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Sample OJT Employer Document Checklist
	Job Description(s) 
	A list for general tasks, or functions, and responsibilities of a position. It may often include to whom the position reports, specifications such as the qualifications or skills needed by the person in the job, and a salary range
	




Yes |_|  No  |_|

	[bookmark: _GoBack]Starting Wage
	Starting hourly/salary  wage for position offered (may be included on the job description document (s)
	

Yes |_|  No  |_|

	Location of training
	Physical location of training
	Yes |_|  No  |_|

	Trainer(s)
	Name and title of individual conducting  training 
	Yes |_|  No  |_|

	Business License of company, corporation, or partnership. 
	Copy of business license
	Yes |_|  No  |_|

	Proof of Bonding, Insurance, Workers Compensation
	Copy of current bond/insurance/workers compensation policy
	Yes |_|  No |_|  

	Proof of Legal Status of Corporation, affiliates (Certificate from Secretary of State) 
	Updated letter from Secretary of State
	Yes |_|  No |_|  

	Proof of Signatory Authority*
	Letter of official letterhead stating signatory authority
	Yes |_|  No  |_|

	Identification of official contact person
	Letter on official letterhead stating official contact person
	Yes |_|  No  |_|

	Proof of Negotiator’s Authority*
	Letter on official letter head stating negotiator’s authority
	Yes |_|  No |_|  

	IRS Employer ID (EIN number)
	Federal EIN number is used by the IRS to identify you as a tax paying business entity, and many people think of a Tax ID or EIN Number as their business social security number. Current copy of Form W-9
	

Yes |_|  No  |_|

	Georgia State Withholding Tax Registration number.
	The State Taxpayer Identification Number (STIN) serves as a reference for your business' tax licenses, liabilities and credits
	Yes |_|  No |_|  

	DUNS #
	Dun & Bradstreet (D&B) provides a D-U-N-S Number, a unique nine digit identification number, for each physical location of your business. D-U-N-S Number assignment is FREE for all businesses required to register with the US Federal government for contracts or grants.
	

	Proof federal and state taxes are current

	Current copy of 941.  Employer's Quarterly Federal Tax Return. Copy of DOL 626, proof Unemployment Insurance is paid
	Yes |_|  No  |_|

	Verify WARN Notices
	Contact the State Rapid Response Unit to verify receipt of a WARN notice
	Yes |_|  No  |_|


*Note: Signatory and Negotiator’s Authority can be the same person.
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