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CLEARCorps/USA Affiliate Auditing Checklist

Affiliate Name: 





      Date of Site Visit: 





Program Start Date: 




     Program End Date: 





Name of Person Completing This Instrument: 








Programmatic Information 

	Member Information
	Full Time
	Part Time

	# of members slots awarded for current year:
	
	

	# of enrolled members at the time of this report:
	
	

	# of members who left for compelling reasons at the time of this report:
	
	

	# of members who left for other than compelling reasons at the time of this report:
	
	

	# of members enrolled cumulatively for this program year:
	
	


Does the Affiliate have a copy of the most recent AmeriCorps Provisions:

Yes  r 

No  r
Does the Affiliate have a copy of the most recent Program Director’s Handbook:  
Yes  r 

No  r
	Financial Systems

	Does the Program
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement

	Follow standard (and ethical) accounting principles
	
	
	
	

	Have internal controls and a clear audit trail
	
	
	
	

	Have written cost allocation procedures
	
	
	
	

	Have a written financial policies and procedures manual
	
	
	
	

	Sign and indicate payment on invoices and vouchers
	
	
	
	

	Differentiate funding streams
	
	
	
	

	Have adequate documentation for all expenses charged to each funding stream
	
	
	
	

	Accurately distinguish receipts and disbursements attributable to the grant from those non-attributable
	
	
	
	

	Have source documentation for each purchase or expenditure
	
	
	
	

	Have documentation consistent with ledger, histories and expenditure reports
	
	
	
	

	Accurately track and monitor expenditures by budget line items
	
	
	
	

	Have adequate controls for handling cash
	
	
	
	

	Is Petty Cash reconciled daily
	
	
	
	

	When required, obtain written approval from the Parent Organization for budget changes
	
	
	
	

	Keep administrative costs charged to CNCS within the 5% cap
	
	
	
	

	Keep overall administrative costs to 10% or less (unless affiliate has an approved indirect cost rate)
	
	
	
	

	Ensure that grant funds do not inappropriately supplant or duplicate other funds
	
	
	
	

	Meet matching requirements
	
	
	
	

	Accurately document and track cash matching contributions
	
	
	
	

	Accurately document and track non-cash match documentation using the CLEARCorps Non-Cash Donation Acknowledgement Form or  like documentation
	
	
	
	

	Track donations of service using the CLEARCorps Volunteer Hours Tracking Sheet or like documentation
	
	
	
	

	Have checks signed by someone who is not involved in their preparation
	
	
	
	

	Reconcile monthly bank statements
	
	
	
	

	Have member service and attendance records signed and dated by the individual and supervisor
	
	
	
	

	Maintain Personal Activity Reports or use a similar tracking system for staff time devoted to the grant
	
	
	
	

	Track total program fund raising hours and stay within the 10% cap
	
	
	
	

	Track total program training hours and stay within the 20% cap
	
	
	
	

	Withhold personal income tax and FICA from the member living allowance
	
	
	
	

	Distribute the living allowance appropriately
	
	
	
	

	Maintain adequate inventory of and equipment controls
	
	
	
	

	Have an up to date organizational chart
	
	
	
	

	Stay within the daily maximum allowed rate for consultants (if applicable)
	
	
	
	

	Maintain a file of all correspondence with CLEARCorps/USA and CNCS
	
	
	
	


	Travel

	Does the Program
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement

	Have formal written travel policies
	
	
	
	

	Require supervisor’s approval for travel
	
	
	
	

	Require receipts for meals and lodging if not using a per diem system
	
	
	
	

	Reimburse mileage based on odometer readings
	
	
	
	

	Comply with federal OMB A-133 regulations concerning travel expenses when federal funds are used
	
	
	
	


	Policies and Procedures

	Does the Program
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement

	Have a local recruitment plan that encourages diversity
	
	
	
	

	Written policies that address :
	
	
	
	

	
Grievance Procedures
	
	
	
	

	
Drug-Free Workplace
	
	
	
	

	
Non-Discrimination/Sexual Harassment
	
	
	
	

	
Reasonable Accommodation
	
	
	
	

	
Liability Coverage
	
	
	
	

	Encourage, but not require, members to vote and allow members time to vote with no penalty
	
	
	
	

	Provide members with appropriate supervision, including performance mid-term and end of service reviews
	
	
	
	

	Promptly notify in writing changes to child and health care providers including suspensions, early terminations, and end of term exits
	
	
	
	

	Report any member injuries to the parent organization
	
	
	
	

	Apply service release and resumption policies appropriately
	
	
	
	

	Comply with the Drug-Free Workplace Act and have the policy posted where it is readily visible
	
	
	
	

	Ensure that it does not supplant or duplicate services or displace employees
	
	
	
	

	Have policies to ensure that members do not engage in prohibited activities
	
	
	
	

	Obtain written approval of changes from the parent organization when required
	
	
	
	

	Institute appropriate liability coverage and safety precautions for members
	
	
	
	

	Track progress toward achievement of the program objectives
	
	
	
	

	Demonstrate that it is on track in terms of meeting its objectives
	
	
	
	

	Cooperate with CNCS evaluation efforts
	
	
	
	

	Produce reports that accurately capture program accomplishments
	
	
	
	

	Ensure that members are primarily engaged in activities as described in their approved work plan
	
	
	
	

	Appropriately use the AmeriCorps and CLEARCorps logos and participate in AmeriCorps events
	
	
	
	


	Reporting and Communication 

	Does the Program
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement

	Submit accurate member enrollment in eGrants within 30 days of enrollment
	
	
	
	

	Submit accurate Change of Status in eGrants within 30 days of change
	
	
	
	

	Submit quarterly reports to the parent organization
	
	
	
	

	Submit invoices in a timely manner
	
	
	
	

	Show that the program is meeting its match requirement
	
	
	
	

	Comply with A-133 auditing requirements if required
	
	
	
	

	Obtain permission from the parent organization prior to significant budgetary or programmatic changes
	
	
	
	

	Respond in a timely manner to inquiries from CLEARCorps/USA
	
	
	
	

	Implement corrective action promptly
	
	
	
	

	Maintain member time sheets signed and dated by both member and supervisor
	
	
	
	


	Members Files

	Do Member Files Have the Following
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement


· Completed member application form.

· Copy of member enrollment forms as printed from eGrants

· Proof of Eligibility: 

1. Copy of high school diploma or self-certification attesting that the member is a high school graduate or a GED, or HSED or member signed agreement to pursue obtaining a GED or HSED.

2. Completed I-9 form along with photo copies of documents used to provide proof of eligibility to work in the United States.

3. Proof of citizenship or permanent resident status as documented by one of the following documents:
U. S. Citizen/National Certification : I certify that I have viewed the following checked form as proof that the above named member is a U.S. Citizen and is eligible to serve as an AmeriCorps participant. 

· A birth certificate showing that the individual was born in one of the 50 states, the 

· District of Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, American Samoa, 

· or the Northern Mariana Islands; 

· A United States passport; 

· A report of birth abroad of U.S. Citizen (FS-240) issued by the State Department; 

· A certificate of birth – foreign service (FS-545) issued by the State Department; 

· A certification of report of birth (DS-1350) issued by State Department; 

· A certificate of naturalization (Form N-550 or N-570) issued by the Immigration and Naturalization Service; or  

· A certificate of citizenship (Form N-560 or N-561 issued by the Immigration and Naturalization Service. 
Lawful Permanent Resident: I certify that I have viewed the following checked form as proof that the above named member is a lawful permanent resident and is eligible to serve as an AmeriCorps participant. 

· Permanent Resident Card (INS Form I-551) 

· Alien Registration Receipt Card (INS Form I-551) 

· A passport indicating that the INS has approved it as temporary evidence of lawful 

· admission for permanent residence; or 

· A Departure Record (INS Form I-94) indicating that the INS has approved it as 

· temporary evidence of lawful admission for permanent residence.

· Signed copy of Member Enrollment Form.

· Member job description.

· Signed member service agreement.

· Criminal history and finger print check documents

· Completed W-4 form.

· FICA coverage for members. 

· Time sheets differentiating service, member development, and member fund raising hours signed and dated by member and supervisor. If any member documents such as time sheets are kept in separate files, please make sure that such files are readily available for inspection.

· Midyear and end of term evaluation.

· Emergency Notification Information

· End of term/Exit forms.

· Publicity release form.

· Some form of documentation that that key personnel policies such as grievance procedures, drug free workplace, non-discrimination in the work place, and sexual harassment were covered with the member.

· Evidence of Liability insurance that properly covers members

· Evidence of member automobile insurance (if applicable)

· Evidence of workers comp insurance for members

When applicable, the file should also contain the following:

· Signed parent or guardian consent if member is under 18 years of age.

· Documentation of health and childcare eligibility or waivers.

· Student Loan Forbearance Request form.

· Change of status form (if member changes from full time to part time or part time to full time).

· Justification for pro-rated education award (if member leaves due to compelling circumstances before completing their term of service).

· Records of any disciplinary action taken against a member.

· Documentation for members terminated for cause.

OTHER/IF APPLICABLE Documentation

· Change of Status Form

· Documentation for Release of Compelling Personal Circumstances

· Documentation for Request for Reasonable Accommodations

· Documentation for Loan Forbearance (Student Loans )
· Documentation for Grievances filed.

· Documentation for Incident/Injury reports

· Documentation of notification to health and child care providers of member exit whether for completion of term or early exit

	Member Development

	Does the Program
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement

	Have a plan for delivering “pre-service” and “in-service” training for corpsmembers
	
	
	
	

	Provide member orientation that enhances member security and sensitivity to the community, and covers their risks and responsibilities
	
	
	
	

	If engaging in lead hazard control work, have all members involved trained by state/EPA accredited trainers in the appropriate disciplines
	
	
	
	

	Ensure that its team leaders, team coordinators, and program directors are appropriately trained to engage in lead hazard control work
	
	
	
	

	Provide adequate supervision for corpsmembers
	
	
	
	


	Technology

	Does the Program
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement

	Provide members and staff with telephone access
	
	
	
	

	Have the ability to send and receive faxes
	
	
	
	

	Have staff and members who are computer literate
	
	
	
	

	Provide access to computers for staff and members
	
	
	
	

	Have the ability to send and receive attachments with e-mail
	
	
	
	

	Provide individual e-mail accounts for staff and at least a group account for members
	
	
	
	

	Have computers that are capable of running software that is compatible with Microsoft Office documents
	
	
	
	

	Provide Intra/Internet access for staff and members
	
	
	
	

	Require staff to check e-mail messages on a daily basis when in the office
	
	
	
	


	Program

	Does the Program
	Ok
	Needs Improvement
	Not Reviewed
	Explanation if Needs Improvement

	Maintain written justification regarding member enrollment decisions based on criminal background checks
	
	
	
	

	Provide adequate safeguards of member files to ensure member confidentiality
	
	
	
	

	Ensure that member service agreements are signed on the first day of member service
	
	
	
	

	Ensure that all member file documentation matches information entered into eGrants
	
	
	
	

	Maintain written documentation that members receive training regarding key policies such as those pertaining to a drug free workplace, non- discrimination/sexual harassment, grievance procedures, prohibited activities, and reasonable accommodation
	
	
	
	

	Submit monthly member hour reports to CLEARCorps/USA using the Member Hour Tracking Form
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