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Iowa Commission on Volunteer Service

Suspension, Termination, Refill, & Conversion 
Request Form

Please complete this form in its entirety for any AmeriCorps members for whom you wish to suspend their service or terminate their term of service early.  This form must be completed and sent to your program officer for approval before taking any action in the My AmeriCorps portal.  Program Directors should notify their program officer within 5 (five) business days of their decision to suspend, terminate, refill, or convert a member position.  

SECTION I:

Program: 







Member name (if applicable):  
What was the member service category or unfilled member slot: 
	Full
	Half
	Reduced Half
	Quarter
	Minimum

	
	
	
	
	


Action taken:     
	Termination
	Suspension
	Conversion

	For Compelling Personal Circumstances
	For Cause (including Disciplinary Violations)
	For Compelling Personal Circumstances
	For Cause (including Disciplinary Violations)
	

	
	
	
	
	


Date of suspension/termination:  
If a termination, continue to Section II.  If a suspension, skip to Section IV.  If a conversion, skip to Section III.
SECTION II: 
The member:

	 Served more than 15% of their 
term of service
	Served more than 30% of their 

term of service
	Received a pro-rated education award

	
	
	


If you responded yes to any of these items, skip to Section IV.
SECTION III:
Does the program have all of the member slots in this category filled?  Yes____   No____

Does the program intend to refill or convert this slot?    Yes____   No____

	Original Member Slot:
	FT
	HT
	RHT
	QT
	MT

	
	
	
	
	
	

	Refill/Conversion Slot(s) Requested:
	
	
	
	
	

	
	
	
	
	
	


I commit to (re)fill this slot by 




 (date).

If a program intends to refill the slot, the following refill requirements must be met:

	· If a full-time member terminates within 90 days of the program start-date, the refill must occur prior to December 1.

	· For all part-time members and for any full-time members that terminate after 90 days of the program start-date, the refill must occur in time to allow for the member to complete his/her term of service within 90 days of the program’s original contract end date (generally November 30).

	· The member was not eligible or did not receive a pro-rated education award.


If a program intends to convert a slot, the following requirements must be met:
	· The conversion must allow enough time for the member serving in the position to complete his/her term of service within 90 days of the program’s original contract end date.

	· The conversion cannot result in an increase in the number of MSYs awarded to a program.

	· The program must not exceed a conversion rate of 20% of total MSYs.


SECTION IV:  Please use space below to explain the reason for the termination/suspension/conversion.  Include specific circumstances and any additional information you would like to provide the ICVS regarding this member.  
	













                ICVS USE
Program Director signature:   ______________________________________                            
Date:  ________________________________________
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