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notes, but a printed copy must be maintained in the files.  Each local are mus but In addition, you must ensure that the appropriate documentation to 

ACTION TO BE TAKEN:





Each local area may continue to use the MWE to record the case 

notes, but a printed copy must be maintained in the files.  Each local area must ensure that they develop a system to organize the information contained in participant records and that the information documents the services provided from point of registration to the point of exit.  Although you may want to develop your own format that is appropriate to the needs of your operation, each area is expected to develop a standardized format for use by their staff.

In addition, you must ensure that the appropriate documentation to support the eligibility criteria is in the participant file. The attached chart lists (1) the specific eligibility criteria and (2) the documentation sources to verify eligibility.  The appropriate documentation sources, which may be used to verify eligibility, are listed.  A copy of any one source of eligibility verification will satisfy DOL documentation requirements. 

CONTACT:

Valerie Myers (410) 767-2825 or vmyers@dllr.state.md.us 

EFFECTIVE:

June 15, 2007

Andrew Moser

Assistant Secretary

Division of Workforce Development

DOCUMENTATION SOURCES

	ELIGIBILITY CRITERIA


	ACCEPTABLE DOCUMENTATION (Only one of the following is required)

	
	

	SOCIAL SECURITY NUMBER
	DD-214, Report of Transfer or Discharge

Driver's License

Employment Records

IRS Form Letter 1722 (See Appendix A)

Letter from Social Services Agency

Pay Stub

Social Security Administration NUMI Printout (See Appendix A)

Social Security Benefits

Social Security Card

W-2 Form

	CITIZENSHIP/ALIEN STATUS
	Alien Registration Card indicating Right to Work (INS Forms

I-151, I-551, I-94, I-688A, I-197, I-179)

Baptismal Certificate (If Place of Birth is Shown)

Birth Certificate

DD-214, Report of Transfer or Discharge (If Place of Birth is Shown)

Food Stamp Records

Foreign Passport Stamped Eligible to Work

Hospital Record of Birth

Naturalization Certification

Public Assistance Records

Social Security Administration NUMI Printout (See Appendix A)

U.S. Passport

Voter Registration Card

	SELECTIVE SERVICE

REGISTRANT
	Acknowledgment Letter

Contact the Selective Service at 708-688-6888

DD-214, Report of Transfer or Discharge

SDA/State Registration Process

Selective Service Advisory Opinion Letter

Selective Service Registration Card

Selective Service Registration Record (Form 3A)

Selective Service Verification Form

Stamped Post Office Receipt of Registration

	BIRTHDATE/AGE


	Baptismal Record

Birth Certificate

DD-214, Report of Transfer or Discharge Paper

Driver's License

Federal, State or Local Government Identification Card

Hospital Record of Birth

Passport

Public Assistance/Social Service Records

School Records/Identification Card

Social Security Administration NUMI Printout (See Appendix A)

Work Permit



	CASH PUBLIC ASSISTANCE

NOTE:  The listed items of

documentation are acceptable for

any individual listed on the grant.
	Copy of Authorization to Receive Cash Public Assistance

Copy of Public Assistance Check

Medical Card Showing Cash Grant Status

Public Assistance Identification Card Showing Cash Grant Status

Public Assistance Records/Printout

Refugee Assistance Records


	ELIGIBILITY CRITERIA


	ACCEPTABLE DOCUMENTATION (Only one of the following is required

	INDIVIDUAL/FAMILY

INCOME (youth program only)

NOTE: Documentation should

be provided for applicable

income source.
	Alimony Agreement

Applicant Statement 

Award Letter from Veterans Administration

Bank Statements (Direct Deposit)

Compensation Award Letter

Court Award Letter

Employer Statement/Contact

Farm or Business Financial Records

Housing Authority Verification

Pay Stubs

Pension Statement

Public Assistance Records

Quarterly Estimated Tax for Self Employed Persons (Schedule C)

Social Security Benefits

Unemployment Insurance Documents and/or Printout

	INDIVIDUAL STATUS/

FAMILY SIZE
	Applicant Statement 

Birth Certificate

Decree of Court

Disabled (See Individuals with Disabilities)

Divorce Decree

	INDIVIDUAL STATUS/

FAMILY SIZE, cont.
	Landlord Statement

Lease

Marriage Certificate

Medical Card

Most Recent Tax Return supported by IRS Documents (e.g. Form

Letter 1722 - See Appendix A)

Public Assistance/Social Service Agency Records

Public Housing Authority (If Resident of or on Waiting List)

Written Statement from a Publicly Supported 24 Hour Care Facility

or Institution (e.g. Mental, Prison)

	FOOD STAMPS

NOTE: The listed items of

documentation are acceptable

for any individual listed on the

grant.
	Current Authorization to obtain Food Stamps

Current Food Stamp Receipt

Food Stamp Card with Current Date

Letter from Food Stamp Disbursing Agency

Postmarked Food Stamp Mailer with Applicable Name and Address

Public Assistance Records/Printout

	HOMELESS
	Applicant Statement 

Written Statement from an Individual Providing Temporary Residence
Written Statement from Shelter

Written Statement from Social Service Agency

	SUPPORTED FOSTER CHILD
	Court Contact

Court Documentation

Medical Card

Verification of Payments made on Behalf of the Child

Written Statement from State/Local Agency


	ELIGIBILITY CRITERIA


	ACCEPTABLE DOCUMENTATION (Only one of the following is required )

	BASIC SKILLS DEFICIENT


	Assessed by a Generally Accepted Standardized Test

School Records

	PREGNANT OR PARENTING


	Applicant Statement 

Birth Certificate

Hospital Record of Birth

Medical Card

Physician's Note

Referrals from Official Agencies

School Program for Pregnant Teens

School Records

Statement from Social Services Agency

	SCHOOL DROPOUT


	Applicant Statement 

Attendance Record

Dropout Letter

	CASH PUBLIC ASSISTANCE


	Copy of Authorization to Receive Cash Public Assistance

Copy of Public Assistance Check

Medical Card showing Cash Grant Status

Public Assistance Identification Card showing Cash Grant Status

Public Assistance Records/Printout

Refugee Assistance Records

	OFFENDER


	Applicant Statement 

Court Documents

Halfway House Resident

Letter of Parole

Letter from Probation Officer

Police Records

	INDIVIDUALS

WITH DISABILITIES

NOTE: If an individual declares

a disability, any of the listed items

may be used.


	Letter from Drug or Alcohol Rehabilitation Agency

Letter from Child Study Team Stating Specific Disability

Medical Records

Observable Condition (Applicant Statement Needed-See Part III)

Physician's Statement

Psychiatrist's Diagnosis

Psychologist's Diagnosis

Rehabilitation Evaluation

School Records

Sheltered Workshop Certification

Social Service Records/Referral

Social Security Administration Disability Records

Veterans Administration Letter/Records

Vocational Rehabilitation Letter

Workers Compensation Records


	HOMELESS OR

RUN-AWAY YOUTH


	Applicant Statement 

Written Statement from an Individual Providing Temporary Residence

Written Statement from Shelter

Written Statement from Social Service Agency


                                                         MARTIN O’MALLEY, Governor


                                                ANTHONY G. BROWN, Lt. Governor


     			                 THOMAS E. PEREZ, Secretary
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Andrew Moser, Assistant Secretary


Division of Workforce Development 





DLLR Home Page • http://www.dllr.state.md.us
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WORKFORCE INVESTMENT FIELD INSTRUCTION (WIFI) No.  12-04 Change 1








DATE:		July 2, 2007





TO:			Maryland Workforce Investment Act (WIA) Grant Recipients





SUBJECT:	WIA Participant Case Record Management





REFERENCES:	WIA Participant Case Record Management


Single Audit Reports for FY2005 and FY 2006





BACKGROUND INFORMATION:


In WIFI 12-04 DLLR addressed the procedures for WIA Participant Case Record Management as it related to WIA Validation.  Subsequently, DLLR has received audit findings relating to client file maintenance for the audit period ending June 30, 2005 and June 30, 2006.  The State Single Auditors and the Department of Labor (DOL) monitors identified this as an internal control weakness in our system. They feel that DLLR could not ensure that LWIBS are in compliance with administrative requirements for WIA recipients.  They expect the LWIBs to document all services in the case notes that a WIA customer receives from the point of registration to the point of exit.  The case notes must tell a “story” regarding all services that are received.  Although your staff is using the case management system in the Maryland Workforce Exchange, the Single Auditors and DOL require that all case notes are clearly documented in the participant files.





In addition, DLLR was cited for findings that included no documentation of WIA eligibility and files lacking organization. 





Due to LWIB file maintenance weaknesses, DLLR has been charged with the following:





Reviewing LWIB file maintenance procedures.


Provide training to all case mangers to instruct them in proper file maintenance procedures.


Implementing supervisory review to monitor adherence to required procedures. 














EFFECTIVE:		June 15, 2007














Andrew Moser


Assistant Secretary


Division of Workforce Development	
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