Customer’s Name__________________________________________ Checked By _____________
			Last		First		MI						
Career Planner ____________________________________________ Return By ________________

JTED FILE CHECK

Eligibility Documents
____ Application (IL Worknet)
____Needs Assessment (IL Worknet)
____ Photo ID/Birth Certificate/SS Card
_____Income Verification
____ Selective Service (if applicable)
____ Employment Verification
____ Self Attestation Statements 

Career Planning
____ Basic Skills Form
____ Assessment (If appliable to training plan)
____ Career Plan (IL Worknet)

Classroom Training 
____ CRT Orientation
____ Financial Aid Award Notification Letter
____ List Training Program, Training Program Summary & Training Program Basic Info. 
____ Individualized Education Program (IEP) or Individualized Strategic Service (ISS)
____ O-Net Positive Growth
____ Career Scope
____ Math Testing (If applicable for training program)
____ Reading Testing (If applicable for training program)
____Current Credentials
____Proof of Attendance (Attendance Records, Case Notes, Updates from Training Provider, Credentials, Transcripts, Grades, etc.)

Worksite Placement
____ Job Information Sheet (Work Experience)
____ I-9
____ IL Withholding Sheet
____ W-4
____ Tax Deferred Annuity Form
____ Cost Plan
____ Worksite Agreement Signed 
____ Job Description (On-the-Job Training)
____ Worksite Safety Form
____ Customer Safety Form
____ Sexual Harassment Training Cert.  (Work Experience)
____ Customer Orientation
____ Supervisor Orientation
____ Monitoring Worksite Documentation (We changed this to Work Readiness Tool)
____ Attendance Sheets 
____ Payroll Forms (if applicable) 

Completion
____Employment Verification
____Return to Secondary School Verification
____Attending Post Secondary Verification
____Enrolled in an Apprenticeship Program Verification

Other Documents
____ Observation Evaluation 
____ EEO Complaint (copy) given to Customer (signed and note indicating such)
____ EEO Complaint in File



