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A. General VRF Information 
Why to submit your VRF 

Thank you for your service and for taking the time to share how you are doing and how your work is 

going.  All Volunteers are asked to complete periodic VRFs and submit them in a timely manner.  These 

reports help post staff understand how you are doing in a number of ways, and enable them to better 

support you.  Your VRF is an opportunity for you to highlight your activities and accomplishments, as well 

as the results your service and work may be having in your community. Your VRF is also a record for you 

of your work during your time as a Volunteer.  Your VRF is an opportunity for you to provide feedback to, 

as well as ask for and receive timely feedback from, post staff.  Your VRFs become a very important part 

of the overall story Peace Corps needs to be able to articulate to supporters in Congress and to the 

American public.  In short, your VRFs matter a great deal and so please take the time to complete them 

thoughtfully and completely.   

 

What to submit in your VRF 

Please provide information related to the current reporting period, however many months that may be. Go 

to each tab in the VRF and do your best to provide complete and accurate information.  In your reports 

you will have the opportunity to add new information as well as update information you previously 

reported.  See the sections on the specific parts of the VRF below for exact guidance, but in general, you 

will report on how you are doing, things you have learned, and on specific activities you have undertaken 

during this reporting period.  You will describe the activities, record the number of participants, and 

respond to project framework indicators about the impact of the activities.  Your post staff may also ask a 

number of other questions about how and what you did during the reporting period. 
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When to submit your VRF 

Reporting periods are defined by each post or each project at a post.  They may cover a quarter (three 

months), trimester (four months), or other length.  Generally, your VRF is due right around the end of the 

reporting period.  Once you open your VRF, the Start and End Dates of the reporting period will be listed. 

There may also be a Due Date provided. 

 

How to submit your reports  

You can attach your completed VRF to an e-mail to your APCD or PM.  If you don‟t have internet access to 

email in your report, work with your APCD or PM to arrange for a travelling staff member or volunteer to 

bring your saved report to the office on a USB thumb drive or CD.  Your post may also have other 

arrangements for you to submit your reports. Ask your APCD/PM if you have any questions about how to 

send in your VRF.  

 

Other VRF Completion Suggestions 

Save Often: You do not want to lose your work, so save often while completing your VRF.  As soon as you 

receive your VRF, test that you can save your entries by entering a few words in the Tell Your Story tab 

in the Community Integration side-tab, then saving and closing the VRF.  Re-open it, and confirm that 

your entry is there.  If it‟s not, check to be sure that the location you are saving the VRF to isn‟t read-only 

or locked.  If necessary, move the VRF to the desktop, “My Documents”, or to your USB thumb drive, and 

test the „save‟ function again.  Alert Peace Corps staff if you still can‟t save.  A good rule of thumb as you 

work on your VRF is every time you click to a new tab, click Save.   

 

If you are experiencing saving errors, troubleshoot the issue by consulting the Technology Tips handout, 

calling or emailing your APCD or PM, and talking to the internet café staff if applicable.  One known VRF 

saving error is that the current system indicates the VRF saved even if the file is read-only or the drive is 

write-protected and thus the data was not saved.  Ensure your VRF is not read-only or protected (on a PC, 

right-click, select Properties, then Read-only is under Attributes on the General tab; on a Mac, “Get Info” 

on the file, then Locked is under General). 

 

Backups: You will receive a new VRF each Reporting Period. Complete and submit the new one, do not 

update an old one.  The new one will have all your past activities, your contacts, and your planned 

activities, and will have cleared the rest of the fields for you.  You are welcome to keep copies of your 

VRFs from previous reporting periods if you would like to have your answers to each question in each 

period, but remember that your final VRF will contain all your activities from your service. 

 

B. Starting the VReporting.jar application 
Opening the VRF is a 2-step process which involves: 

1. Opening the VReporting.jar application (VRA) 

2. From within the open VReporting.jar application, clicking “open” to access your individual VRF. 

 

You may have been given the VReporting.jar application by staff during training, on a CD or a USB thumb 

drive.  If not, download it from http://www.peacecorps.gov/vrt/ , which also has instructions for and 

screen shots of these steps.  However you obtain it, put it in a writable location (such as the Desktop), 

and double click it to launch the program. 

  

If the VReporting.jar application doesn‟t open, check to be sure that Java is installed on the computer you 

are using.  This website checks your version of Java (http://www.java.com/en/download/installed.jsp), 

and this is where you can download Java if you need to (http://www.java.com/en/download/manual.jsp).  

Even if you are on a public computer, you may be able to communicate with the computer administrator 

to let you download and install Java; it is free, relatively small, and you could remove it once you‟re 

finished with your VRF if needed.  Contact your IT Specialist at post, or your APCD or PM, if you cannot 

open the VReporting.jar file and need help.   

 

When the VReporting.jar, or Volunteer Reporting Application (VRA), opens, you will see a warning screen 

(“Warning, You are accessing a Peace Corps IT system….”). Click OK. 

http://www.peacecorps.gov/vrt/
http://www.java.com/en/download/installed.jsp
http://www.java.com/en/download/manual.jsp


VRF User‟s Guide – Updated March 2011 

 3 

   

A blank Peace Corps Volunteer Reporting screen will display, with all the tabs grayed out. Congratulations, 

you‟ve started the Volunteer Reporting Application.  The next step is opening your individual VRF for the 

current Reporting Period. 

 

C. Opening the VRF for the current Reporting Period 
Once you have started the VReporting.jar application, click the Open button in the upper right of the 

Peace Corps Volunteer Reporting screen. 

  

A file dialog box will open. Find the VRF most recently sent to you from post staff, making sure it has the 

correct reporting period and your name.  Open it and the Peace Corps Volunteer Reporting screen will 

populate with the appropriate information and the tabs will become active. 

 

The next step is to complete the VRF.   

 

D. The VRF Tabs, questions, and how to answer them 
Across the top of your VRF screen, you‟ll see links to the Project Frameworks active at your post, to the 

Guidance and Definitions to help you understand and complete your VRF, and to this User‟s Guide.  Then it 

shows the name of the Reporting Period for the form you are completing (make sure it is the current one), 

and buttons to Exit, Save, and Print the VRF. 

 

Below that are seven tabs: Main, Activities & Outcomes, Tell Your Story, Total Participants, Other Info, 

Contacts, and PCV Feedback.  If your screen is not wide enough to display all the tabs, click the arrow 

buttons on the right of the tab names to scroll left and right.    

 

You can adjust the size of your VRF window to your comfort by dragging the edge wider or thinner.    

 

A description of each tab follows. 

 

D.a: “Main” tab 
The Main tab is informational only; you do not fill out any fields here.   

 

The top half is “Your Information” and helps you ensure you are completing the correct VRF.  It 

includes the Begin and End dates for the Reporting Period, as well as the Due Date for the VRF 

(providing a due date is optional; your staff may not have included one).   

 

The bottom half is “Upcoming Events and Guidance” and displays guidance and reminders written for 

you by your post staff.    It may include reminders about upcoming trainings or events, guidance on 

how to report certain activities, or any other information the staff may have wanted to provide to you. 

  

D.b: “Activities & Outcomes” tab 
Note:  Throughout the tabs of the VRF, you will see green question mark squares.  If you allow your 

cursor to hover over a green question mark square, a popup will provide explanation about the screen 

or fields of interest.  Here, on the Activities & Outcomes tab, it further explains the “Prev” and “Pres” 

columns. 

 

The Activities & Outcomes tab is where you will spend most of your time in the VRF.  This is where you 

enter detailed information about all of the major activities you have continued or started during each 

reporting period.   

 

This section of your report is vital to our understanding of how we are meeting Peace Corps‟ Goal 1: 

“To help the people of interested countries in meeting their need for trained men and women.”   

It allows you to detail how your service is contributing to the goals and objectives in your primary 

assignment area.  It also allows you to describe work outside of your primary assignment area.  You 

do not need to report every small, daily task you do. 
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The tab shows all of the activities you have entered throughout your service.  Here, and on the 

“Add/Edit Activities” window, all information is retained from one Reporting Period to the next. 

 

Your first VRF will be blank.  But on each subsequent VRF, your Activities & Outcomes tab will display 

seven columns of information about your previous activities.  You can edit any activity by double-

clicking on it or selecting it with a single-click and then clicking the “Update” button.  You can add an 

activity by clicking the “Add” button. 

 

The columns are: 

Star – indicates if you starred the Activity as especially noteworthy 

Date Started – the date the Activity began, if you provided one 

ProjGO – the Project(s), Goal(s), and Objective(s) to which the Activity pertained 

Title – the title you supplied for the Activity 

Group – the group name you associated with the Activity 

Prev – indicates activities you started or continued in the previous Reporting Period 

Pres – allows you to mark activities that you continue working on in the present Reporting Period 

 

Note: If you filled out an Excel VRF earlier in your service (i.e., prior to October 2010), then you may 

have some entries in this table that look different because your past data was converted to the new 

format. Here is how you can deal with these past records: 

1)  If you are continuing one of these past activities, open the record and update the activity data, just 

as you would with any ongoing activity.  Remember to mark the activity “Pres” on your Activities & 

Outcomes main screen.  

2)  If the past activity record title consists of a year, a Reporting Period name, and an Initiative 

Summary (e.g., “2010 TEFL Trimester 1 ICT Initiative Summary”), IGNORE THIS.  You do not need 

to update this record; this is simply the way your past Initiatives data was converted to the new 

system.  Again, just ignore these. 

 

Your activity may be a single event (such as a talk on turtle protection) or a series of related events 

(such as a workshop series or classroom teaching).   

 

As you open each VRF after your first reporting period, review your past activities and consider 

whether any of those activities were continued in the current reporting period.  If you have measured 

the outcomes of your past activities in the current period, go ahead and update your activity record to 

include these longer-term outcomes.  If an activity has continued (or started again) in the current 

reporting period, double click or select the Activity and click “Update”.  Save your updates, and 

remember to check the box in the “Pres” column for that activity, to communicate that you continued 

it in the present reporting period.   

 

Whether you Update or Add an Activity, the popup window is the same.  Like the main window, it has 

links to the Project Framework for your post, Guidance / Definitions, and this User‟s Guide at the top.  

Then it has seven tabs: Activity Summary, Activity Objective(s), Tags, Activity Participants, Initiatives, 

Funding, and Other Questions.  A description of each tab is below. 

D.b.i – Activity Summary 

This section allows you to enter general information about the Activity.  When entering information, 

be clear and provide sufficient detail that someone else can understand the Activity and possibly 

replicate it.  Also think about how understandable it will be if you were to read it again in two 

years, when it is not so fresh in your mind. 

 

Enter the activity‟s start date; the end date is optional, as your activity may be ongoing.  You can 

click on the calendar pop-ups, or enter in the format “07/04/1776”. 
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The Title of the Activity is a required field and should be something short and clear to identify the 

activity from a list (character limit: 200). 

 

The Description of the Activity should be a complete description of your work, including information 

such as how it was done, who you worked with, and why the activity worked or didn‟t work.  You 

do not need to write down every preparation task as separate „activities.‟  This space is also your 

opportunity to reflect on this particular activity, such as any lessons you learned or anything in 

particular that you want to share in more detail with others.   

 

EXAMPLE: “My counterpart and I co-facilitated a half-day workshop for youth leaders to help 

them understand how to avoid getting HIV and malaria.  In preparing our workshop it became 

clear to me that my counterpart, in fact, had outdated information about HIV/AIDS and held 

some stigmatized views regarding people living with HIV/AIDS.  In developing our workshop 

together, he came away with a more accurate understanding of HIV/AIDS as well as a more 

open, less-stigmatized attitude toward people living with HIV/AIDS.”  

 

The Group Name field refers to the participants in a Volunteer's activity.  Make up a name for the 

group of participants who participated in each activity.  It does not have to be a formal name or an 

organization name.  Examples of group names might include "4th graders" or "tuesday mothers 

group".   

 

Whenever you work with the same group of people on another activity, choose the existing name 

from the drop-down menu in the Group Name field.  Using Group Names helps the VRT more 

accurately keep track of repeated participants in activities.  (character limit: 30) 

 

The Star allows you to mark activities that you find noteworthy.  It is an indication to your 

APCD/PM to review this activity, possibly to share with others. 

 

The Yes/No boxes ask if your activity is a mass media activity, and if it contributes to any of the 

agency‟s initiatives or themes.   

 

Mass Media: A mass media activity commonly incorporates media to reach a large audience.  

Often the number of participants or size of the audience at a mass media activity is too large to 

count or is indeterminate, so an estimate is appropriate.  Note that the outcomes of mass 

media activities may not be measurable by the Volunteer.  For example, a radio broadcast 

about a local environmental issue may have an estimated audience, and the audience‟s 

understanding of and application of the information about the environmental issue can‟t be 

easily identified or attributed to the Volunteer.  Examples of mass media activities include radio 

or television broadcasts, public theater, or printed materials distributed at a market.  

Volunteers may select one or more objectives that their mass media activity contributes to, or 

may choose to report the activity without selecting any existing project objectives. 

 

If your activity is a mass media activity, click Yes.  The Group Name and Indicators fields will be 

cleared and inactivated, the Activity Participants changes to a single estimate of the audience 

size, and the checkboxes and other responses under the Initiatives tabs are cleared and 

inactivated.  The data collection needs for mass media activities are different than for standard 

activities, so only the relevant fields will display.   

 

Initiatives: The four Agency Initiatives are HIV/AIDS, ICT, WID/GAD, and Youth.  Hover over 

the green help button next to each initiative to review it.  If your activity contributes to any 

initiative, check “yes”, and remember to fill out a few additional details about that initiative in 

the later Initiatives tab.  If you answer No, then the questions within the appropriate area of 

the Initiatives tab are cleared and inactivated. 
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Themes: The six Agency Themes are Volunteerism (V2), People with Disabilities, Food Security, 

Workforce Development, Combating Human Trafficking, and Renewable Energy.  The response 

to these questions are stand-alone and do not impact other questions. 

 

When you have finished with the fields on this tab, click Save before navigating away.  Then click 

on another tab or click the “> Next” button at the bottom. 

D.b.ii – Activity Objective(s) 

This section allows you to select the Objective(s) to which this Activity pertain(s), and report on the 

Indicators.   

 

Step 1: Selecting the Right Project 

Choose the appropriate Project from the dropdown.  In most cases your activities will fall under 

your primary assignment area – if you are a TEFL volunteer you will most often report your 

activities under the TEFL project.   

 

Check with your APCD/PM for guidance on how to report your secondary activities.  They can 

instruct you to report secondary work under another framework at your post, under the secondary 

activities goal of your own project framework, or under a community development-type goal in 

your own project framework that is intended to capture secondary work. 

 

Step 2:  Selecting the Right Objective 

Choose the appropriate Objective from the dropdown list.    When you have selected an Objective, 

click “+Add”; this will display your selected objective and add its indicators to the list of indicators.   

 

If you are not sure which Objective to select, review the full text of the goals and objectives in your 

project framework. 

 

You can select more than one Objective for each Activity, if appropriate.  The Objectives can even 

be from different Projects; follow the same steps as above for each Objective you want to add.  

After two Objectives, the system will ask if you are sure your Activity pertained to so many 

Objectives, since it is uncommon to have one activity be a part of many different Objectives. 

 

You can remove an Objective by click the “Remove” button next to the Objective in the table; this 

will also remove any entries you may have made in the Indicators for that Objective. 

 

Step 3:  Outcome Indicators 

Once the Objectives are selected, please carefully review the Indicators (if the activity is a mass 

media event, the indicators will be disabled).  If you have not measured   a result of your activity 

yet, you can leave them blank for now and update them in a future Reporting Period.  There are 

two types of Indicators: 

Outcome Indicators 

Asks for both the Number Achieving (number of participants in this activity who achieved the 

outcome) and the Total Number (total number of participants you worked with on this activity).   

 

EXAMPLE: You are reporting against an indicator such as “Number of Teachers who created 

lesson plans a week in advance”. You worked with twelve teachers on the idea, and by the time 

you complete the VRF, five have been creating lesson plans in advance. You enter „5‟ for 

Number Achieving and „12‟ for Total Number 

 

Output Indicators 

Only asks for the Total Number  

 

EXAMPLE: You are reporting against an indicator such as “Number of Trees Planted”.  You 

worked with a group to plant 500 trees. You enter „500‟ under Total Number. 
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Below we will discuss how to accurately count participants when you work with the same 

individuals and communities over time doing the same activity (see D.b.iv – Activity Participants).   

 

If you are reporting on a mass media activity, selecting a project and objective is optional.  For 

mass media activities, you do not need to report on any indicators. 

D.b.iii – Tags 

A Tag is a sector-specific category, topic, or type of activity.  It is used in the VRT in order to group 

similar activities together. 

 

Only tags from the sector of the project(s) you selected on the “Activity Objective(s)” tab will 

appear here.  The sector abbreviation and the tag appear in the table on the left.  Select each tag 

that applies to your activity and click “+Add” to add it to the list on the right.   To remove a tag 

from the activity, select it in the list on the right and click “-Remove”. 

 

Tags are not intended to limit the types of activities you may do or report on.  Whenever your 

activity relates to a subject or type not listed amongst the tags, choose the "other" tag.  This lets 

your post staff members know that you did something new or different.  

 

If you are reporting on a mass media activity, you will only see tags here if you have selected a 

project and objective that your mass media activity contributes to.  It is optional to select a project 

and objective for mass media activities.   

D.b.iv – Activity Participants 

This section allows you to record the participants in the Activity.  Participants are individuals, 

service providers, organizations and communities who participated in your activity.  Be sure you 

understand the definitions for “participant”, “individual”, “service provider”, “organization” and 

“community”.  They are provided below as well as in the “Guidance / Definitions” link at the top of 

the VRF.   

 

Every Activity must have at least one participant listed. 

 

If you worked with another Volunteer (or Volunteers) on this activity, check “yes” in answer to that 

question at the top.  The text reminds you to coordinate with your fellow Volunteers on reporting 

the activity participants.  If one Volunteer agrees to report the full number of participants in their 

VRF, all other Volunteers can still report on the activity and include a single participant (the 

minimum requirement to save the activity record). 

 

Next, enter all of the individuals and service providers who participated in this activity, divided by 

age group and gender.  For the Organization and Community sections, type in the name of the 

Organization or Community the first time you work with them; after that, you can select them from 

the drop down.  Once you select them, click the “+” button to add them to the list.  To remove one 

from the list, select it and click the “-Remove” button.  For all four categories, the VRF displays 

totals as you go. 

 

If you are reporting on a mass media activity, then all these Participants fields will be replaced with 

a single field for estimate of the size of the audience.   

 

Definitions to assist with reporting participant numbers 

Participant: A participant is an individual, service provider, organization or community who 

participates in a Volunteer's primary or secondary activities.   

 

Individuals: Individuals are people that Volunteers assist or reach directly, for example, community 

members, students, farmers, or small business owners.   
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Service Providers: Service providers are people Volunteers assist or train who in turn provide direct 

services to others.  Service providers are often teachers, health clinic workers, agricultural 

extension agents, community leaders, or peer educators.  Their work with Volunteers is primarily 

related to improving their ability to provide direct service to others.   Volunteer activities that build 

capacity at this level could include teacher training workshops or health worker trainings, for 

example. 

 

Organizations: Organizations are formal or semi-formal collections of individuals or service 

providers working toward a common goal and include schools, businesses, governmental or non-

governmental organizations (NGOs), community-based organizations (CBOs), health clinics, 

informal community groups, associations, cooperatives, and others.  Organizational capacity 

building activities might include assisting an organization with strategic planning, financial 

management, or strengthening organizational policies or systems.  (Organizations are not the 

same as the “Group Name” created by the Volunteer on the “Activity Summary” tab.) 

 

Communities: Communities are groups of people living in the same geographic area, usually a 

village or neighborhood.  Community capacity building activities typically have a collective focus, 

such as raising awareness about health or environmental issues affecting a community.  If an 

Activity had a community-wide focus (e.g., work on a widely used water source), involved service 

providers who service many members of the community (e.g., training a group in grant-writing for 

community projects), or involved many members of the community (e.g., large public event), then 

list the community. 

 

Please do your best to keep track of the number of individuals participating in your activities 

throughout the year.  If your post has distributed the activity and outcome tracking booklet to 

Volunteers, use this tool to help with this task. The booklet can help you to keep track of the 

people with whom you have worked.  If you are not using this booklet, it will be important for you 

to devise a system for yourself to track the individuals, service providers, communities, and 

organizations that you reach with your activities.   

 

Reporting Participant Numbers and Avoiding Double Counting 

As mentioned above, it is very important that you try to keep accurate numbers of the participants 

you have worked with during your service.  Peace Corps uses these participant numbers each year 

to tell Congress and others about the reach of the agency in terms of numbers of people assisted 

by Peace Corps Volunteers. Peace Corps also uses these numbers as part of our approach to 

tracking our progress in achieving the quantitative targets in each project, objective by objective.  

We ask Volunteers to report accurate participant numbers so that we know, objective by objective, 

how many participants have been reached and assisted in each fiscal year. We also want to know, 

overall for each project, how many participants have been reached and assisted in each fiscal year.   

 

The key to reporting accurate numbers is to make sure that wherever you are being asked to 

provide numbers for a particular activity, the sum total for that box should always reflect a running 

total of the number of original + new participants with whom you have worked over time.  Because 

the counting process can be a bit confusing when activities and their related outcomes span more 

than one reporting period, below are a few representative examples that illustrate how you would 

count your participant numbers accurately in a variety of scenarios. 

 

EXAMPLE 1:  Reporting an ongoing activity where the total number of participants stays the same 

from the 1st period to 2nd period, and some of those participants achieve an outcome.     

1st period:   

In filling out your first VRF, you want to report working with a group of five teachers (2 men, 3 

women) to improve their oral English skills.  In adding this activity to your VRF, you select the right 

project (e.g., TEFL) and objective (e.g., Working with Teachers).   
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In this example, the “Working with Teachers” objective is associated with the following outcome 

Indicator:  “Number of service providers who have demonstrated an improvement in their English 

speaking abilities”.  Because you have only just started to work with these teachers, no one has 

yet made any measurable progress in their English skills, so you put „0‟ in the space for “# 

Achieving”, and you type „5‟ in the space for “Total #”.   

 

In the “Activity Participants” tab, you enter the appropriate demographic data (under Service 

Providers, enter „2‟ for Males Above 24 and „3‟ for Females Above 24) and save.  

 

2nd period:   

You continue working with this same group of teachers.  By the second reporting period, some of 

them in fact have improved their oral English skills.  You choose the activity from the list and click 

“Update”.  After updating the activity description with new developments from this reporting 

period, you go to the “Activity Objective(s)” tab.  The total number of teachers working with you on 

their English skills has not changed (5), so you do not make any changes to the “Total #” field for 

that indicator.  But since three of the five teachers you have been working with have made 

demonstrable progress in their oral English skills, you type „3‟ in the “# Achieving” field for the 

appropriate Indicator.  You do not need to make any changes in the Activity Participants tab, since 

you are continuing to work with the same five teachers.  

 

EXAMPLE 2:  Reporting an ongoing activity where the total number of participants increases over 

time.   

1st period: 

In the first reporting period of the year, you work with five teachers to improve their conversational 

English skills.  As in EXAMPLE 1, you add them to the “Activity Participants” tab and in the “Total 

#” field for the appropriate Indicators. 

 

2nd period: 

During the second reporting period, two other teachers (1 man, 1 woman) ask to join your 

conversational English practice group.  For each appropriate Indicator, type „7‟ in the “Total #” 

field, for the two new members of your group (5 original members + 2 new members = 7 total 

number of participants throughout duration of this Activity).  . 

 

Next go to the “Activity Participants” tab and update the demographic data (under Service 

Providers, enter „3‟ for Males Above 24 (two original plus one new) and „4‟ for Females Above 24 

(three original plus one new)) and save. It is important that you add the new participants to the 

last total count of participants because you are keeping a running total of each unique individual 

that you reach with your activities over time. 

 

EXAMPLE 3:  Reporting an ongoing activity where the total number of participants fluctuates over 

time.   

3rd period: 

In the third reporting period of the year, attendance has dropped off significantly for your English 

conversation classes.  In fact, for the past three months, you‟ve only had 4 people in attendance.  

When it comes time to fill out your next VRF, even if attendance has decreased, it is important to 

maintain what you have accomplished so far and simply add nothing new to it. Therefore, you 

would leave the „7‟ for “Total #” in each Indicator (Five new in the 1st period plus two new in 2nd 

period plus zero new in 3rd period equals seven total since you began this Activity).   The same 

holds true for the “Activity Participants” entries.  Do not subtract the number of participants that 

have stopped coming to your class because your activity reached these individuals at some point in 

the past and they should be counted.  

D.b.v – Initiatives 

This section allows you to provide information about how your Activity related to one or more of 

the Agency‟s four Initiatives (HIV/AIDS, ICT, WID/GAD, and Youth Development).  There are four 
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side tabs, one for each Initiative.  You have already checked “Yes” or “No” for each of these 

initiatives on the first page of your activity record; adjust your answers here if you need to, and fill 

in additional details on every initiative for which you check “Yes”.   

 

HIV/AIDS:  

If your Activity had an HIV/AIDS focus, answer the two questions and then select the primary 

focus area by clicking the “Select HIV/AIDS Focus” button. When you click the button, a 

series of questions will guide you to the appropriate focus.  These focus areas align with 

PEPFAR indicators. 

(NOTE: sometimes if you set the HIV/AIDS focus to “Yes” via the popup window, the 

“Select HIV/AIDS Focus” button may not be activated when you arrive in the Initiatives 

tab; click “Yes” again and it will activate.) 

If you check “No”, then your answers to the questions and the focus button will be cleared and 

inactivated. 

ICT:  

If your Activity had an ICT component, check off any of the ICT areas that apply, and provide 

information about any ICT materials developed for the Activity. 

If you check “No”, then the check boxes and the text box will be cleared and inactivated. 

WID/GAD:  

If your Activity had a WID/GAD component, check off which WID/GAD tools were used. 

If you check “No”, then the check boxes and the text box will be cleared and inactivated. 

Youth Development:   

If your Activity had a Youth Development component, check off which Youth Development areas 

it addressed. 

If you check “No”, then the check boxes will be cleared and inactivated. 

 

If you are reporting on a mass media activity, then you do not need to fill in the details about each 

agency initiative here; the checkboxes and the text boxes will be cleared and inactivated.  You 

have already indicated whether your mass media activity related to any initiative in the first tab of 

your activity record.  

D.b.vi – Funding 

This section allows you to report any funding sources for the Activity.  There are three default 

options (any of which may be disabled by your post if they do not apply).  They are: 

o SPA (Small Project Assistance, a program of USAID) 

o VAST (Volunteer Activity Support and Training, a program of the PEPFAR HIV/AIDS funding) 

o PCPP (Peace Corps Partnership Program, a program for friends and family to donate to a 

specific Volunteer project) 

 

You can also indicate funding from other outside sources or local sources.  For outside or local 

sources, include the name of the funding source (character limit: 300), and the amount of funding 

the activity received, in US dollars.   

D.b.vii – Other Questions 

This section has ten side tabs in it.  Each one has a tab label and a question set by your post.  Any 

grayed out and inactivated questions have been disabled by post staff in your VRF.    Click on each 

one to answer the question in the context of this Activity.  

  

If your screen is not tall enough to display all the side tabs, click the arrow buttons at the bottom 

of the side tabs to scroll up and down.   

  

When you have finished entering information in all the tabs in the “Add/Edit Activities” window, 

click “Save & Close” to return to the “Activities & Outcomes” tab of the main VRF window.  You may 

Update or Add more Activities, or continue on across the main window tabs; directions continue 

below. 
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D.c: “Tell Your Story” tab 
The Tell Your Story tab has seven side tabs in it.  Click on each one to answer the question(s) 

pertaining to each area in the context of this Reporting Period.  Unless noted, previous entries will 

have been cleared when you receive the VRF. 

 

This tab is an opportunity to provide rich qualitative information about your Volunteer experience.  

Your success stories, challenges, and other information may be shared with fellow Volunteers or 

partners, as they are often invaluable learning opportunities for others, so spend time thoughtfully 

writing about your experiences with sharing in mind.  

 

• Community Integration: How well integrated you feel in your community (dropdown) and what you 

have learned in integrating into your community.  

• Challenges: What kinds of challenges you are facing.  

• Lessons Learned: What lessons learned or promising practices you want to share.  

• Planned Activities: What activities you are planning to undertake.  This can be a brief summary of 

the kinds of primary assignment or other activities you intend to get involved with in the coming 

months. Your previous period‟s Planned Activities will be displayed as a reminder; review them and 

then update them with your next few months‟ plans.   

• Peace Corps Goal 2: What have you done “To help promote a better understanding of the American 

people on the part of the peoples served”. 

• Peace Corps Goal 3: What have you done “To help promote a better understanding of other 

peoples on the part of Americans”.  You can indicate overall your Third Goal involvement (Yes/No 

option), which of a variety of activities you may have undertaken (checkboxes), your website or 

blog address (character limit: 200), any other Third Goal type activity (character limit: 200), and 

provide a further description of an activity. 

• Success Story: Write a short story showing a positive impact you have had through your work.  

Describe the issue, what you did, and the results.  If you have a picture or other materials that 

could further help flesh out the story, indicate that so that your post staff can follow up with you 

before sharing. 

 

D.d: “Total Participants” tab 
(Note: The Total Participants tab may have been disabled by your post staff, in which case you’ll see 

the tab name, but it will be grayed out and you will not be able to select it.  This means your post staff 

have chosen to use the VRT’s ability to calculate this information based upon the numbers you supply 

in the Activity Participants fields of each activity.) 

 

The Total Participants tab allows you to enter the number of unique Individuals, Service Providers, 

Organizations, and Communities you worked with over the year.  This is different from the data 

collected per Activity in the Activities & Outcomes screen.  It will reset with the first Reporting Period 

of a new fiscal year.  Typically, the Fiscal Year starts 1 October, but since your post staff set up your 

reporting period dates, your post or project may run on a slightly different calendar.  You can complete 

this worksheet just once at the end of the fiscal year, or update it each period with any new 

participants. 

 

Enter the total number of individuals, service providers, organizations and communities you worked 

with in the fiscal year in this table.  Do not count the same person, organization or community more 

than once.  For example, even if Jose participated in every activity you conducted, only count him once 

for the entire year, the same as Maria who only participated in one event.  Refer to your activity and 

outcome tracking booklets or other note-taking tool to remind yourself of how many different people 

you have worked with during the period or year.  

 

D.e: “Other Info” tab 
The Other Info tab has ten side tabs in it.  Each one has a tab label and question set by your post.  

Any grayed out and inactivated questions have been disabled by post staff in your VRF.  Click on each 

one to answer the question in the context of this Reporting Period.   
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If your screen is not tall enough to display all the side tabs, click the arrow buttons at the bottom of 

the side tabs to scroll up and down.   

 

D.f: “Contacts” tab 
The Contacts tab allows you to enter and save information on community partners you have worked 

with.  The purpose of this section is to provide post staff with a fuller understanding of the 

organizations present in your community, to help build a better profile of the community over time, 

and to help identify resources with whom future Volunteers might want to work.  You may add 

community members, representatives of Host Country Agencies, NGOs, or anyone else you work with.  

The list will build throughout your service, and can be a reference for you. The contacts will be 

included when you print a copy of your VRF as well. 

 

The fields are: 

• Community partner‟s name (character limit: 100) 

• Community partner‟s title (character limit: 100) 

• Contact Information (any format you choose) (character limit: 300) 

• Area of cooperation (character limit: 1000) 

 

All fields are optional, and you can choose the content and format you wish to use for entering the 

data (e.g., Contact Info may be “123-456-7890” or “third house past the school”).  You may wish to 

enter an organization name, if appropriate, in the Area of Cooperation (e.g., “Ministry of Education 

working on TEFL for middle school”). 

 

D.g: “PCV Feedback” tab 
The PCV Feedback tab provides you the opportunity to share any other information or requests with 

your APCD/PM.  

 

 

E: Saving the VRF 
You should save your work often to prevent having to retype everything, just in case a computer 

malfunctions, a USB thumb drive freezes, a storm hits, the power goes out, etc.   

 

Saving the VRF: 

To save the entire VRF, click the Save button at the top of the main window.   

 

Saving an Activity: 

To save what you have entered so far in an individual Activity, click the Save button at the bottom of the 

Activities & Outcomes window.   

 

Closing an Activity: 

To close an Activity, click the “Save & Close” button at the bottom.  If you click Cancel, or click the red X 

in the upper right corner of the form, you‟ll be prompted to save again.   

 

Closing the VRF: 

To close the VRF, click the Exit button in the upper right, or click the red X in the upper right corner.  Both 

will offer you the chance to save, again.   

 

 

You’re the best! 
Thank you for your thoughtful attention to this report.  It will help Peace Corps to become a smarter, more 

effective development organization and strengthen our ability to meet the three goals.  We deeply value 

the contributions you are making and look forward to reading your reports! 


