Writing Effective VADs:
A VAD, or a VISTA Assignment Description details the activities a VISTA member will perform during a year of service. 
Goal Section:

· The overall goal on the VAD should:
· Reflect the anti-poverty mission of VISTA. 

· Clearly explain the role of the VISTA member and the desired end-goal of the project. 

· Example:

· The VISTA project will strengthen the coordinated response to end hunger across Oregon.  Throughout one year of service, the VISTA member will develop and implement systems for fund development and community volunteer recruitment and management in order to expand quality services to partners. These systems will assist organizations that fight hunger to eliminate poverty within Oregon.
Objectives:

· The objectives you identify for the VAD should articulate what the VISTA will achieve during his or her assignment. Each VAD should include more than one objective and include completion dates for each objective. The objectives should form a bridge between your goals statements and the VISTA’s activities.

· Follow these steps:

· Describe the outcome of a set of activities in a sentence or two

· Check that what you’ve written aligns with your goal statement

· Check that you’ve included a completion date

· Example: 

· Objective 1:  Provide member agencies with critical sustainability training that will help them build their capacity to provide future services by April 21, 2013

Activities:

· The activities section of the VAD identifies more specifically what VISTAs will be doing to achieve their objectives. 

· Helpful hints:

· Begin your activity sentences with active verbs

· The activities you write should be clear and specific and avoid too much detail

· There is a 2,500 character limit for each activity (about 500 words)

· Example:

· Design and deliver a training of trainers regarding project sustainability to staff members of community organizations.

· Research nationwide models of active transportation. Assess data on local utilization and available options of active transportation. Develop a gaps-analysis based on findings to present to leadership.
Final steps:
· Read through the Appropriate Tasks for VISTA Members document to verify all VAD activities fall within the parameters of appropriate VISTA service. You can request a copy of this document from your intermediary sponsor.

· When writing member activities, focus on tasks that build organizational and/or community capacity. Describe what the VISTA will leave behind when his or her year is complete or discuss how the community will benefit in the long term from the VISTA’s service.
· Be realistic. Avoid overly ambitious sets of activities and VADs lacking details. Be as realistic as possible about what your VISTA can accomplish. This is important for empowering VISTAs to feel capable and successful in their assignments. 
· Be specific. Be simple. Strike a balance between specifics and simplicity. If the activities in the VAD are too general, the VISTA won’t understand what he or she is supposed to do. On the other hand, if there is too much detail in the activities, innovation and flexibility might be stifled.

· Run a word check by pushing Ctrl and the F key simultaneously. The following words are not permitted in a VAD:
· Policy (change to guidelines, regulations, recommendations, etc.)

· Work (not permitted in reference to the service of the VISTA member. Change to Serve, Focus on, Partner With, etc). Note: the word Work can be used in reference to non-VISTA “the work of community partners” or “Worksite Wellness”
