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Federal law and 
policy requires all 
states to ensure 
documentation 
associated with key 
program 
performance 
outcomes are 
accurate and valid 
and placed in file.

• Documentation needed to 
determine Eligibility

• Documentation for Payroll

• Documentation as the youth 
works towards specific Goals



Documents
Needed for Eligibility

• Completed and signed applications (and parent/guardian signature where 
required)

• Completed, self-attestation forms signed and dated by the participant and 
case manager (and parent/guardian signature where required)

• Date of Birth documentation 
• Social Security card/letter 
• Proof of Selective Service registration for all males 18 and older
• Copies of assessment(s) used to determine basic skills deficiencies
• Any IEP and/or paper-based Individual Service Strategy



Proof of Age
Documentation must have date of birth

• Driver’s license or state ID
• Baptismal record

• Governmental issued  birth certificate
• A copy of an age certificate issued by local 

school officials
• DD-214 Report of Transfer or Discharge 

Paper

• Federal, state or local identification card
• Passport

• Hospital record of birth
• Social Security Administration printout

• Public assistance/social service records
• School records
• Work permits

• Cross match with the Department of Vital 
Statistics

• Family Bible or tribal records.

Self-attestation is now allowable for date of birth (TEGL 23-19). Staff/youth service providers 
should make every effort to secure documentation, if possible.



Social Security Number
Numbers must be documented but the refusal of giving a Social Security number CANNOT be used to 

deny services to an otherwise eligible individual

• Social Security card (other than a card indicating “not valid for 
employment)

• W-2 form
• IRS form letter 1722
• Pay stubs
• Social Security benefit checks
• DD-214 Report of Transfer or Discharge
• Military ID
• Other Federal or state ID with a Social Security number.



Selective Service Registration
for all males born on or after January 1, 1960 who have reached 
their 18th birthday but who have not reached their 26th birthday.

• Acknowledgement letter
• Selective Service registration card
• A stamped post office receipt of mailing a registration
• DD-214 Report of Transfer or Discharge
• Selective Service Status Information Letter
• Selective Service registration record (form 3A, Selective Service Verification form)
Please Note: Selective Service registration only applies to individuals born as males. Persons born as males, 
but later identify themselves as something other than male are still legally required to register for Selective 
Service. Conversely, a person born as a female, but now identifying as something else should not register for 
Selective Service. Additional information can be found at www.sss.gov

Selective Service registration is NOT included in data validation (with the exception of Youth Re-
employment Opportunities grants.) However, this does not change the requirement that males 18 
through 26 years of age who participate in WIOA funded programs must be registered with the
Military Selective Service System (MSSS) in accordance with WIOA Section 189(h). 

http://www.sss.gov/


U.S. Citizenship/Authorization
to Work Status

U.S. Citizenship/Authorization to Work is required for WIOA eligibility

• Original or certified copies of a birth 
certificate issued by a state, county, 
municipal authority or outlying United 
States possession

• Alien registration card indicating Right to 
Work (USCIS forms I-151, I-155, I-94, I-
197, I-179)

• Voter registration card
• Public assistance or SNAP records
• Naturalization certification
• DD-214 Report of Transfer or Discharge 

(if place of birth is indicated)

• Foreign passport stamped eligible to 
work in U.S.

• Hospital record of birth (if place of birth 
is indicated)

• Native American tribal documentation
• U.S passport (expired or unexpired)
• or any one verification source from List 

A of the I-9 form OR any one verification 
source from List B AND any one 
verification source from List C of the I-9 
form (see related links)

• Social Security card unless it is stamped 
“not valid for employment.”



Family of One
Documentation is preferred IF eligibility for services

under WIOA Youth is based on this designation

Any youth qualifying as a “family of one” under WIOA Youth is an applicant with a 
disability whose own income is at or below the poverty line, but who is a member of 
a family whose household income would otherwise be higher.  

Note: 

Youth with a disability:  Acceptable documentation includes:  School Section 504 
records provided by the student, assessment test results. Self-attestation is also 
permitted; however, the applicant can identify as having a disability but chooses not 
to self-identify any additional details regarding the disability.

.



Individual/Family Income
Documentation is preferred IF eligibility is based on earnings received; otherwise self-
certification is acceptable if it is noted why source documentation is not available

• Pay stubs 
• Alimony agreements
• Veterans Administration award letters
• Bank statements
• Compensation award letters
• Court award letters; employer statements
• Family/business financial records
• Housing authority verifications
• Pension statements
• Quarterly estimated tax statements

• Social Security Administration benefit 
statements

• Unemployment Insurance documents
• Public assistance/SNAP records
• Cross-match with refugee assistance 

records
• Self-certification (if no other forms of 

documentation are available). 

NOTE: For WIOA youth who are out-of-school at the time of enrollment, low income applies only in 
those cases where the participant is eligible solely on the basis of “needs additional assistance…” OR is 
an “English Language Learner.” OSY applicants with one or more other barriers do NOT need to meet 
income eligibility requirements.



Proof of Receipt of Public Assistance/SNAP
Documentation is required IF it is directly pertinent to eligibility;

Self-certification is acceptable if it is noted why source documentation is not available.

Acceptable documentation includes: 

• Copy of public assistance check
• Public assistance records/printout
• Cross-match with public assistance database
• Copy of authorization to receive SNAP benefits 
• SNAP receipt or letter from SNAP agency
• Postmarked SNAP mailer with name and address
• Refugee assistance records
• Medical card showing cash grant status
• Public assistance case number obtained by eligibility determination staff from a call to 

the public assistance office. 

WDAs choosing to use individual/family income as a qualifying factor do NOT 
need to verify receipt of public assistance/SNAP.



School Status at time of Enrollment (not 
Application): 

• School ID card
• Transcript
• Report card
• Attendance record
• other student data or record
• Letter from school
• Self-attestation is also permitted under WIOA 

Youth.

Acceptable 
documentation 

includes:

For definition of In School and Out of School 
Youth see Youth Eligibility Handbook – Office of 
Youth Development



A Low-Income Individual

• “Family of one” 
• Free or reduced-price lunch
• Self-attestation is also permissible; case notes 

should reflect relevant circumstances.

Acceptable 
documentation 

includes:



Basic Skills Deficient

• Assessment test results
• Applicable records from educational institution 

(transcripts, academic assessments, other 
school documentation)

• Case notes. 
• IMPORTANT NOTE: Self-attestation is NOT 

permitted in this instance.

Acceptable 
documentation 

includes:



An English Language Learner (ELL)

• Case notes
• Assessment test results
• Applicable records (transcripts, letters) from an 

educational institution
• Signed Individualized Service Strategy and/or 

application enrollment form
• Self-attestation is permitted.

Acceptable 
documentation 

includes:



An Offender
• Case notes
• Court documents
• Letter of parole
• Letter from probation officer
• Documentation from the juvenile or adult 

criminal justice system
• Referral transmittal from a reintegration 

program/agency
• Signed Individualized Service Strategy and/or 

application or enrollment form
• Self-attestation is also permitted.

Acceptable 
documentation 

includes:



A Homeless Participant, Homeless Youth or 
Runaway Youth

• A signed intake application
• Documentation form a shelter or social 

services agency
• Needs assessment documentation
• Case notes
• Signed individual service strategy
• Documentation from a caseworker or support 

provider
• Self-attestation is also permitted

Acceptable 
documentation 

includes:



A Foster Youth
Any youth who is 24 years of age or younger at the time of enrollment and is 

currently in the foster care system or has aged out of the foster care system.

• Written confirmation from a social services 
agency

• Case notes
• A copy of transmittal/referral documentation 

from a foster care agency
• Needs assessment
• Signed intake or application form
• A signed Individual Service Strategy
• Self-attestation is also permitted.

Acceptable 
documentation 

includes:



Pregnant or Parenting Youth

• Case notes
• Needs assessment
• Women, Infants and Children (WIC) eligibility 

verification
• TANF/MFIP single-parent eligibility verification. 
• Self-attestation is also permitted. 

Acceptable 
documentation 

includes:



Youth with a Disability

• School records/504 records/IEP provided by 
the student and/or school

• Assessment test results
• Self-attestation is also permitted; however, the 

applicant can identify as having a disability but 
chooses not to self-identify any additional 
details regarding the disability.

Acceptable 
documentation 

includes:



Youth Needing Additional Assistance
An individual who requires additional assistance to complete an educational
program or to secure or hold employment

• Acceptable documentation specific to the 
assistance being sought

• Definition is defined by local Workforce 
Development Boards

• This definition must be reasonable, 
quantifiable, and based on evidence that the 
specific characteristic of the youth identified 
objectively requires additional assistance.

• Self-attestation

Acceptable 
documentation 

includes:



Students Eligible to Receive (or receiving) Free or 
Reduced-Price Lunches
May be used as a proxy for meeting low-income requirements under WIOA

• Self-attestation is permissible
• Documentation or confirmation from the 

school district the applicant is attending is 
preferred.

Acceptable 
documentation 

includes:



Anoka County has 
developed a form for 
the school to 
complete that assists 
with gathering much 
of this needed 
documentation



Documents
Needed for Payroll

• I-9 and documents needed to satisfy Column A or Column 
B & C of I-9

• W4

• MNW4



Documentation
for Case Management

• Copies of any valid, WIOA-recognized diplomas or other credentials received 
by the participant during (or after) program participation 

• Copies of report cards or transcripts (secondary or post-secondary)
• Copies of subsequent basic skills test results used for meeting the EFL gain 

portion of the Measurable Skills Gain
• Copies of any correspondence relating to the participant being EXCLUDED 

from WIOA Performance by the WDA.
• Documentation relating to any support services provided to the participant
• Documentation relating to a participant’s Individualized Training Account (ITA)



Credentials 

• Associate's degree

• Bachelor 's degree

• Occupational licensure

• Occupational certificate, including Registered Apprenticeship and Career 
and Technical Education educational certificates

• Occupational certification

• Other recognized certificates of industry/occupational skills completion 
sufficient to qualify for entry-level or advancement in employment.

See Chapter 13: Youth Credentials under WIOA for further details



Occupational Licenses

• Granted by federal, state or local governmental agencies;

• Mandatory in the relevant jurisdiction;

• Intended to set professional standards and ensure safety and quality of work, such as medical
licenses for doctors;

• Required in addition to other credentials (educational awards, apprenticeship, or
certification);

• Defined by laws and regulations;

• Time-limited: occupational licenses must be renewed based on meeting on-going
requirements to maintain the license;

• Violation of the terms of the license can result in legal action;

See Chapter 13: Youth Credentials under WIOA for further details



Personal Certifications 

• Granted by third-party non-governmental agencies – usually associations, and by companies;

• Intended to set professional standards for qualifications, such as a certification for a crane operator,
or a Novell Network Certified Engineer;

• The standards for certifications are not defined by government laws or regulations;

• Usually require successful completion of an examination or assessment, which indicates mastery
of competencies as measured against a defensible set of standards;

• Usually must be renewed in some way after a certain time period based on meeting certain 
requirements for renewal;

• Voluntary – although state licensure boards and employers may specify certification as part of 
their requirements; and

• Violation of standards or requirements can result in suspension or revocation of certification.



Additional Information

The Eligible Training Provider list including WIOA 
certified trainings can be found here: 
https://apps.deed.state.mn.us/lmi/cpt/Search

https://apps.deed.state.mn.us/lmi/cpt/Search


How to save 
using EDS in 
Wf1



In Anoka County we developed 
a guide for our counselors to 
help them know where to put 
documents in EDS.



Where to store 
items in EDS

Anoka County created a document 
to assist our counselors in storing 
documents in the correct files in 
Wf1.  Some of the names of our 
forms did not match up perfectly.  



• Agency, Staff Associated, Document Name, and the Privacy Level fields 
must be entered prior to uploading the document into EDS. 

• The Staff Associated dropdown options are listed based on the active staff 
associated with the Agency related to the logged in user. 

• The Document Name is the pre-defined title of the document in EDS. It is 
associated to only one document type. The user can specify a user-defined 
document name to handle situations where a custom value is desired. 

• The User Defined Document Name field is used enter a custom value for 
the document name. 

• The Folder field provides additional groupings of documents for retrieval. 
Documents can be assigned to only one folder. 



The Privacy Level field determines if the document is available for users under the appropriate umbrella rules to 
view, or if it is only available to the currently assigned staff or users with the privacy privileges. Users with the 
appropriate privileges have the ability to set the indicator when adding the document. 

• Can Share With Person will indicate whether a document can or cannot be shared with a user. This just serves 
as a reminder to the user if they open the document and the person happens to be sitting next to him or her. 

• Received Date indicates when the document was received by the agency. 

• Document Date is available if a user would like to store a date that appears on the document that isn’t one of 
the other dates. 

• Signed Date is the date the document was signed. 

• Expiration Date is the expiration date of the document. 

• The Reasons for Collecting field gives the user a dropdown, multi-select list of reasons document was 
collected. 

• User Defined Date fields are dates that providers collect that are not captured elsewhere in WF1. 

• User Defined Tag fields further identifies a document and are used by the direction of each agency. 

• The School field identifies the school, college, or university associated with the document. 

• The Comments field communicates any additional information on the document. The comments save directly 
on the Document Tags and Comments page and are viewed by anyone that has the appropriate privileges. 

• The Case Note and Case Note Category documents client-specific information related to the document that 
are not formally captured elsewhere in WF1. This should be used to provide additional context, but not to 
indicate that a user uploaded a document as WF1 already keeps track of that. Notes entered in this textbox 
saves to the person’s Case Note Summary. 

Once you have completed the required tag fields, you must select the Upload button. You will receive 
confirmation that the document uploaded to EDS through a message stating, “Document saved.”



References

• WIOA Manual Chapter 4
Documentation of Eligibility

• WIOA Manual Chapter 13
Youth Credentials under WIOA

• WIOA Manual Chapter 14
Electronic Document Storage (EDS)

• TEGL 23-19

• Youth Eligibility Handbook

• EDS User Guide (found Under How-to 
Guides)
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