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Tracking Participant Progress

The AFI IDA Participant Progress Form and File Checklist are separate but complementary tools to assist AFI grantees with case management and documentation of AFI IDA program participants as they progress through the program.

The AFI IDA Participant Progress Form is a snapshot of current participant progress toward completing an asset purchase. The form chronologically documents a participant’s progression through the program, starting with orientation and the determination of eligibility and ending with the successful (or unsuccessful) exit from the program. The form can be used by AFI grantee staff members to quickly review the status of participants, identify where participants may be stuck, and provide targeted case management in that area. Ideally, this form will be updated each time a participant completes a program milestone. The form can be customized by grantees to meet the needs of a particular program.

The AFI IDA Participant Checklist is a list of all documentation that should be kept for each program participant. AFI grantee staff members can use the form to make sure all proper documentation is collected and placed in each participant’s file, which can be kept electronically or as hard copies. Ideally, this form will be updated each time a participant completes a program milestone. The form can be customized by grantees to meet the needs of a particular program.

 

	IDA Participant Progress Form

	Participant Name:
	AFI Grant #:  90EI     

	Co-Applicant Name (if applicable):

	Program Initiation

	Orientation:  MM/DD/YY
	Application:  MM/DD/YY

	Eligibility Determined:  MM/DD/YY

By:
	Participant IDA Opened:  MM/DD/YY

	Account Number:  
	Name of Financial Institution:  

	[bookmark: Text1]Savings Goal:   $      
	Monthly Savings Goal:  $       

	Match Rate:          to  1
	Asset Goal:  Choose an item.

	Education and Training

	Financial Education Completed:  MM/DD/YY
	Asset-Specific Training Completed: MM/DD/YY

	Program Completion

	Missed Deposits: MM/DD/YY
          MM/DD/YY MM/DD/YY
	Savings Goal Met: MM/DD/YY

	Emergency Withdrawal from IDA: $       on:    MM/DD/YY      MM/DD/YY
Purpose of withdrawal (circle one):  Medical     Eviction     Job Loss

	Repayment of Withdrawal from IDA account: $       on:   MM/DD/YY      MM/DD/YY

	[bookmark: Text2]Asset Purchase(s):   MM/DD/YY     Participant IDA: $         Project Reserve Fund: $     
                                    MM/DD/YY     Participant IDA: $         Project Reserve Fund: $     
                                    MM/DD/YY     Participant IDA: $         Project Reserve Fund: $     
                                    MM/DD/YY     Participant IDA: $         Project Reserve Fund: $     
                                    MM/DD/YY     Participant IDA: $         Project Reserve Fund: $     
                                    MM/DD/YY     Participant IDA: $         Project Reserve Fund: $     

	IDA Closed: MM/DD/YY
	If applicable, unsuccessful withdrawal from the IDA program: MM/DD/YY

	Notes

	






	IDA Participant File Checklist

	Participant Name:
	AFI Grant #:  90EI        

	Co-Applicant Name (if applicable):

	Eligibility Verification

	Criteria
	Documentation

	Is the saver’s household eligible for TANF?  If so, the saver is eligible for the AFI program and can participate if they have documented earned income.

If not TANF-eligible, the household must meet the net worth AND one of the income tests below.
	☐ TANF letter in file   

	Net worth test:  What is the saver’s household net worth?  $       (must be $10,000 or less to qualify)
	☐ Account statements for each asset or liability, or a credit report, for every household member in file 

	Income test 1:  Is the saver’s household eligible for the Earned Income Tax Credit? Choose an item.
If so, the saver is eligible for the AFI program and can participate if they have documented earned income.
	☐ Signed and dated income tax return(s) for previous year for every household member in file 


	Income test 2:  If not eligible for the Earned Income Tax Credit: What is the saver’s household adjusted gross household income?  $       (must be at or below 200% of the federal poverty level to qualify)
	☐ Signed and dated income tax return(s) for previous year for every household member in file 
OR
☐ 2 most recent pay stubs for every household member in file

	Savings Plan Agreement

	☐ Savings Plan Agreement, signed and dated by AFI program participant and grantee staff member, in file

	Education and Training

	☐ Financial Education Verification in file
	☐ Asset-Specific Training Verification in file

	Program Completion

	☐ Proof of Regular Deposits into participant IDA for 6 months or more in file (deposit slips or bank account statements)
	☐ Asset Purchase Verification in file
· Homeownership: House title, invoices from inspection or construction
· Education: Tuition bill, invoice from campus store for computer or books
· Business: Approved business plan with requested purchases

	☐ Withdrawal request form in file
	

	☐ Copy of check from participant IDA in file
	☐ Copy of check from Project Reserve Fund in file
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