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1.  Select the best-qualified applicant and make the offer as soon as you are comfortable doing so. Applicants need time to decide whether or not to accept your offer. Be prepared for the candidate to have possibly changed his or her mind or to have been selected into a different VISTA opportunity (this happens to highly qualified candidates). It is a good idea to have back-up applicants in case this happens.

2. Once an applicant has accepted your offer, complete and submit the VISTA Sponsor Recommendation form immediately so the applicant can officially accept the offer, after which he or she becomes a VISTA Candidate. When completing the Recommendation form:
· Answer the questions completely using complete sentences.
· Share any pertinent information you’ve gathered from applicant references that assisted you in coming to your decision.
· Provide additional information that guided the selection of the applicant if the application is limited or weak. 
· Add notes in the “additional comments” section if you select the “substantial reservations” or ‘some reservations’ options as your overall recommendation for the applicant.

3. Be sure to recheck citizenship, criminal background, and reference information (if you have not done so already during the screening phase). Be prepared to hear back from CNCS about any of these issues the agency may have with your candidate. Issues related to criminal history and citizenship can crop up, as well as prior AmeriCorps service that, for whatever reason, was not shared by the applicant earlier. In these cases you may need to conduct an additional interview.

4. Also be prepared in the coming weeks to address any problems that arise to ensure the VISTA candidate is able to overcome obstacles to service. Examples may include helping them find housing (or providing transitional housing), answering questions about Pre-Service Orientation, and developing an Onsite Orientation and Training plan.

5. Keep candidates engaged in the time between selection and service by:
· Inviting them to attend organizational events/meetings or gatherings (if they live in your area or relocate before service).
· Sending them background reading and news articles or stories about your organization.
· Connecting them with VISTAs currently serving in your organization.
· Assisting them with finding housing and other services in your community (if they are relocating).
· Encouraging them to join your social media sites.
· Checking in on a weekly basis, making sure that documentation is turned in on time.

Note that the VISTA candidate will be required to do at least the following once the CNCS State Office approves his or her selection:
1. Create a Travel Request Profile in My AmeriCorps to register for Pre-Service Orientation.
2. Complete direct-deposit paperwork for the living stipend and other payments from CNCS, as well as other administrative paperwork.
3. Create a VISTA Campus login and complete the PSO-preparation web activities provided there.
4. Print out a copy of their VAD to bring with them to PSO.
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Additional resources available on the VISTA Campus:
· VISTA Acceptance Letter (DOC), (PDF)
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VISTA Selection Process Worksheet

	Activity
	Person Responsible
	Completion Date

	Recheck eligibility and references (if not done already)
	
	

	Offer your candidate(s) a VISTA position
	
	

	Outline next steps and timeline
· 
· 
· 
· 
· 
· 
	
	

	Ask the VISTA candidate to do the following:
1. Create a Travel Request Profile in My AmeriCorps to register for Pre-Service Orientation.
2. Complete direct-deposit paperwork for the living stipend and other payments from CNCS, as well as other administrative paperwork.
3. Create a VISTA Campus login and complete the PSO-preparation web activities provided there.
4. Print out a copy of their VAD to bring with them to PSO.
	
	

	Work with sub-sites to identify where each VISTA will serve.

Notes & Steps:



	
	

	Retain the candidate you have selected before arrival for service by checking in with the candidate on a weekly basis, sharing program information such as newsletters, and making sure that documentation is turned in on time.
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