Work Opportunity Tax Credit Target Groups
Documentation Guideline

When applying for WOTC tax credits, documentation is required for certain target groups. To assist in determining which
target groups require documentation, what documentation is required, who is responsible for obtaining the documentation
and where the documentation can be located, the following information is provided:

‘Who is Responsible

duty service and
verification of service
connected disability

and WOTC staff

Target Group Required . for Obtaining Where to Locate the Required Documentation
Documentation A
Documentation
A) Aid to
Families with
Dependent
Children! Verification of WOTC staff will check the Dept. of Children and Families'
Temporary receipt of WOTC Staff Database. Please note: AFDC/TANF documentation from employers
Assistance for AFDC/T ANF is not acceptable.
Needy benefits
Families
(AFDC/TANF)
Recipients
Verification of . . .
. . WOTC staff will verify receipt of food stamps. Employers must
active duty service . , .
dates and Shared by provide a copy of the employee's DD-214 or obtain a letter or form
B) Veterans . . from a Department of Veterans Affairs' Regional Office in their area
verification of employer and . , . . .
receipt of food WOTC staff that verifies the veteran's service. Another source of information for
service verification is the National Personnel Records Center. Note:
stamps . .
Food stamp documentation from employers is not acceptable.
Disabled Veterans Verification of active [Shared by employer

WOTC staff will verify employee’s wages received. Employers must
provide a copy of the employee’s DD-214 or obtain a letter or form from
the Department of Veterans Affairs.

IC) Ex-Felons

Verification of the
ex-felon's
conviction and
release date.

Employer or
WOTC staff

(if employee's date
of birth is provided
and they were
incarcerated in a
Florida institution)

Employers can obtain a copy of inmate info. from the following
website: http://www.dc.state.fl.us/inmateinfo/inmateinfomenu.asp
Click on" Search All Corrections Offender Data Bases". Under
"Identifiers", scroll to Social Security Numbers (SSN) and click.
Then enter the applicant's SSN and enter. The next screen that may
appear is the "Inmate Population Information Search, Inmate Release
Information Search or Supervised Population screen. Either the
Inmate population Information Search or the Inmate Release
Information Search screens can be used for documentation.
Supervised Population screen can't be used for documentation
because it won't have the conviction and release date. If no screens
appear, go to the WOTC website at:
http://www.floridaiobs.org/wotc/index.htm and print a copy of the
DEO Eligibility Verification Form and have it completed by an
authorized agency official of the employee's correctional institution
or the employee's parole or probation officer.



http://www.dc.state.fl.us/inmateinfo/inmateinfomenu.asp
http://www.floridaiobs.org/wotc/index.htm

Required ‘Who is Responsible

Target Group . for Obtaining Where to Locate the Required Documentation
Documentation .
Documentation
Employee's address is Employers should go to the following website to determine if an address is in
in a Federal an Empowerment Zone, or Rural Renewal community
D) Designated EEn%povRvermen{ Zone or Renewal Community:
JCommunity (Coniln Zr;evz; ) or Emplover http://hud.esri.com/egis/cpd/rcezec/ezec open.htm .
[Residents unity ploy Enter the address and zip code. Click on search. If the address is in an|

[Rural Renewal
community (RRC)
proof that he/she is 18-
39 years of age

EZ/RRCIRC, click "Print Map". To verify proof of age, use source
documents such as a driver's license or birth certificate.

E) Vocational
) Vocationa The start and

Rehabilitation (VR) .
Referrals completlorvl date Of the Employers can obtain IWRP/IPE verification from a VR agency official (on
er\r}}l){loyee.s receiving letterhead) stating the start and completion date or IWRP/IPE. The employer
Indi .serxlf.l ce(si (\);/l an can obtain a copy of an eligibility verification form at the following WOTC
nRgga}ljlielliZfion Prllz:fn Emplover website and have it completed by a representative of the VR office:
(IWRP) or an ploy http://www.floridaiobs.org/wotc/index.htm Locations of Vocational Rehab
L . offices can be found at the following website: http://www.rehabworks.org
Individualized Plan of Click on "Contact Us"
Employment (IPE) ’
signed by the employee

& counselor

F) Summer Y outh Employee's address is

in a Federal
Empowerment Zone,
[Enterprise Community,
or Renewal Employer
Community, he/she is
16-1 7 years of age and
is employed between

May I and September 15

Same as for Designated Community Residents

IG) Food Stamp
[Recipient Verification of receipt WOTC staff
of food stamps

'WOTC staff will verify receipt of food stamps through the Department of
Children and Families' data base. Please note: Food stamp documentation
from the employer is not acceptable.

H) Supplemental

Security Income Employers can use the eligibility verification form found at the WOTC

(SSI recipient) Verification that the website to send to the local SSI office for completion or written verification
employee received can be obtained from the SSI office on office letterhead from an authorized
supplemental security individual from the local SSI office. In either case, the information must
income for any month Employer

within 60-days ending include a benefits verification form or a TPQY printout showing benefits

on the hire date received for all months within the last 60 days ending on the hire date. To

locate a local SSI office, go to the SSI website at www.ssa.gov and click on
"find nearest Social Security Office". Input the zip code and then click on

locate.
D Long-Te 'WOTC staff will check the Dept. of Children & Families' data
Family Assistance |Verification of receipt o WL CeC Y .
Recipients of long te WOTC Staff base to verify eligibility. Please note: AFDC/TANF documentation from

AFDC/TANF employers is not acceptable.

* Important note: Please do not send in documentation separate and apart from the 8850 or 9061 unless you have been requested to do
so from the WOTC office. If an 8850 is submitted without documentation to meet the 28 day posting
deadline, wait until you are notified to send the documentation . Thank you.

An equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. All voice
telephone numbers on this document may be reached by persons using TTY/TDD equipment via the Florida Relay Service at 711.


http://hud.esri.com/egis/cpd/rcezec/ezec%20open.htm
http://www.f1oridaiobs.org/wotc/index.htm
http://www.rehabworks.org/
http://www.ssa.gov/

