NO. 9-08
TRAINING AND EMPLOYMENT

NOTICE

DATE September 3, 2008

TO:

ALL STATE WORKFORCE AGENCIES
ALL STATE WORKFORCE LIAISONS

ALL NATIONAL FARMWORKER JOBS P OGR74 GRANTEES
FROM: JOHN R. BEVERLY, 1 (g 1< VEW//L )@7._

Administrator
Office of Performance dnd/ Technology

SUBJECT: Program Year 2007/Fiscal Year 2008 Performanc eporting and Data Validation

1.

Timelines

Purpose. To remind the workforce investment system of the performance reporting
requirements and associated timelines for submitting data validation results for the
Workforce Investment Act (WIA) title IB programs; the Wagner-Peyser Employment
Service; activities authorized under chapter 41 of title 38 United States Code (Local
Veterans’ Employment Representative and Disabled Veterans’ Outreach Program); the Trade
Adjustment Assistance (TAA) program; and the National Farmworker Jobs Pro gram (NFJP).

References. Workforce Investment Act of 1998, Section 136; Workforce Investment Act of
1998, title ID National Emergency Grants; 20 Code of Federal Regulations 667.300; Training
and Employment Guidance Letter (TEGL) No. 14-03, Change 1, Performance Reporting
Submission Procedures for the Workforce Investment Act Standardized Record Data
(WIASRD), the Annual Report, and the Quarterly Reports under Title 1B of the Workforce
Investment Act (WIA) for Program Year (PY) 2003 and 2004; TEGL No. 3-03, Change 3,
Revision to the Data Validation Policy for Employment and T raining Programs for Program
Year 2004; TEGL No. 17-05 and TEGL No. 17-05, Change 1, Common Measures Policy for
the Employment and Training Administration’s (ETA) Performance Accountability System
and Related Performance Issues; Training and Employment Notice (TEN) No. 19-07,
Program Year 2006/Fiscal Year 2007 Performance Reporting and Data Validation Timelines.

Performance Reporting and Data Validation for the Workforce Investment Act (WIA)
Title IB Programs. For Program Year (PY) 2007, each state is required to make the

following end-of-year submissions for WIA to the Employment and Training Administration
(ETA):

A. A validated WIA Annual Report — Due no later than October 1,2008.

Please note that states are required to complete report validation prior to submitting
the annual report Tables A-O (ETA 9091) to ETA through the Enterprise Business
Support System (EBSS) on, or before, October 1,2008. Data element validation, using
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a file of exiters and participants reported on the ETA 9091, must be submitted by
February 1, 2009. This date is consistent with last year’s timetable; 120 days after the
submission of the annual report. Please see Attachment A of this TEN for the source
documentation requirements for PY 2007 WIA data element validation.

States that are approved to report only the common performance measure outcomes for WIA
programs for P'Y 2007 (California, Colorado, the District of Columbia, Idaho, [linois,
Kansas, Louisiana, Maryland, Mississippi. Missouri, Montana, Nevada, New York, North
Dakota, Ohio, Oklahoma, Oregon, Pennsylvania, South Carolina, Texas, Utah, the Virgin
Islands, and West Virginia) do not have to report outcomes for the customer satisfaction
measures, the credential measure for Adults and Dislocated Workers, or the Older and
Younger Youth measures on the WIA Annual Report. These states, along with all other
states, are to report outcomes for the youth common performance measures.

States that are approved to report only the common performance measure outcomes should
reference Attachment B of this TEN, which contains the WIA Annual Report format with

strikeouts to indicate the information that is nof required as part of the state’s annual report
submission.

Electronic copies of the states’ narrative report should be e-mailed to WIA.AR@dol.gov.

B. The appropriate WIA Standardized Record Data (WIASRD) files — Due no later
than October 15, 2008.

The EBSS does not check for consistency across multiple fields (other than the funding
stream), and will not check for state level outliers prior to the state submission of the final
WIASRD files. States are responsible for assuring that their WIASRD files are accurate and
complete. To assist states with this responsibility, ETA developed Attachment C of this TEN,
which contains a list of common errors identified during the analysis of WIASRD
submissions from previous years. States should contact ETA’s National Office at

l:TAperforms(a:dol.gov, with the subject line of WIASRD submission, if they need
technical assistance.

. Performance Reporting and Data Validation for Other State-Based Programs.

Wagner-Peyser Employment Service. States are required to submit the ETA 9002 and
VETS 200 reports on a quarterly basis. States must submit their PY 2007 fourth quarter
reports no later than October 1,2008. This is a later date (from the usual 45 days after the
quarter’s end) and has been changed to accommodate changes in the Data Reporting and
Validation Software (DRVS) release (see Section 6 below for additional information).

The fourth quarter PY 2007 Wagner-Peyser Employment Service submission requires report
validation and minimal data element validation. Data validation must be completed for the
ETA 9002 and VETS 200 reports prior to submitting the final fourth quarter reports by
the October 1, 2008 due date. A minimal data element validation sample of 25 job seekers
must be reviewed and compared to state-level data prior to submitting the ETA 9002 and
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VETS 200 reports to ensure that the files used to conduct report validation were properly
constructed. States that use ETA-provided software, or the Data Analysis and Reporting Tool
(DART) software to prepare their ETA 9002 and VETS 200 quarterly reports must still submit
report validation summaries as described in the DRVS User’s Guide for the Wagner-Peyser
Employment Service, available on the ETA performance Web site at:
http://wwwv.doleta.gov/performance/reporting/tools_datavalidation.cfm#Tools&Software. All
states are required to perform data element validation and to submit their summary and
analytical reports using the DRVS through the EBSS.

Trade Adjustment Assistance (TAA). States are required to submit the Trade Act
Participant Report (TAPR) on a quarterly basis, no later than 45 days after the end of the
report quarter. The fourth quarter TAPR for Fiscal Year (FY) 2008 is due no later than
November 14, 2008. States administering TAA programs are not required to submit an
annual report; states are required to submit individual participant records only for TAA.
Therefore, states are not required to conduct report validation, but must conduct data element
validation on the cumulative file of four quarters of the FY 2008 TAPR (created by adding
the four quarterly files together). Data element validation for TAA must be completed by
January 30, 2009. Please see Attachment D of this TEN for the source documentation
requirements for FY 2008 TAA data element validation.

Data Validation for the National Farmworker Jobs Program. Grantees administering the
National Farmworker Jobs Program (NFJP) are not required to submit a performance
outcomes report; grantees are required to submit individual participant records only for the
NEJP, which arz used by ETA to calculate the performance outcomes for each grantee.
Therefore, grantees are not required to conduct report validation, but must conduct data
clement validation. The final NFJP participant data for PY 2006 (participants with exit
dates between 7/1/2006 and 6/30/2007) were due to ETA’s contractor (Social Policy
Research Associates) on May 15, 2008. Data element validation for PY 2006 must be
submitted to ETA by November 3, 2008. Please see Attachment E of this TEN for the
source documentation requirements for P'Y 2006 NFJP data element validation.

NFJP grantees should use NFJP Data Validation Software Version 2.0 with the associated
update for PY 2006 data element validation available at:

http://www.doleta.gov/performance/reporting/tools  datavalidation.cfim#Tools&Software.

Data Validation Tools Data validation handbooks, software applications, and User Guides
for each program can be found on the Tools and Software for Data Validation section of
ETA’s Web site at:
hitp://www.doleta.gov/performance/reporting/tools_datavalidation.cfir#Tools&Software.

Handbooks provide detailed information on the validation methodology, including sampling
specifications and data element validation instructions for each data element to be validated.
User Guides were developed for each validation software application to help guide states and

grantees through the process of installing the application, building and loading a validation
file, and completing report and data element validation.
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A new DRVS version was released on August 18, 2008. The new release will allow states
to submit their WIA Annual Report and will allow them to do PY 2007 data element
validation. This version includes updates to allow states to calculate year-two
literacy/numeracy outcomes and to allow non-NEG codes in WIASRD element 313c. The
new release will also allow states to submit their final, fourth quarter Wagner-Peyser report
and will include updates to allow states to draw samples in order to complete PY 2007 data
element validation for Wagner-Peyser Employment Service.

7. Training and Technical Assistance. States and grantees are encouraged to request
technical assistance on validation procedures and the use of the validation tools by contacting
Regional and/or National Office program staff. To avoid unnecessary delays and problems
in the implementation of data validation, Regional Office staff is available to facilitate the
validation process and to address any difficulties states and grantees encounter.

8. Action Required. States and grantees should: 1) distribute this notice to the appropriate
staff; 2) complete report and data validation activities within the timeframes established in
Sections 3, 4 and 5 of this Notice; and 3) provide the appropriate Regional Office with
updates on the reporting and validation process.

9. Inquiries. Questions regarding the data validation initiative should be directed to the
appropriate ETA Regional Office, or to the Office of Performance and Technology, at

T Aperforms@@idol.gov, with a subject line of “Performance Reporting” or “Data
Validation.”

10. Attachments.

Attachment A: Source Documentation Requirements for Program Year (PY) 2007 WIA
Data Element Validation

Attachment B: Workforce Investment Act (WIA) Annual Report Requirements for States
Approved to Report against the Common Performance Measures Only

Attachment C: Common WIASRD Reporting Errors

Attachment D: Source Documentation Requirements for Fiscal Year (FY) 2008 TAA Data
Element Validation

Attachment E: Source Documentation Requirements for Program Year (PY) 2006 NFJP
Data Element Validation



ATTACHMENT A

SOURCE DOCUMENTATION REQUIREMENTS FOR PROGRAM
YEAR (PY) 2007 WIA DATA ELEMENT VALIDATION



WORKFORCE INVESTMENT ACT DATA ELEMENT VALIDATION
INSTRUCTIONS AND SOURCE DOCUMENTATION

Validation Instructions: These instructions present the data elements, reference
numbers, formats, element definitions, federal sources, state / grantee sources, and
validation rules needed to perform data element validation. The federal sources are the
generic, federally recommended source documentation. The "State Sources” column
can be used to enter state-specific versions of the federally approved documentation.

A. VALIDATION RULES
Two types of validation rules exist:

1. If the validation instruction says MATCH: Enter a checkmark in the box in the pass
column if the data on the worksheet match the data in the source documentation.
Enter a checkmark in the box in the fail column if the data on the worksheet do not
match the data in the source documentation or if no source documentation is found.

To match, the data on the worksheet must be the same as the data in the source
documentation. For example, if the worksheet says a participant's date of birth is

July 1, 1975, then the source documentation must also have July 1, 1975 as the birth
date.

The validator must validate data elements that have checkboxes next to them or are
not grayed-out.

2. If the validation instruction says SUPPORT: Enter a checkmark in the box in the
pass column if the data on the worksheet are supported by the data in the source
documentation. Enter a checkmark in the box in the fail column if the data on the
worksheet are not supported by the data in the source documentation or if no
source documentation is found. To support the data on the worksheet, the source
documentation must provide evidence that the data on the worksheet is correct.

This instruction is used when information must be interpreted or processed before
it can be used to assess the accuracy of the data on the participant's records. For
example, source documentation is used to support youth who needs additional
assistance because validators must interpret policy and determine if the
documentation supports that policy.

B. MISSING AND INVALID RECORDS

A-1



There are four conditions used to describe higher level data problems:

1. Ifarecord is missing from the office in which it is supposed to be, the validator

should check the box at the top of the worksheet that says "Missing Record." No
other elements should be validated.

2. If the validator cannot determine where a record is supposed to be located, the
validator should check the box at the top of the worksheet that says "Unable to
Locate." No other elements should be validated.

W

If a record for a person not registered in WIA has wrongly been included in the
extract file, the validator should check the box at the top of the worksheet that says
"Invalid Record." No other elements should be validated.

4. If arecord has a wrong Social Security Number (SSN), the validator should check
the "Wrong SSN" checkbox AND validate all data elements listed on the worksheet.

C. TYPES OF SOURCE DOCUMENTATION

For most data elements, the validation instructions provide multiple forms of
acceptable source documentation. Ideally, all source documentation should tell the
same story regarding the participant, services rendered, and outcomes. However, if the
state collects multiple sources for the same data element and the sources conflict, the
most reliable source should be used to determine if the element passes or fails. For
example, for Education Status at Participation (DRVS Field# 16), copies of records from
an educational institution are a more reliable source than participant self-attestation.

For the most part, the definition of a particular source is clear. States have, however,
had questions about four sources — Cross-Match, State Management Information

System (MIS), Self-Attestation, and Case Notes. Definitions for these four types of
source documentation are:

1. Cross-Match: A cross-match requires validators to find detailed supporting
evidence for the data element. An indicator or presence of an SSN in a non-WIA
database is not sufficient evidence. For example, TANF participation can be
determined by a cross-match with the state's public assistance database. It is not
sufficient to find that the sampled SSN is present in the public assistance database;

validators must also find supporting information such as dates of participation and
services rendered.

2. State MIS: Unless otherwise noted, state MIS refers to specific, detailed information
that is stored in the state’s information system that supports an element. An



indicator, such as a checkmark on a computer screen, is not acceptable source
documentation in and of itself. For example, state MIS is an acceptable source
documentation for date of first training service. To be an acceptable source to
validate date of first training service, in addition to the date of first training, the
state MIS should have information about the type of training and the organization
that provided the training. This detailed information makes valid source

documentation and makes it unnecessary for such states to validate this data
element in local offices.

3. Self-Attestation: Self-attestation occurs when a participant states his or her status
for a particular data element, such as pregnant or parenting youth, and then signs
and dates a form acknowledging this status. The key elements for self-attestation
are: (a) the participant identifying his or her status for permitted elements and (b)
signing and dating a form attesting to this self-identification. The form and

signature can be on paper or in the state management information system, with an
online signature.

4. Case Notes: Case notes refer to either paper or electronic statements by the case
manager that identifies, at a minimum, the following: a participant's status for a
specific data element, the date on which the information was obtained, and the case
manager who obtained the information.

PLEASE NOTE: For DRVS field numbers 12, 16, 21, 21, 22, and 24, the sources differ for
those adults, dislocated workers, and NEGs, where applicable, who received intensive
and/or training services from those who received staff-assisted services only. If a date
is in field # 68 or 69, the participant received intensive and/or training services.
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ATTACHMENT B

WORKFORCE INVESTMENT ACT (WIA) ANNUAL REPORT
REQUIREMENTS FOR STATES APPROVED TO REPORT AGAINST
THE COMMON PERFORMANCE MEASURES ONLY



Attachment B

Workforce Investment Act (WIA) Annual Report Requirements for States Approved to
Report Against the Common Performance Measures Only

000000000000000

State Name Date Submitted

WIA Title IB
Annual Report Form (ETA 9091)
I. Narrative Section

A discussion of the cost of workforce investment activities relative to the effect of the activities
on the performance of participants.

A description of State evaluations of workforce investment activities, including:

1. The questions the evaluation will/did address;
2. A description of the evaluation's methology; and
3. Information about the timing of feedback and deliverables.

Il. Table Section
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Table B- Adult Program Results

Reported Information Negotiated Performance Level Actual Performance Level

Num
Entered Employment Rate
Denominator
. Num
Employment Retention Rate
Denominator

Average Earnings




Table C - Outcomes for Adult Special Populations

Reported Public Assistance Recipients Veterans Individuals With Older Individuals

eeeeeeeeeeeee

Average Earnin

Table D - Other Outcome Information for the Adult Program

Reported Information Individuals Who Received Training Services Individuals Who Only Received Core and
Intensive Services
Num Num
Entered Employment Rate
Den Den
. Num Num
Employment Retention Rate
Den Den
i Num Num
Average Earnings
Den Den
Table E - Dislocated Worker Program Results
Reported Information Negotiated Performance Level Actual Performance Level
Num
Entered Employment Rate
Denominator
. Num:
Employment Retention Rate
Denominator
. Num:
Average Earnings
De




Table F - Outcomes for Dislocated Worker Special Populations

Reported Veterans Individuals With Disabilities Older Individuals Displaced Homemal kers
Information
Enterel d um m m
Employment Rate en n
Employm m um m
Retention Rate n

Table G - Other Outcome Information for the Dislocated Worker Program

Reported Information Individuals Who Received Training Services Individuals Who Only Received Core and
Intensive Services
um
Entered Employment Rate
Den D
. um
Employment Retention Rate
Den D
. um
Average Earnings
Den D

Table H.1 - Youth (14 - 21) Program Results

Reported Information Negotiated Performance Level Actual Performance Level
. . Numer:
Placement in Employment or Education
Denominator
. . Numer:
Attainment of Degree or Certificate
Denominator
. . Numer:
Literacy and Numeracy Gains
Denominator
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Table L - Other Reported Information

Reported Information 12 Month 12 Months Earnings Placements in Wages At Entry Into Entry Into
Employment Increase Non-traditional | Employment For Those Unsubsidized
Retention Rate (Adults and Older Youth) Employment | Individuals Who Entered Employment
Unsubsidized Employment| Related to the
or Training Received
of Those Who
12 Months Earnings Completed

Replacement Training Services
(Dislocated Workers)

Num Num Num Num Num
Adults
Den Den Den Den Den
. Num Num Num Num Num
Dislocated Workers
Den Den Den Den Den

Table M - Participation Levels

Reported Information Total Participants Served Total Exiters

Total Adult Customers

Total Adults (self-service only)
WIA Adults
WIA Dislocated Workers

Total Youth (14 - 21)

RIRIIIINIR
Out-of-School Youth
In-School Youth

Table N - Cost of Program Activities

Program Activity Total Federal Spending
Local Adults
Local Dislocated Workers
Local Youth
Rapid Response (up to 25%) WIA Section 134(a)(2)(B)
Statewide Required Activities (Up to 15%) WIA Section 134(a)(2)(B)

Program Activity Description

Statewide Allowable Activities
WIA Section 134(a)(3)

Total of All Federal Spending Listed Above




Table O- Local Performance (Include this chart for each local area in the state)

Local Area Name Adults
Dislocated Workers

Total Participants Served Older Youth (19 - 21) Report Total Youth
ETA Assigned # Adults

Dislocated Workers

1) Report Total Youth
N

Total Exiters

Reported Information Negotiated Performance Actual

Adults

Entered Employment Rates Dislocated Workers

Adults

Retention Rates

N

slocated Workers
ZHIHIIHEIHHIIIHHHHHHHH bibiOlOO/OaO/OUOODOSS

Average Earnings (Adults/DWs)
Six Months Earnings Increase (Older Youth)

7

|
=

N\
A
\
\

|

.

.

7

24

%&‘ti\ o2 21
acement in Employment or Education out -

Attainment of Derg)re)t; or Certificate Youth (14 - 21)

Literacy and Numeracy Gains Youth (14 - 21)

Description of Other State Indicators of Performance (WIA Section 136(d)(1) - Insert additional
rows if there are more than two other state indicators of performance).

Not Met Met Exceeded

Overall Status of Local Performance




ATTACHMENT C

COMMON WORKFORCE INVESTMENT ACT STANDARDIZED
RECORD DATA (WIASRD) REPORTING ERRORS



This attachment includes ty pical WIA Standardized Record Data (WIASRD)

submission errors that ETA has identified. Please ensure accurate and complete
data submission.

Not reporting disability status (Item 104) for many individuals: should be
1 or 2, not 0 or blank for almost everyone.

Not reporting Hispanic (Item 105) for many individuals.
Not reporting Recently Separated Veteran (Item 114) for many veterans.

Incorrect reporting of high school graduates in Highest Grade Completed
(Item 119). High school graduates should be reported using code ‘87"

Cede 12" should be used only for those who completed the 12t grade but
did not graduate.

Not including Food Stamps recipients in Other Public Assistance

Recipient (Item 121). The definition of this field was changed for PY 2005
to include Food Stamp recipients.

Not reporting the Date of Actual Qualifying Dislocation (Item 125) for
many dislocated workers.

Not reporting adult characteristics for all or many individuals.
o Homeless (Item 125).
o Offender (Item 126).

Incorrect reporting of Employment and Training Programs Related to
Food Stamps (Item 328). This field is not used for reporting receipt of
Food Stamps (which is included in Item 121). Item 328 is to be used only

for those who received employment and training services funded by the
Food Stamps program.

Not reporting new service fields:
o Core self-service and informational activities (Item 331).
o Date of first staff-assisted core service (Item 332).
o Workforce information services (Item 333).
o Date completed, or withdrew from, training (Item 336).
o Prevocational activities ([tem 339).

Not reporting the Occupational Skills Training Code (Item 342) for many
recipients of occupational training. In addition, some states report using

codes other than O*Net codes. O*Net codes were required in this field
beginning with PY 2005.

Incorrect reporting of enrolled in education (Item 343).

C1



o Should generally be ‘yes’ if a youth was in school at either
participation (Item 129) or exit (Item 670).

Not distinguishing between “No” and “Don’t know” in training-related
employment (Item 604).

o “No” =2;"Don’t know” =0 or blank.

Using code 999999.99 for zero wages in wages before registration (Items
612 to 614).

o Code 999999.99 should only be used if the wage records for the

quarter cannot be accessed because the quarter is too far back in
time.

o 1f the wage records for the quarter are searched but no record is
found for an individual, then zero earnings should be reported.

Not reporting wages in the quarter before registration (Item 614).

Not reporting wages before registration (Items 612 to 614) for persons who
exit after the exit cohort for average earnings or earnings change.

Not reporting education status at exit (Item 670) for youth.

Incorrect reporting of youth activities. Almost all youth should have at
least one youth activity reported. Several states do not report a large

number of youth without any youth activities. One state does not report
any vouth activities at all.

Incorrect reporting of NEG participants.

o Not providing records for all NEG participants. All participants
enrolled in a NEG project must be reported in the WIASRD,

regardless of whether or not they were coenrolled in Title 1b
programs.

o Incorrect reporting of the NEG Project ID (Items 313a to 313c). A
NEG project ID must be entered for each NEG participant. This
number is found in the NEG Grant Award package. If the
Participant is enrolled in more than one NEG, all applicable NEG
Project IDs should be entered in the participant’s record. The NEG
project ID is the state postal code followed by a two-digit number.
For example, a valid code for a project in Utah would be UT02.

C2



ATTACHMENT D

SOURCE DOCUMENTATION REQUIREMENTS FOR FISCAL YEAR
(FY) 2008 TAA DATA ELEMENT VALIDATION
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ATTACHMENT E

SOURCE DOCUMENTATION REQUIREMENTS FOR PROGRAM YEAR
(PY) 2006 NFJP DATA ELEMENT VALIDATION



This appendix presents the data elements to be validated with their associated
WIASPR number, element definitions, valid values, federal validation sources,
state/grantee sources, and validation instructions needed to perform data element
validation. The federal sources are the generic, federally recommended source
documentation. The "State/Grantee Sources" column can be used to enter grantee-
specific versions of the federally approved documentation.

Two types of validation rules exist:

1. If the validation instruction cell says MATCH: Enter a checkmark in the box in
the pass column if the data on the validation worksheet match the data in the
source documentation. Enter a checkmark in the box in the fail column if the data
on the worksheet do not match the data in the source documentation or if no
source documentation is found. To match, the data on the worksheet must be the
same as the data in the source documentation. For example, if the worksheet says
a participant's date of birth is July 1, 1975, then the source documentation must
also have July 1, 1975 as the birth date.

2. If the validation instruction says SUPPORT: Enter a checkmark in the box in
the pass column if the data on the validation worksheet are supported by the data
in the source documentation. Enter a checkmark in the box in the fail column if
the data on the worksheet are not supported by the data in the source
documentation or if no source documentation is found. To support, the data on the
worksheet must be similar to the data in the source documentation. This
instruction is used when information must be interpreted or processed before it can
be applied to the participant's records. For example, source documentation can

support farmworker status in different ways, by a code or narrative or other
information.

For the most part, the definition of a particular source is clear. Grantees may,
however, have questions about three sources—Grantee Management Information

System (MIS), Self-Attestation, and Case Notes. Definitions for these three types
of source documentation are:



MIS: Unless otherwise noted, MIS refers to specific, detailed information
which supports an element that is stored in the grantee’s information system.
An indicator alone, such as a checkmark on a computer screen, is not
acceptable source documentation. For example, a grantee’s MIS is acceptable
source documentation for date of exit if it identifies the last service received in
addition to the date on which that service was received.

Self-Attestation: Self-attestation occurs when a participant states his or her
status for a particular data element and then signs and dates a form
acknowledging this status. The key elements for self-attestation are: (a) the
participant identifying his or her status for permitted elements and (b) the
signing and dating of a form attesting to this self-identification. The form and

signature can be on paper or in the state management information system, with
an online signature.

Case Notes: Case notes refer to either paper or electronic statements by the
case manager that identifies, at a minimum, the following: a participant's
status for a specific data element, the date on which the information was
obtained, and the case manager who obtained the information.
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