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Information about UCAN
What is AmeriCorps*VISTA?

AmeriCorps is a nationwide network of service programs that involves over 50,000 Americans annually in a concerted effort to improve our country. Members work on a vast array of issues, such as increasing literacy and housing availability and expanding services provided for youth and adults in the areas of job skills development as well as expanding economic opportunities. Started in 1969, the VISTA (Volunteers In Service To America) program aims exclusively at eradicating poverty in America, tackling it at the grass-roots level. VISTA members work with local and national nonprofit groups to develop permanent, self-sustaining programs which extend and energize the existing assets within a community. They volunteer full-time for one year, immersing themselves in the communities they serve.
Referred to as "indirect service," VISTA members work to develop programs, leverage resources, mobilize volunteers, and cement partnerships to create increased capacity and help sustain programs.  VISTA members may not participate in direct service such as tutoring, mentoring, coaching, etc.  They may, instead, develop programs that recruit and train volunteers to do these direct-service activities, and/or write grants, plan and develop fundraising events, and develop new program strategies. 

To learn more about AmeriCorps*VISTA, please visit www.americorps.org
What is UCAN?
The mission of UCAN: creating solutions to poverty, improving lives in our community.

United Community Action Network (UCAN)  is the sponsoring organization for the VISTA Coalition Project.

The UCAN mission - Creating Solutions to Poverty – Improving lives in our communities.

UCAN is a private non profit Community Action Agency that was founded in 1969 and operates in Douglas and Josephine Counties in Oregon. UCAN develops resources and promotes opportunities that increase the self sufficiency of low income persons in Douglas and Josephine Counties. Through the operation of programs and in partnerships with other agencies, UCAN strives to alleviate poverty and to impact the quality of life for elderly, poor, and disabled individuals.  
The UCAN VISTA Coalition began in 2003 as a partnership among five community non-profit organizations. In August of that year, the first six VISTA members began their service in Roseburg. Since then, the team has continued to add new sites and members, and currently has twenty members serving at eighteen organizations in Douglas, Coos, and Josephine counties.

Our team is the first in Oregon to be based on a particular geographical area, rather than on a common theme of work. Most teams are spread out across the state, and focus on a common cause, such as child abuse or hunger issues. Our team members work with a broad range of agencies, engaging community volunteers, writing grants and planning fundraising events, developing community partnerships and developing educational programs and outreach strategies. We work to recognize and understand the inter-related causes of poverty, and thus the necessity of working across agencies to alleviate poverty. Based in one region, we can meet regularly as a team and use our common identity as VISTA members to increase collaborative efforts between our organizations and across the region as a whole.
This program is partially funded through a grant from the Corporation for National and Community Service. Funding is also comprised of a combination of state, federal and local grants along with fees collected for the services it provides.
Who are UCAN VISTA Coalition Members?
UCAN VISTA Coalition members provide one full year of service to communities in a full-time capacity while developing their own skills and gaining work experience. UCAN VISTA Coalition team members come from varying social, cultural and educational backgrounds. Anyone that is a US citizen 18 years or older can serve. Many VISTA Members are recent college graduates seeking to gain meaningful experience prior to accepting paid employment or returning to graduate school.   Some are retirees who want to give back.  Some choose national service to help them learn about and develop skills to enter the non-profit sector as employees.  What VISTA members share in common is passion and dedication to service – a desire to help create solutions that address poverty.
We expect host sites to follow the OTC Equal Employment Opportunity policies when recruiting and selecting AmeriCorps members:
It is the policy of UCAN to provide equal employment opportunities for all people without regard to age, sex, race, color, creed, national origin, sexual orientation or religion.  UCAN will also provide equal employment opportunities to qualified individuals with disability, disabled veterans, Vietnam Era veterans and other covered veterans.

How do UCAN VISTA Coalition members serve?  
20 full-time VISTA members will serve for one full year at nonprofit organizations, community or faith-based organizations, government agencies and schools.  VISTA members help increase organizational and community capacity to fight poverty through indirect service such as fund development, volunteer generation, partnership development and creation of new programs and services.  Terms of service begin in July 2011, November 2011 and April 2012 to be decided with host-site and VISTA Coalition staff..
VISTA members are required to participate in a three day Pre Service Orientation provided by the Corporation for National and Community Service just prior to starting their service. All new members and their site-supervisors are required to participate in a full day orientation to the UCAN VISTA Coalition on the member’s first day of service.  Though the VISTA members spend the majority of their service time at their host-site, all members are required to participate in quarterly team meetings, three service day events, and in-service training events to build project-specific and personal development skills.
Host sites are selected through a competitive process based on their proposal for indirect service projects that address UCAN VISTA Coalition priorities and that clearly demonstrate how the VISTA service activities will lead to increased capacity within the community to either help people move out of poverty or keep them from falling into poverty.  All project proposals must clearly explain how the resources and programs developed by VISTA members will be sustained after the end of the VISTA service project term.  The UCAN VISTA Coalition priority areas are listed on page 4. : creation of education, soft-skill and job skill development programs; creation of programs that increase capacity to meet basic needs for individuals and families; engaging communities in visioning and creating economic development initiatives; and engaging community volunteers in anti-poverty service activities.
What Benefits do VISTA Members Receive for Their Service?
For their efforts, VISTA members receive a minimal monthly living allowance ($858 pre-tax) and either an end of service cash stipend ($1500) or an education award ($5550).  The Corporation for National and Community Service provides healthcare benefits and training prior to the service year, and help with childcare. Those who relocate to serve receive a relocation allowance.  All members are offered opportunities for training and personal development. VISTA members leave a legacy in communities where they serve.  They create sustainable programs and service delivery systems that remain long after they are gone, the effects of which continue to provide valuable service.

What are the UCAN VISTA Coalition’s focus areas?

There are four priority areas that UCA member service can address through service at your organization. 

1. Engaging community volunteers of all ages in volunteer service that provides increased capacity for communities and/or organizations address poverty.  VISTA members may develop volunteer recruitment and management materials develop and write procedures and track volunteer hours.  Volunteers engaged by VISTA members must be involved in activities that increase capacity to provide anti-poverty services. 
2. Developing financial and in-kind resources that increase organizational capacity to meet basic needs for low-income individuals and families (food, healthcare, housing, transportation, childcare):  UCAN VISTA Coalition members will increase resources through grant writing, development of fundraising activities, donor development and solicitation of in-kind resources.  Resources developed must provide for sustainable solutions that increase organizational or community capacity to provide services that meet basic needs.
3. Developing collaborative partnerships that increase community and/or organizational capacity to help people avoid falling into poverty or help them get out of poverty.  This can include mobilizing communities to develop economic development initiatives that increase economic well being and generate new jobs, bringing residents together to find solutions that address poverty, engaging for-profit and non-for-profit organizations as partners to help meet community needs.

4. Educational programs and activities:  UCAN VISTA Coalition members will develop educational programs and activities for children, youth and adults.  This may include leadership training programs, financial literacy education, health and nutrition education, parenting education, service learning programs, soft-skill development, job skills training, etc.
5. Doing Community Outreach and Education to help community members learn about anti-poverty programs and resources.  VISTA members may create flyers, brochures, newsletters, make educational presentations about anti-poverty programs and services, develop resource guides, etc.
UCAN VISTA Coalition Performance Measures and Site Goal Setting
UCA has specific performance measures that correspond to our priority areas we serve. Applicants will be asked to demonstrate how their proposed projects address one or more of our priority areas by completing and submitting their own performance measures in our priority areas. 
1. Volunteer Generation 

2. Development of Financial Resources
3. Development of Collaborative Partnerships
4. Development of Educational Programs
5. Development of Outreach and Community Education Strategies
 UNITED COMMUNITIES AMERICORPS
UCAN also administers a regionally-based AmeriCorps program. The purpose of AmeriCorps is to provide to host organizations, service members who do direct service to create increased capacity for host organizations.  Members serve 1700 hours over eleven months. Members activities should build organizational/community capacity to continue the efforts of the project once AmeriCorps resources are withdrawn. To learn how to apply for this opportunity, please contact Sarah Davis at 541-492-3518 or sarah.davis@ucancap.org.
 Application Information

Host Site Eligibility Requirements  

The following types of organizations are eligible to apply:
· Nonprofit organizations: 501(c)(3) organizations (community and faith-based organizations are encouraged to apply).

· Schools: schools, school districts, educational service districts, colleges, universities, alternative schools and others.
· Government agencies: city, county, regional, state, tribal or federal agencies.
General Guidelines

1. Project must address community needs within at least one of UCAN VISTA Coalition’s focus areas:

Volunteer Generation 

Development of Financial Resources

Development of Collaborative Partnerships
Development of Educational Programs
Development of Outreach and Community Education Strategies
2. Proposals must demonstrate that the placement will address a significant unmet need and that the member’s service activities will benefit the communities served.

3. Members must be placed in an indirect service position for the entire service term. The project may include only very minimal direct service activities and may include only those clerical duties that support the VISTA project being developed. 
4. VISTA projects may last one, two, or three years and must be fully sustainable at the end of the VISTA term.
5. Service activities must not duplicate routine functions of, or displace, paid employees.

6. The impact of service provided must be measurable.

7. Host organization must have a Drug Free Work Place Policy and a Non-Discrimination Policy.

8. Host organization must commit to providing documentation of at least $5,000 in-kind match per member.

9. All VISTA projects must address poverty, create increased capacity to help people out of poverty or provide programs and resources that help people stay out of poverty.
10. The project must not include any of the prohibited activities for AmeriCorps*VISTA members outlined on page 5.
Application Information 
(continued)
Prohibited Activities

Federal law and the Corporation for National and Community Service policy prohibit AmeriCorps*VISTA members from engaging in certain activities during service hours. Individuals may exercise their rights as private citizens and may participate in these activities on their initiative, on non-AmeriCorps time, and they should be careful not to associate such activities with AmeriCorps*VISTA or UCAN. Questions regarding permissible activities should be directed to program staff. 

The following are prohibited activities for AmeriCorps*VISTA members while charging time to their AmeriCorps*VISTA program or using any of its grant funds:
1. Attempting to influence legislation.

2. Organizing or engaging in protests, petitions, boycotts or strikes.

3. Assisting, promoting or deterring union organizing.

4. Impairing existing contracts for services or collective bargaining agreements.

5. Engaging in partisan political activities or other activities designed to influence the outcome of an election to any public office.

6. 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.

7. Engaging in religious instruction; conducting worship services; providing instruction as part of a program that includes mandatory religious instruction or worship; constructing or operating facilities devoted to religious instruction or worship;  maintaining facilities primarily or inherently devoted to religious instruction or worship; or engaging in any form of religious proselytization.

8. Providing a direct benefit to a for-profit entity, a labor union; a partisan political organization, an organization engaged in the religious activities described in the preceding sub clause (unless grant funds are not used to support the religious activities) or a nonprofit entity that fails to comply with the restrictions contained in section 501(c) (3) of U.S. Code Title 26.

9. Voter registration drives by AmeriCorps*VISTA members is an unacceptable service activity. In addition, Corporation funds may not be used to conduct a voter registration drive.

10. Displacing a staff member.

11. 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 an employee who is on strike or is being locked out.

12. Preparing any part of a grant proposal or performing other fundraising functions to help the host site achieve matching requirements or fund general operating expenses, or providing fundraising assistance to other community-based organizations to enhance their capacity. However, members may complete small grant applications (less than $1,000) to seek support for projects that directly relate to his or her distinct service project. 
13. Participating in organized fundraising such as financial campaigns, endowment drives, solicitation of gifts or bequests and similar activities designed to raise capital for the organization.  However, members may solicit in-kind donations directly related to their service projects.

The Corporation may determine other activities are prohibited and will notify the grantee.

Application Information 
(continued)
UCAN VISTA Coalition Host Site Responsibilities

Hosting a VISTA member through UCAN VISTA Coalition is a unique opportunity for organizations to build capacity while providing a meaningful service and development experience for the VISTA member.  UCAN feels that the following requirements enable both members and host sites to maximize the benefits of a full year placement.

Supervision and Mentoring

The host site will provide a designated site supervisor who will:

· Attend a full-day UCAN VISTA Coalition site supervisor training in June, September, or February depending on member placement date.
· Create an orientation packet to send to members pre-service.

· Attend the new member and supervisor orientation on the member’s first day of service.

· Prepare your organization for hosting a VISTA member. 
· Develop a VISTA Assignment Description (VAD) for each year of the VISTA project.  
· Develop a project Work Plan for the full length of the VISTA project.
· Meet with the member one-on-one for a minimum of one hour each week to review past activities and set future goals and be available on an as-needed basis to help clarify and answer questions.
· Assist the member in identifying training opportunities to meet professional development and support the member’s participation in UCAN VISTA Coalition meetings and professional development activities off-site.
Training

Provide the member with:  

· A comprehensive orientation to the host organization, community, need the VISTA project will address, and vision for the project.

· Site specific skills trainings to help them be successful.  UCAN VISTA Coalition offers members training in Volunteer Management, Event Planning, PR and Marketing and Project Sustainability. 
· Organization and project safety training.

Project Support

The host site will:

· Provide the member with a well-defined, VISTA Assignment Description (VAD) that has clear goals and outcomes, correlates with one or more of UCAN VISTA Coalition’s performance measure and addresses a pressing poverty-related community need. 
· Provide adequate office space, office equipment, tools and materials for the member to perform service. The member should have reasonable access to a desk, telephone and computer.  

· Provide transportation (mileage reimbursement or an organization vehicle) in accordance with host site policies if project related travel is required. 
Outreach

· Play an active role in conducting outreach to recruit a member for the site.
· Conduct outreach within the host site and the community to increase awareness of the service UCAN VISTA Coalition members provide.
· Support the UCAN VISTA Coalition policy that members wear VISTA gear or identifiers and display the AmeriCorps*VISTA poster in the organization.
Recruitment

· Schedule interviews with qualified applicants. Sites are encouraged to consider all qualified individuals with disabilities and with diverse backgrounds.

· Check references for top applicant(s)

· Submit top applicant(s) to UCAN VISTA Coalition by date on recruitment calendar for second interview and approval of selection

Risk Management

· The site will establish safety guidelines that ensure the well-being of the VISTA members and will provide safety training to members.   The site will provide a background check if the VISTA member will have contact with vulnerable populations (children, the elderly, people with disabilities)
Reporting

· Evaluation of member twice during the service year using the UCAN VISTA Coalition form provided.
· Creation of work plan during site-supervisor orientation. This will draw from the performance measures and position description.  
· In-kind match documentation two times during the year using the UCAN VISTA Coalition forms provided.
· Provide members with the evaluation and tracking tools necessary to complete UCAN VISTA Coalition monthly reports. 

· Bi-Annual site visit with UCAN VISTA Coalition staff.
· Other reports as requested.
Application Information 
(continued)
Cash and In-Kind Match


Cash Match: 


Level 1: $5,000…Sites that have never before hosted a VISTA member with UCAN VISTA Coalition.

Level 2: $6,000…Sites that have previously hosted one VISTA project with UCAN VISTA Coalition. 

Level 3: $7,000…Sites that have previously received hosted more than one VISTA project with the UCAN VISTA Coalition. New projects must be distinctly different from any previous positions hosted by the organization.
In-Kind match:
In-kind match includes the value of site supervisor time directly supervising the member, the member’s usage of space and equipment, donated goods for member activities and member’s project-related transportation and training expenses. A documentation form will be provided when site is accepted.
For Full-time members: documentation of at least $5,000 of in-kind match.
Support Provided by UCAN

· Provide guidance and technical assistance to VISTA Project applicant organizations.

· Work with Advisory Committee to select quality projects.

· Submit Coalition Project application to Corporation for National and Community Service.

· Notify all applicants of VISTA awards as approved.

· Assist partners with recruiting and placing VISTA members to meet project needs.
· Approve selection of VISTA members to serve with host sites.

· Work with host sites to provide reasonable accommodation for members with disabilities.
· Act as liaison between partner project sites and Corporation for National and Community Service.

· Schedule and Provide training for VISTA members at quarterly VISTA Team meetings.

· Provide training for partner site-supervisors to assure clear understanding of AmeriCorps*VISTA and UCAN VISTA Coalition policies and compliance with these regulations. 

· Meet with site supervisors at least twice during the year to monitor progress of the VISTA project and help site-supervisors resolve any concerns they may have.

· Provide support to VISTA Team members throughout the year to help them be successful

· Act as liaison between VISTA Team members and site supervisors as needed

· Maintain records required by the Corporation for National and Community Service.

· Maintain an emergency fund and provide assistance to any VISTA Team member who needs to draw on such emergency fund. 

· Advise partner site-supervisors of reporting requirements and timelines.

· Compile all site reports into comprehensive report and submit to state office of the Corporation for National and Community Service within required timelines.

· Comply with federal laws and regulations and the Corporation for National and Community Service’s policies and procedures and make partner site-supervisors aware of such laws and regulations.

· Draft Memorandum of Understanding between United Community Action Network and each VISTA Coalition partner upon approval of partner projects and award of funding by the Corporation for National and Community Service. 

· Selection Criteria
Quality of Project
40%


· Project engages the member in indirect service and/or volunteer mobilization activities and activities are directed toward UCAN VISTA Coalition performance measures. For more information, refer to UCAN VISTA Coalition Performance Measures, pages 10-15 of the RFP Application.
· Project is well planned and has clear goals, including a timeline to meet those goals. 

· Project addresses a significant, specific, unmet local community need for which there is limited funding. 
· Project enhances or increases the organization’s ability to serve the community. The member’s service is distinct from organization employees. Activities do not duplicate functions of or displace paid employees. 
· Project must address poverty (20%)
Organizational Capacity

30%

· Project directly supports the host site’s mission and long-term vision.

· Host site provides a direct supervisor, adequate support, mentoring and training for the member. 

· The training plan includes an orientation to the community, organization, issue, project as well as training and professional growth opportunities (including at least two site-specific skills trainings) and safety training. 
· The supervision plan is comprehensive and includes weekly meetings and opportunities for regular questions.

· The office or working space is sufficient for the member’s project.  

· Organization has an adequate plan for recruiting the member(s).

Sustainability   
15%



· The project supports the long-term goals of the organization and the organization is committed to the project.

· The project is designed to yield results beyond the member’s term of service.

· Proposal outlines specific member activities that contribute to the long-term sustainability of the project.
Evaluation   
15%
The project activity worksheet or worksheets show that:

· The impact of the member’s service is directly attributable to the member.

· The member’s progress is measurable and the organization has a plan for tracking progress

· The target numbers for the goals are realistic.

Selection Process
1. Submit a letter of intent to apply via e-mail by Friday, February 11, 2011.

2. Submit original application of the entire proposal (coversheet, responses to questions and addendums) as well as an electronic copy in Microsoft WORD on disc or via e-mail) by 5pm Tuesday, March 15, 2011.  
Faxed or e-mailed copies of the application (other than the required electronic copies) cannot be accepted. 
3. A committee of community members, UCAN staff and, other national service members will review the proposals according to the stated criteria. 

4. The target date for UCAN to notify applicants of the status of their proposal is Friday, April 1, 2011.
5. Acceptance may be contingent upon the applicant providing additional information or making revisions.

6. Once selected as host sites, applicants will work with UCAN to recruit members by Friday, June 10, 2011.
7. Host sites sign a Memorandum of Understanding specifying details of the UCAN and host site agreement and attend an orientation session.
PLEASE NOTE: All agreements are contingent upon UCAN receiving continued funding at the anticipated rate from the Corporation for National and Community Service (CNCS) and the successful recruitment and placement of a VISTA member for the project.

UCAN VISTA Coalition Position Description Sample

Position Title:  Nature Center Program Developer
Project Host Site: Rusk Ranch Nature Center www.ruskranchnaturecenter.org
UCAN Mission: This position is in partnership with the United Community Action Network (UCAN). UCAN's mission is: Creating solutions to Poverty, Improving Lives in Our Community. www.ucancap.org


Project Location: 27750 Redwood Hwy, Cave Junction 97523
Position Summary: The Nature Center Program Developer will develop financial resources, conduct outreach for the center develop infrastructure for a volunteer program, make presentations, recruit and train volunteers and engage youth as volunteer guides at the center.
Essential Responsibilities (to include, but not limited to):

· Research and write grants.

· Design appropriate forms, signage and written material for volunteer activities (sign-in sheets, directions, etc.).

· Track volunteer information and activities in volunteer database. 
· Develop outreach materials and make outreach presentations
· Plan low-cost activities at the center in collaboration with youth, volunteers and supervisor.

· Conduct outreach activities to publicize after school program to parents and youth.

· Recruit community volunteers to participate in activities at the center
· Plan low-cost activities for school breaks and summer vacation.

· Track youth and adult participation in activities.

· Design a volunteer recruitment strategy and timeline for target areas.

· Complete and submit all necessary UCAN VISTA Coalition paperwork and reports in a timely manner. 

· Attend and complete all UCAN VISTA Coalition team meetings, training and service events 
· Wear VISTA apparel and/or appropriate identifiers while participating in team service events or attending official events. 

Marginal Responsibilities (to include, but not limited to):

· Complete general office duties related to position (mailings, filing, phone calls, community fairs and outreach activities, etc.); limited to 10%.

Position Requirements: 

· Ability to lift 40 pounds

· Transport youth and families to activities in a ten-passenger van.

· Willingness to work a flexible schedule, including some evenings, weekends.

· Valid driver’s license, good driving record and own transportation.

· 18 years of age or older, at beginning of service term. 

· U.S. citizen, national or lawful permanent resident. 

· Some college education or the equivalent. 

· Ability to commit to the full term of service for which they are applying. 

· Must successfully pass a fingerprint criminal history background check. 
· Regular and reliable attendance. 

· Have not previously served three terms in a National Service program. Members may serve up to three terms in a National Service Program, but are only eligible for an education award for two terms of service, regardless of the type of term (full or part-time) and regardless of the successful completion of that term. 

Preferred Qualifications: 

· An independent, self-motivated, creative and resourceful individual who enjoys working with diverse groups of people.

· Experience and/or desire to work in a very rural community.

· Interest in recruiting and supporting volunteers

· Strong organizational and interpersonal communication skills

· Excellent writing skills.

· Bachelor’s degree is preferred.

Service Conditions:  (Example)

· Members will serve in an office environment with workstation dividers – may occasionally be noisy 

Physical/Intellectual Demands

· Long periods of sitting at a desk and using computer to create forms and write procedures

· Participation in meetings and training sessions 

· Telephone and email communications used frequently

· Use of copier and fax machines – occasional use of PowerPoint projector

· Driving to meetings and project sites

· Lifting and carrying files and folders up to 25 pounds.

Member Benefits Include: 

· A taxable, monthly living allowance (before taxes, approximately $858). 

· Upon successful completion of a term of service, eligible members/leaders receive either a $1500 cash stipend or an education award of $5,550. The education award can be used to repay qualified student loans or for further education in an accredited institution of higher learning, vocational or trade schools. The education award is taxed in the year that it is used.

· Loan forbearance (after successful completion of a term of service, AmeriCorps*VISTA will pay the accrued interest on qualified loans, which is taxable).

· Basic medical insurance (covers members only, not dependents; vision and dental not included). 

· Child care allowance for those who qualify. 

· Professional development, trainings and networking opportunities 
· Flexible hours

Transportation Information: 

· Member will need to provide his/her own transportation and will be reimbursed for mileage for driving required in completion of VISTA service activities.  Member is covered by organization’s vehicle insurance policy.
· Member must submit a copy of current drivers license and insurance.
Application Deadline: On-going until filled. 
 

Interviews: No set schedule. Open until filled. 


Type of position: Full time

Service Dates: July 2011  – July  2012



Length of Term: One full year 

How to apply: 

Step 1 - Complete Your Application Online: 

1. Apply through www.AmeriCorps.gov by clicking on “Advanced Opportunity Search” then search by Program Name: “UCAN”
Step 2 - Email your résumé and cover letter to the Project Host Site for this position – George Jones, Manager of Volunteer Services jonesg@e-mail.org.  Please include the names & contact information for three references. 

Step 3 - The Project Host Site will conduct all initial interviews and recommend a candidate for this position. 
Step 4 – UCAN VISTA Coalition will interview top applicants recommended by the Project Host Site and approve final selection.
Questions about the position? Contact: George Jones, Manager of Volunteer Services jonesg@e-mail.org or (500) 123-4567
Questions about the UCAN VISTA Coalition program? Contact Jane Larsen at United Community Action Network, jane.larsen@ucancap.org or at 541-492-3525.

Qualified individuals with disabilities and those from diverse backgrounds are strongly encouraged to apply. We provide reasonable accommodations for qualified individuals and conduct all activities in fully accessible settings

Guidelines for Submission
	completed proposal checklist

	 FORMCHECKBOX 

All application questions are responded to completely and individually.

 FORMCHECKBOX 

Proposal does not exceed 10 pages, double-spaced, 12pt font (not including the cover sheet, certifications, performance worksheets, the position description or proof of 501(c)(3) status).

 FORMCHECKBOX 

Completed cover sheet (all pages including signed certifications and assurances).

 FORMCHECKBOX 

Performance worksheet or worksheets.

 FORMCHECKBOX 

Detailed and accurate position description.

 FORMCHECKBOX 

Proof of eligibility: 501(c)(3) status (if applicable).
 FORMCHECKBOX 
         List of Board of Directors

 FORMCHECKBOX 
         Two letters of support from others in the community
 FORMCHECKBOX 

Original copy of the entire proposal are due to UCAN by March 18, 2011, 5:00 P.M.
 FORMCHECKBOX 

Email a complete copy of the proposal to jane.larsen@ucancap.org by March 18, 2011, 5:00 P.M.


	


	Proposal timeline

	Letter of Intent to Apply to UCAN
	February 10, 2011

	Proposals Due to UCAN
	March 18, 2011

	Notification of Status
	April 1, 2011

	Host Organization Orientation
	May 5, 2011

	Site Supervisor Training
	 June 16, 2011

	Cash Match Due to UCAN
	Within 30 days of member placement

	Members begin at service site
	July or November 2011


Submission
Contact us for further information, technical assistance, electronic copies of the proposal and to submit your completed proposals:

Jane Larsen
UCAN VISTA Coalition Project Coordinator
280 Kenneth Ford Dr.
Roseburg, OR 97470
Phone: 541-492-3525
Fax: 541-672-1983 (faxed copies will not be accepted)

E-mail: jane.larsen@ucancap.org
Physical address (for drop off or FedEx delivery): 280 Kenneth Ford Dr.., Roseburg, OR 97470
Technical Assistance
Technical assistance is available from UCAN on all aspects of the proposal. Please do not hesitate to contact us with questions or concerns about your proposal or the application process. We are eager to help you submit a competitive proposal. See contact information above. 
COMPLETED PROPOSALS DUE TO


UCAN WINCHESTER SERVICE CENTER:





March 18, 2011





Faxed copies will not be accepted.



















































































1. PAGE  

