
Member File Check Review Guidelines 

• No Visible SSN

o There should be no social security number listed anywhere on I PT or on any member 

forms.

• IPT Member Contact Info

o Member contact information and emergency contact information should be listed in 

two places: on the Student Detail page on IPT, and on the Enrollment Eligibilityform.

• Enrollment Eligibility

o This form needs to be signed and dated on or before the day the member starts their 

term. Hours cannot be recorded until this form and the MSA are filled out and signed by 

the member.

o This form is what the member signs to give consentfor the program to perform a 

background check. You cannot initiate a state or FBI check without consent.

o All contact information must be filled out.

o Address should be the same as the address listed on the Student Detail page.

• Enrollment in eGrants

o Members must be enrolled on eGrants within 8 days of the start of their term (Updated 

June 24th, 2019)

• MSA

o MSA must be signed on or before the day the member starts their term: hours cannot be 

recorded until this form and the Enrollment Eligibility form are signed and filled out by 

the member.

o Position description must be listed on the MSA.

o Benefits that the program is providing must be included.

• AgreementAddendum

o This form must be signed on or before the day the member starts their term.
Background Checks: 

The following language must be included on the background check documentation: 

• A (state only or state & FBI) criminal history check was conducted through the Utah State

Bureau of Criminal Identification. The results of this check were reviewed and used in

determining eligibilityforan AmeriCorps position.

This criminal history check was performed in accordance with the Serve America Act to

determine eligibility for service in an AmeriCorps program. Any further dissemination oruse of

this check is prohibited by state statute 53-10- 108.

OR

• A (state only or state & FBI) criminal history check was conducted in accordance with the CNCS

approved Alternate Search Protocol. The results of this check were reviewed and used in

determining eligibilityfor an AmeriCorps position.

• NSOPR

o This search MUST be done before the member begins their term of service. A consent

form is not required to run an NSOPRsearch because it is public information. You do not

need to wait for them to sign their Eligibility Enrollment form before running this search. 










