Final Site Visit Checklist

Member:  
 





Supervisor:
 
Service Site:    
 





Date:  

 
Service Site Topics


Share a few successes or accomplishments
Describe a few key relationship(s) you built or deepened that has helped to expand capacity


Share a few remaining project goals and activities


Review Legacy Ideas

· Refer to the Legacy Manual Guidelines for topics to include…

· Review and streamline existing files/folders on server, this pre-work may help organize your legacy materials

· Design an easy-to-navigate binder/set of online folders   

· Write an energetic welcome letter, include your contact information  

· Save performance metrics spreadsheet, survey tools, demographics in a Site Report section/folder 

· Offer ideas/strategies for building new relationships or deepening existing partnerships 

· Mistakes/failures are the key to living and learning, so don’t be afraid to share lessons learned and make recommendations for your successor. 

· Include your final workplan with as many areas filled in as possible. 

· Consider a section for devo ideas

· Meet with supervisor to review all materials and develop a strategy for caring for relationships in the absence of a Member 
· Send personalized emails to key contacts letting them know your end date and who to contact for assistance. 

· Your Legacy Manual stays at your service site, but if you’d like to send a copy to Confluence, send it to ljones@confluencecenter.org 


What additional support or assistance is needed, if any, to successfully complete service projects?

Confluence Topics


Devo Fund Update - $

remaining  

CAP Update –

Hours Update – on track?
	Type
	Benchmark   
	Hours-to-date

	Service
	
	 

	Devo
	
	   

	Total
	
	  



Final Timesheet
· Enter hours for July 15 -July 26 prior to Commencement

· Supervisor approves final hours the following Monday 

· Education Award is yours within 2-4 weeks of your last day!


Upcoming Important Dates 

· May 28 – Holiday – OFF
· June 1 – Team Meeting – Final Evaluations Due
· July 4 – Holiday - OFF
· July 6 – Team Meeting - Final Site Report III and CAP Final Due 
· July 26 – Last day at Service Site – something special with supervisor(s)?
· July 27 – Commencement at Columbia Park in N Portland (Lombard St)

Commencement Information
· Invite your supervisor, plus 1 friend or family member (3 people total, including yourself)

· Details coming soon!

Plans after AmeriCorps

Partner In kind reporting 
· In Kind from partners is in the form of member workspace  

· Simply calculate the cost (per square foot) of your member’s space and determine annual contribution

· Locate supporting documentation that verifies the cost you are reporting

· Sign, date, scan and email form and supporting documents to Lara by July 28 


Invoice Update
Follow Up Items 


Supervisor – Complete end-of-year Partner survey by July 31  

Supervisor – Complete final In kind report by July 15
· Reference Partner Agreement #CEC-AC-2018-

·         square feet of office space
Fun Photo of Supervisor(s) and Member together – send to Lara in one week
Staff Mileage: 

