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	                 USWIB Information:  How to get a Training Voucher 

Below is a summary of the steps you will need to follow when you apply for a training voucher through the Upper Shore Workforce Investment grants program.  WIB staff can go over this with you so you’ll know what to expect in this process.


· Register with the Maryland Workforce Exchange:  www.mwejobs.com
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· Complete the interest inventory; shortcut on www.uswib.org;  print the results.  
· Placement tests are a requirement for every training voucher application – the testing center at Chesapeake College (Wye mills or Cambridge) is free –ask to print out the results.  The results of these tests will help us ensure you are placed in a course where you can be successful.  You will need to bring the test results with you for your intake appointment.

· Apply for a PELL grant for any credit classes – www.fafsa.gov  - you will need to bring the verification letter to your intake appointment before final training can be approved.
· Participate in the Ready-To-Work training workshops – WIB staff will facilitate getting the workshop availability dates to you.  These are a requirement.
· Dependable Strengths _____________   (date attended)

· Job Application/Resume/Interview Skills workshop _____________(date attended)

· Schedule a practice interview with a WIB resource staff.  You will need to prepare your resume, cover letter and complete a job application to bring with you to this interview.   _____________ (date attended)
· Complete the Job Research information sheet:  this is career research to support your training plan – look at what jobs are available in the community and go online to see what you can find out about your career choice.  Bring the completed sheet with you to your intake appointment.

· Complete the Job Contacts information sheet:  this is the specific information you have gained by speaking with or interviewing with prospective employers about the job for which you hope to train. Bring the completed sheet with you to your intake appointment. 

INTAKE:   This step requires a copy of the following documents:

· Driver’s License

· Birth Certificate



· Social Security Card

· Selective Service Verification https://www.sss.gov (males only born after 1959)
· Income verification, i.e. pay stubs OR public assistance verification
OR
Lay-off letter /Unemployment eligibility letter 
· Placement Test results


· O*Net results

· Both Job Research and Contacts sheets 
We will contact you to schedule your appointment.  You will also complete the WIB application and the Department of Labor required complaint/grievance statement.

· Meet with WIB training staff for approval of your training plan. 

More resources:  www.uswib.org website has a link called Ready-To-Work.  Click on the words to get available templates for cover letters & a functional resume; a sample application; sample interview questions that employers may ask, and sample interview questions you may want to ask.
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