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	PROCEDURE TRANSMITTAL

	SUBJECT:
	Referral Procedures for UNIDAD of Miami Beach, Inc. (UNIDAD)
	Procedural/Guidance No.:

# 1 PY06-07

	APPLIES TO:
	Contracted Career Center Operators and MOU partners
	Effective Date:
November 3, 2006

	
	
	Revised Date:

	
	
	Expiration Date: June 30, 2007

	REFERENCE:
	Local Memorandum of Understanding (MOU)


OBJECTIVE

This Procedure Transmittal provides a standardized service delivery between Career Centers and MOU Partners. 

BACKGROUND

The collaboration between UNIDAD of Miami Beach, Inc. (UNIDAD) and South Florida Workforce Investment Board (SFWIB) through its Career Centers is to create and maintain a Career Center delivery system; and to promote a “Career Center delivery system” arrangement through community partnerships that complement the State and Federal Workforce Development System.
REFERRAL PROCEDURES

The “Universal Referral Form” as set forth in Attachment 1-A has been designed to be used by South Florida Workforce Investment Board (SFWIB) Partners for referrals. This referral form is designed to be utilized by SFWIB Partners outside the Career Centers and by SFWIB Career Center staff to partners/organizations that will assist SFWIB participants. 

· This form is for referral purposes only and not for eligibility or registration purposes. 

· This referral form can be submitted electronically.

· This referral form should be utilized only when a relationship has been established through an MOU between SFWIB and the Agency/Partner. 

· The form is to be used electronically when contact (telephone, e-mail, etc.) has been established between the two agencies. 

· This form is not a blind referral.  A blind referral is when a person is given a copy of the form and no contact is established with the Agency/Career Center participant is being referred to. Contact must be established with the prospective Agency/Career Centers prior to issuing referral.

Always use an individual’s name (whether a Partner’s staff name or a SFWIB Career Center’s staff name) on the form when transmitting this Universal Referral Form.
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