Acceptable Supporting Documentation Matrix

	Criteria
	Supporting Documentation Needed

	CalWORKs enrolled/, WIA (enrolled/eligible)
	Provide one of the following: Copy of enrollment application, letter from case manager, or a document issued by an administrator stating that the employee was eligible 

	AFDC,TANF, WOTC or Successor program
	Provide one of the following: Award letter or Benefit printout 

	Food Stamps
	Provide one of the following: Award letter, Benefit printout, Current food stamp identification card.

	Social Security Insurance (SSI)
	Provide one of the following: Social Security Insurance award letter or check stub, Verification by Department of Social Services, Written statement from county welfare office

	Recipient of, or eligible for, Public Assistance
	Provide one of the following: Refugee Cash Assistance, Verification by Department of Social Services, Written Statement from county welfare office or telephone verification by zone manager, Public assistance records printout.

	Rehabilitation Program
	Provide one of the following: Physicians statement, Rehabilitation plan, Vocational rehabilitation letter, Verification by state or federal rehabilitation counselor, Letter from a state drug or alcohol rehabilitation agency, Medical records, Social Security Administration Disability records, Social Services Records/referral. DD-214 Defense Department Report of Separation, Veterans Administration documentation, Verification by State Veterans Agency

	Military
	I.e. Vietnam era veteran (active military service between August 5, 1964 and May 7, 1975) or recently separated from the military (within 48 months) Provide one of the following: Report of separation or discharge from the armed services or the National Guard, Veterans Administration documentation, Verification by state Veteran Agency.

	Ex-offender
	Provide one of the following: Court documents, Letter of parole, Letter form probation officer, Police records, A copy of background check report or independent court records report showing the employee as an ex-offender signed by a background checking business or independent court records business

	Native American/ Alaskan Native
	Provide one of the following: Native American tribal record document, Certified Degree on Indian Blood (CDIB) card, issued by the Bureau of Indian Affairs, Documentation that the employee is Native Samoan, Native Hawaiian, or a member of another group of Native American descent.

	Low Income based on

Family size
	Provide two of the following documents: Official identification card and EDD quarterly wages, or 3 paycheck stubs. (For each family member that works)
                                             3 MONTHS

                                   (90 Day prior to the Date of Hire)

                               *2007 Income limits based on Orange County demographics
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	Target Employment Area (TEA)
	Provide one of the following: I-9 form, Driver’s license or State Identification Card, Lease or rental agreement, Utility bill, Landlord statement


	Dislocated Worker:

	Terminated or laid off
	A.) Provide one of the following to document that an employee has been terminated, laid off, or received a notice of termination or layoff: 1. Copy of a termination notice or other company documentation of employee’s termination or layoff. 2. Employer or union representative letter identifying the employee’s termination date. 3. Photocopy of printed media article or announcement, including the name and date of the publication, describing the layoff, along with a copy of the employee’s last payroll check prior to hire by the Applicant. 4. Separation or Termination Report, or equivalent, signed by the employee’s former employer. 5. Document showing that the employee is eligible for or has exhausted entitlement to unemployment insurance benefits.

B.) Provide one of the following to document that the employee is eligible for or has exhausted entitlement to unemployment insurance benefits: 1. Unemployment insurance records. 2. Statement by an Unemployment Insurance representative.

C.) Provide one of the following to demonstrate that the employee is unlikely to return to his or her previous industry or occupation: 

1. Screen print of California Employment Development Department Labor Market Information Division screens that indicates limited opportunities for employment in the same or similar occupation such that the employee is unlikely to return to that occupation. 2. Doctor’s statement indicating employee’s inability to return to previous industry/occupation due to physical limitations. 3. Vocational rehabilitation counselor’s statement indicating the employee’s inability to return to previous industry/occupation due to physical limitations. 4. Other third-party documentation that demonstrates the unavailability of similar employment in the employee’s previous industry or profession.

	Plant, facility, or enterprise closure
	A.) Provide one of the following to document that there has been as permanent plant, facility, or enterprise closure or substantial lay off: 1. Bankruptcy documents, if declared under Chapter 7, Title 11 U.S.C., Notice of Foreclosure or a similar document provided by a financial institution when such document clearly shows that a closure or mass layoff will occur as a result of its issuance 2.Copy of printed media article/announcement, including the name an date of the publication, describing the closure/ mass layoff 3. Statement from the employer or the union representative 4. Statement from the employer’s bank official, attorney, supplier or accountant. 5. WARN (Worker Adjustment and Retraining Notification Act) notice.

B.) To document that an employee has been terminated, laid off, or received a notice of termination or layoff, the Applicant shall provide one of the following documents verifying that the employee was employed at the plant or facility: 

1.Copy of a notice or layoff or other company documentation of employee’s termination 2. Employer or union representative letter identifying the employee’s termination date 

3. Separation or Termination Report, or equivalent, signed by the employee’s former employer. 4. Evidence that the employee is or was employed by the plant, facility, or enterprise identified

	Clean Air Act Compliance


	Provide two of the following documents: 1.) Employee’s termination notice and 2.) either a photocopy of a media article or announcement describing the reason for the layoff, or an employer or union representative letter stating that compliance with the Clean Air Act was the reason for the layoff

	Active member of the Armed forces or National Guard as of September 30, 1990
	Provide one of the following: 1.Report of separation or discharge from the armed services or the National Guard 2.Veterans Administration documentation

	Seasonal Unemployment
	Provide one of the following: 1. Documentation of employee’s migrant employment in a seasonal occupation 2. Employer or union representative letter describing seasonal layoff in employee’s seasonal occupation 3. Copies of termination notice identifying employer and employee. 4. Copies of employee’s pay stubs identifying seasonal employer.


	Dislocated Worker Continued:

	Long term unemployed and limited opportunities for employment or reemployment
	A.) Provide one of the following to document that the employee is long-term unemployed, dated at least 15 weeks prior to commencement of employment with the applicant: 1. Proof or receipt of unemployment benefits for at least 15 weeks prior to commencement of employment or proof that unemployment benefits were exhausted. 2. Unemployment insurance verification (benefits records) 3. Unemployment insurance award letter with claim history. 4. Workers Investment Act Displaced Worker Unit Verification. 5. Statement by Unemployment Insurance representative 

B.) Provide one of the following to document that the employee has limited opportunities for employment or reemployment in the same or similar occupation. 1. Screen print of California Employment Development Department Labor Market Information Division screens that indicates limited opportunity for employment or reemployment in the same or similar occupation 2. Doctor’s statement indication employee’s inability to return to previous industry occupation due to physical limitations 3. Vocational rehabilitation counselor’s statement indication the employee’s inability to return to previous industry/occupation due to physical limitations 4. Other third-party documentation that demonstrates the unavailability of similar employment in the employee’s previous industry or profession 

	Former Department of Defense civilian employee at a military installation
	Provide two of the following documents: 1.) Copy of the employee’s termination notice and 2.) a copy of a media article, announcement describing the lay off or closure, or an employer or union representative letter describing the layoff or closure

	Formerly self-employed by unemployed due to general economic conditions
	Provide a combination of the following or other documents sufficient to demonstrate that the employee previously was self-employed and was unemployed prior to the commencement of employment due to economic conditions in the community or due to natural disaster: 1. Bankruptcy documents listing both the name of the business and the employee’s name 2. A business license or permit listing the employee’s name 

3. Copy of articles of incorporation or documentation of dissolution for the business listing the employee as an owner 4. Prior year’s income tax return.
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