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Now that year 11 is officially underway and year 10 is winding down, let’s do a review of the ’EXPECTEDS” so that we can check things off the list. 
…. A Review of Closeout Activities for Year 10  

· Member Exit Process – Field staff are responsible for entering final time sheets in WBRS.  Please send a notice to Stacey & Pearl so that the timesheets can be approved.  They in turn will let you know of the approval so that you can prepare the exit form on-line.  Please remember we won’t know what you’ve done if you don’t tell us.  There is also an expectation that final timesheets & the on-line exit form will be completed prior to members’ end dates.  In addition to timesheets and exit forms on WBRS there is an expectation that members will return exit surveys and the supervisors will return final performance appraisals.  Members enrolled in the Childcare program should return their termination papers to Stacey.  Members who had forbearance should complete the interest accrual form and send a copy to us for the file.  However, it is THEIR RESPONSIBILITY to send the original form to their loan holder so that they can forward the form to the National Service Trust for payment of accrued interest.  Stipend payments may be withheld if we do not receive the required exit documents prior to the members’ last day.  Also, keep in mind that in order to be grant compliant the process should be completed within 30 days of members’ end of service. 
· Progress Reports – The final progress report is due on 10/15.  The report should be cumulative and include all activity through the end of September.  Please remember to indicate if objectives have been met, exceeded or not met and explain why.  This date is not negotiable as we will be required to do an extensive aggregated report that details our progress towards completion of objectives for entire year.   Stacey will do a refresher web cast on how to complete the report this Friday – October 1st at 3 pm.  She will send the details by mid-week. 
…. And A Reminder About Program Start Up Activities

· Site Information –the name, address, phone and fax numbers for your sites.  We also need to have the EDs’ and supervisors’ names and e-mail addresses.

· Commitment Letters – should be sent to members after an offer has been extended and accepted.  E-mail copies to Cecilia & Pearl so that member agreements and grant letters can be prepared and a database created. 
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· Member Enrollment in WBRS - this is a three-part process.  Start with the commitment tracker, and then create member profiles and enrollment forms.  If the member profile is saved as complete awaiting approval the enrollment form can then be created.  It, too, should be saved as complete awaiting approval.   The final two steps cannot be completed until step one has been performed.    Remember that the forms can’t be approved if Stacey or Pearl doesn’t know that the forms have been created and completed.  Also keep in mind that the process must be completed within 25 days of the commitment.  Otherwise, the slot will be lost.

· Refilling Slots – once a slot has been filled, it cannot be re-filled should a member resign or be terminated.

· Placement Site Arrears – we will not place members at sites who have failed to honor the match commitment.  If members have been placed at sites who are more than 30 days in arrears, the member’s stipend payment may be withheld until such time as the commitment for the site is brought up to date.  Information about arrears as of 9/1/04 has already been sent to each LISC office.  If there is a need to verify this information further, please be in touch with Cecilia at (212) 455-9335. 
· Payroll – members will not be activated on the payroll system until we have received all eligibility and enrollment items. Check the Intranet site if you need a refresher about what those things are. Our office provides a calendar with cutoff dates related to each pay period.  The payroll manager distributes a LISC ALL memo with the final cutoff dates as well. 
· Program Descriptions - Sites are also expected to provide a summary description of member activities and schedules for local training, monthly meetings and site visits.  We are also looking for information that describes what training opportunities will be offered locally.  This information is compiles and shared with your state commission, Lois Nembhard, the Senior Program officer at CNCS, your program Vice Presidents, Mike Tierney and Michael Rubinger.  The deadline for this 9/30.  A sample description is being sent as an attachment.
· Request for Program Actions - Are needed so that grant letters can be prepared.  Once you’ve completed the PA, send Pearl and E-mail so that the action can be reviewed and approved.  Preparing the PAs sooner vs. later will allow for timely processing and distribution.  For those of you have completed the process – THANKS A BUNCH!!!!!  
· National Orientation – is set for Tuesday, October 19th thru Saturday, October 23rd in Northbrook, IL.   Registration forms are due in New York by Wednesday September 29th.   Registration forms received after October 8th will not be processed and members will not be eligible to attend the training.  
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Have You:

· Submitted Member Objectives and returned the necessary revisions?  Remember the deadline is November 15th.  We agreed on this date so that common objectives and performance measures could be assigned in WBRS by December 15th.  This will allow ample time for you to set up your APR maps and entering output and outcomes data.  Though all have submitted drafts, very few have followed-up to make sure revisions have been completed.
· Prepared Program Actions and entered them in the MIS System?  Have you let us know?  As we approach the end of the year and the grants area gets backlogged having your PAs in the queue will allow us to approve the actions and generate the letters.  If your sites have received letters have they been returned?  How about member agreements?  Remember having these documents on file are necessary for the program to be grant compliant.

· Completed Enrollment for 900 Hour Members?  They really should be made a part of your “teams”.  The longer it takes to get folks started, the less likely that is to happen.

· Finished the Final Progress Report? – The final progress was due on 10/15, a deadline missed by most.  The completion of that report is essential to the preparation of a Grantee Progress Report, which discusses our cumulative activities, output and outcomes, and tells the story of our overall progress in meeting the performance measures outlines in our grant.
· Met with members on a monthly basis and had them evaluate meetings & local training?

·  Been in regular contact with site supervisors?

· Made sure that member development needs are being met? Scheduled Service Projects?
IF THE ANSWERS ARE YES – YOU HAVE OUR NEVER ENDING THANKS!!!
SAVE THE DATE: THURSDAY 11/18/04 -8:30 AM – AMERICORPS WORKSHOP AT NATIONAL STAFF MEETING

And LEST WE FORGET HAPPY THANKSGIVING
[image: image4.png]w
N
=






AMERICORPS UPDATE DECEMBER -9, 2004

HE’S’ MAKING A LIST & CHECKING IT TWICE GONNA FIND OUT WHOSE NAUGHTY OR NICE….Well you get the picture.

You’ve been nice if all member objectives have been returned and if we have signed grant agreements and job descriptions on file.  Are your members all enrolled in WBRS?  Do we have your program description?  Are your timesheets up to date? Do we have enrollment documents AND have all documents related to closing out last year been received?

If so HO! HO! HO! And a really big THANK YOU FROM ALL OF US.  If not, there’ still time before the GRINCH comes after you 

SOME THINGS TO KEEP IN MIND

By request, next Thursday 12/16 we will hold a staff meeting via conference call.  Please e-mail Stacey with specific topics or agenda items for discussion.

Common Performance Measurement Worksheets should be set up in WBRS by month’s end.  Hopefully this will allow you enough time to complete your APR maps in WBRS by the 1/15 due date.   We will schedule a conference call to answer any general questions and also set up one on one calls if you require individual assistance.

Desk Audits are scheduled to take place during the third week of January.

Site Visits have been scheduled Boston, Rhode Island, Los Angeles and South Florida in January as well.

Don’t forget that MLK Day is A DAY ON.  We encourage sites to schedule service projects with members and if possible to collaborate with other national service programs in your areas.

Expect to receive notice about applying for next year’s program during the month of January.

Unless we learn otherwise, please be prepared to submit the first progress report on February 28th.  The report will cover the period from 9/1/04-1/31/05.

We hope you all have SAFE, HAPPY AND JOYOUS HOLIDAYS!!!!
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UPDATE - JANUARY 6, 2005

HAPPY NEW YEAR!!! We hope that you all had a joyous holiday.  Now seems the perfect time to tie up loose ends and begin work on what lies ahead.

OUT WITH THE OLD

Many of you have finished the RPA process and grant letters have been processed and sent to your sites.  However, the Bay Area, Boston, Chicago, Jacksonville, Los Angeles and Michigan have sites that have not yet ant agreements is both an audit and grant compliance issue.

We are also readying ourselves for and audit and ask that you be prepared to provide us with items that may be outstanding from member files as well as your own staff timesheets if they are not up to date.  We’ve scheduled desk audits for this month, which will help us identify any items needed to complete member files.

We are preparing our profiles piece for publication.  It seems we have all member information with the exception of some members from the Bay Area.  We want to include everyone and plan to send the piece to the publisher this week.  In addition we are also beginning work on the newsletter that will bridge the end of last year and the start of this year.  If you have significant events or accomplishments from last year that you would like included in the newsletter, please send us the stories.  Also if members from this year have a story they would like to share, they should feel free to do so and e-mail the information directly to Stacey.  Finally we would like to incorporate a “Where Are They Now” piece that highlights what former members are doing.  If you’ve kept in touch with folks who have stories and would like to share them –please ask them to send their story via e-mail or fax to Stacey’s attention.  Three stories from each site would be great!!!

IN WITH THE NEW

MLK DAY is right around the corner.  We know that some of you have projects planned and strongly urge all of you to do something with your members, or have them work in conjunction with state commissions on MLK Day activities. CNCS has a website available www.mlk.org that provides resources to help plan and market events as well as gain media coverage.  The Corporation has also asked programs to notify them at www.mlkday@cns.gov to describe the events you will be involved in.  Please copy us on that e-mail.  Finally Anthony Welch, who did the youth development training for our national orientation has authored a book about Dr. King.  He’s making it available to download for free at www.todreamagain.com 
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UPDATE - JANUARY 6, 2005
The Save AmeriCorps Coalition is sponsoring another Voices for AmeriCorps event in February.  Though not as long in duration as the last event, they are still soliciting stories from former and current members.  We would like to participate by offering testimony from our Corps members.  If you have members who would like to share stories about how their service addressed one of the following areas and impacted them and their community, please ask them to e-mail or fax the story to Pearl’s attention.  The areas are: Educating Children & Youth, Building Affordable Housing and Training Skilled Leaders for Communities and the Nation.

PERFOMANCE MEASUREMENT WORKSHEETS AND THE APR MAP IN WBRS

All performance measures have been assigned in WBRS.  Remember that the deadline for you to select the measures and complete the APR map for your program is January 15th.  We are available to offer assistance for any of you who may need help with this effort.  We’re also resending the tip sheet to help you through the process.   Keep in mind that the performance measures and APR maps need to be completed and approved before you can begin entering data for the progress report.  That progress report for 9/1/04-1/31/05 will be due on February 28th. 

DESK AUDITS are scheduled to begin on January 24th.

SITE VISITS 

Stacey and Pearl will begin this year’s round of site visits in the upcoming weeks.  To date, visits to Los Angeles, Miami, Boston and Rhode Island have been scheduled and confirmed.

As always, please let us hear from you with good news, not so good news and if we can be of assistance in some way.
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UPDATE MARCH 7, 2005
We’ve gotten off to a roaring start by submitting the continuation application ahead of schedule.  A BIG THANKS to all of your for providing such rich details about your accomplishments this year, and your plans for next year.  We hope you will share the program’s accomplishments with members, supervisors and others.  In an effort to raise the profile of the program both internally and externally, we encourage you to share stories about the individual success experienced by your own program, but also to share the success of the entire program as well. Newspaper stories and television spots are great, but don’t overlook your offices’ newsletters, or publications like the LISC LINK.
Now is a perfect time to update your recruitment website at CNCS and to start advertising for and filling summer positions.  At last count we have32 slots. available as follows:

	Site
	450
	300

	Bay Area
	2
	2

	Boston
	2
	3

	Chicago
	5
	

	Houston
	1
	

	Jacksonville
	
	3

	Michigan
	3
	3

	Newark
	1
	3

	South Florida
	2
	3


Keep in mind that we have flexibility about shifting slots around.  So if you need slots let us know, or if there are slots that you believe will go unused, please let us know so that we can make them available to others.

Our profiles piece should be ready within the next week or so.  We are also at work on the next issue of the newsletter and would love to have stories, stories, stories and pictures, pictures, pictures.  

Just a reminder that resources are available to conduct local training.  We recently provided information about the monies available to each site.  We encourage you, when possible, to partner with another LISC site to offer training as a way to maximize resources.  Keep in mind that each office is responsible for offering members a minimum of six formal training sessions locally.  

Two National Service dates happen in April.  National Youth Service Day takes place from 4//15-4/17, while National Volunteer week takes place from 4/17-4/23.   LISC is a partner with Youth Service America for Youth Service Day.  Check out the LISC website for details.  We hope that your programs have identified opportunities for service projects either at one of your own sites, or in collaboration with other programs.  
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 LET’S CHECK THE LIST




















March comes in like a lion and goes out like a lamb








AMERICORPS UPDATE – November 2004 


A Cornucopia of Activities for the Month




















