ATTACHMENT 5G: TAA PROGRAM  
[bookmark: _GoBack]PARTICIPANT FILE REVIEW MONITORING GUIDE

	TRA WAIVERS
	PARTICIPANT ID
	                         
	LOCAL AREA
	
	OFFICE
	

	

	Shaded Area - Refer to the Participant’s Connecting Colorado record

	TRA WAIVERS
	SOURCE DOCUMENT
	Y
	N
	n/a

	1. Is there a signed copy of form TRA-10 (2002 law), TRA-20 (2009 law),  TRA-40 (2011 law) or TRA-50 (2014 law) in the participant’s file?
	TRA-10 or TRA-20 or TRA-40 or TRA-50

	
	
	

	2. Are the dates listed on the TRA-10, TRA-20, TRA-40 or TRA-50 accurate?
	TRA-10 or TRA-20, TC screen, TA Screen
	
	
	

	3. Was the waiver issued within the TRA Deadline?
	TRA-11 or TRA-21 and TRA-10 or TRA-20
	
	
	

	4. Did the claimant meet the reason for the initial waiver and each monthly waiver review?
	TRA-11 TRA-21, IEP, CA, counselor notes, training plan, misc documentation
	
	
	

	5. Is there documentation to support the reason for the initial waiver and each monthly waiver review?
	IEP, CA, Counselor notes, misc documentation
	
	
	

	6. Were the waivers reviewed in a timely manner?
	TRA-11 or TRA-21 and TA Screen
	
	
	

	7. Are the participant’s job contacts for each month in the file?
	Job Search log
	
	
	

	8. Has the waiver been revoked?
	TRA-11 or TRA-21 and TA Screen
	
	
	

	9. Was the waiver revoked in a timely and appropriate manner?
	TRA-11 or TRA-21 and TA Screen
	
	
	

	10. Was the worker denied a waiver?
	TRA-22
	
	
	

	11. Was the denial issued appropriately?
	TRA-22, counselor notes, emails from TRA
	
	
	

	TRA RECIPIENTS
	
	
	
	

	12. Is there a signed copy of form TRA-101 (CAP-Card authorization) in the participant’s file? 
	
	
	
	

	
	
	
	
	

	
	
	
	
	






	[bookmark: Check2][bookmark: Check1]RETRAINING: CLASSROOM |_|OJT |_|
	PARTICIPANT ID
	                         
	REGION
	           
	OFFICE
	

	Shaded Area - Refer to the Participant’s Connecting Colorado record
	SOURCE DOCUMENT
	Y
	N
	n/a

	1. Does notice of denial of training include citation of the law or regulations?
	TAA101
	
	
	

	2. Is the signed immigration affidavit in the file?
	After 08/07/06
	
	
	

	3. Is it documented that suitable employment is not currently available for the applicant 
	JW search screen print 
	
	
	

	4. Is it documented that the participant’s financial resources were discussed?
	
	
	
	

	5. Are the participant’s placement/assessment scores documented?
	
	
	
	

	6. If private school was approved is it documented that the lowest cost training within the commuting area was given first consideration? 
	TAA859 p8 from public school
	
	
	

	7. Are costs of all training materials documented? 
	p8, p9a, tool lists, price quotes
	
	
	

	8. Are sources of training materials not available from the training provider identified?
	TAA859 p8a
	
	
	

	9. Are costs to commute to training outside the commuting area calculated and included in training costs? 
	TAA859 p5
	
	
	

	10. Are sources of training funds other than TAA identified?  
	TAA858 p2
	
	
	

	11. Is satisfactory progress in training documented?
	Grade reports for each completed term
	
	
	

	12. Is training outcome documented in case notes or other documentation?
	Credential or withdrawal date
	
	
	

	TRA Training Benchmarks
	
	
	
	

	13. Is form TRA-44 included with the IEP?
	Signed TRA-44
	
	
	

	14. Are there copies of form TRA-45 dated approximately 30 days apart beginning not more than 30 days after the first date of TAA-approved training?
	TRA-45 signed by the Counselor
	
	
	

	15. Are failed benchmarks documented?
	Signed TRA-46 (and TRA-47, if appropriate)
	
	
	

	16. Are benchmarks correctly recorded (one BP or BF “service” recorded to account for each copy of TRA-45,46 or 47)?
	F8-match 1 “service” to each form.
	
	
	

	17. Are pre-benefit case management services correctly recorded (IA, CA and IE services all recorded with correct date)?
	F8-All 3 dates on/ before TN start date
	
	
	

	18. Was training approved on or after the date the participant was determined TAA eligible? 
	TA-training app. date after elig. determ. date)
	
	
	

	19. Is the training start date recorded in Connecting Colorado according to procedures in the TAA Handbook?
	F8-training service start date
	
	
	

	20. Is approval to continue training recorded in Connecting Colorado according to procedures in the TAA Handbook?  
	Completion code C on successive training services, except last
	
	
	

	21. Is completion or termination of training recorded in Connecting Colorado according to procedures in the TAA Handbook?
	Completion code S or U on the last OC, OJ or PV service on/before TN service end date
	
	
	

	22. Did the participant complete their training program?
	Case notes
	
	
	

	23. If the participant did not complete the training are there case notes or other documentation detailing the reasons?
	Case notes
	
	
	

	ON THE JOB TRAINING ONLY:
	
	
	
	

	1.  Is it documented that the desired training will provide transferable skills in a growth 
     occupation?
	LMI info
	
	
	

	2.  Is it documented that the duration does not exceed the SVP for the desired
     occupation?
	OJT Planning Form ONET printout
	
	
	

	3.  Did the employer sign the Certification of Special Conditions?
	Signed document
	
	
	



11/2012

	JOB SEARCH/RELOCATION
	PARTICIPANT ID
	                         
	REGION
	
	OFFICE
	

	

	Shaded Area - Refer to the Participant’s Connecting Colorado record

	JOB SEARCH
	SOURCE DOCUMENT
	Y
	N
	n/a

	1. Was each application for JSA filed by the participant on or before the latter of:
· The 365th day following the most recent qualifying separation, or
· The 365th day following the date the participant’s employer was certified, or
· The 180th day following completion of TAA-approved training.
	TA screen (check file if needed)
	
	
	

	2. Is it documented that the participant “has no reasonable expectation of securing suitable employment in the commuting area...” (see 20CFR617.32(a)(4))?
	JW search screen print or other LMI, work search log
	
	
	

	3. Has the TAA Counselor verified and documented that an interview for a current opening for permanent full-time employment at a location outside the participant’s commuting area has been scheduled for the participant?
	TAA861, Employer statement
	
	
	

	4. Did the TAA Counselor verify and document the results of the interview?
	TAA861, F10 notes
	
	
	

	5. Was the application for JSA submitted and approved prior to the participant’s departure for the interview?
	TAA861
	
	
	

	6. Are requests for reimbursement of Job Search expenses accompanied by original receipts?  
	receipts
	
	
	

	7. Is the mileage traveled by POV documented?
	Mapquest ® printout
	
	
	

	8. Were amounts spent for non-approved purchases excluded from the total amount submitted for payment?
	receipts
	
	
	

	9. Are amounts reimbursed for travel, lodging and meals not greater than the limits stated in the regulations at 20CFR617.34?
	GSA per diem tables, actual amounts paid, TAC file
	
	
	

	10. Is the total amount reimbursed for all JSA requests submitted by the participant not more than $1250.00?
	Display Financials screen for TZ service
	
	
	

	RELOCATION
	
	
	
	

	11. Was the application for Relocation Allowance on or before the latter of:
· The 425th day following the most recent qualifying separation, or
· The 425th day following the date the participant’s employer was certified, or
· The 180th day following completion of TAA-approved training.
	TA screen (check file if needed)
	
	
	

	12. Is it documented that the participant “has no reasonable expectation of securing suitable employment in the commuting area...” (see 20CFR617.42(a)(6))?
	JW search screen print or other LM I, work search log
	
	
	

	13. Is it documented that the participant “has obtained suitable employment affording a reasonable expectation of employment of long-term duration, or a bona fide offer of such suitable employment, outside the commuting area and in the area of intended relocation”?
	Employment offer
	
	
	

	14. Is it documented that price quotes obtained from commercial carriers for relocation services were “binding, not-to-exceed” estimates?
	TAC file: Quotes, summaries
	
	
	

	15. Were amounts reimbursed for travel, lodging and meals not greater than the limits stated in the regulations at 20CFR617.46?
	TAC file: actual amounts paid GSA per diem tables
	
	
	

	16. Were all expenses incurred after the date the Relocation Allowance was approved?
	TAC File: form TAA860
	
	
	




	ATAA/RTAA
	PARTICIPANT ID
	
	REGION
	
	OFFICE
	

	

	ATAA
	SOURCE DOCUMENT
	Y
	N
	n/a

	1. Is there a signed copy of form ATAA-2 in the participant’s file?
	ATAA-2
	
	
	

	2. Is there documentation in the file to support the ATAA-2?
	ATAA-2, Driver’s license, pay stubs
	
	
	

	3. Is there a signed copy of form TRA-10 in the participant’s file?
	TRA-10
	
	
	

	4. Is it documented that the participant’s new employment is not the same as the previous trade-affected employment?
	Pay Stubs, Counselor’s notes
	
	
	

	RTAA
	
	
	
	

	5. Is there a signed copy of form RTAA-2 in the Participant’s file?
	RTAA-2
	
	
	

	6. Is there documentation in the file to support the RTAA-2
	Driver’s license, Pay stub
	
	
	

	7. Is it documented that the participant’s new employment is different from their previous employment?
	
	
	
	

	8. Was the participant’s RTAA-2 completed prior to the issuance of the entitlement letter?
	Entitlement notice, TA screen
	
	
	

	9. If the participant is attending TAA approved training, is the training full time with part time employment or full time employment with part or full time training?
	Connecting Colorado TA screen, Training Authorization
	
	
	

	10. Was the full time training approved prior to the submission of the RTAA-2 form?
	Connecting Colorado TA screen, Training Authorization
	
	
	

	
	
	
	
	

	
	
	
	
	



