STTF – End OF Training – Letter/email Reminder

Good Afternoon/Morning,

According to my records your STTF training should be complete.  I have attached the documents that you will need to complete for the invoicing process.  

Ottawa County Michigan Works! Invoice – Please complete this document to request funds from us.  For each training provider you will need to include, as attachments, the following: 

· Training Provider Invoice

· Proof of Payment of the Training Provider Invoice

· Sign In sheets for  the trainees for each training

STTF Verification Form and Six Month Follow-Up Form - As your training has completed for all of you trainees could you please complete the attached Verification Form for each trainee.  This form is used to track a few factors such as wage, numbers trained, new jobs, etc.  Please save a copy of this as you will need to complete it again in 6 months.  Please Note: we require a redacted payroll register to accompany the Verification Form to verify employment wage at the beginning of training and at the completion of training (since xx/xx/20xx was the end of training, you can use that date for the end of training register). 

Success Story Reminder – Please be reminded that success stories and/or a letter to the Governor needed at this time, too.  Please refer to my email dated 2/10/14 regarding Success Stories. 

I realize that this will probably be a great undertaking.  Please do not hesitate to contact me with any questions that you may have.

Thank you and have a great day!

