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M E M O R A N D U M

TO:


All One Stop Career Center Managers 

FROM:

Lawrence Suran, Programs Director


DATE:

June 11, 2004

SUBJECT:

WIA case transfers

This is to provide clarification on the process used to transfer WIA cases among service providers.

Case File Transfers

1. When a participant requests his/her case file be transferred within the region, the original case file will be transferred by the career advisor and submitted to the receiving One Stop Career Center manager within five (5) working days of the participant’s written request for transfer. The career advisor will mail, courier or hand deliver the case file to the receiving provider.  The customer must not be allowed to hand carry the case file.

2. When a participant requests in writing that his/her case file be transferred outside of the region, all documentation will be photocopied by the case manager and the duplicate file will be sent to the new regional workforce Board or its designee. 

3. A copy of the transferred file should be kept by the releasing service provider and filed with the inactive cases.

System Transfer

The releasing provider must send the WIA Status Change form to the receiving provider within five working days of the participant’s written request. The receiving provider will forward a system transfer request within five working days of receipt from the sending provider.

A system transfer request must be forwarded to Priscilla Ivey, Quality Assurance Supervisor within five working days of the participant’s written request for transfer.

The system transfer request consists of a fax coversheet requesting the transfer to a specified One Stop Career Center and contains the following information:

· One Stop Career Center location

· Name and social security number of the customer requesting transfer, and

· Completed WIA Status Change form.

The receiving provider must send a copy of the system transfer request to the releasing provider for their copy of the file.

Completing the WIA Status Change Notice form

The complete WIA Status Change form instructions can be found in the WIA MIS Manual. The sending provider shall complete the following items in the WIA Status Change form: RWB, Social Security Number, Name, Item #2 Completed Activity, Item #3 Training Hours Completed, the signature of the sending service provider in the space next to the customer’s name shall indicate that the case is being transferred to another unit.

The remaining items in the Status Change Notice shall be completed by the receiving provider who will sign the form in item #37. 

Once the Status Change Notice is received with all the items completed and both of the service provider signatures, the SFW Quality Assurance Supervisor will transfer the case to the receiving unit.

cc:
Edith Humes-Newbold, SFETC Executive Director


Johnny Guimaraes, IMO Director


Priscilla Ivey, Quality Assurance Supervisor


Garnet Esters, Contracts Administrator


Contract Managers
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