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 VISTA








Volunteers In Service to America
In Partnership with Habitat for Humanity of Minnesota 
Quarterly Project Progress Report (PPR) – Narrative Report

Please type all responses

Part A. – BASIC INFORMATION 

1.    Name of VISTA: _____________________________________   Date:_________________


2.    Affiliate Name: 
__________________________________________________________
3. VISTA Supervisor’s Name: __________________________________________________

4. VISTA member start date (month/year):  _________________________

5. Place a check next to the reporting period:

_____ 
1st Quarter
Due: October 15*
Covering: July 1-September 30

_____ 
2nd Quarter
Due: January 15*
Covering: October 1-December 31

_____ 
3rd Quarter
Due: April 15*
Covering: January 1-March 31

_____ 
4th Quarter
Due: July 15*

Covering: April 1-June 30

*Please note that a signed paper copy of this PPR report must arrive in the Habitat Minnesota office no later than the due date listed above.  



6.   During this quarter, what were to total number of homes dedicated and number of individuals who moved into Habitat houses? 

                         


# of homes________   

# of individuals________                               
Part B. --WORKPLAN
7. Review the VISTA workplan and insert brief descriptions of progress made to date on workplan goals and objectives (i.e. complete, in process, behind schedule, etc.) as well as indicators and outcomes (i.e. 1 of 4 committee members recruited, etc.).  Submit a copy of the workplan and comments with this report. 

Part C. -- VISTA MEMBER REPORT
VISTA members please respond to questions 8-12 below.  
8.  Describe any on-the-job, in-service, technical training or other training received this quarter, including training provided by Habitat Minnesota.

9.  Describe your interaction with the community during this quarter.  What new partnerships have been developed?   Please include information on any collaboration with other CNCS programs (i.e. other VISTAs, RSVP volunteers, AmeriCorps*State or AmeriCorps*NCCC). 

10. Describe your major accomplishments this quarter – both from your work plan as well as any special projects.  What has been the greatest outcome of your service this quarter?

11.  What challenges, barriers, or obstacles have you faced this quarter?  Please identify any additional resources or information you need to assist in your project as well as any issues that the VISTA Program Manager should be aware of.

12.  Share a story from this quarter that illustrates the impact of your work as a VISTA.

Part D. -- VISTA SUPERVISOR REPORT
VISTA Supervisors please respond to questions 13-16 below.

13.  Provide an assessment of the progress being made on the goals/objectives/tasks in the VISTA workplan. Explain if workplan objectives/tasks are on-track, ahead of schedule or behind schedule for the quarter. 

14.  List specific challenges that have arisen in the last quarter.  Be sure to include whether challenges have been resolved, or, if they remain unresolved, the plans to address them.  What types of assistance can HFH-MN and/or CNCS provide to help the VISTA member successfully complete the project?

15.  Are any changes or adjustments to the VISTA workplan are needed at this time?  If so, please provide a description of the changes the affiliate would like to make and contact the VISTA Program Manager (Sara) to discuss next steps.  

16. Share a story from this quarter that illustrates how the VISTA’s efforts are building the capacity of the affiliate.  Particularly helpful are stories that include numerical results.
Part E. -- VISTA ATTENDANCE RECORD
Attach the VISTA’s monthly timesheets for the quarter and record the cumulative totals below.  Timesheets must be signed by both the VISTA and Supervisor.  
Sick days taken this quarter

__________

Year-to-Date__________
Vacation /Personal days taken this quarter__________
Year-to-Date__________
Estimated hours worked this quarter
__________

Part F. -- ATTACHMENTS
Attach copies of press clippings, flyers, letters, spreadsheets or other documentation that help to illustrate the VISTA member’s activities and accomplishments this quarter.  Attachments, especially those exceeding 5 pages in length, should be submitted on a CD or by email.

Part G. -- CERTIFICATION
I certify that the information provided in this report is accurate and complete to the best of my knowledge.   
_______________________________________
 Signature of VISTA


Date

___________________________________________

Signature of Supervisor

Date

Submission Instructions
Please note that the PPR has TWO parts, this document, which is the narrative report, and a Microsoft Excel document called the PPR Data Spreadsheet.  Both the Narrative and the Data reports must be submitted each quarter.  Use the checklist below for guidance. 

PPR Part 1 -- Narrative Report

Mail the following items:

· Copy of this report signed by the VISTA and Supervisor

· Copy of VISTA’s workplan with written comments on progress 

· VISTA’s monthly timesheets for the quarter signed by the VISTA and Supervisor

· Any attachments as described in Part F above

· Address mail to:
Sara Wessling, VISTA Program Manager

Habitat for Humanity of Minnesota

2401 Lowry Ave. NE #210

Minneapolis, MN  55418
PPR Part 2 – PPR Data Spreadsheet Report (Microsoft Excel document)

· All VISTAs complete Sections 1-5

· Church Relations VISTAs complete Sections 6-8 as well as 1-5

· ReStore VISTAs complete Sections 9-11 as well as 1-5

· Email the PPR Data Spreadsheet Report to the VISTA Leader (Kristi) kristi@hfhmn.org . 
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