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MONTHLY REPORTING FORM

Needs & Services: Other Activities
Increasing Housing Opportunities for Low and Moderate Income Neighborhoods

Housing Counseling – Rental Assistance

	Member's Name:
	

	Reporting Period:
	


A monthly report of your service activities is required.  The report:

(a)  Will consist of three sections (a) outputs, (b) outcomes, and (c) narrative 

(b)  Should be reviewed by your CDC supervisor prior to submission to the local LISC Program Officer 

(c)  Is submitted via e-mail to the local LISC Program Officer on a monthly basis 

(d)  Covers a period which ends on the last day of a month.

OUTPUTS:  How many people did you serve during this reporting period?  Only include those individuals/ clients which are new this month.  Do not include clients which were served in a previous month.  If there was no new activity, it is acceptable to enter “0”.
	 
	Number of people who received rental assistance counseling from you

	
	Number of people who received assistance from you to secure apartments

	
	Number of rental assistance applications completed

	
	Number of people referred to rental assistance programs by you

	
	Other:


OUTCOMES:  It is required that you attach the actual surveys (in this instance the Rental Assistance Counseling Survey) used to measure the impact of your service activities.  If you did not use a survey, please describe how the numbers were determined (ex: one-on-one interviews, CDC designed surveys, focus group) in the narrative section.  If you did not complete surveys or another measurement tool, you should not report outcomes.
	
	Number of people who were able to secure cash assistance

	
	Number of people able to avoid eviction

	
	Number of people who were able to secure permanent affordable rental housing

	
	Other:


NARRATIVE:  Provide a narrative report which includes:
(1) A description of the service activities you undertook this month (ex: identifying & securing apartments, help with eviction proceedings, help with repair issues, administer rental assistance grant program, help with rental assistance applications, referrals to rental assistance programs)

(2) A description of any successes achieved this reporting period.

(3) A description of any challenges encountered and steps taken to address the challenges.

(4) If you did not attach surveys to document the outcomes section, please describe how the outcomes were derived.
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