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This is an example check sheet for processing a volunteer packet.  Keep this form on the face sheet of the volunteer file or create an electronic document that can be updated as steps to the process are completed.
	Volunteer Process Check Sheet

	Volunteer Name:
	Date:
	

	
	
	Processors Initial

	(  Application Received
	Date:
	

	(  Background Check Form Received
	Date:
	

	(  Background Check Submitted to Reporting Agency
	Date:
	

	(  Background Check Report Received
	Date:
	

	(  References Called
	Date:
	

	(  Interviews Scheduled
	Date:
	

	(  Interview Notes Received
	Date:
	

	(  Application Approval Signatures
	Date:
	

	(  Approval Letter Sent
	Date:
	

	(  Orientation Scheduled
	Date:
	

	(  Volunteer Supervisor Notified
	Date:
	

	(  Volunteer Scheduled and Added to Team
	Date:
	

	(  Volunteer Schedule Sent
	Date:
	

	(  Training Scheduled
	Date:
	

	(  Training Completed
	Date:
	

	(  90 Day Review Form Sent to Supervisor
	Date:
	

	(  90 Day Review Completed
	Date:
	

	( Other
	Date:
	

	( File Completed
	Date:
	

	
	
	

	File Notes:
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