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Employer ID: 						
Job Order No: 						Job Order Class:	
	Standard
	Yes
	No
	N/A

	It is legal and allowable under the law, regulations or policies governing the
Wagner-Peyser programs
	
	
	

	I. The Employer Record has complete and accurate data including:

	Does the employer account have an FEIN?
	
	
	

	Location of the employer?
	
	
	

	Location of job site?
	
	
	

	How to contact the employer?
	
	
	

	Was an AE service stored on Employer account indicating staff approval?
	
	
	

	Was the employer determined to be a fraudulent account? 
	
	
	

	If so, was an FE service entered, and are there notes to describe the activity?
	
	
	

	II. The Job Order has complete and accurate data including: 
	
	
	

	O-Net code
	
	
	

	hours of position
	
	
	

	Agricultural job orders that are temporary or seasonal must include overtime statement such as, “Non-FLSA-Overtime exempt,” or “employer pays overtime after 40 hrs”
	
	
	

	Job duration (required for Agricultural job orders)
	
	
	

	minimum wage guarantee
	
	
	

	Was an AW service on the Job Order indicating Staff approval? 
	
	
	

	It is “On-line ready” (i.e. the most important elements of job description can be
viewed and understood by the job seeker and no extraneous or confidential information is going out over the Internet) In the event a job order is placed by an employer, DO NOT modify the post unless there is something discriminatory in nature, and please confirm any changes with the employer;
	
	
	

	It contains documentation that the “first auto file search” was completed. This initial auto file search should be reflected in the “first AFS” line of the job order display. This will ensure that the veterans’ file search requirement on all job orders, except filled-when-written orders and multi-opening job orders, has been met.
	
	
	

	It contains documentation of regular follow-up contacts (FC service code) with the employer. Detailed notes on the services provided are encouraged. The timing of follow-up contacts will be determined by local job order policies or as specified by the employer.
	
	
	

	Web order follow-ups are encouraged, but at the discretion of the local area,
guided by local policies as applicable;
	
	
	

	Service Notes are encouraged particularly if an employer’s account is limited or
closed. It is strongly encouraged that all closed accounts show a good faith effort to resolve concerns and explain the rational for closing the employers account (i.e. discriminatory in nature or duplicate job order etc.). Service notes can be found in the Job Display Screen as well as the Employer Menu Services Screen.
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