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 Southwest Conservation Corps Corpsmember File Checklist 

 (Attach to Member File)
Member Name:_________________________________________________________________
Enrollment Date:________________________ Exit Date:_____________________________
Start Term: ____________________________ End Term: ____________________________
Enrollment Type (circle one):     1700 hr          900 hr             450 hr
           300 hr

Birth date:_______/_______/________

Age at enrollment:_____________ 

Items with asterisk (*) are only required if applicable - all other items are REQUIRED!
	DOCUMENTATION
	Yes
	No
	N/A
	Dates / Comments

	REQUIRED ENTRANCE INFORMATION
	
	
	
	

	Corps Application
	
	
	
	

	Member Service Agreement
	
	
	
	

	CM Enrollment Form (entered in eGrants within 20 days)
	
	
	
	

	A*C EligibilityVerification Form
	
	
	
	

	Citizenship/naturalization/resident alien documentation

(photocopies of birth certificate or passport ONLY, I-9 alone DOES NOT COUNT)
	
	
	
	

	Copy of Social Security Card (enlarge this when copying

to make it legible)
	
	
	
	

	National Sex Offender Registry Results (required for all members after 11/23/07)
	
	
	
	

	Criminal Background Check 
	
	
	
	

	W-4 Form
	
	
	
	

	Orientation (list date member attended mandatory Orientation)
	
	
	
	

	Timesheets – signed and dated by Corpsmember AND Supervisor  - must use ink not pencil
	
	
	
	

	REQUIRED MID TERM/END OF SEASON
	
	
	
	

	Timesheets – signed and dated by Corpsmember AND Supervisor  - must use ink not pencil
	
	
	
	

	Mid Term Performance Review (per Provisions - for FT 1700 hr. and PT 900 hr. members)  
	
	
	
	

	End of Term Performance Review (per Provisions -  for all members FT  PT  RHT  QT  MT)
	
	
	
	

	End of Term/Exit Form (submitted within 20 days)
	
	
	
	

	PAPERWORK AS NEEDED
	
	
	
	

	Loan Forbearance Request Form*
	
	
	
	

	Change of Term Form *
	
	
	
	

	Change of Status Form(s)*
	
	
	
	

	Proof of “out of school status” if 16 yrs old at enrollment

(copy must be sent to The Corps Network before enrolling)*
	
	
	
	

	Partial Award Form/Documentation of Compelling Personal Circumstances*
	
	
	
	

	Notes or correspondence explaining any irregularities 
	
	
	
	


