NEG File Checklist

Customer Name:  __________________________________________________________________________

	Process


	Forms
	Staff Responsibilities

	STEP 1:  WCF Temp Jobs Interest Survey
	 FORMCHECKBOX 
   Completed- WCF Temporary Jobs Interest Survey 
	Survey Sorted by County of Residence

	STEP 2:  Telephone Call Eligibility Screening
	 FORMCHECKBOX 
   NEG Initial Assessment

	NEG Staff will contact the applicant via phone and complete the NEG Initial Assessment Form.

NOTE:  These forms must be filed in the PENDING filing system based on their #1 job interest selection.  These will be suspense filed for processing under Step 3.

	STEP 3:  Manual Job Matching Process 


	N/A
	NEG Staff will complete a manual job matching process with available Employer Worksite Agreements.

	STEP 4:  Telephone contact with the NEG Applicant  re:  Temp jobs


	N/A
	NEG Staff will contact the applicant via phone and to advise them of the available temp jobs based on current Employer Worksite Agreements.

NOTE:  If the applicant is not interested in available temp jobs, then the NEG Staff should file the survey form into the PENDING filing system.

	STEP 5:  WIA Registration 


	Mandatory 





 FORMCHECKBOX 
  NEG Pre-Application

 FORMCHECKBOX 
  MIS 3 – Eligibility Documentation Worksheet

 FORMCHECKBOX 
  Verification of Job Separation

 FORMCHECKBOX 
  Grievance Procedures




 FORMCHECKBOX 
 General Release of Confidential Information

 FORMCHECKBOX 
  Manual Case Note Log

 FORMCHECKBOX 
  NEG Career Plan

Optional

 FORMCHECKBOX 
  Verification of Citizenship

 FORMCHECKBOX 
  Applicant Statement

 FORMCHECKBOX 
  Telephone Verification/Document Inspection

	NEG Staff will complete the manual NEG Registration packet with the applicant.  Necessary copies of documentation will be obtained and included in the customers NEG case record.  Data entry into the OSMIS system will be completed by the NEG staff.

NOTE:  Customer must be assigned to Assisted CORE activities first and then INTENSIVE activities in the OSMIS system under activity hyperlink.  The ACS and INTENSIVE activities must be edited to show completion.



	STEP 6:  Enrollment into Work Experience 


	Mandatory



 
 FORMCHECKBOX 
 Assign OSMIS Work Experience Activity

 FORMCHECKBOX 
  OSMIS Public Case Note

Optional
 FORMCHECKBOX 
  Purchase Order

 FORMCHECKBOX 
  Statement of Need


	NEG Staff will enter the Work Experience activity.  Special Coding Instructions:

Leave the  FUND Code/PROGRAM Code as NOT SELECTED and enter State Special Project Code “00ND” (Hurricane Charley).

ODDS system:  Entry referral to open job order for temp position.


______________________________________   
_______________/_________/______________
OSCC Representative Signature                           Date
August 2004


