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REPORT SECTIONS

Executive Summary
· Summarize the prevention assessment/planning activities, methods, key findings, and recommendations in no more than 500 words.

1. Introduction
· Overview
· Provide an overview of the prevention Strategic Prevention Framework step(s) conducted for the reporting period
· Include your service area(s) and target population(s)

2. Findings
Note 1: Present summary results by service area, if the program is implemented in multiple service areas.
Note 2: Refer to your Action Plan.

· Process evaluation results
· Were the assessment/planning activities implemented as planned so far?
· Present the proposed and actual results of key activities 
· As applicable, who were the participants (e.g., demographics); who and how many people were reached (by what specific activities)
· Describe the resources (inputs); were the resources sufficient? 
· What obstacles were encountered? What attempts were made to overcome the obstacles?

3. Conclusion and Recommendations
· Highlight findings
· Recommendations for improvement, if any

References
· Provide a list of references used, if applicable

Appendices
· Include all appendices referenced in the report 
· Assign a number/letter and provide a complete title for each appendix
· Include data collection instruments, fidelity measures, detailed result tables (e.g., evaluation data for each program cycle/cohort, statistical tests)
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