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DocuSign for WIOA Eligibility Procedure

Overview

DocusSign is a digital transaction platform that can assemble documents, secure data, and authenticate
signatures. Through DocuSign an email can be sent to recipients requesting a review of uploaded
documents and request signatures. DocuSign allows for the completion of forms by collecting a person’s
signature electronically to participate in the WIOA program.

Envelopes are used to deliver the document(s) to be signed. More than one document can be placed in
an envelope. More than one person can be a signee in an envelope.

The Partnership purchased this service for our provider network and will be essentially charged per
envelope used. The Partnership’s Program Coordinators will administer the DocuSign tool. All questions
regarding DocuSign should be directed to the Help Desk, specifying that you need assistance with
DocusSign.

One person per agency will be provided the authority to create envelopes. AJC’'s may have up to three
people.

Procedures

Registration Envelope (Initial Envelope)

STEP 1: The career coach determines that the applicant is both eligible and suitable for WIOA. This
determination should be based on a review of the application and documentation uploaded onto Career
Connect by the applicant, and after remote discussions with the applicant.

Once eligibility and suitability have been determined, you may begin the process of gathering the
required signatures via a DocuSign envelope. Note: At this point, you should have confirmed that the
applicant has a working email address and that you have the correct spelling of that address.

STEP 2: First determine what documents you will need to have signed in order to have the required
signatures and supporting documentation for compliance.

Prior to creating the DocuSign envelope, all documents should be completely filled out by the Career
Coach and/or Applicant, as applicable, except for signatures and dates.

The first envelope should contain all the mandatory documents listed below plus any other documents
required for eligibility and compliance:

e  Full WIOA Application, including signature page (Mandatory)
e Customer Code of Conduct (Mandatory)*

e Notice of Rights Acknowledgement Form (Mandatory)*

e (Career Connect Client Consent (Mandatory)*

e Basic Skills Screening Tool (as needed)*
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e Self-reported Income Form (as needed )*
e Self-attestation Form (as needed)*
e Any other forms specific to your agency (for example, code of conduct or agency consent)

*All of these forms have been posted as fillable forms in the WIOA Pre-Application section of the Help
Desk site: https://workforceboard.zendesk.com/hc/en-us/articles/360042420211-WIOA-Pre-
Application-Procedures

STEP 3: Your designated agency DocuSign user will create an envelope containing all the required
documents. At this point your agency’s DocuSign user will need to:

e Download from Career Connect and upload into the DocuSign envelope:
o the completed WIOA application
o any attestation or compliance forms completed and uploaded into Career Connect by
the applicant
e Upload the Customer Code of Conduct and Career Connect User Consent forms.
e Upload any other forms your agency requires.

STEP 4: The career coach should directly contact the applicant and explain how the DocuSign process
works. Explain that the applicant will be receiving an email to electronically complete and sign their
WIOA eligibility forms. Explain from who and when the email will be sent and how to properly respond.
Find out if the applicant will be using a Smart Phone, Tablet or Desk-Top computer so that the most
specific guidance can be provided.

STEP 5: Agency DocusSign user sends the applicant and the career coach the envelope.
STEP 6: The applicant and career coach are required to sign and date all documents.

STEP 7: Agency receives and automated response DocuSign email from applicant and career coach each
person signs the documents. Once all signatures are completed, the applicant and coach will receive an
email with signed copies of each document.

STEP 8: Agency reviews all documents to ensure that they have been completed and signed and that
the information is accurate. This is the time to ensure that everything is completed and accurate. If
there are items that need to be corrected, the career coach should reach out to the applicant and
correct those items before moving forward.

Once the agency has verified that all documents and signatures are accurate, upload all signed
documents into the applicant’s profile in Career Connect.

STEP 9: At this point, the career coach may move forward with registering the applicant into WIOA and
then begin IEP/ISS development process.
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DocuSign Account Set-up
Below are steps that each agency’s designated DocuSign user will need to complete the first time they
log into their accounts.

Step 1: Log into your DocuSign account.

DocuSign

Please log in to your account

pprado@chicookworks.org

CONTINUE

No account? Sign up for fr~~
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STEP 2: After you have logged in it will take you to your home page. Click on edit to complete your
profile.

oms CASAS Webinars X | @ CareerConnect-Pro. X | @ Programmatic - Clos X | % Youth Service Definit X  [# Developer Sandbox X B Watch 'DocuSign Tre X |+ - X
&« C & appdemo.docusign.com/home * =/ o H
Docusign esignature Hoeme Manage Templates Reports Admin @ PP

Developer Sandbox Environment

Sign or Get Signatures [ EEIIN

OVERVIEW Last 6 Months DEVELOPER SANDBOX MY DOCUSIGN ID Edit
This is your sandbox (demo) environment, which patty prado
© Action Required enables you to configure your apps for API DorariaBehcockuorke org
integration, including integrator keys and .
associated paramesters. @ Member since 2020
Walting for Others This sandbox is a full-featured development DocuSigned by
environment, however all the documents sent for i
eSignature through this account are flagged with a poitly. prado
A Expiring Soon red demo watermark and are thereby not legally- e ——
binding.
« Completed 1 GETTING STARTED
All guidance about using your sandbox demo
account, coding your integrations, and migrating to
Step 3: Select Personal Information to complete your company information.
s CASAS Webinars X | @ careerConnect -Pro. X | # Programmatic -Clo: X | < YouthService Defint X  [# Personal Informatior X N Watch ‘DocuSign Tre X + - X
&« c @ appdemo.docusign.com/preferences/personal-information w = o :
Docusign eSignature Home Manage Templates Reports Admin @ PP
Developer Sandbox Environment
ACCOUNT Personal Information
Personal Information To cenfigure what information is shared when you sign, edit Privacy & Seourity
Signatures

Electronic Notary Public

Privacy & Security

Regional Settings @ You can now manage information on your new DocuSign Profile. Click the menu above and choose ‘Manage Profile’.
Contacts

SIGNING AND SENDING .
patty prado Edit

pprado@chicookworks.org Edit
Account: The Partnership
Default Account

Gustom Fislds

Template Matching

Document Sources
UPLOAD PHOTO
Notifications

Company and Job Title
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STEP 4: Select Signatures to select your signature and initials style.

S CareerConnect X | & Programmatic - X | A Searchresults— X | @ Seff Attestation X [®] Signatures |Pre X W Watch'DocuSic X | NewTab X ‘ + - o X
€« - C @& appdemo.docusign.com/preferences/signatures ¥ = o
DOGusign‘ esignature Home Manage Templates Reports Admin ®@ PP

Developer Sandbox Environment

ACCOUNT Signatures

Personal Information

Sy }

Manags different signaturs styles and variations of your name.
Electronic Notary Public

Privacy & Security

DocuSigned by: DS
Regional Settings ;n-ﬂ’?.fun(a [ PP Edit  Delete
Contacts AT4EBACFT59RLSE ..
SIGNING AND SENDING + Add New

Custom Fields
Template Matching
Document Sources

Notifications

-

@ Self Attestation Fo..pdf A Showall X

Creating the Eligibility Envelope
These are the steps required to create a DocuSign envelope and route it to signees. You should include
all required documents in one envelope.

STEP 1: Select Contacts to add recipients (applicant and career coach).

ewr CASAS Webinars X | @ CareerConnect - Pro. X ‘ @ Programmatic - Clos X ‘ A Youth Service Definc X [# Contacts | Preferenc X W Watch DocuSign Tre X ‘ + - =] X

L & @& appdemo.docusign.com/preferences/contacts Y = o H

Add Contact

Full Name *
[
Email *

Company

Phone Number

4+ ADD PHONE NUMBER

@ Shared Contact (3

CANCEL
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ows CASAS Webinars X | @ CareerConnect-Pro. X | @b Programmatic -Clos X | % Youth Service Definit X  [# Contacts | Preferenc X W Watch ‘DocuSign Tre X | =+ = X

< C' @ appdemo.docusign.com/preferences/contacts w = o H
Docusign esignature Home Manage Templates Reports Admin ® PP
ACCOUNT Contacts

Personal Information

Signatures ADDRESS BOOK  DIRECTORY

Electronic Notary Public

Q

Privacy & Security

Regional Settings

Name Email Company Type
Contacts

dena alkhatib dalkhatib@chicookworks... Personal EDIT v
SIGNING AND SENDING

Gloria Herrera Gherrera@chicookworks. The Partnership Personal EDIT >

Custom Fields
Template Matching
Document Sources

Notifications

& En

red by DocuSign | ContactUs | TermsofUse | Privacy | Intellectual Property  xDTM Compliant | Copyri 20 DocuSign, Ine. All right

STEP 2: After adding your contacts, go back to home to begin composing the envelope. Click on- New,
Send an Envelope.

o CASAS Webinars X @ CareerConnect - Pro. X » Programmatic - Clos X = Youth Service Defint X * Developer Sandbox X ’ Watch 'DocuSign Tre X + - x
&« C @ appdemo.docusign.com/home * = o :
Docusign esignature Home Manage Templates Reports Admin (6] PP

Developer Sandbox Enviranment

Sign or Get Signatures

Send an Envslops

Sign a Document

Use a Template

OVERVIEW Last 6 Months DEVELOPER SANDBOX Create & Powerform — ¢\,16n 1p Edit

Creats a Clickwrap
This is your sandbox (dema) enviranment, v

d
@ Action Required - enables you to configure your apps for API s:::j:r@ﬂc:conkworks org
integration, including integrator keys and B
associatod parameters. @ Membersince 2020

Waiting for Others - This sandbox is a full-featured development

” Docusigned by:
environment, however all the documents sent for

eSignature through this account are flagged with a f-ﬂ?;ﬂmla
A Expiring Soon - red demo watermark and are thersby not legally- ATAEBACETSSAISE
binding.
v Completed — GETTING STARTED

All guidance about using your sandbox demo
account, coding your integrations, and migrating to -
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STEP 3: Upload all the forms that you want to include in the envelope. The envelope can have multiple
forms. In this example, the WIOA application, CC User Registration (consent) form, Customer Code of
Conduct, and Notice of Rights forms have been included. Click on upload and select the
document/forms to include in the envelope.

@ CareerCannect X | @ Progammatic - X | X Searchresuts— X | Self Attestation X [#] Prepare Envelo; X WP Watch ‘DocuSic X | New Tab x| + = X

<« C' @& appdemo.docusign.com/prepare/29d70825-d08e-40dc-84e2-9fc75bf3935b/ Y = o H

< Upload a Document and Add Envelope Recipients ACTIONS v

Add Documents to the Envelope

UPLOAD

USE A TEMPLATE

GET FROM CLOUD v

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope. 3 ADD FROM CONTACTS T= SIGNING ORDER

Import a bulk list. Send copies of this envelops to many psopls at once. O

SEND NOW NEXT
‘ | ¥ = | New folder - O X
Home Share View v @
« v 4 <« Documents » New folder v O £ Search New folder
Name Date modified Type Size
st Quick access B
- B Whit 4/26/2020 2:29 PM PDF Fil
= Documents @ etty White 126/ e
3 2 mE CC CUSTOMER REGISTRATION FORM Original 4/28/2020 5:56 PM PDF File
D load
ownloads @ Customer Code Of Conduct 2020 4/28/2020 6:01 PM Microsoft Word Doc...
&= Pictures o & Notice of Rights 2018 4/28/2020 5:48 PM PDF File
Dr. visits 2019
ISS IEP Training
Year-to-Date Manager's Report X | cl DocuSign Procedures.docx X X Prepare Envelope | DocuSign X Jg CareerConnect - Review Registra: X ‘ + - X
&« > C & appdemo.docusign.com/prepare/a7035615-77e1-4769-9b3b-b898430eb9fd/ Tr °

< Please DocuSign: Betty White.pdf, Customer Code Of Conduct 2020.docx, Notice of Rights 2018.pdf...

Add Documents to the Envelope

Betty White.pdf Client consent form.pdf

: Customer Code Of Condu...
2 pages 1 page 1 page 1 page

: Notice of Rights 2018.pdf
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STEP 4: Select the recipients by order of receipt (the order they should sign in). In this example Dena is
the Applicant and Patty is the Career Coach. After you select your recipient you can email them a
message.

@ CareerConnect X 6 Programmatic - X | A Searchresults— X | @ Self Attestation X & Prepare Envelop X ’ Watch ‘DocuSic X | New Tab x ‘ + - X

&« 2> C @ appdemo.docusign.com/prepare/29d70825-d08e-40dc-84e2-9fc75bf3935b/ ¥ = e :

Please DocuSign: Basic Skills Screening Tool (1).docx, Amy Grinch.pdf, Self Attestation Form-Re... @ ACTIONS v RECIPIENT PREVIEW NEXT

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope. E ADD FROM CONTACTS T: SIGNING ORDER

Import a bulk list. Send copies of this envelope to many people at once. (i)

IZ\ Set signing order

1 Name * # NEEDS TO SIGN ¥ MORE ¥

‘ dena alkhatib a ‘

Email *

‘ dalkhatib@chicookworks.org ‘

2 Name * # NEEDS TO SIGN + MORE ¥
‘ patty prado E ‘

Email *

‘ pprado@chicookworks.org ‘

SEND NOW NEXT
@ Self Attestation Fo..pdf A Show all X
+ Chicago Cook Workforce Partner X [®) Prepare Envelope | DocuSign x 4+ - X
<« (& @ appdemo.docusign.com/prepare/55420bd8-17ea-44d6-9eed-94fccdbe297¢/ 4 o £

Please DocuSign: Betty White.pdf, Client consent form. pdf, Customer Code Of Conduct 2020.docx, ... @ ACTIONS v RECIPIENT PREVIEW NEXT

Email *

pprado@chicookwork.org

*4 ADD RECIPIENT

Message to All Recipients Advanced Options | Edit

] 4 * Recipient;
|| Custom email and language for each recipient scipients can sign on paper
» Recipients can change signing responsibility

Email Subject” « Incomplete envelopes expire 120 days after send date

* R ient: d 0 d bef it
Please DocuSign: Betty White.pdf, Client consent form.pdf, Customer Code Of Conduct 202 Selpients are warns RYGIESERISES S A
« Comments are enabled

Characters remaining: 2 X X
* Senders can use either quick send or advanced edit

Email Message

Dena,
Please print, sign your name and date where appropriate.

Characters remaining: 9937

SEND NOW NEXT
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STEP 5: For each form:
e Select the first signee
e Select the appropriate fields from the menu and place them in the document where the signee
should sign, date, or print name, as applicable

For example, the Client Consent Form must be signed by the Applicant. So in this example, Dena is
selected as the signee, and “Full Name”, “Date Signed” and “Signature” have been added on the
appropriate lines of the document.

Year-to-Date Manager's Report X ‘ l Docusign Procedures.docx X [® Add Fields | Envelope | DocuSign X - - x

&« (e & appdemo.docusign.com/prepare/a7035615-77e1-4769-9b3b-b898430eb9fd/add-fields * e H

Please DocuSign: Betty White.pdf, CC CUSTOMER REGISTRATION FORM Original.pdf, Customer Code Of

dena alkhatib v boWead oD 119% ¥ = L]
dBIERTTIENLS dIU Udid PIULECLIUN SLdUdIUs. INEILNET TTIE FAiunersing nor s resedici LonuduLuns -
I " -
q Search Fields x will ever publicly release information specifically about you. Additionally, you may be contacted EEET e #
-~ to participate in evaluations and/or customer satisfaction surveys.
#  Signature e Equal Employment Opportunity is the Law. All agencies providing services through Career
DS Init Connect must follow local, state, and federal equal opportunity and nondiscrimination laws. Betty White.pdf e
g 22 Initial You can read our full Equal Opportunity here. Pages: 2
ﬂ Date Signed « Your contact information will not be sold and will not be used to send junk email. You can read
= our camplete privacy policy here. Use of Career Connect constitutes acceptance of all terms
and conditions of the privacy policy
Q ° s Use of Career Connect constitutes acceptance of all Terms of Use.
- Name
& &4 Email
By signing here, you agree to all of the above terms and conditions of Career Connect.
B Company
- e ame bardesse signed]
g
I
T Text
-
Checkbox -l ¢ 5 -
BACK SEND
| | | | | | | SHORTCUTS | FEEDBACK
@ CCCUSTOMER RE..pdf A @ DocuSign Proced...docx A Show all X
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The full WIOA Application should be uploaded and must be signed by both the Coach and the Applicant.

Note the different colors for each required signature.

_b CareerConnect x ‘ A Temporary Basic Skills Assessmer X & Prepare Envelope | DocuSign X +

&« c @ appdemo.docusign.com/prepare/alde5ad1-dif6-44ee-94be-0bffa22855ef/ b d o H

Betty White.pdf

WIOA APPLICATION - ELIGIBILITY SUMMARY
CareerConnect

General Information

Application Status: Application Complete, Ready For Enrollment

Name: WHITE, BETTY SSN: XXX-XX-8989

App ID:367558 WIA Converted App ID: Not Applicable

State ID: 3918093 User ID: 260858

LWIA: Chicago Cook Workforce Partnership Office: Arlington Heights Workforce Center (8100)
Office of Responsibility: Arlington Heights Workforce Center
(8100)

Assigned Case Manager: Agency:

Application Date: 04/26/2020 Login Name: BWHITE8989

Eligibility Dates

Basic Core Date: Adult Date: Dislocated Youth Date:  Incumbent Worker Date:
Worker Date:  04/26/2020

Contact Information

Current Address: 2530 Harvey Ave County: Cook County Ward : 00
Berwyn, IL 60402 US

Community Area: 0

@ CareerConnect X | 4 Programmatic - X | A Searchresults— X | @ Self Attestation X [® Add Fields|Env X W Watch'DocuSic X | New Tab X ‘ + - X
&« c @ appdemo.docusign.com/prepare/29d70825-d08e-40dec-84e2-9fc75bf3935b/add-fields Y = o H

Please D : Bas kills Screening Tool (1).d my Grinch.pdf, Self Attestation Form-Re...

patty prado v 9 oD 122% ¥ (1 L]
- eligibility tor the Apprenticeship Program . .
Q Search Fields X +  Ifurther understand and agree that my social security number and other information on this application will be provided
. to other government agencies if required by law.
Standard Fields
g 7 signature sign
& pate Ssigned
= DS Initial " "
= Applicant Signature Date .
1 (g |
(™) Date Signed
] e )
3+ Amy Grinch.pdf v
ﬂ . — Date signed
@ Name Staff Signature Date Self Attestation For... ~
- Pages: 1
& Email APPEALRIGHTS
Iy g i you may a in person, by mail, or by fax. Your request must be filed at the
 company Hinors: thirty (30) days after ‘noiice was given o mailed
to you. Mymm;mwmaymﬂmmMammmMmmwmmnmwm ifthe last dy for fiing your request s a day
that the office is closed), filed on the next aay ihe off A ot wil suffco you do ot have 3 fam I ackiboal
o Title information or assistance regarding s needed,
Training at 500 E. Honroe 5 S Spmvﬁeld IL, 62701 or by fax at (217)556-2444,
-
T Text 4 3 -
BACK SEND
| | | | | | SHORTCUTS | FEEDBACK
@ Self Attestation Fo..pdf A Showall X
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The Notice of Rights and Acknowledgement Form should be completed by the Applicant in advance.
The career coach and applicant are required to sign and date the form.

Note: The different colors for each recipient signature.

% Chicago Cook Workforce Partne: X [#] Add Fields | Envelope | Docusign X 4 = X

&« C @ appdemo.docusign.com/prepare/55420bd8-17ea-44d6-9eed-94fccdbe297c/add-fields T o :

patty prado v b ) 15% v = L]
o 1 have read this form and understand that | have the right to file a grievance or discrimination complaint. If I believe . .
Q, Search Fields X that I was treated unfairly or that my rights were violated by the recipient of the WIOA Title I financially assisted B o
N program or activity. | have had an opportunity to ask questions and by my signature below, I declare that T fully
Standard Fields understand my rights and the procedures.
1, John Doe , acknowledge receipt of the following; Batty White.pdf ~
[;' L Signature (Phease Print) Pages: 2
) E  WIOA Customer Program Complaint Procedures
@ DS Initial
Q n Date Signed E  WIOA Equal Opportunity (EO)/Discr Comp Pr
B Notice of Rights Acknowledgement Form (signed copy)
EH & Neme B Informed about where to obtain the Customer Program and EO/Discrimination Complaint Forms
sign
a4 Email Partici . ¥ pard03ze Sioned
fl company Agency Name: |SOmPany
Sign
o Tite Staff Signature; ¥ | DatdDate Sioned
Agency Phone #: | =
T Text
Checkbox Eanal Onparnnity Emplover/Program M
vl » -

BACK SEND

The Code of Conduct Form explains to the customer activities and behaviors that will not be tolerated.
This form must be signed by the client.

Year-to-Date Manager's Report X ‘ rll DocuSign Procedures.docx x # Add Fields | Envelope | DocuSign X J, CareerConnect - Review Registra X | -+ - X

&« (e & appdemo.docusign.com/prepare/a7035615-77e1-4769-9b3b-b898430eb9fd/add-fields Y e H

Please DocuSign: Betty White.pdf, Customer Code Of Conduct 2020.docx, Notics of Rights 2018.pdf...

dena alkhatib v H o oD 115% v (] L]
- * Customer misrepresenting themselves to other customers . N
Q, Search Fields x ®* Use of American Job Center and resources for non-job search activities B e o
- * Loitering in the American Job Center/not conducting official businesses
Standard Fields * Actsof theft, and/or ion of property, equij or materials
* Remaining in the American Job Center after closing or when requested to leave Betty Whits.pdf ~
[y # Signature *  Entering non-public areas of the American Job Center, except when accompanied by staff or with staff permission Pages: 2
= * Consistently arriving late for scheduled appointments and/or workshops
DS Initial = Consistently missing scheduled appoi and/or without providing notice
= == * Falsification of American Job Center records, including providing false information/identification
) Date Signed * Attire/clothing that is revealing, unclean or otherwise inappropriate for business
Q * Use of the restrooms for bathing, shampooing, shaving, or washing clothes
* Not adhering to the Center’s Resource Room Rules and Instructions,
ﬂ o Wiolations of this Customer Code of Conduct may result in disciplinary action including verbal warning, removal fram the
m Name American Job Center, of of local law and the filing of criminal
= Emall charges. Should you have any questions, please contact the Agency Manager or the Chicago Cook Workforce Partnership's
L ! Grievance/Equal Opportunity Officer, Gladys Hall at (312) 603-7083 or via email at ghall @chicookworks.org.
B Company I acknowledge that | have read and am in receipt a copy of the Customer Code of Conduct and Customer Bill of Rights.
Sign
i Title Date Signed
Signature Date
-
om0
T Text 4 3 -
BACK SEND
SHORTCUTS | FEEDBACK
@ CCCUSTOMER RE..pdf A @ DocuSign Proced...docx A Show all X
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STEP 6: To save without sending, click on actions and select save and close. This action will
automatically save into a draft form. You can review the envelope and add or remove forms.

¢ careerconnect X | X Temporary Basic Skills Assessme: X [8] Prepare Envelope | Docusign X+ = X

< > C & appdemo.docusign.com/prepare/alde5ad1-dff6-44ee-94be-0bffa22855ef/ Yo o H

< Please DocuSign: Betty White.pdf, Basic Skills Screening Tool (1).docx, Self Attestation Form-R... @ ACTIONS ¥ RECIPIENT PREVIEW
Add Documents to the Envelope

SEND NOW

Basic Skills Screening Tool
DISCARD

= USE A TEMPLATE
- o
evcn
N . . . . . GET FROM CLOUD ¥

Betty White.pdf H Basic Skills Screening Too... : Self Attestation Form-Revi...

2 pages 1 page 1 page
Add Recipients to the Envelope
As the sender, you automatically recsive a copy of the completed envelope. 7 ADD FROM CONTACTS T SIGNING ORDER

Import a bulk list. Send copies of this envelope to many people at cnce. @

[v] set signing order

SEND NOW NEXT

STEP 7: Once you have reviewed the envelope and confirmed that all documents are completed and
ready for signature, click “Send”. DocuSign will automatically route the envelope to the signees in the
order specified and will notify the agency’s designated DocuSign user when the envelop has been signed
by each signee.

STEP 8: Once all signatures are completed, upload the fully executed documents into the Participants
Career Connect profile.

IEP/ISS (2™ Envelope)

The IEP/ISS is a list of the objectives that need to be completed for the participant to achieve the stated
goal. After developing the employment goal (and/or educational goals for youth) and all the associated
objectives, the IEP/ISS document must be signed by both the participant and career coach.

STEP 1: Ensure that the participant and career coach are in agreement as to the goal(s) and objectives
and review dates of the IEP/ISS.

STEP 2: Have your agency’s DocuSign user download from Career Connect the completed IEP/ISS and
place into an envelope. This envelope will be sent to both the participant and career coach for
signature.

STEP 3: Once the IEP/ISS has been signed by both the participant and career coach and returned.
Upload the executed version into Career Connect.
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Additional Forms

Remember all services should be related to an objective that directly relates to IEP/ISS goal. Below are
additional forms that will may require a client signature and should be bundled into as few envelopes as
possible.

e Receipt of Support Service s (Bus Passes/Gas Cards)
e ITA Financial Statement

e |TA Letter of Credit/(Voucher (participant only)

o Time Sheets

e OJT Documents

o WEX Documents
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