INSTRUCTIONS FOR COMPLETING OUTREACH  MANAGEMENT REPORT
1.  Outreach Manager Information - Self Explanatory

2.  Other Outreach Personnel - Self Explanatory

3.  ACS Outreach Services


a.  Contacts:



(1)  Columns




(a)  Single Contacts:  Single contact services refer to actions that do not require more than 15 minutes to provide.  These services can be provided by telephone, in writing, or in person.  Examples are providing information to a caller, referring someone to the appropriate service provider, or giving an information packet to an individual.  Contacts with unit leaders as part of the ACS Unit Services Strategy should be included here.  Enter the number of individuals provided these services.  




(b)  Extended Contacts:  Extended contacts are services which require more than 15 minutes to deliver, including sustained contacts over time.  Each time an individual is seen, they are counted.  If a couple is seen together, count each person separately.  If a family is seen together, count each individual separately.  Family members of civilians and retired should be counted under those headings.  Contractors and their family members should be counted under the civilian column.  




(c)  Totals:  The totals column will fill in automatically.  The Individuals column will add the single contact Individual and the Extended Contacts Individuals.  



(2)  Rows:  Outreach:  Enter all contacts related to Outreach.


b.  Education, Training, and Briefings:



(1)  Columns:




(a)  Session:  Enter the number of sessions that were conducted under ACS Sponsorship/Auspices.  Include sessions that ACS jointly sponsored with other activities.  Include classes and briefings that are designed to increase general knowledge of ACS and market ACS services to targeted audiences.   




(b)  Attendees:  Enter the individuals who attended these sessions under the appropriate category.




(c)  Total Attendees:  This column will total automatically.



(2)  Rows:  Outreach:  Sessions designed to educate, inform, and support the outreach effort.  Include group sessions in the target outreach sectors.



