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CLEARCorps Administrative Desk Audit Documentation Checklist for Member Files

· 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 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.

· Mandatory 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

