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SUPPLEMENTAL DATA VERIFICATION FORM

BACKGROUND

The purpose of this directive is to provide contractors with instructions for reporting Supplemental Data.

Supplemental Data is a method for reporting and verifying employment that does not show up in the Base

Wage files. This is important to WIA service providers because information from the Base Wage files is
- used to document Entered Employment Rate, Employment Retention at 6-months, and Credential Rate.

Most employment is reported to the State and captured in the State’s Unemployment Insurance Base Wage
File (BWF). Unfortunately, some employment is not captured in the Base Wage File. Unreported
employment typically includes Federal employment, postal service, military, railroad, out-of-state
employment, self employment, agricultural employment, and employment where earnings are primarily based
on commission. Therefore it is critical to collect, document and report supplemental data to receive
appropriate performance credit. This information will be used by the State to evaluate the City’s
performance.

Supplemental data verification must be conducted twice: 1) at the end of the 1* quarter after exit to document
Entered Employment and Credential Rates, and 2) at the end of the 3" quarter after exit to document
Employment Retention Rate at 6 months.

The City has 30 days, from the date the State provides the City a list of participants whose names were not
found in the Base Wage File, to report the supplemental employment information. The State will be
providing these lists quarterly. If the City does not report supplemental data within the 30 day deadline, no
credit will be given. The City encourages contractors to gather and document supplemental employment data
for all participants who exit WIA , particularly those in one of the unreported types of employment.
Supplemental employment information may be obtained through Case Management, Surveys of Program
Exiters, or through the use of a Follow-Up Service.

Supplemental data is subject to audit and review. Contractors must use the attached Supplemental
Data Verification Form and attach written documentation, a copy of which must also be maintained

in your agency’s files. Documentation may include W-2's, pay stubs, 1040 forms or employment
N verification letters on company letterhead.
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