
TGAAA FILE CHECKLIST
Customer Name: ___________________________________________ SSN: _________________________________
Address: _______________________________ City: __________________ State_____________ Zip_____________
Phone:____________________________  Email_____________________________ Petition Number_____________ 
	

	 NOTE:  All forms must be signed and dated in ink by customer and case manager. NO WHITEOUT ALLOWED!         
               Initial all corrections.  If corrections are made on customer forms, both case manager and customer must initial.                                                                                                                                                                                                                                                                                                 

	SECTION 1

APPLICATION AND DOCUMENTATION  (front left side)

_____  TGAAA File Checklist

_____  Customer Profile

_____  TGAAA-WIA Application 
_____  Authorization to Work in United States  
___Birth certificate or hospital birth record

___Current Passport or Visa
___Current Alien Registration  Card ( green card)

___ Birth Cert. unavailable/Other_________________
_____ ID Verification  (prefer photo ID)

___Driver’s License (or) State ID
___Other ______________________

____   Copy of TGAAA Decision (Petition Certification)

____    Date Finder

VERIFICATION OF WORK HISTORY-MISC. FORMS
_____  IDES Basic Claim printout from IBIS
_____  TRA Claim printout from IBIS
_____ Customer name on Employer’s official layoff  list   or…
_____  Layoff  letter from employer (if name is not on layoff list)
_____  Check stub from trade-impacted employer

_____   Selective Service Verification  or DD214
_____  Customer Complaint Procedure 
_____   Customer Service Agreement
_____   Self Sufficiency Review Form
_____   Authorization to Verify Employment

_____  Illinois Skills Match printout
_____  Resume

26/26 Eligibility Requirements for TRA

 _____   Met 26/26 eligibility?   Yes____    No____

              
	SECTION 2

TGAAA  STATE FORMS (front right side)

_____   TGAAA Illinois Waiver Approval Affidavit
_____   Merit Staff approval documentation for waiver and IEP
_____   TGAAA Form #014-Individual Employment Plan (IEP)

_____   Transferable Skills Checklist

	
	_____   TGAAA Form #001-Benefit Rights and Obligations 

_____   TGAAA Form #002- Standard Application



	
	_____   TGAAA Form #003-Waiver of Training 
             _____ Boxes 1-11 completed

_____ Boxes 12-17 documented accurately 
_____ Box 18  Waiver  Period completed by State?  Y    N
_____ Box  19  Appropriate  reason checked
             _____ Box 20- Extenuating circumstances must be  
                         documented and pre-approved  by DCEO                                                                                                              

_____ Box 21- 60 Day Proper Notification
_____ Box 22- Good Cause Provision
_____ Box 23-Customer Signature and Date completed

_____ Box 24-Case Mgr. Signature and Date completed
_____ Box 25- LWIA Director Signature

_____ Box 26-Waiver Approved/Denied by State

_____ Box 27-DCEO State Merit Staff Signature
_____ Box 28- 1st Waiver Extension documented

_____ Box 29- 2nd Waiver Extension documented

_____ Box 30- 3rd Waiver Extension documented

_____ Box 31- Waiver Criteria Change #1 (if applicable)
_____ Box 32- Waiver Criteria Change #2 (if applicable)

_____ Box 33- Waiver Revocation documented and signed 

_____ Box 34- Case Manager Signature
_____Box 35-LWIA Director Signature

_____ONET -LMI printout  for occupation at layoff
_____TGAAA  Waiver from Training Fact Sheet



	
	JOB SEARCH RECORDS
_____  IDES  UI Work Search Record/regular UI (copy) –every 28 
             days to continue waiver (most current date filed on top)
_____  IDES TRA Claim Certification (copy)- every 28 days to

            continue waiver (most current date filed on top)


	
	_____2009 Trade Program  Internal Monitoring Review Form 

TAA  COORDINATOR REVIEW/CERTIFICATION



	
	_________Date_______  initials -Waiver Certification 
_________Date_______  initials -Intake 
_________ Date_______ initials- Waiver Extension
_________ Date ______  initials- Training Certification
_________ Date_______ initials- Job Search/Job Relocation

	
	

	                                                  SECTION 3

TRAINING  (Back Left Side)
_____  TGAAA Trade Training Approval Affidavit
_____  Merit Staff Approval Documentation for Training

_____ 60 Day Benchmark Documentation
	                                                      SECTION 4

SEMESTER DOCUMENTATION  (Back Right Side)


	_____  Old occupation labor market research (ONET)
_____  New occupation labor market research (ONET)
_____  Request for Training Proposal 

_____  College catalogue description (printout from book or online)              

_____  Program and Cost Sheet  (IWDS approved training printout)
_____  Payroll Sheet (TGAAA and WIA)
_____  Form #007 (ITA-required for TGAAA training files)

_____  Form #006-TGAAA Verification of Training Form (signed 
             by all 3 parties prior to 1st day of training)
_____  Financial Aid information-Copy of FAFSA and/or SA            _____  Testing  _____Math _____Reading, ____GOE

_____  Career Scope (training only) 
_____  Authorization to Release Information (School)

_____  Authorization to Release-General form, if applicable

_____  Classroom Training Orientation Form

 _____ Notice Of Selection

_____  Miscellaneous Forms

OJT
_____ TGAAA Form #008- OJT Agreement Form/Pre-Award 
_____ TGAAA Form #009- OJT Invoice
_____ TGAAA Form #010-  Monitoring ___1st___2nd___3rd___4th___5th  ___6th___8th___9th___10th___11th___12th
___     Misc. Forms

TGAAA JOB SEARCH ALLOWANCE
_____TGAAA Form #012- Application for Job Search Allowance
_____TGAAA Form #012a-Reconciliation of Job Search 
            Allowance
_____ Illinois Route Map /MapQuest Mileage verification             _____ Verification of Job Interview  (letter/email from employer 
            verifying job interview
_____TGAAA Form #12b completed and signed by potential  

           employer to verify attendance at job interview

TGAAA RELOCATION ALLOWANCE
_____TGAAA  Form  #013Application for Relocation Allowance  
_____TGAAA Form #013a Reconciliation  of Relocation          

_____TGAAA Form #013b New Employment Confirmation letter
RTAA

_____ TGAAA Form #011 RTAA Application – ( Give Original 

             to IDES for approval)      

_____ Copy of check stubs from trade-impacted employer
_____ Copy of check stubs from  new employer

_____ Letter from  new company of job offer/wage/start date

	(Each semester should be separated by a white labeled divider)
· Grades

· TGAAA Attendance Forms ( Monthly Contact Forms should be attached to each Attendance form)
· TGAAA Bi-Weekly Attendance Forms
· Customer Request for Supportive Service forms

        (if applicable each semester)

· Tuition/Book Vouchers
· Semester Billing
· Class Schedule
· Supportive Service Calculation sheet (Mileage/Child Care)

· Form #005-TGAAA Transportation Assistance

· Illinois Route Map/Mapquest/Google Mileage Verification

· TGAAA Training Requirement Fact Sheet

Completed Semester Documentation            

______Semester    ______ Year                           _____cm initials

______Semester    ______ Year                           _____cm initials

______Semester    ______ Year                           _____cm initials

______Semester    ______ Year                           _____cm initials

______Semester    ______ Year                           _____cm initials

______Semester    ______ Year                           _____cm initials

______Semester    ______ Year                           _____cm initials

TGAAA CORRESPONDENCE LETTERS TO CUSTOMER: 
Non-Compliance, Potential Suspension, Revocation, and 

Waiver Termination letters to be filed in SECTION  4 with most recent date on top.
NOTE:

 If customer is enrolled in training, please put divider between these letters and the 1st semester of school.


	
	








Rev. 01/12  




