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1 Brief Description
The Downloadable Work Search Tracking Form can be viewed and printed by the Claimant, to be used to track their work search efforts.  It is accessed from the Work Search Requirements screen, and will be in a non-editable format.

2 Correspondence Specifications

The table below outlines the correspondence specifications:
	Correspondence Specifications

	Recipient
	Claimant

	Address type
	N/A – Available for download or printing only.

	Address hierarchy
	N/A

	Generation method
	User selection

	Batch frequency and timing
	N/A

	Event triggers
	Claimant selects to download correspondence on Work Search Requirements screen

	Expected annual volume
	Unknown

	Protested / Appealed / Neither
	Neither

	Protest or Appeal period
	N/A

	Outgoing
	Yes

	Incoming
	None

	Accompanying Correspondence
	None

	Remittance
	No
	

	Display this document online?
	Yes
	Available for download on Work Search Requirements screen

	Static Attachment(s)
	No
	


3 Element Definitions

The table below describes each element found on the particular piece of correspondence:

	Element Definitions

	Element
	Description/Text
	Data Variables and Source

	Form Name
	Work Search Record
	System

	Instructions
	System displays ‘Please keep a record of your work search contacts that you have made since you filed your claim.  You should maintain this record for future use as you may be required to verify the work searches you provided when you certified for your weeks of benefits.’
	System

	Date
	System displays column header ‘DATE’.
	System

	Contact Info
	System displays column header ‘NAME, ADDRESS, TELEPHONE NUMBER, WEB SITE URL, E-MAIL ADDRESS OF EMPLOYER, ADDRESS OF ONE STOP CAREER CENTER’.
	System

	Contact Method
	System displays column header ‘METHOD OF CONTACT’.
	System

	Type of Work
	System displays column header ‘TYPE OF WORK SOUGHT’.
	System

	Results of Contact
	System displays column header ‘RESULTS OF CONTACT’.
	System


4 Scenarios

There are no scenarios for this correspondence.

5 Reminder Specification

There are no follow-up requirements / reminder specifications for this correspondence.
6 Mail Return Handling Specifications
There are no mail return handling specifications for this correspondence.
7 Example
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WORK SEARCH RECORD

Please keep a record of your work search contacts that you have made since you filed your claim.  You should maintain this record for future use as you may be required to verify the work searches you provided when you certified for your weeks of benefits.

		DATE

		NAME, ADDRESS,TELEPHONE NUMBER,  WEB SITE URL, E-MAIL ADDRESS OF EMPLOYER, ADDRESS OF ONE STOP CAREER CENTER



		METHOD OF CONTACT

		TYPE OF WORK SOUGHT

		RESULTS OF CONTACT



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		



		





		

		

		

		








