Employment First Documents to be 
Scanned/Uploaded into N-FOCUS
Immediately after Completion/Update
	Document
	Category

	ADC Waiver Form
	Correspondence

	Assessment
	Work Requirements

	Self Sufficiency Contract, including Good Cause Addendum
	Work Requirements

	Service Plan (& Addendums)
	Work Requirements

	Documentation for Exemptions
	Medical for Incapacity & Care Attendant

	School Schedule
	Education

	Unsupervised Study Letter
	Education

	CS Site Agreement
	Work Requirements

	WEP Site Agreement and Job Description(s)
	Work Requirements

	OJT Agreement, Contract and Job Description
	Work Requirements


*Original Documents will not be returned to the contractor if submitted to a Document Imaging Hub for scanning.
Cases Pulled for Work Participation Rate Reads
(scan into Work Requirements only the documents that pertain to the month being reviewed that have not already been scanned into N-FOCUS)

	Education Verification Sheet

	Daily Job Search Timesheet

	Weekly Time Sheet (CS & WEP)

	Excused Absence Hours Tracking Sheet

	Job Search Weeks/Hours Tracking Sheet

	Vocational Training Months Tracking Sheet

	N-FOCUS Budget Summary with Employment Hours Calculation

	Any other documents used to determine hours
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