WIA TELEPHONE VERIFICATION/DOCUMENT INSPECTION FORM

IDENTIFYING INFORMATION
Applicant’s Name: ______________________________________________________________________________

Last 


First 


MI
SSN: ____ ____ ____ - ____ ____ - ____ ____ ____ ____ Date: _____/_____/________
WIA ELIGIBILITY VERIFICATION BY TELEPHONE
Name AND/OR Number of Document: _________________________________________________________
Eligibility Item(s) to be verified: ______________________________________________________________

Information Verified: ________________________________________________________________________

Agency Providing Verification: ________________________________________________________________

Agent Verifying Eligibility Item: _______________________________________________________________

Date and Time of Verification: ________________________________________________________________

Telephone Number of Agency Providing Verification: (__________)______________-____________________

WIA ELIGIBILITY VERIFICATION BY DOCUMENT INSPECTION
Name AND/OR Number of Document: _________________________________________________________

Eligibility Item(s) to be verified: ______________________________________________________________

Information Verified: ________________________________________________________________________

Document to be inspected: ____________________________________________________________________

Original Source of Document: _________________________________________________________________

Reason for Document Inspection: 
__________ Remote Site Eligibility, No Copier Available


__________ On-Site Eligibility, No Copier Available


__________ Document Cannot be Copied
I ATTEST THAT THE INFORMATION RECORDED BY ME ON THIS DOCUMENT WAS OBTAINED THROUGH TELEPHONE CONTACT OR DOCUMENT INSPECTION ON THE ABOVE DATE. AS INDICATED BY THE AGENT, ALL INFORMATION WAS OBTAINED FROM DATA PREVIOUSLY DETERMINED AND RECORDED IN THE APPLOCANT’S RECORDS AT THE AGENCY PROVIDING THE ELIGIBILITY VERIFICATION.

OR

I ATTEST THAT THE DOCUMENT INSPECTION, VERIFIED THE PRIMARY/SECONDARY ITEMS REQUIRED TO DETERMINE ELIGIBILITY FOR THE WIA PROGRAM.
____________________________________________________ _____/_____/__________

SIGNATURE, TITLE DATE

WDD-4A

TELEPHONE/DOCUMENT INSPECTION VERIFICATION REQUIREMENTS

Introduction

WIA eligibility criteria may be verified by telephone contacts with cognizant governmental or social service agencies, or by document inspection. The information obtained must be documented by recording the information on a standardized form such as the example contained in this part. Information recorded must be adequate to enable a monitor or auditor to trace back to the cognizant agency or the document used. Telephone verification must include the name of the agency representative providing the verification information.
In some cases, the information provided by an agency through telephone contact may be sufficient to satisfy multiple WIA eligibility criteria. For example, verification that an applicant has been determined eligible to receive TANF can satisfy the requirements for Youth and Adult program eligibility.
Documentation of eligibility verification through document inspection is appropriate when documents cannot or may not be machine-copied.
Agencies that may assist in verifying via telephone are as follows:


• 
Local schools


• 
Social Security Administration


• 
Veterans Administration


• 
Medical and health facilities


• 
Vocational rehabilitation facilities


• 
Drug and alcohol rehabilitation facilities


• 
Housing authorities


• 
Homeless Shelters


• 
Judicial agencies and institutions


• 
Other State or local government agencies

When documentation of WIA eligibility verification is accomplished via telephone or document inspection, LWDBs are required to use a standardized form, such as the example contained in this part, for monitoring and audit purposes.
For cases where documentation cannot or may not be copied, or is not readily obtainable, a Telephone Verification/Document Inspection Form may be used. This form serves a dual purpose:

1. Document Inspection – used in cases when documents cannot or may not be copied, and/or if


program recruitment is being conducted in the field; and

2. 
Telephone Verification – used to verify eligibility information through governmental, private and/or social service agencies. Information recorded on this form must include all the applicable information to enable a monitor and/or auditor to adequately verify eligibility; i.e., document name, contact name, telephone numbers, addresses, etc.
