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Request for Application (RFA) Checklist and Application Tool
This document will help you submit your RFA to Washington Service Corps (WSC). Use it to gather the materials and information you will need and draft responses to the questions in the RFA. Once you have done that, apply online.
Checklist
☐  Prepare by watching our program videos.
· Get to Know Washington Service Corps (3 min)
· What is an AmeriCorps Project (3 min)
· Request for Applications (RFA) Tutorial (7 min)
☐  Review our RFA Guidance Document to learn the specifics of partnering with us.
☐  Discuss and define with your team answers to the following questions—
· What is the unmet need we want to address?
· How do we propose to meet that need?
· What will our AmeriCorps members do to help us meet that need?
· Remember, AmeriCorps members cannot be doing something that is already part of staff or volunteers’ duties. This is displacement.
☐  Collect the completed materials you will need to upload into the application.
· Position Description Form for each position (access templates on our website).
· Performance Plan for each performance measure you choose (access templates on our website).
· Recruitment Worksheet for each position (download the blank Recruitment Worksheet).
· An organizational chart that shows all the major departments in your organization, the contract signer for your organization, and the primary site staff for this AmeriCorps project.
· A completed Wage Theft Prevention Certificate Form (download the blank Wage Theft Prevention Certificate Form)
☐  Complete the draft version of your application below so that you can cut and paste your answers into the online application.
Application Drafting Tool
1. Name of Organization
Click or tap here to enter text.
2. If you are applying on behalf of an individual school, what is the name of your school district?
Click or tap here to enter text.
3. How did you hear about WSC?
☐  Another organization told me about it
☐  I’m currently hosting a WSC/WRC member or have previously
☐  I received an email from WSC about hosting a member
☐  Serve Washington
☐  Our local WorkSource office
☐  WSC’s website
☐  WSC’s Facebook page
☐  WSC’s Instagram page
☐  Other  Click or tap here to enter text.

4. Create a name for your project
Click or tap here to enter text.

5. Select a monthly living allowance for your WSC member. Each tier has a corresponding per member fee. Organizations that host 9 + members pay lower per member fees. See page 5 of our RFA Guidance Document for more details.
☐  Tier 1 - $1,942.86 (per member fee: $9,200-8.5 month/$11,600-10.5 month)
☐  Tier 2 - $2,438.10 (per member fee: $13,400-8.5 month/$16,800-10.5 month)
☐  Tier 3 - $3,157.14 (per member fee: $19,550-8.5 month/$24,350-10.5 month)
☐  Tier 4 - $3,723.81 (per member fee: $24,350-8.5 month/$30,300-10.5 month)
6. Total number of member placements (individual AmeriCorps members) you're requesting for this project  
Click or tap here to enter text.  Members serving 8.5-month terms
Click or tap here to enter text.  Members serving 10.5-month terms

7. Total number of UNIQUE member positions in this project (each position has its own Position Description Form)  Click or tap here to enter text.

8. What is the specific community need or gap that your proposed project seeks to address? Minimum 300 characters.
Click or tap here to enter text.

9. Provide quantitative data (e.g. Census data, community impact reports, etc.) to help illustrate the community problem. As applicable, also describe the demographics of the target community that members will serve. Minimum 300 characters.
Click or tap here to enter text.

10. Your AmeriCorps project should support the mission and goals of your organization. Please (1) outline your organization's goals and (2) explain how the AmeriCorps project and member activities will expand on the services you're providing. Minimum 300 characters.
Click or tap here to enter text.

11. ☐  Our proposed member position(s) do not replace/displace staff or volunteer positions at our organization. Review page 2 of our RFA Guidance Document. Member positions cannot be the same or substantially similar to existing staff or volunteer positions.

12. WSC is committed to ensuring that each member has a meaningful, valuable experience during their service term and expects host sites to provide wholistic support to their member(s). Beyond basic daily oversight, please outline how you plan to provide mentorship and coaching to help your member(s) grow and develop during their term. Minimum 300 characters.
Click or tap here to enter text.

13. AmeriCorps members come to service from a wide array of situations, including living in poverty or making a career change. What kind of community resources are available in your area or within your organization for supporting members during their service term? Please be specific. Examples of local resources could include food banks, community/family resource centers, public transportation options, housing options, career counseling, etc.
Click or tap here to enter text.

14. Professional development and post-term career readiness are key components in supporting AmeriCorps members in being ready for their next steps after service. List at least one professional development training you anticipate providing to your member(s) during their service term. These trainings are in addition to general orientation to your organization, service site or community served. Trainings listed here should be reflected on the member position description as well. TIP: If necessary, utilize WSC's professional development plan to help you think through this question.
Title/Subject of Training & Expected Date of Training
Click or tap here to enter text.	Click or tap to enter a date.

Click or tap here to enter text.	Click or tap to enter a date.		

Click or tap here to enter text.	Click or tap to enter a date.

Click or tap here to enter text.	Click or tap to enter a date.

Click or tap here to enter text.	Click or tap to enter a date.

15. List additional training resources and professional certifications or credentials available to members through your organization. Resources and certifications can be provided by external entities that you help connect your member to. Examples of certifications/credentials: teaching/para-educator certificate, wildland firefighting credential, etc.

Type				Subject/Skill
Choose an item.		Click or tap here to enter text.

Choose an item.		Click or tap here to enter text.

Choose an item.		Click or tap here to enter text.

Choose an item.		Click or tap here to enter text.

Choose an item.		Click or tap here to enter text.

16. Host sites are responsible for recruiting and selecting their member(s). WSC will post your position(s) on the AmeriCorps national application site and provide program-wide recruitment via social media, large career fairs, and WorkSource offices. Site staff should build and carry out a local recruitment plan that exceeds what WSC will do. Please provide a draft recruitment plan for your position(s). Here is an example recruitment plan for a position with an environmental non-profit:
· Post position on our organization website and promote on homepage for first month of recruitment.
· Feature position on our social media channels twice using our in-house video or one provided by AmeriCorps.
· Announce position in our regular newsletter and ask board members and donors to promote on their social media channels.
· Post position on select environmental job boards and send announcement to local college(s) and high schools(s).
· Promote position at all events we are tabling in spring and summer. Ask city and county municipal partners to promote position at spring and summer events we aren't attending.
· Initiate a community drip campaign. Identify 6 - 8 movers and shakers in the community and ask them to promote the position in a specific way at a specific time over a 4-week period.
Click or tap here to enter text.

17. Select the primary WSC focus area of your project (Refer to our Guidance Document for more information.)
☐  Disaster Services (DS)			☐  Economic Opportunity (EO)
☐  Environmental Stewardship (EN)	☐  Healthy Futures (HF)
18. Select the primary WSC performance measure that represents the outputs and outcomes of your AmeriCorps project. The measure(s) you select must align with the respective focus area that you selected above. (Refer to page 9 of our RFA Guidance Document for links to instructions for our performance measures)
☐  DS – Disaster Preparedness		☐  EN – At-Risk Ecosystems
☐  EN – Environmental Education	☐  EO – Adult Basic Education
☐  EO – Financial Literacy			☐  EO – Housing Services
☐  EO – Job Placement			☐  EO – Job Readiness
☐  HF – Access to Care			☐  HF – Food Distribution
☐  HF – Food Security			☐  HF – Health/Nutrition Education
☐  HF – Services to Live Independently	☐  Applicant Determined

19. FILE UPLOAD: Upload a performance plan for each selected performance measure. 

20. ☐  I confirm that, for each of the following member position(s), the majority (over 51%) of the service activities are direct service. Direct service activities provide a direct, measurable benefit to the target individuals, community or environmental habitat of the project.

21. Position 1
Position Title  Click or tap here to enter text.
Number of members requested for this position  Click or tap here to enter text.
FILE UPLOAD: Attach a completed Member Position Description Form for this position.
FILE UPLOAD: Attach a completed Recruitment Worksheet.

* If you applying to have multiple unique positions, you will need to complete this question for each position.

22. Sponsoring Organization Mailing Address
Street  Click or tap here to enter text.
City  Click or tap here to enter text.
State  Click or tap here to enter text.
Zip  Click or tap here to enter text.

23. Your organization's Federal Employer ID Number (EIN)
Click or tap here to enter text.

24. Contract Signer (This individual has legal authority to bind your organization to a written contractual agreement. Please confirm with your administrative or procurement office, if necessary.)
Name (First Last)  Click or tap here to enter text.
Title  Click or tap here to enter text.
Email  Click or tap here to enter text.

25. In addition to your authorized Contract Signer, does your organization require another person to review or sign the contract we will send upon award?

☐  Yes			☐  No

If yes, complete the following for the person who will need to either review or sign our contract in addition to your organization’s authorized contract signer. (If there is more than one additional person, please send their information to us at wscmail@esd.wa.gov)
Name (First Last)  Click or tap here to enter text.
Title  Click or tap here to enter text.
Email  Click or tap here to enter text.
Role (Reviewer or Signer)  Click or tap here to enter text.

26. Will the invoice for the program participation fee be paid by a third-party organization?

☐  Yes			☐  No

If yes, complete the following for the third-party fiscal contact.
Organization Name  Click or tap here to enter text.
Street Address (mailing)  Click or tap here to enter text.
City  Click or tap here to enter text.
State  Click or tap here to enter text.
Zip  Click or tap here to enter text.
Contact Name (first and last)  Click or tap here to enter text.
Title  Click or tap here to enter text.
Email  Click or tap here to enter text.
Phone (enter as (XXX) XXX-XXXX)  Click or tap here to enter text.

27. Do you anticipate that the program participation fee will be paid with federal funds?

☐  Yes			☐  No

If yes, please affirm
☐  My organization (e.g. fiscal/accounting office) has confirmed that our federal funding can be used to pay for hosting an AmeriCorps member.

28. Fiscal Contact
Name (First Last)  Click or tap here to enter text.
Title  Click or tap here to enter text.
Email  Click or tap here to enter text.
Phone (enter as (XXX) XXX-XXXX)  Click or tap here to enter text.

29. Primary Site Staff
Name (First Last)  Click or tap here to enter text.
Title  Click or tap here to enter text.
Email  Click or tap here to enter text.
Phone (enter as (XXX) XXX-XXXX)  Click or tap here to enter text.

30. FILE UPLOAD: Upload an organizational chart that reflects every major department in your organization, including the individuals you listed as Contract Signer and Primary Site Staff.

31. FILE UPLOAD: Upload your Wage Theft Prevention Certificate Form (download the blank Wage Theft Prevention Certificate Form)
Prior to awarding a contract, State agencies are required to determine that an applicant is a “responsible applicant.” See RCW 39.26.160. Pursuant to legislative enactment in 2017, the responsible applicant criteria include a certification that the applicant organization has not willfully violated Washington’s wage laws.

32. Additional agreements
☐  My organization understands that WSC will not accept contracts, agreements or purchase orders, etc. submitted by a Sponsoring Organization in order for the organization to host members or pay the program participation fee.
☐  My organization commits to actively recruit for members until all positions in the project are filled.
☐  My organization has identified two staff personnel who commits to following the Responsibilities outlined in the Member Placement Contract regarding member recruitment and support, site staff training, reporting, and communicating with WSC staff.
☐  My organization understands that hiring a member as an employee prior to the end of their service term is a blatant breach of the Member Placement Contract and may result in termination of the contract.

33. Application Contact (may be contacted if we have questions about this application)
Name (first and last)  Click or tap here to enter text.
Title  Click or tap here to enter text.
Email  Click or tap here to enter text.
Phone (enter as (XXX) XXX-XXXX)  Click or tap here to enter text.


Next Step: Submit your RFA application online.
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