STTF Process/file checklist
Company Name: __________________________

· Initial Meeting
· Inform company of new STTF guidelines (new hire only)

· Company submitted App for MWA review/approval

· Email into MEDC

· MWA Rationale and completion
· Application Submitted to WDA
· Let company know app was submitted

· Verbal Approval

· Notify company of verbal approval

· If Denial or need to resubmit

· Communicate with company

· Award Letter Received

· Send copy of letter to company

· Draft Contract


· Need Employer workman’s comp

· Need name/title of employer rep to sign contract

· Enter as Service in Gstars

· Meet with Company

· Sign contract

· Sign Media release

· Review verification form

· Review invoice process, forms and documentation
· W-9
· Expectation for success/impact stories
· Information to Accounting (Lisa) to Open PO
· W-9

· Copy of Contract

· Set reminder in Calendar to follow up at start of training

· Set reminder in calendar to follow up at end of training

· After training(s) is complete – IWT

· To submit for reimbursement (which can be done after the entire training is completed or a specific training)
· Invoice (have company or training provider complete OCMWA invoice)
· Including supporting documentation:

· Sign in sheets 
· Copy of training Invoice 

· Copy of payment (proof payment for training was made)

· After all training is completed

· Verification and Follow up Form

· Including supporting documentation:

· Payroll register showing wages at start and completion of training

· After training is complete – OJT

· To submit for reimbursement (which for OJT can only be done at 6 months post training)

· Training Plan/Justification (which serves as sign in sheet for OJT)

· Invoice (have company complete OCMWA invoice)

· Verification and Follow Up Form

· Including supporting documentation

· Payroll register showing wages at 1) start, 2) completion of training,  3) 
Six months post training and 4) OJT hours trained
· BSR complete State’s invoice

· Provide to Acct to request payment (Cheyenne)

· OCMWA invoice (with BSR initials as a double check)

· State Invoice

· Supporting Documentation
· **If final invoice include:

· Verification form & Supporting documentation for wages

· Success/impact story
· Set reminder in calendar for 6 month follow up

· At 6 month follow up (for OJT the 6 month follow up will already have been completed when submitted for payment)
· Company to update Verification and Follow up form

· Include supporting documentation

· Payroll register showing 6 months post training wage

· Employer Success Stories
· Trainee List to Craig Howell for OSMIS purposes
