RochesterWorks, Inc. WIA Funded Youth Programming
Premo’s Friendly Timeline Reminder

REPORTING SUBMISSIONS TO ROCHESTERWORKS, INC.
Due Monthly:
· WIA Youth Tracking Report > by 5th of each month.
· WIA Claim Voucher > by 15th of each month.
Due Twice Annually:
· WIA Youth Program Narrative Report > by January 5th, & July 5th. 
Due Annually:
· WIA Youth Program Year-end Report > as requested.
OSOS DATA ENTRY REQUIREMENTS 
· Eligible program participant case records > (entered by October 31. Enrollments occurring after 10/31 must be entered within 5 days of initial service provision.)
· OSOS Entered Services > (must be updated no less than every 60 days)
· Performance goals, objectives, plans, notes and outcomes > (entered within 5 days of actual occurrence.)
MISCELLANEOUS (data entry, back-up documentation and/or other)
· Signed Certification of Enrollment Form > (completed once all required documentation and signatures are collected and the youth is determined eligible and ready for enrollment into WIA programming.)
· Individual Service Plan > (completed within 30 days of program enrollment.)
· Objective Assessment, including TABE for out-of-school youth > (within 60 days of program enrollment.)
· Preparation of post-secondary opportunities (i.e.; program services/activities) > (within 30 days of program enrollment.)
· Literacy and Numeracy Gains for out of school youth who are assessed to be “basic skills deficient” > (must be claimed within 12 months of initial assessment – gains must not exceed 12 months.)
· Additional information as needed.
- Please refer to your Contract for further detail -


