[bookmark: _GoBack]NH EMPLOYMENT SECURITY
Trade Act File Review Worksheet

Local Office: _____________________________________________________ Date: ________________
Case Manager: ___________________________________________________
1. Participant Information:
	Name:
	

	Last 4 of ssn:
	

	Petition #:
	Employer:

	Registration Date:
	Rapid Response ____ yes ____

	Met 26 week deadline? ___ yes ___ no
	Co-enrolled? ___ yes ___ no



2. Documentation:
	
	Yes
	No
	Describe Documentation in File

	1. Social Security Number
	
	
	

	2. Driver’s License
	
	
	

	3. U.S. Citizen or Eligibility to work in U.S.
	
	
	

	4. Veteran Status
	
	
	

	5. Notice of Trade Act Approval
	
	
	



3. Job Match Registration:
	
	Yes
	No
	Describe 

	1. Complete Registration
	
	
	

	2. Background Wizard
	
	
	

	3. At least 1 complete Resume (active & online)
	
	
	

	4. Objective Assessment Summary
	
	
	

	5. Virtual Recruiter Active
	
	
	

	6. Case Notes
	
	
	

	7. Interest/Aptitude Assessments done
	
	
	

	8. Case note documenting SSN & Drivers License
	
	
	

	9. Appropriate Services taken at all times
	
	
	

	10. Fully Developed IEP
	
	
	



4. NHUIS
	
	Yes
	No
	Describe Documentation in File

	1. TAA Application Complete
	
	
	

	2. TRA Application Complete
	
	
	

	3. Assessment Done
	
	
	

	4. NHUIS Case Notes
	
	
	



5. Training Exploration
	
	Yes
	No
	Describe Documentation in File

	1. Six criteria met
	
	
	

	2. Training program outline w/costs
	
	
	

	3. Labor Market Information
	
	
	

	4. Budget Worksheet
	
	
	

	5. Notice of Trade Approval
	
	
	

	6. Documentation of more than one estimate
	
	
	

	7. 26/26 deadline
	
	
	

	8. Reviewed work search efforts
	
	
	



6. Training Approval
	
	Yes
	No
	Describe Documentation in File

	1. 733 – Application for training
	
	
	

	2. Complete Assessment
	
	
	

	3. Tools Inventory
	
	
	

	4. Contract back-up sheet
	
	
	

	5. Mileage/Transportation Policy Signature Page
	
	
	

	6. Break in Training Forms
	
	
	

	7. Budget Information Worksheet
	
	
	

	8. 761-Notice of Rights & Promise of Compliance
	
	
	

	9. Allowable Supplies Memo
	
	
	

	10. School Contacts
	
	
	

	11. Documentation of required costs i.e. tools, laptop, etc. 
	
	
	

	12. Training waiver
	
	
	





7. Training
	
	Yes
	No
	Describe Documentation in File

	1. Are Benchmarks Current
	
	
	

	2. Grades on file
	
	
	

	3. Counseling Notes in JMS
	
	
	

	4. Seen at least every 4 weeks
	
	
	

	5. Attendance Verification forms completed
	
	
	



8. Post-training	
	
	Yes
	No
	Describe Documentation in File

	1. Credential on file
	
	
	

	2. Follow-up job search
	
	
	

	3. Updated Resume completed
	
	
	

	4. New employment found 
	
	
	



9. RTAA
	
	Yes
	No
	Describe Documentation in File

	1. Applicant U.S. Citizen or legal to work in U.S.
	
	
	

	2. RTAA application submitted w/in 2 years
	
	
	

	3. Reemployment is not at the TAA employer where separated
	
	
	

	4. Employment at least 20 hours per week while in full-time training
	
	
	

	5. Applicant is 50 years of age or more
	
	
	

	6. Proof of age submitted
	
	
	

	7. Proof of earnings from TAA employer
	
	
	

	8. New employment is less than $50K annually
	
	
	

	9. Proof of reemployment submitted
	
	
	

	10. Employment equals at least 37.5 hours per week
	
	
	

	11. Is application complete and signed by both RTAA claimant and staff person
	
	
	

	12. Federal Withholding Option completed & entered into NHUIS
	
	
	





10. Job Search Allowance
	
	Yes
	No
	Describe Documentation in File

	1. Application complete
	
	
	

	2. Assessment in NHUIS done
	
	
	

	3. Is payment amount correct
	
	
	



11. Relocation Allowance
	
	Yes
	No
	Describe Documentation in File

	1. Application Complete
	
	
	

	2. Offer of employment in file
	
	
	

	3. Assessment in NHUIS done
	
	
	

	4. Three estimates for Common Carrier
	
	
	

	5. Paid correctly
	
	
	



12. Trade Readjustment Allowances
	
	Yes
	No
	Describe Documentation in File

	1. File for TRA timely
	
	
	

	2. Waiver needed
	
	
	

	3. Basic TRA paid
	
	
	

	4. Add’l TRA paid
	
	
	

	5. Completion TRA paid
	
	
	

	6. Were payments timely
	
	
	

	7. File NBY claim each quarter when appropriate
	
	
	

	8. Elect TRA over UI
	
	
	

	9. 45-day extenuating circumstances 
	
	
	



