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SECTION I

   APPLICATION INSTRUCTIONS

Application 
Instructions

Program Purpose
Project Goals


Outcomes 

Outcomes Cont’d
SECTION II

   SUBMISSION PROCESS
SECTION III

   Host Site Application Cover Page:









SECTION IV

  Narrative Section:
A. Project Objective and Results (20 Points)


B. Management Expectations (15 Points)

C. Recruitment, VISTA Member Development, Organizational (20 Points)

D. Capacity and Sustainability (15 Points)


SECTION V

  Attachments:
E. VISTA Assignment Description (20 Points)

F. VISTA Position Description (10 Points)

Prohibited Activities
AmeriCorps*VISTA members may not perform specific activities in the course of their duties, while charging time to the AmeriCorps program, nor at the request of anyone including ORCC or the host site. Furthermore, members and staff may not engage in conduct that would associate the national program or the Corporation for National and Community Service (CNCS) with prohibited activities. Host sites must become familiar with specific provisions described in the Corporation’s formal regulation (45 C.F.R. 2520.30) and the grant provisions.
· Performing services or duties that have been performed by or were assigned to any:

· Presently employed worker;

· Employee who recently resigned or was discharged;

· Employee who is subject to a reduction in force or who has recall rights pursuant to a

· collective bargaining agreement or applicable personnel procedures;

· Employee who is on leave (terminal, temporary, vacation, emergency or sick); or

· Employee who is on strike or is being locked out.

· At no time should a member be hired to perform any work for the project station even if it is unrelated to the member's service. Should a project station offer a full time job to a member during his or her service year, the project station will be responsible for the full cash match as per the contract (Memorandum of Understanding).

· AmeriCorps*VISTA member stipends cannot be supplemented nor modified monetarily.

· Participating in efforts to influence legislation, including state or local ballot initiatives, or lobbying for your program;

· Organizing a letter-writing campaign to congress;

· Engaging in partisan political activities, or other activities designed to influence the outcome of an election to any public office;

· Participating in, or endorsing, events or activities that are likely to include advocacy for or against political parties, political platforms, political candidates, proposed legislation, or elected officials;

· Voter registration drives;

· Organizing or participating in protests, petitions, boycotts, or strikes;

· Assisting, promoting, or deterring union organizing;

· Impairing existing contracts for services or collective bargaining agreements;

· Engage in religious instruction; conduct worship services; provide instruction as part of a program that includes mandatory religious instruction or worship; construct or operate facilities devoted to religious instruction or worship; maintain facilities primarily or inherently devoted to religious instruction or worship; or engage in any form of religious proselytization; or

· Providing a direct benefit to a for-profit entity, a labor union, a partisan political organization, or, in general, an organization engaged in the religious activities described in the preceding bullet.

AmeriCorps members, like other private citizens, may participate in the above listed activities on their own time, at their own expense, and at their own initiative. However, AmeriCorps members may not wear AmeriCorps t-shirts or other service gear in such instances. For more information, refer to the AmeriCorps*VISTA Member Handbook provided to each AmeriCorps*VISTA member at their Pre-Service Orientation, and accessible online at: http://www.americorps.gov/help/vistahandbook/chapter1.html. 

I acknowledge that I have read and agree to comply with restrictions of the AmeriCorps prohibited activities.

Site Supervisor Signature





 
Date
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AmeriCorps*VISTA Position Description Template
  Host Site Name ______________________________________________________________

Location ___________________________________________

Supervisor Name _________________________  Title__________________________________

Position Title ___________________________________________________________________

Summary of Position:

  Major Responsibilities/Activities:

Preferred Qualifications:
 AmeriCorps*VISTA Benefits:

· A living allowance, dispersed bi-weekly

· An education award of $5,350 OR a stipend of $1,500 upon successful completion of service

· Health care

· Relocation Allowance

· Loan forbearance on qualified student loans

· Interest accrual payment on qualified student loans

· Child care (if eligible)

· Training and professional development opportunities

· Extensive network of AmeriCorps Alums

· Non-competitive eligibility for federal government service (for one year after service)
All OABC Host Site Applications should use the application format starting in Section II to submit their project proposal.  Proposals will be ranked and selected based on the sum of points (out of 100) given each section of the application.. Incomplete applications will not be considered.  Point Values are listed below:





Project Objective and Results: 20 points


Management Expectations: 15 points


Recruitment, VISTA Member Development, Organization: 20 points


Capacity and Sustainability: 15 points


VISTA Assignment Description (VAD): 20 points


VISTA Position Description: 10 points


Total: 100 Points





The primary purpose of the AmeriCorps*VISTA program is to ensure the greatest possible return on our investment in carrying out the mission of bringing individuals and communities out of poverty, and creating positive economic and social impacts in local communities. Applicants must demonstrate that the project they are proposing meets each of the following requirements:


Helps people get out of poverty


Brings both empowerment to community members and self-sustaining 


enhancements to the host organization 


Includes outcome-based reporting that measures the actual impact of the project on those being served.





OMEN seeks proposals that can offer measurable outcomes and will address one or more of the following goals [please indicate in your application which goal(s) your project will address]:


Microenterprise Development and/or Entrepreneurship Development 


Financial Literacy 


Financial Asset Building (including home foreclosure prevention and housing assistance)


Nonprofit Capacity Building (including fund development, volunteer generation, etc.)


Other activities that will support economic recovery in Oregon communities


For Microenterprise Development/Entrepreneurship Development projects (your project should accomplish at least one of the following outcomes):


Increased services to entrepreneurs in your service area (new microenterprise development programs or services developed)


Increased business income for the entrepreneurs served by your program


Shifted the local “culture of entrepreneurship” to result in a more supportive local government, a more responsive Chamber of Commerce, network and mentoring opportunities available to entrepreneurs in your area, etc.





2) For Financial Literacy (your project should accomplish at least one of the following  


    outcomes):


Created new programs or elements of programs that increase financial literacy.


Increased organizational efficiency in delivering financial literacy.


Increased financial management skills, as evidenced by Pre- & Post- tests for


     program participants





3) For Financial Asset Building projects (your project should accomplish at least on   


    of the following outcomes):


Created new programs or elements of programs that increase financial assets for low-income/underserved populations.


Increase organizational efficiency in delivering access to financial asset resources and programs.


Increased financial management skills, as evidenced by Pre- & Post- tests for program participants.





4) For Nonprofit Capacity Building projects (your project should accomplish at least


    one of the following outcomes):


Increased organizational capacity through projects such as fund development, volunteer recruitment/management, etc.


Increase organizational capacity through streamlined policies and procedures.





For projects that do not fit under goals #1-4, applicants must demonstrate that their project helps people get out of poverty, brings both empowerment to community members and self-sustaining enhancements to the host organization and includes outcome-based reporting that measures the actual impact of the project on those being served.








Applications must be typed using the form provided.  Program narratives must not exceed 7 pages, excluding appendices. Applicants must include the following in addition to the application narrative: 


VISTA Assignment Description (VAD) – see template and sample at �HYPERLINK "http://www.oregon-microbiz.org/assetbuildingcorps"�http://www.oregon-microbiz.org/assetbuildingcorps�.


VISTA Position Description – see attached sample


Signed Acknowledgement of Prohibited AmeriCorps*VISTA Activities (See attached)


Additionally, current VISTA sites are required to have their current VISTA complete a Site Reference Form.  OABC VISTA Leader, Margot Edmiston, will contact the current VISTA upon receiving the Current VISTA host site’s application to coordinate the completion of this form


Applications must be received via email by 5:00 PM on Friday, February 19th, 2011.


Applications should be emailed to Valerie Plummer at �HYPERLINK "mailto:valerie@oregon-microbiz.org"�valerie@oregon-microbiz.org�. 


Notification of application status will be made by March 21 , 2011 via email.  








Check that you are including the following components for a completed proposal:


Completed Cover Page


Project Narrative (not to exceed 7 pages)


VISTA Assignment Description (VAD)


VISTA Position Description


Signed Acknowledgement of Prohibited VISTA Activities





Additionally, current VISTA sites are required to have their current VISTA complete a Site


Reference Form. OABC VISTA Leader, Margot Edmiston, will contact the current VISTA upon   receiving the Current VISTA host site’s application to coordinate the completion of this form





By submitting this application to the Oregon Microenterprise Network for a VISTA host site, I acknowledge that the applicant organization is a (check one):


Nonprofit Organization


Government agency


Educational institution 


I certify that the information contained in this application is true and accurate to the best of my knowledge.  





Site Supervisor Name                                               Site Supervisor Signature		        Date














Authorized Representative Name & Title        Authorized Representative Signature	        Date


    


Contact Information


Organization Name: 


Primary Contact Name/Title:


Mailing Address:


City/State/Zip:						      Phone:


Fax:							Email:








The program narrative must be organized by the sections outlined below and address the questions following each section.  Please type in the boxes provided.  You can use additional space however the narrative must not exceed 7 pages.  

















Provide an Executive Summary of your project (not to exceed 3 sentences).




















State in measurable and quantifiable terms the specific poverty-related need(s) the AmeriCorps*VISTA project will address, including the number of low-income people directly affected by the problem(s).  Use current and local statistical data, citing the source wherever possible, to substantiate the problem.
































How have you identified the specific need in the community for this AmeriCorps*VISTA member project?  How has the community participated in assessing the need for the project?





























Explain which of the outcomes (see Section I) you plan to achieve.  Name at least three specific, measurable results of your project and explain how they lead to the achievement of the overarching goal of poverty alleviation.






































Provide a succinct timeline/overview, with dates by which you will achieve your project goals.  Specify in which quarter the goals will be met.  (The project VISTA Assignment Description you submit will consist of a more detailed timeline.)

















Who will be the AmeriCorps*VISTA member member’s daily supervisor?  If applicable, are there other staff who will work closely with the VISTA on a regular basis? Briefly describe the supervisor’s managerial experience and roles of other staff in supporting the VISTA.




















Describe how the daily supervisor will devote at least five hours per week to supporting the AmeriCorps*VISTA member in his/her efforts.























It is the daily supervisor’s duty to report semi-annually on the AmeriCorps*VISTA member’s accomplishments.  Describe how you will prepare and discuss the progress report accomplishments with your AmeriCorps*VISTA member and send it to the OMEN office in a timely fashion.


























Describe how your organization plans to budget for the cost of the AmeriCorps*VISTA member ($9,000-$11,000) paid in four quarterly installments).

















Describe, with specific strategies, how you will recruit a qualified AmeriCorps*VISTA member to serve on this project.  What challenges do you anticipate in recruiting qualified members?  (Placement sites will receive some assistance from OMEN, but will be ultimately responsible for recruiting a member to serve at their organization).
































Describe the member’s work site.  What are your plans for providing the AmeriCorps*VISTA member with a work space and equipment? (e.g. computer, telephone, fax, copier, etc.)





























What is your transportation reimbursement plan for service-related activities?  Is your organization prepared to compensate the AmeriCorps*VISTA member for travel incurred due to service-related activities in the form of a bus pass or reimbursement for mileage incurred on personal vehicles, access to company vehicles, etc.?














a.Describe current activities that your organization, other organizations in your field, and other organizations with which you partner, are undertaking to address the problem(s) identified in your need statement.  b. Describe how the proposed project will complement this work.


















































Briefly describe plans for orienting the member to your organization and the community.  Describe any training opportunities and technical assistance that will be available to the member throughout the service year.  



































How will you ensure the sustainability of the work accomplished by the AmeriCorps*VISTA member once the AmeriCorps*VISTA member’s term of service is completed?  (This should be reflected also in the VAD, i.e., VISTA will create policies and procedures manual for future staff to use.)


















































If your site is an existing VISTA site seeking renewal, how will this project build on the previous year’s VISTA project?  How will the project be sustainable beyond the VISTA year?  If you are a site in the 3rd year of renewal, what specific goals are you implementing for project sustainability?








The following attachments must be completed and submitted with your application: 


VISTA Assignment Description (VAD)


VISTA Position Description


Signed Acknowledgement of Prohibited VISTA Activities

















This section serves as the guide for the AmeriCorps*VISTA member.  Complete this section using the VISTA Assignment Description (VAD) template (see attached).  The VAD is considered a “working document” and changes will be negotiated as needed with OMEN throughout the program year.  The site supervisor will be responsible for reporting to the OMEN Program Supervisor any changes to the VAD throughout the year.  If you have hosted a VISTA in the past and are applying as a renewal site, demonstrate how an renewal of your VISTA site will improve upon the work completed in the upcoming year.  The VAD should include: goals, objectives, progress indicators, measurable expected outcomes and a timeline with dates by which goals will be accomplished.  The completed VAD will provide a clear road map for the VISTA member and host organization in implementing the VISTA project.  Attention should be given to project sustainability beyond the VISTA year.  A template and sample VAD can be found on the OABC website at: �HYPERLINK "http://www.oregon-microbiz.org/assetbuildingcorps"�http://www.oregon-microbiz.org/assetbuildingcorps�.





Definitions:


Goal – A goal is a statement of the general purpose of the project.  It is the ultimate end result.  All efforts of the project should be focused on accomplishing the goal(s) outlined in the VAD.


Objectives – Objectives are what your program wants to accomplish or achieve with the VISTA resource over the life of the project.  Each objective should contribute to the overall goal(s) of the program.  Objectives should be Smart, Measurable, Achievable, Realistic, and Time-Bound.  


Progress Indicators – Progress Indicators are markers along the way towards accomplishing the overall goal.  They may include steps such as researching financial literacy courses, evaluating a volunteer management system or conducting a community needs assessment. 


Measurable Outcomes – Measurable Outcomes are the results that occur because of the work completed by the VISTA member.  Outcomes address changes in systems, knowledge, attitudes, beliefs or behaviors.  They answer the question, “What difference did our service make in our organization, the community or the lives of the individual?”











Provide a clear and concise position description by completing the attached Position Description form.  Host site applicants should include a summary of the position; a list of major responsibilities/activities associated with the position and preferred qualifications. This will be used to describe your project during the recruitment process. Position descriptions should be ready for publication and include the name of your organization, the supervisor’s name and title, a summary of the position, the major responsibilities/activities and the required skills and abilities necessary to accomplish the goals of the position. (See attached for template)
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