Master Application Checklist

(  Is application prepared in black ink or typed?

(  Is the application legible?

(  Is the application free of mark-outs and whiteout?

(  Are all words spelled correctly?

· Is grammar and punctuation correct?

· Is the application neat and clean?

(   Are the only abbreviations for the names of states?

· Is the “Position Applying For” specific, i.e. office clerk, warehouse worker, etc.

· Does the “Position Applying For” match an occupation or goal listed on the parent’s Employment Plan?

· Does the application reflect appropriate skills and experience for the position stated, including skills that may have been gained through activities other than paid employment?

· Is the work history completed in the order requested on the application?
· Are there complete names, addresses and phone numbers for all past employment?

· Does the work history contain month and years of employment for every employer?

· Do the job descriptions include job specific skills, self-management skills, and transferable skills for each employer?

· Are all questions addressed with either an answer or a N/A?
· Is the application signed and dated?
· If portfolios are used, does it contain a copy of the application? 

