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Progress reports are required as part of the program reporting requirements of the Department of Criminal Justice 
Services.  Programs such as the School Resource Officer, LETPP, CASA and others have special reporting 
forms.  Please refer to guidance from your DCJS grant monitor for specific reporting requirements. 
 
The report should include: 
 
I. Program Activities and Issues 
 

Describe in narrative form the program of your project during this reporting period.  If this is a final report, 
the report should be cumulative as well. 
 
A. Make reference to the project workplan describing any activities relative to the achievement of 

objectives.  Explain any changes in projected activities and workplan time frames. 
 

B. Integrate within the narrative an analysis of the data presented on the Evaluation Report Form as it 
supports the achievement of objectives. 

 
II. Workplan Status Report 
 

Complete the Quarterly Workplan Status Table.  Under the “Objective” column, list each grant 
objective.  Under the “Activity Documentation” column, briefly describe the progress made 
toward implementing each objective during this reporting period.  Provide any relevant evaluation 
documentation and data.  Under the “Status of Activities” column, list the status of each objective 
or activity as initiated, ongoing, partially completed, or completed.   
 

III. Evaluation Plan Report 
 

Enclose a form/narrative for reporting data you have collected as part of the evaluation process.  Please 
refer to the program guidelines for requirements. 
 
 

To submit your quarterly progress report, you are required to use DCJS’ Grants Management Information System 
(GMIS) Online, a web-based system. To access GMIS Online, you must obtain a user name and password from 
DCJS Grants Management via e-mail at GrantsWeb@dcjs.virginia.gov 
 
Reports are due by the 12th working day following the close of the quarter covered in the report.  Progress reports 
are required even if no activity occurred. 
 
To submit progress reports online through the Grants Management Information System (GMIS), refer to the     
GMIS Online Manual www.dcjs.virginia.gov/grantsAdministration/gmis/index.cfm?menuLevel=4 
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