Serve Nebraska

 The Nebraska Volunteer Service Commission
2008-2009 AMERICORPS PRE-AWARD DOCUMENT CHECKLIST
	Program Name: 

	Date Request Made:  

	Date Materials Arrived:

	Member Documents
	Yes
	No
	NA

	Member Recruitment Materials (flyers, brochures, newspaper ads, etc.)
	
	
	

	Member Application
	
	
	

	Member Contract/Agreement
	
	
	

	Parental Consent for all members under age 18
	
	
	

	Member Position Descriptions from all service sites
	
	
	

	Plan to assist members without high school diplomas to secure their GED 

     – or indication that members must have a high school diploma/GED to serve
	
	
	

	Member Performance Review Form 
	
	
	

	Member Grievance Procedure   - INCORPORATED INTO STANDARD MEMBER CONTRACT
	
	
	

	AmeriCorps Member Handbook (recommended - not required)
	
	
	

	Member Orientation Agenda
	
	
	

	List of Member Trainings with tentative dates
	
	
	

	Health Care Coverage Acceptance/Waiver Form (for full-time members) 
	
	
	

	Child Care Coverage Acceptance/Waiver Form (for full-time members) 
	
	
	

	Education Loan Forbearance Acceptance/Waiver Form 
	
	
	

	Liability Insurance Certificate (that properly covers organization, staff, and members)
	
	
	

	Adherence to Drug Free Workplace (can be incorporated into member contract)
	
	
	

	Member Publicity Release Form (can be incorporated into member contract)
	
	
	

	Sample Member Timesheet
	
	
	

	
	
	
	

	Staff Documents
	
	
	

	AmeriCorps Staff Position Descriptions
	
	
	

	Sample Staff Timesheet, indicating how time charged to the grant will be recorded
	
	
	

	Name contact information including phone and mailing & e-mail addresses of:

     ( Organization’s Executive Director, President, or CEO

     ( Organization’s Board of Directors President or Chair

     ( Program Director’s Supervisor

     ( Individual(s) responsible for financial reporting
	
	
	

	Staffing chart for the Finance Department delineating responsibilities
	
	
	

	Host Site Monitoring Form (for multi-site programs only)
	
	
	

	Pre-Award Training Completion Certificate (for all host sites)
	
	
	

	
	
	
	

	Financial Documents  

[If materials have already been submitted and there is a question regarding the need to re-submit materials please contact Janet Schmidt at 402-471-6212 or janet.schmidt@hhss.ne.gov] 
	
	
	

	Most recent A-133 Audit (if required)
	
	
	

	Financial Policies and Procedures Manual 
	
	
	

	Employee/Staff Manual (including travel authorization procedures) 
	
	
	

	Cost Allocation Plan and Approval Letter from largest federal funding source 
	
	
	

	Key to General Ledger Accounting Codes/Descriptions

	
	
	

	Match Documentation Procedures / Forms
	
	
	


	Program Practices*
	
	
	

	Allow Members to serve on jury and serve in the Armed Forces Reserves with no penalty
	
	
	

	If any members experienced the birth of a child,  placement of a child through foster care / adoption or serious illness (member or immediate family) were members allowed to take FMLA leave?
	
	
	

	Were any serious member injuries w/in the past year promptly reported to the Nebraska Volunteer Service Commission?
	
	
	

	Do program materials contain attribution of support from the Corporation for National & Community Service and the Nebraska Volunteer Service Commission
	
	
	

	
	
	
	


* For these items programs self-attest. If needed, the Nebraska Volunteer Service Commission will verify during the Site Visit. No documentation is required to be submitted at this time.
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