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Uploaded Eligibility Document Requirements 
for Adult and Dislocated Worker ITA Submission 
Must be uploaded prior to ITA submission to GLWA/Commerce 

1. Customer Information Form
2. Driver’s License/Passport/ Non-Driver’s Identification Card *
3. Social Security Card *
4. Selective Service Acknowledgement Form
5. Eligibility documentation - examples include but are not limited to Pay stubs, Food Stamp 

card w/ receipt or Telephone verification letter, Layoff letter, UI Wage documentation 
screen/printout, or signed Applicant Statement. *

6. TABE Results
7. Customer Agreement Form- Signed and Dated
8. Information Release Form - Signed and Dated
9. Grievance & Complaint Form - Signed and Dated
10. IEP/ISS - Signed and Dated
11. Objective Summary - Signed and Dated
12. WIOA Application - Signed and Dated
13. Please upload the My Next Move assessment printout as a separate file under the 

Documents tab.  Enter in AW! under the Assessment Tab (Other Assessment) and 
document in case notes the assessment was completed.

14. The DAVID Assessment service code for AW! is 118. It is a staff assisted career service. 
Enter the 118 service code and upload the Assessment paperwork.  

*Refer to Eligibility Document Checklist for more examples of acceptable documents.

Uploaded Eligibility Document Requirements for Youth ITA Submission 
Must be uploaded prior to ITA submission to GLWA/Commerce 

1. Customer Information Form
2. Driver’s License/Passport/ Non-Driver’s Identification Card*
3. Social Security Card *
4. Selective Service Acknowledgement Form
5. Eligibility documentation - examples include but are not limited to Pay stubs, Food Stamp

card w/ receipt or Telephone verification letter, UI Wage documentation screen/printout,
signed Applicant Statement (dropout, offender, homeless), or birth certificate (parenting
youth). *

6. TABE Results
7. Customer Agreement Form- Signed and Dated
8. Information Release Form - Signed and Dated
9. Grievance & Complaint Form - Signed and Dated
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10. IEP/ISS - Signed and Dated
11. Objective Summary - Signed and Dated
12. WIOA Application - Signed and Dated
13. Please upload the My Next Move assessment printout as a separate file under the Documents 

tab.  Enter in AW! under the Assessment Tab (Other Assessment) and document in case 
notes the assessment was completed.

14. The DAVID Assessment service code for AW! is 118. It is a staff assisted career service. 
Enter the 118 service code and upload the Assessment paperwork.  

*Refer to Eligibility Document Checklist for more examples of acceptable documents.

Uploaded ITA Document Requirements for ITA  
And Amendment Approval 

Must be uploaded prior to ITA submission to GLWA/Commerce 

1. Cost breakdown per semester from provider

2. Transcript

3. Previous semester grades

4. Program Acceptance letter, if required

5. Pell Award or Denial Letter

6. CDL Training participants: MVR, Drug Screen, and CDL permit, if required before 
training. *Please enter a case note stating the DOT Physical has been received.

7. Training Justification

8. Upload any internal Career Center WIOA forms completed by applicants such as: Why I 
want WIOA, Job Search forms, etc. as a separate file under the Documents tab. Document 
completion in the participant’s case notes.

 All ITA paperwork should be submitted to GLWA/Commerce at least 2

weeks before the participant’s training begins.




