DESK AUDIT TOOL

Operating Site:  


Operating Site Manager: 


Phone Interview Date:  

Interviewer: 





Year 11:  September 1, 2004 – August 31, 2005

	
	1,700 Hours
	900 Hours
	450 Hours
	300 Hours

	# Members Requested:
	
	
	
	

	# Members Granted:
	
	
	
	

	# Members Currently Enrolled:
	
	
	
	

	# Members Anticipated to Enroll:
	
	
	
	


SECTION A:  MEMBER CHECKLIST, PROGRAM ACTION AND STAFF TIMESHEET STATUS

Below is a list of items designed to verify the compliance of individual sites with member-related enrollment and eligibility requirements.  The list also contains items related to compliance with other administrative requirements.    The percentage of documents on file is derived from a physical audit of member files and staff time sheet files at the parent organization offices.

Staff Timesheets:

Last timesheet on file:








Number of periods in arrears:







National Average:




Request for Program Actions:

	
	% All 

Members
	National Average

	Countersigned MOU 
	
	%

	Job Descriptions
	
	


Member File Checklist:

	
	% All 

Members
	National Average

	Education Requirement
	
	%

	Commitment Letter
	
	%

	Member Application
	
	%

	WBRS Enrollment Form
	
	%

	I-9 Form 
	
	%

	I-9 Documentation
	
	%

	Personnel Action Sheet
	
	%

	Drug Free Workplace Policy
	
	%

	Photo Release Form
	
	%

	W-4 Form
	
	%

	Health Insurance Enroll/ Waive
	
	%

	Child Care Enroll/ Waive
	
	%

	Signed Member Agreement
	
	%

	Criminal Background Check* 
	
	%

	Objectives
	
	%

	Timesheets (thru 1/15/05) 0 of 5 members in arrears
	
	%

	Timesheet periods in arrears
	
	.


*Criminal background check percentage indicates the % of completion or awaiting response from state agency for members requiring the check.  


Comments on Missing Documentation:
	
	
	



Comments on Member WBRS Download:

I suggest doing a download for your records and sharing it with the supervisors and members at the next monthly meeting/ update memo.

SECTION B:  STATUS OF MATCH PAYMENTS

The following information relates to the match agreed upon by the parent, operating site and placement site for an AmeriCorps member.

Does the operating site pay the entire match?


YES

NO

Do all of the placement sites make the same match payment?
YES

NO

	
	Operating Site
	Placement Site
	NATIONAL 

	Number of Placement Sites Being Billed (of total)
	
	
	

	Average Placement  Site Match
	
	
	

	Average Operating Site Match
	
	
	

	% Operating Site Match
	
	
	

	% Placement Site Match
	
	
	

	Average Monthly Billing
	
	
	

	Total Amount in Arrears (% of total)
	
	
	

	Average Time in Arrears
	
	
	

	Number of Placement Sites in Arrears (% of total)
	
	
	


SECTION C:  LOCAL PROGRAM OPERATIONS

	What State Commission events have you and/or your members attended this year?

	

	What State Commission events will you and/or your members attend this year?  

	

	Have you attended any State Commission sponsored program director meetings?  

	

	How many monthly member meetings have you held so far? 

	

	When was the last meeting?  Are you on track to meeting the requirement for holding 10 monthly meetings and 6 local trainings?

	

	In your program plan you indicated that the following training topics were proposed.  On which of these topics have you/ or your members coordinated trainings?

	

	Are there other topics on which trainings have been offered?

	

	How are you incorporating citizenship training into your training/ meetings?

	

	Have you or your members coordinated any service projects?


	

	Do you have a service project planned for MLK Day?  If so what does it entail?


	

	Have you or your members collaborated with other AmeriCorps or other National Service Programs?  


	

	About how many site visits/ phone check-ins have you held for each site supervisor?  

	

	When was the last round of site visits/ phone check-ins for site supervisors?  

	

	At the last physical site visit, did all of your members have signs posted?

	


SECTION D:  TECHNICAL ASSISTANCE/TRAINING /OTHER  PROGRAM ASSESSMENTS

1.  Do you plan on applying to participate in the  AmeriCorps Program for the 2005-2006 year?



2.  How do you anticipate selecting the Placement sites to participate in the program?  
3.  How do you plan to recruit new members for the fall?

4.  On a scale of 1 to 5 – with “5” being excellent, “3” being fair, and “1” being poor – rate the following statements:

	
	Training provided by Parent Organization to members

	
	Technical assistance provided by Parent Organization for operating site and/or placement site staff

	
	Success at recruiting quality AmeriCorps members

	
	Success at retaining quality AmeriCorps members

	
	Value of the AmeriCorps program to your operating sites’ goals

	
	Value of the AmeriCorps program to the community your placement sites serve

	
	Value of local training opportunities to your members

	
	Value of national training opportunities to your members

	
	Overall satisfaction with the AmeriCorps Program


Please indicate any areas that you would like to receive technical assistance or training on from the Parent Organization
Please share any additional comments or concerns.
