OVERVIEW

Before your Notice of Grant Award (NOGA) can be released, several steps must be completed during the pre-award
phase. Please note that without an executed NOGA on file at OneStar, no reimbursement payments can be made. The
pre-award steps include:

e Completion and approval of Member Start-Up Documents
e Phone interview

e Update of program contact information and the payment method form

Submission instructions: All documents required for your Pre-Award Grant Requirements must be sent to
americorps@onestarfoundation.org by the specified deadline below.

DEADLINES:
Submit all documents to OneStar by May 25, 2012.

MEMBER START-UP DOCUMENTS

OneStar reviews member documents to ensure that all required elements are included. Through this we hope to start out
the year strong with compliant documents and help decrease the number of issues in the future. The documents that need
to be submitted to OneStar for review are:

1. Sample Member Timesheet — Update these as necessary to include space to document accompaniment of
members whose criminal history check results are still pending. Template available upon request.

2. Member Service Agreements — This must also include member position descriptions for ALL member types.
Please note that OneStar Grants Officers will review and provide feedback on these documents in accordance
with recent CNCS guidance on best practices.

3. Organization Chart — The organization chart should be current and show where/how the AmeriCorps program
fits in the organization. For those of you within large organizations, you do not need to include the entire
organization’s structure (i.e. university or local government) but please include a snapshot that provides enough
information to determine where the program fits in the whole organization.

4. Member Living Allowance Pay Schedule worksheet — Excel template provided by OneStar. A living allowance
schedule is a requirement within the member service agreement. The member living allowance pay schedule
should show each different member type and member term of service that is part of your program design and the
proposed pay schedule.

5. Any additional forms that your program requires members to sign — This could include a handbook, policy
and procedure handbook, etc.

PHONE INTERVIEW

Your assigned Grants Officers will set a time to hold a phone call to discuss programmatic and fiscal elements to gain a
better understanding of your program’s policies and procedures and go over any questions and/or follow-up from the start-
up document review. For continuation years, phone interviews will only cover items that have been updated and or
changed from the previous year. When possible, interview calls will be held during your regularly scheduled monthly call.
Your Grants Officers will send interview questions in advance for your review prior to your call

CREATING/UPDATING PROGRAM CONTACT INFO AND FUNDS TRANSFER REQUEST FORM

OneStar has created an online method for programs to update their program contact information (i.e. when
adding/deleting program or fiscal contacts). OneStar utilizes this online system for managing contact information for all
AmeriCorps programs. If you have not already done so, ensure that the contact information for the primary and secondary
program and fiscal contacts and the authorized legal signatory is correct. The form can be found online here:
http://www.tfaforms.com/159770
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In order to process payments, all sub-grantees must submit to OneStar a Funds Transfer Request Form. If you have
previously submitted a funds transfer form to OneStar, resubmission of this form is only necessary if there have been
changes to your account information.

If you have any questions updating your contacting information or completing your Funds Transfer Request Form, contact
Kathy Hernandez, Project Coordinator, at Kathy@onestarfoundation.org or 512.287.2028 and she will be able to assist
you.
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