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   AmeriCorps Member File Checklist
Program Name:





Program Year:

2014-2015



Member:




FOR EACH MEMBER FILE, INFORMATION SHOULD BE FILED IN THE ORDER INDICATED BELOW
	FILE COMPONENTS
	COMPLETE AS INDICATED

	AmeriCorps Application (Date Submitted)
	

	           Signed by Applicant (() 
	

	           Includes References (( or NA for multiple year member)
	

	           Alternate to full application for multiple year member (( or NA)
	

	Verification that member is over age 18 based upon a government issued document 

           (Cite document & member date of birth or NA if under 18)

	

	Parental Consent if the member is under 18 (( or NA if over 18)
	

	Documentation Of Citizenship Eligibility
           (List form of documentation) 

Citizenship: 

( A birth certificate showing that the individual  was born in one of the 50 states, the District of Colombia, Puerto Rico, Guam, the U.S. Virgin Islands, American Samoa, or the Northern Mariana Islands;  ( A U.S. passport; ( A report of birth abroad of a U.S. citizen (FS-240) issued by the State Department; ( A certificate of birth- foreign service (FS-545) issued by the State Department; ( A certificate of naturalization; ( A certificate of citizenship (INS form N-560 or N-561)

Primary Documentation Of Status As A Lawful Permanent Resident Of The U.S.:

( Permanent resident card (INS form I-551);  ( Alien registration card (INS form I-551); 

( A passport indicating that the INS has approved it as temporary evidence of lawful admission for permanent residence 

*Certification by Program Director that they have seen such documentation is sufficient, 
  effective 8/9/02
	

	Member enrollment form    
	

	            Signed by member – must be on/before first day of service (Date)
	

	            Signed by program official – must be concurrent or after member signature (Date)
	

	High School Diploma/GED (( if  one of the conditions below applies)
( Proof of High School Diploma or GED; or

( Statement that member agrees to earn one prior to using education award
( 

*Member self-certification is sufficient effective 8/9/02.  (See enrollment form or application)
	

	Member entered in eGrants/My AmeriCorps – must be within 30 days of enrollment (Date)
	


	FILE COMPONENTS
	COMPLETE AS INDICATED

	Member Contract  - standard compliant ServeNebraska template
	

	            Signed by member – must be on/before first day of service (Date)
	

	               Signed by program official – must be concurrent or after member signature (Date)
	

	Position Description (( if all conditions below apply)
( Accurately and completely describes the activities to be performed by the member

( Does not include or put the AmeriCorps member in a situation in which the member is at risk for engaging in any prohibited activity (see 45 CFR § 2520.65), 

( Does not include activity that would violate the non-duplication and non-displacement requirements (see 45 CFR § 2540.100), or prohibited fundraising activity (see 45 CFR §§ 2520.40-45).
	

	Criminal History Background Check (Date form signed)
            ServeNebraska Criminal History Check Procedure Verification Form completed
	

	Accompaniment Documentation (( if conditions below apply)
Supported by Signed documentation for any period between enrollment and receipt of Criminal History Background check results. Documentation for each month completed within 30 days of the end of the month.)
	

	Tax Documents  -  Completed W-4  (Date)
	

	Employment Eligibility - Completed I-9 (Date)
	

	Loan Forbearance Request  (Accepted or Waived)

         Should be supported by signed waiver or evidence of acceptance


	

	Health Insurance (Accepted or Waived)
         [Full-time members only – for less than full-time positions mark NA]

         Should be supported by acceptance of program offered health insurance OR

         Signed waiver with evidence of alternative health care coverage
	

	Child Care (Accepted or Waived)  
         Should be supported by signed waiver or evidence of acceptance & application
	

	Time Sheets 

     (( for each month for which all below apply. NA for any months member not enrolled)
( Track service hours, training, and fundraising hours separately

( Member signature and date on timelogs
( Appropriate supervisor signature and date on timelogs
( Signed by all parties within 15 days of the end of the month

NOTE: ServeNebraska will withhold payment of grant funds for timesheets not completed in a timely way
	September:  

	
	October:  

	
	November:  

	
	December:  

	
	January:  

	
	February:  

	
	March:  

	
	April:  

	
	May:  

	
	June:  

	
	July:  

	
	August:  

	FILE COMPONENTS
	COMPLETE AS INDICATED

	Mid Term Evaluation (Date signed by member & supervisor)

	

	End of Term Evaluation (Date signed by member & supervisor)
The end of term evaluation must include:

( Whether the participant has completed the required number of hours 

( Whether the participant has satisfactorily completed assignments, tasks or 

   projects

( Whether the participant has met any other performance criteria which had been 
   clearly communicated both orally and in writing at the beginning of the term of 
   service. 
	

	Exit (indicate Full Award, Partial Award, or No Award & date of exit)
	

	            Signed by member (Date or Member Not Available if that is the case)
	

	            Signed by program official (Date)
	

	Member Exited in eGrants/My AmeriCorps – must be within 30 days of actual exit (Date)
	

	Compelling Circumstance     (( or NA)
Must be supported by documentation in file supporting partial education award
	


The undersigned certifies that the items checked above have been completed and complied with in accordance with all related federal and state regulations and procedures.

_______________________________________________________________

Signature and Date 

________________________________________________________________

Printed Name and Title of Authorized Program Staff Representative
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