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INTAKE IS COMPRISED OF 3 MAIN STEPS:

02

03

Verify eligibility and enroll 
customer.

Provide customer with information on 
how to access their career plan. 

01 Customer submits initial online 
application.



AN OVERVIEW OF THE APPLICATION 
PROCESS WAS COVERED ON THE 

11/17/21 YCP TA WEBINAR

A copy of the recording and PowerPoint can be found on the YCP partner guide:
www.illinoisworknet.com/ycp21partnerguide

STEP 1

http://www.illinoisworknet.com/ycp21partnerguide


VERIFYING 
ELIGIBILITY AND
ENROLLING THE 
CUSTOMER

STEP 2
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COMPLETING ELIGIBILITY SCREENING 
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COMPLETING ELIGIBILITY SCREENING 
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TO COMPLETE ELIGILIBTY YOU WILL COMPLETE THESE FOUR TASKS: 

COMPLETING 

ELIGIBILITY

After you have gathered the 

required documentation to 

complete the eligibility 

screening, you will follow these 

four steps to complete the 

eligibility process.

The organization sheet will keep your customer file

neat, organized, and consistent with other folders.

PRINT THE ORGANIZER SHEET

A copy of all recorded documentation types used to determine

eligibility should be kept in the customer's folder

COLLECT A COPY OF ALL DOCUMENTATION 

Print out a copy of the customer's eligibility sheet that includes

signature lines for you and the customer to sign.

PRINT ELIGIBILITY WITH SIGNATURE LINES

After the document has been signed by all parties, you

will include that in the customer's file.

SIGN DOCUMENT AND KEEP RECORD
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COMPLETING ENROLLMENT



PROVIDE 
INFORMATION ON
CAREER PLAN

STEP 3
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PROVIDE INFORMATION ON CAREER PLAN 



PROGRAM 
REQUIREMENTS & 
ADD ASSESSMENTS

AS NEEDED
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ENTER ASSESSMENT RESULTS



YOUTH CAREER PATHWAYS
PY2021

(217) 303-5855

Olivia.Miller@siu.edu

Contact us:

THANKS FOR VIEWING!

The Illinois workNet Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone numbers may be 
reached by persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. For more 
information, please refer to the footer at the bottom of www.illinoisworknet.com.


