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TO: Local Workforce Investment Areas/Service Providers 
 
SUBJECT:    Data Element Validation Checklist 
 
1.  Purpose:   To provide Data Validation Checklists 
 
2.  General Information:  The Department of Labor (DOL) requires states to perform data element 
validation each year for Workforce Investment Act (WIA) participants reported in the prior year WIA 
Annual Report.  This process begins with local area staff placing appropriate documentation in the 
participant file for specific Workforce Investment Act Standard Record Data (WIASRD) items identified 
by DOL in a yearly Training and Employment Guidance Letter (TEGL).  At the appointed time, the State 
is required to review the documentation, and then report to DOL. 
 
The attached checklists are to be used by each local area to facilitate the efficiency, accuracy and 
effectiveness of documentation and the data validation process.  There is a checklist for youth, National 
Emergency Grant (NEG) participants, and a combined checklist for adults and dislocated workers.  Since 
there are many documents collected at the time of enrollment, it is suggested that the checklist be kept up-
to-date as documentation is placed in the file.  Continue this process as documents are received during the 
participant’s enrollment and after exit.  There must be a checklist in the participant file for each exited 
participant. 
 
In the column “Source Documentation Used,” write the name of the documentation used to verify the data 
element.  For example, if a birth certificate is the source documentation for the data element “Date of 
Birth,” then write “birth certificate” in the column.  Next, write the Field Number for the data element on 
the documentation.  In this example, #3 should be written on the copy of the birth certificate.  If a data 
element does not apply to the participant, then enter “N/A” on the checklist. 
 
The checklist must be placed in the participant file with the documentation for each item attached to it.   
 
3.  Action Required:  Begin this process for all current participants and all PY 2013 exiters.   
 
4.  Attachments: Data Element Validation Checklists 
 
5.  Inquiries:  Contact Sandy Monaco at 501-682-3131, or sandy.monaco@arkasas,gov. 
 
6.  Expiration Date:  Continuing. 
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