
2008-2009
ENROLLMENT 
PAPERWORK

STEPS TO A 
SUCCESSFUL 
ENROLLMENT

AmeriCorps enrollment 
paperwork must be 

received by CNVS no later 
than 15 calendar days 

from the member’s 
AmeriCorps exit date.



Enrollment 
Checklist

Proof of Eligibility (citizenship/residency)

AmeriCorps Enrollment Form

Member Service Contract

Service Description Form and Position 
Description

Pre-Service Skills Inventory

National Criminal History Check Form

Member Acknowledgement Form

National Service Loan Forbearance 
Form (if applicable)

Forms must be signed and dated on or prior
to the Service Start Date.



Proof of Eligibility 
(citizenship or residency)

SS card /drivers’ license not acceptable.

Members must show one original document to 

Program Director from this list.  



Programs are required to make and keep copies of the document 
they verify.  This form must be completely filled out and include a 
Document ID#.  If a birth certificate does not have an ID#, write in the 
name of the state that issued the certificate.

Do not forget to sign and date.



Member completes this page.

Do not forget to sign and date.

Include 
valid 

email.

AmeriCorps Enrollment Form



Fill out page 2 of Enrollment Form



Fill out page 3 of Enrollment Form

Only fill out #1 and #4 in this page. 

In #1: CNVS only offers full-time, half-time and minimum-time 
terms of service.  All terms of service are up to 12 months.

In #4: The Date of Enrollment should be the same as the 
“Service Start Date” indicated in the Member Service Contract.



Member Service Contract-P1
All 10 pages must be submitted to CNVS or it will      
be considered incomplete.

Must be signed before or on the service start date.

Req’d info

Service 

start date

Service end date

These are the service start (AmeriCorps enrollment) and end dates 
(AmeriCorps exit) for service time in the AmeriCorps program.



Member Service Contract-P2
Minimum 

hours

Change in 
term of svc

What it 
means to 

“successfully 
complete 

program” for 
ed award.

Late 
paperwork 

could lead to 
suspension 
or loss of ed 

award.



Member Service Contract-P3

Observe the Rules of Conduct



Member Service Contract-P4

Release from Term of Service: 

Suspension, termination, and early withdrawal

Drug-free 
workplace Act

Notify CNVS 
within 5  days 
of charge of 
conviction for 
violent felony, 
possession, 
sale, or 
distribution of a 
controlled 
substance.



Member Service Contract-P5

Early 
withdrawal due 
to compelling 
personal 
circumstances 
may be eligible 
for pro-rated 
partial award.

Terms for 
suspension.  

Includes 
suspension for 
late paperwork.



Member Service Contract-P6-P7

CNVS has grievance procedures in place.  These procedures 
are meant to address disputes regarding service-related 

issues such as assignments, evaluations, suspensions, or 
release for cause, non-selection of members, displacement of 

employees or duplication of activities. 

We recommend you first make use of your program’s conflict 
resolution process.  However, you may file a grievance with 

CNVS at any time within the established time limits.



Member Service Contract-P8

Public notice of non-discrimination, non-harassment, and 
reasonable accommodation policies.



Member Service Contract-P9

Members and 
programs share 
responsibility for 
the AmeriCorps 

program.

This section 
must be 

completed or 
contract will be 

considered 
incomplete.

CNVS has a 15 calendar day deadline for enrollments and exits.  Failure 
to meet the deadline affects your status and education award.



Member Service Contract-P10

Make sure you and the Program Director 
SIGN and date this contract.  Signatures 
must be ON or BEFORE service start 
date.

If a member will be under 
18 years old on the first 
day of their service start 

date, a parent or Guardian 
must sign this form also.



Service Description Form(s)-P1
Contains information on service site and information related to 
service activity reporting requirement.

Members may have up to two distinct service positions at a time 
and a service description form must be filled out for each distinct 
service position.  (Members will report on each position 
separately).

This form is not complete without a type-written 
position description provided by the service site.

If a you change positions mid-year, fill this out.

Each position 
description falls 
into one of the 
four primary 

service areas.

Depending on 
your main 

service 
activities, you 
will report on 

one of these four 
service areas.



Service Description Form(s)-P2

Please fill out this 
section.  

This is important 
information we 

collect as part of 
our program’s 
performance 

measures.

Don’t forget to add the type-written 

position description!



The service position description is considered part of the member 
service contract.  The position is provided by the service site and 
should be type-written (not handwritten).

It should include at least a brief description of the organization, the 
position title, the essential function of the position and principal 
responsibilities/activities, and minimum requirements.  Other 
elements that may be added include training and professional 
development opportunities.

Service Description Form(s)-P3

The position 
description 
should not 

include 
AmeriCorps 
prohibited 
activities.



Pre-Service Skills Inventory
CNVS collects information on skills acquired or improved during their 
term of service.  This form can also be completed online through the 
CNVS website, AmeriCorps Current Members’ Site.

Members completing it online need to include a confirmation page
in your enrollment paperwork.



National Service 
Criminal History Check Form

Form must be filled 
out completely.  
Check must meet 
the requirements 
of the policy.

Gov. issued photo 
ID # is required.

Check must be at 
least initiated with 
NSOPR completed 
for CNVS to enroll 
member.

Form must be 
signed AND dated.

If member is 
second year and 
has had a break in 
service no longer 
than 30 days, a 
check is not 
required BUT THIS 
FORM STILL 
NEEDS TO BE 
FILLED OUT.



Member Acknowledgement Form

This form must be filled out completely.

All boxes must be initialed for enrollment.

Don’t forget to sign and date this form!



National Service Loan Forbearance

• As an AmeriCorps member, you are 
eligible for national service forbearance.
– Forbearance is NOT the same thing 

as deferment.
– National Svc forbearance is a 

mandatory forbearance.
• Private loans are generally not eligible for 

national service forbearance.

• There are two ways to apply:
– Fill out the form in your Member 

Handbook and return to CNVS.
– Once you have been enrolled by 

CNVS in the federal database, you 
can apply online at 
https://my.americorps.gov

https://my.americorps.gov/


National Service Loan Forbearance



Make sure your service dates match the contract.

CNVS will fill out the bottom half.  CNVS certifies your enrollment 
in AmeriCorps.

If your loan is in its grace period, send the form within 1 or 2
months to CNVS or do request forbearance online—otherwise 
your request may not be processed.

Forbearance Form



Forbearance Guidance

• Call your lender 1-2 weeks after sending the form to 
CNVS to confirm that they received it. CNVS does not 
receive confirmation once we send it to the lender. 
CNVS is not responsible if the request does not go 
through or is lost. Many things can and do go wrong, 
call your lender!

• The interest will accrue while your loan is in 
forbearance.  You should let it accrue.  The National 
Service Trust will pay all or a portion of the interest at 
the end of your term of service.

• Interest accrual payments:  

You do not need to take any action right now.
When you exit, you can request interest accrual
payment online at https://my.americorps.gov or 
by calling the National Service Trust by calling 
1-800-942-2677

• Don’t forget to visit the AEAP Current Members’ site for 
more information on loan forbearance, loan eligibility, 
and other FAQs.

https://my.americorps.gov/


CNVS AEAP Current 
Members’ Site

• It is the AmeriCorps section in the CNVS 
website (this is NOT the AmeriCorps 
website).

• Find program forms and handbooks

• AmeriCorps Orientation materials and 
tutorials

• Links and resources for AmeriCorps 
members

• Members will soon have access to online 
system (to log hours and service activities 
and check the progress towards earning 
the ed award) through this site.



CNVS AEAP Current 
Members’ Site

1) Visit www.cnvs.org

2) Click on “Need to Register” on the upper right-hand 
corner of the site.

3) You will be asked to fill in your personal information.

• Create a username and password.

• Fill out your contact information.

• Demographic information is not required to 
access the AmeriCorps site.

• Referral info is also not required.

• The last question has “yes” as a default.  If you 
do not want programs to contact you, select “no.”

4) Register!

5) Click on the AmeriCorps Tab on the horizontal menu.

6) Click on “For Current Members” on the left-hand side 
of the Menu.

7) Find forms, tutorials, and more!

http://www.cnvs.org/


CONGRATULATIONS!

• Review forms to ensure they are 
complete and accurate.

– Missing information will delay the 
enrollment.

– CNVS must receive the forms within 
15 calendar days of the enrollment 
date (same as the service start date 
in the contract).

• Call us if you have questions on filling 
out the paperwork.

– 1-800-543-5046 (ask for AEAP)

• CNVS will take approximately 
30 days to process enrollments.
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