
Chapter 6 
Reporting 

Your Results ­
The Open 

House 

 

Reporting your results serves a similar function to an 
“open house” for a completed home. It is the last but 
perhaps most critical step in evaluation. It lets 
participants and funders know what you have 

accomplished. Once you have completed the analysis, you should 
find that you have information that provides an accurate picture of 
your program as well as information to make decisions about 
future program implementation. 

Reports can range from informal talks on the results of your 
evaluation to formal progress reports. Unless that information is 
put into an accessible format – for both internal and external 
stakeholders – the effort you have put into evaluation may be lost. 
In general, reporting your evaluation results should include a 
restatement of your objectives, a copy of your evaluation plan, and 
a brief description of the instruments you have used to collect data. 
It should provide the relevant statistics or qualitative information 
from your data analysis as well as stories or examples to illustrate 
your accomplishments. The reporting of your results is an 
opportunity to give your audience a clear picture of your 
accomplishments during the program year. When developing an 
evaluation report, the outline on the proceeding pages provides a 
format for presenting evaluation data in a useable format to the 
reader. Draw the information for completing the first three parts of 
the report from your evaluation plan. See “Reporting Your 
Results” in the reference section for more information. 

Background Concept 

Community Collaboration 

Create separate reports for different audiences. For example, 
besides information provided to the Corporation for National 
Service, reports for programs may serve multiple audiences. Each 
of these audiences has different information needs, and reports 
may need to emphasize different program results, indicators, and 
instruments. For example, community partners may want a one-
page fact sheet with information on program outcomes. 
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The following are some audiences to consider: 

• police 
• social service agencies 
• educators 
• parents of youth 
• local government 
• neighborhood residents 

Consider This: 

The graphic below identifies potential recipients and suggests 
possible means to report information. 

Audience Reporting Options 

Corporation for National 
Service’s grantee 
organization (e.g., State 
Commission or Parent 
Organization of National 
Direct.) 

Quarterly reports, annual 
reports, renewal application, 
newsletters, press releases, 
internet website 

Local community agencies 
— park service, local 
government, environmental 
organizations, clubs, 
schools, universities, local 
community 

Newsletters, press releases, 
internet website, local media, 
posters, presentations at 
local events, presentations 
at schools 

Program members and staff Presentations at meetings, 
newsletters 

Restate Your Objectives 

By beginning your report with your objectives, you orient your 
reader to what your program is trying to do. 
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Describe Progress Toward Achieving Your 
Objectives During This Reporting Period 

Include a description of your activities as they relate to your 
objectives, your beneficiaries (the number and characteristics of 
people you serve), and a description of your result. These can 
come directly from the evaluation plan, though in the report you 
may want to provide even greater detail about the beneficiaries to 
provide a clearer picture of the outcome of your services for this 
period. A statement about your beneficiaries will provide the 
reader with a better understanding of the level of effort put forth in 
the activity described. In describing your results, identify and 
describe the indicators of success that you have chosen to assist the 
reader in understanding the factors that are most important to your 
program. For example, if you are providing tutoring to a specific 
group of children, you might describe their community and their 
school environment. 

Describe Your Evaluation Activities 

The reader can refer to this section for a description of how you 
measured your result. Describe the types of instruments you used, 
as well as the information you collected. Be sure to include a 
description of who administered your instruments, how they were 
administered (e.g., by mail, in person, or by telephone), and who, 
as well as how many people, completed them. You can also 
discuss any problems encountered during the evaluation. This 
allows the reader to make judgments about the credibility of your 
findings. 

Tip: Show why your 
program’s activities 
are important. 
AmeriCorps programs meet 
the needs of many 
communities with a variety of 
program activities. When 
you plan and report your 
evaluation results let 
stakeholders know why your 
program’s mission and 
objectives are important to 
meeting your community’s 
needs. If possible, include 
national and local statistics, 
information from studies, 
policy papers, or needs 
assessments that address 
the needs your program is 
meeting. The first reporting 
period of your program year 
can be a good time to 
provide this information, 
since it provides a broad 
view of the need your 
program is addressing. This 
baseline data can then help 
to show the level of need in 
the specific community and 
individuals you are serving. 

27
 



Tip: Pie charts are 
effective ways to 
express proportions 
or percentages.  They 
can present an integrated 
whole, or separate the 
“slices” to emphasize part 
of the data. Label each 
“slice.” 

Describe the Results of Your Evaluation. 

This is the most important section of the report. It is your greatest 
opportunity to show the outcome of your services. When 
describing the outcome of your program, use the final analysis of 
the data to support your conclusions. Some readers may skip the 
other parts of the report to focus on this section, so it should be as 
clear as possible. If you have differentiated between categories of 
beneficiaries in your analysis, describe your evaluation findings for 
each of those categories as well as the group as a whole. This is 
your opportunity to explain to what degree you have reached your 
standard of success and the reasons why the program activities 
were at that level of success. This is also the appropriate place for 
a description of unexpected results. 

While you will want to describe your findings in a text format, the 
use of graphs, charts, and tables will help the reader understand 
your findings. Integrate these graphic representations of the data 
into the text format. All charts and graphs should be titled (see 
example below). Include an explanation of the graphic and the 
source of the data. Graphs have a vertical and horizontal axis 
between which the data points are located. Label each axis of a 
graph and make sure the location of each data point is clear. The 
vertical axis, or “Y” axis, is usually the unit of measurement such 
as grade score. The horizontal axis, or “X” axis, can represent 

almost any other
Title: Behavior Problems By Month 
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X Axis 
Months Oct-May 

type of data, 
such as ages of 
students or 
names of 
schools. Present 
data points as 
dots, horizontal, 
or vertical bars, 
or lines. See 
page 29 for 
examples of 
graphics to use.

Source: Classroom Behavior Log 
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Say they would volunteer to

97%97%

64%64%

42%42%

Tip: Using tables is an
efficient way to
summarize data and
does not require a
complicated set-up.
Clearly label columns and
rows.  Include your outcome
in the title.  Tables are
easiest to understand if they
are limited to a single page.

Average Scores on Math Proficiency Test by School
School
Name

1st

Quarter
2nd

Quarter
3rd

Quarter
4th

Quarter
East 20.4 20.7 25.0 27.3

West 30.6 31.9 34.6 38.2

North 43.7 45.2 45.5 46.6

Tip: Using bar graphs is an
effective way to express
information from several
items.
Bar graphs can present percentages
or whole numbers and can add up to
more than 100 percent.

Member Satisfaction with Health
Education Training

(Member Development Objective One)

Extremely
Satisfied
57%

Extremely
Unsatisfied

13%

Unsatisfied
13%

Somewhat
Satisfied

17%

Members said: *

knowledge and framework I need to
do my job.”

“I found the training to be adequate;
however, it did not cover the topics I

am interested in.”

*from the “Member Feedback Survey”

Report feeling more pride 
in their neighborhood 

Report feeling safer in 

Results of The Grafiti RemovalResults of the Graffiti Removal 
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Tip: Use neutral or 
negative results. 
Neutral or negative 

results may be 
disappointing when you 
find them. However, they 
can help you discover how 
to make your program 
stronger or improve your 
program evaluation 
strategies. Don’t forget to 
include these results in 
your reports and explain 
how you will use them to 
make changes. 

Compare the Results of Your Evaluation with Your 
Objectives 

After writing your results, compare the results of your evaluation 
with the standard set in your objectives. Describe how your 
services addressed the existing need. You can relate the need to 
baseline data if you have it. It may be useful to refer to previous 
evaluation findings (such as those reported in earlier progress 
reports) to provide a more detailed picture of the program progress. 

State Ideas for Improvement and Any Next Steps 

Evaluation data assist in decisionmaking. Evaluation data should 
inform an action plan, suggest changes in program delivery, and 
demonstrate a commitment to dynamic learning and improvement 
of your program. For example, if your evaluation results show that 
you fell short of your desired level of success, do you plan to 
modify your program services? If so, how? If not, why not? If 
your evaluation results show that you met or exceeded your desired 
level of success, what decisions will you make because of this 
(e.g., will you maintain or expand services)? 
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