VISTA PPR Instructions & Tip Sheet

 2010-2011 PY

What is the PPR?

The VISTA Project Progress Report (PPR) is a report that VISTA members and Supervisors submit to Habitat Minnesota each quarter.  The information and data provided in the reports is compiled and submitted to the Corporation for National and Community Service (CNCS) which provides the funding for the VISTA program.

The PPR has TWO parts.  Part 1 is the PPR Narrative report, a four page Word document with a total of 16 questions for VISTAs and Supervisors.  Part 2 is the PPR Data Spreadsheet, an Excel document with 11 sections.  

The PPR forms are emailed to VISTAs and Supervisors when the VISTA begins service.  PPR forms may also be downloaded from the Habitat Minnesota website: 

http://www.hfhmn.org/HFHMN/vistaresources.html#service. 
Who completes the PPR?

The VISTA supervisor and VISTA member should collaborate to complete the quarterly PPR Narrative and Data Spreadsheet reports.  On the PPR Narrative Report there are specific questions listed for the VISTA member and specific questions for the supervisor.  For the remaining sections of the report the VISTA and supervisor should work together to provide the information requested.

Who is responsible for submitting the PPR?

Supervisors are ultimately responsible for making sure that PPRs are submitted to Habitat Minnesota within the required deadlines listed below.  Please be aware that the VISTA Committee considers an affiliate’s compliance with reporting deadlines and requirements when making determinations about future VISTA placements.   

Due Dates and Deadlines

Both the PPR Narrative Report AND the PPR Data Spreadsheet are due to Habitat Minnesota on the following dates: 

October 15th -- 1st Quarter covering the period from July 1st-September 30th
January 15th – 2nd Quarter covering the period from October 1st – December 31st 

April 15th – 3rd Quarter covering the period from January 1st – March 31st 

July 15th – 4th Quarter covering the period from April 1st – June 30th 

If the due date for the report falls on a weekend or holiday the reports are due on the next closest business day. 

Submission Instructions
A paper copy of the PPR Narrative Report along with timesheets and other attachments must be mailed to the VISTA Program Manager (Sara) at Habitat Minnesota. 

An electronic copy of the PPR Data Spreadsheet must be emailed to the VISTA Leader Kristi@hfhmn.org .   Please send the document as an email attachment.

Guidelines for the PPR Narrative Report (Word document)
· General Tip for the Narrative Report

Use numbers and data to tell the story of your accomplishments in a more compelling way.  Review the following two examples and observe how Example B paints a more complete picture of the impact of the VISTA’s work.   

Example A:  Jane recruited volunteers to assist with our annual birdhouse sale fundraiser.  These volunteers invested several hours of their time to make the event a big success.  

Example B:  Jane recruited 15 volunteers to assist with the annual birdhouse sale fundraiser.  Volunteers assisted with everything from soliciting donations to cleaning-up after the event, investing a total of 100 hours of their time.  Thanks to their hard work, the fundraiser brought in $2000, beating last year’s record total of $1000!  

· Workplan submitted with Narrative Report
Along with each PPR Narrative Report please submit a copy of the workplan that includes brief comments for each objective/task on the accomplishments for that quarter (i.e. complete, in-progress, delayed, behind schedule, etc.).

Keep in mind that if necessary the workplan can be revised through mutual agreement of the VISTA, supervisor and VISTA Program Manager.  All changes to the workplan must be documented in writing and formally approved.  Contact Sara Wessling, the VISTA Program Manager, to discuss changes to the workplan.

· Timesheets submitted with Narrative Report

Paper copies of the VISTA member’s monthly timesheets must be mailed to Habitat Minnesota along with the PPR Narrative report each quarter.  Supervisors and VISTAs are responsible for monitoring usage of leave time to ensure that no more than 10 personal/vacation and 10 sick days are used during the VISTA’s year of service.  Each timesheet must be signed by both the VISTA and the Supervisor.  

Guidelines for the PPR Data Spreadsheet (Excel document) 

· General Tips for the Data Report

Affiliates are required to have systems in place for tracking the data requested in the PPR Data Spreadsheet, including, but not limited to the number of active community volunteers, volunteer hours, in-kind donation amounts from public and private sources, as well as grants, donations and fund raising efforts from public and private sources.

Depending on the workplan of the VISTA member, there may be no data to report for certain categories.  For example, if a VISTA member has no workplan duties related to fundraising they may report $0 in Grants, Donations and Fundraising generated for that quarter.  

When tracking the number of volunteers for the PPR be sure to include all volunteers who were recruited and/or coordinated by the VISTA member (includes board and committee members, office volunteers, construction volunteers, homeowner families, etc.).  
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