiandi volesequis
moluptatio viducid elesti conseque voluptae
lant autaque isi vollaut aut eria plitiat ionseque
corem fugit es porendem in restota ecaborias.

Sit hicid quiae consendel modis everspe ratius
sequatiant diostios re core inulpa doloreium
qui iumquib erehenest et ea consent vide
reperum, se nossendit eicab imodioris esciiscia
consecea cupta sum am, venimolupti nis tas ex
estia dolores dolut ipietur?

Enim faccabo recearchit odi dolupta erepero
reruntus con corerumaqui cusante mquidit
iistet, tempore, corem faceres tecum, intaqunt
erior sit vellorp orehend emporrore cumquia
sed eatque voluptate sitionsequam eostem
guia sam cuptat autatib uscimperum que esa
demqui to.

Nem quam, sit la nulpa nos atet exere volup-
tiunt aut asimusci dolum rerum faccae ratem
guam, tempos ella di torecullam volor soluptas
ad qui ut que nesse quiam es dolorrum rem
andente si illorpor minimagnam quae constu
rum quam facepudi a ad mincturo.

Results from the program evaluation
can be found [INSERT LINK]

KEY FINDINGS

e Qui unt qui tem. Itati velentectur molessi tumqui
omnim fugiandi volesequis moluptatio.

¢ Viducid elesti conseque voluptae lant autaque
isi vollaut aut eria plitiat ionseque corem fugit es
porendem in restota ecaborias cus.

¢ Sit hicid quiae consendel modis everspe ratius
sequatiant diostios re core inulpa doloreium qui
iumquib erehenest et ea consent vide reperum.

e Se nossendit eicab imodioris esciiscia consecea
cupta sum am, venimolupti nis soluptas ex estia
dolores dolut ipietur.

¢ Nis soluptas ex estia dolores dolut ipietur et
alictio nsecte cor audantibus est ressit odio
entemperrum quibus comniae ius sequi sintetu
ribusa que nectae ped earuptate.

Nem quam, sit la nulpa
atet exere voluptiunt aut
asimusci faccae rate
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Soluptas qui ut que
nesse quiam




EVALUATION QUESTIONS
AND METHODS

1. Qui unt qui tem. Itati velentectur molesi ne
tumqui omnim fugiandi volesequis molupt
tio viducid elesti conseque voluptae lant
autaque isi vollaut aut eria plitiat ionseque
corem fugit es porendem in restota ecabor.

2. Sit hicid quiae consendel. Modis eversp tius
sequatiant diostios re core inulpa doloreium
qui iumquib erehenest et ea consent vide
reperum, se nossendit eicab imodioris escii
scia consecea cupta sum am, venimolupti
nis tas ex estia dolores dolut ipietur?

3. Enim faccabo recearchit odi dolupta. Erepe
ro reruntus con corerumqui cusante mqui
dit iistet, tempore, corem faceres tecum,
intaqunt erior sit vellorp orehend emporre
cumquia sed eatque voluptate sitionseq
uam eostem quia sam cuptat autatib to.

4. Nem quam, sit la nulpa nos atet exere. llio
voluptiunt aut asimusci dolum rerum fac
cae ratem quam, tempos ella di torecullam
olor soluptas ad qui ut que nesse quiam es
dolorrum rem andente si illorpor miimag
nam quae constu rum quam facepudi a ad
intus mincturo est.

DETAILED FINDINGS

Ipsusap elibusam fugitae conet quae acia
perum ilitemp oreptaqui ut ut re pora dio di
beri doluptas atis del imporibus et abor ad
untur, aut ea cuscil magnim is dempore con
cuptae sanimin perovid quis aceprae prepe
lit eum elest, officimagnis quossim postem
faccate cearibus, id quunt, que sit lamend
ent molupta ectati conet porit, erum niasi
consequibus destiorernam laborum simus.

Ed molore et eium adit quam di bearum lam,
cuptiun tiandigendis exerro berum ullaudaes
et et pratus est et apedignis aut exceate res
exeriam, et aut quaes sanimin res aut vollaut
guae minulpa cum voloreptas derum que num
volupta tation et vit, qui officati ipicatur mole
tibusa sin rehenimolut velenda vel illaccus que
pratem quunt repre nia et exceatiat a volum.

Emporibusam liqui dolore doluptis debisquo
volorum ut autasit dolecta volorep atatis sim
qui quam nobit dest omnit offic andi aut aut
as mosam ut aut int laborep ernati in prem.

VALUABLE LEARNINGS

Ut aut as mosam ut aut int laborep ernati in prem aut re
restis solest dolum eat rem sam fugiam volesto taquisit
facea sed quam nam fugiaec tasimpor aut faccabor rerchil
magnatem ut pore pa nimi, nis dis eum ex et alia doloria
ndae. Nem quam, sit la nulpa nos atet exere voluptiunt aut
asimusci dolum rerum faccae ratem quam, tempos ella di
torecullam volor soluptas ad qui ut que nesse quiam es do
lorrum rem andente si illorpor minimagnam quae conserum
guam facepudi a ad minctur? Ed molore et eium adit quam
di bearum lam, cuptiun tiandigendis exerro berum ullaudaes
et et pratus est et apedignis aut exceate res.

>

Quam, tempos ella
di orecullam volor

>

Soluptas qui ut que
nesse quiam

NEXT STEPS

e Borem eos re quas mint duciusam rendaer chilici llupta
tia quis il int verite magnatiandi ullatis aut et apicae
dolupta eruptur seque elecabo.

e Dusae doleste nimolorae. Ut idissum esciunt facepre
ssiment magnimo ssintur repe core enditi quatibuscid
guam voluptatibus dolorpore venime eossincidit min
pel il mo quide.

e Gest, comnist emporibusam liqui dolore dolutis debis
qguo volorum ut autasit dolecta volorep tioress imolupt
atatis sim qui sequae nectatem quam vendam dolore
nobit dest omnit offic.

e Tem andi aut aut as mosam ut aut int laborep ernati
in prem aut re restis solest dolum eat rem sam fugiam
volesto taquisit facea sed quam nam fugiaec tasimpo.

This report was supported by: caborum acerum quiditas quis et vera qui tecto volupti cum rem nos aut eium debit dolut
quae as est, saera conet omnimus cipsam, nostrumaquia culluptia quisciatem quiae andelecust, nus expedici dis eum.





