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       Placement Incentive Checklist/ File Order

Employer Information
□ Assessment Centre Letter
□ TIPA (Employer & Employee Signature) 
□ Apprenticeship Registration if applicable
□ Employment Ontario Employer Document
□ Employer Registration
· Employer signature -  dated prior to start date
· Layoff/Liability Insurance/WSIB completed
□ Workplace Capacity Assessment  
  
Payment
□ Financial Attestation (Employer & Employee signatures signed at end of contract)
□ Employer survey 
□ Placement Incentive Information Sheet
· Amendment:
· Completed
· N/A
□ Placement Incentive Calendar   

Cheques
□ Check requests 1st □ 2nd □ 3rd □ Final □ 
□ Checks 1st □ 2nd □ 3rd□ Final □  

Apprenticeship Payment
□ Apprenticeship Initial Signing Bonus
□ Apprenticeship Final Signing Bonus

Client Information
□ Placement Incentive Rationale or Youth Matrix if applicable
□ Assessment
□ Employment Ontario Service Plan
□ Resume
□ Training Plan
Case Notes
□ Case Manager case notes rec’d at end of placement
Notes/Comments
□ Manager/Supervisor Notes/Communications
__________________________________________________________________________
□ Internal Spreadsheet □  		□ Internal Data Base □    
□ EOIS  □					□ Copy to Finance □   
_______  Inputted by Initials _______
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