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Workforce Innovation and Opportunity Act (WIOA) Operating Policy 302 

 

Subject:    WIOA File Organization and Maintenance 

 

Date of Issuance:   July 12, 2013 

 

Revised:   January 10, 2018 

 

References:   VWL # 16-03 

 

Policy Statement: 

 

The purpose of this policy is to provide Central Virginia Workforce Development Board (WDB) Service 

Providers with a standardized format for participant files and guidance on its implementation. 

 

Part I.   File Organization 

 

The file format (see Attachment A) is broken out into six different sections. Each section is numbered, has a 

specific order in which it is to be placed into the file, and provides a checklist of the documentation expected 

to be maintained in that section and the order in which that documentation should be filed. 

 

Central Virginia WDB Service Providers will utilize the six tab file folder sections as noted below.  Files shall 

include one section per tab, working from left to right and moving through the numbers sequentially once the 

folder is open. 

• Section One shall be placed on the first (left hand) tab of the open folder 

• Section Two shall be placed on the second (right hand) tab 

• Section Three shall be placed on the third ( left hand) tab 

• Section Four shall be placed on the fourth (right hand) tab 

• Section Five shall be placed on the fifth (left hand) tab 

• Section six shall be placed on the last (right hand) tab  

 
Paperwork Reduction Act of 1980 

 

In accordance with the Paperwork Reduction Act of 1980, the Central Virginia WDB does not require 

Service Providers to maintain copies of VaWC print-outs (Section One) or updated VaWC Case Notes 

(Section Two) in the participant record.  All case notes and activities should be entered electronically on 
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the VaWC. 

 

Part II.  Participant File Folder Cover/Labeling Format 

 

Participant file folders should be labeled in a consistent manner and should not include any sensitive or 

personally identifiable information (PII) is not displayed for others to see. To protect and safeguard 

participants' personal information, sensitive and personally identifiable information (PII) must not be 

displayed on participant file folder cover/ labeling. Central Virginia WDB participant files shall be labeled 

with the following information: 

 

 First and last name 

 State ID number 

 

Part III.  File Maintenance 
 

 Participant records should be reviewed periodically by Central Region Service Providers to 
ensure they are up-to-date; including a cross check against information entered into VaWC to 
maintain consistency. 

 

 Central Virginia WDB staff will conduct formal and informal monitoring in accordance with local 
policy AP # 203. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3 
 

 
 

 
 



4 
 

 
 

 
 



5 
 

 
 

 
 



6 
 

 
 

 
 



7 
 

 
 
 



8 
 

  
 


