
Lewis-Clark Service Corps  

Helpful Hints Regarding Program Forms

1. AmeriCorps Change of Address Form:  
Please submit this form when you are moving -- at any point during your service.  This is necessary so that important program updates reach you in a timely manner.  Don't overlook a change in phone number as well.  
2. Lewis-Clark Service Corps Member Reimbursement Form: 


    In order to be reimbursed for travel or meal costs associated with required 

  

     AmeriCorps events, the Lewis-Clark Service Corps MEMBER REIMBURSEMENT FORM 
    (with appropriate receipts) must be submitted to the LC Service Corps office within 
     30 days of the event.     
· Travel: 
When you travel more than 50 miles round-trip to PSO, required Team Meetings, or Service Projects, you will be reimbursed for mileage.  

· Meals:
 When you travel and you are required to leave early enough OR late enough to have a meal on the road, you will be reimbursed for your meal (see Meal Allowance Time Chart located after the reimbursement form).  YOU MUST SAVE YOUR RECEIPTS!
3. National Service Trust Loan Forbearance Form:  
This form is to be completed when you have a student loan you wish to have deferred during your service with Lewis-Clark Service Corps. The preferred method is to have you complete the form at the website www.my.americorps.gov.  If you are not able to complete this online please contact your home office. You may be asked to complete the form in paper and return the form to the Lewis-Clark Service Corps office. We will forward to the appropriate agencies so you won't have to pay on your student loans while you are in service.

4. Interest Accrual Form:  
This form is also available online at www.myamericorps.gov.  It should be completed within 90 days of your final exit form at the end of your service.  Please read the instructions carefully.  Upon successful completion of your service (including required trainings, service projects and minimum hours) the Corporation will pay all or part of the interest that has accrued if your loans were deferred during your service.  This form is sent to EACH loan holder, so you'll need copies of the form once you've completed your section. If you need a paper copy please contact your home office. 
5. Tutoring Logs (elementary placements only):
    If you are tutoring in an Idaho Public Elementary School, you will have access to     

    tracking literacy progress made by students you serve through standardized tests   

    results given by the schools. There is one tutoring log enclosed:
· IRI Tutoring Log for grades K-3 
    You will receive training on how to use this form during PSO.

6.  In-Kind Contribution Form:  
    This form is to be completed by your supervisor.  This is just helpful information so you know that your site is investing in your service by providing in-kind match to our program.
6. Change of Supervisor Notification:

     When there is a change in member supervision at your host-site, please provide this            

     notification to your program home office at least two weeks prior to the date of change.
