


CALJOBS CORRECTION REQUEST FORM
 INSTRUCTIONS

	INSTRUCTIONS: Type 1 CalJOBS Correction Request Form

	
Please use this form to request any necessary corrections in CalJOBS, excluding those related to activity codes. For any corrections involving activity codes, staff must complete the CalJOBS Activity Correction Spreadsheet (CACS).

Instructions:

If any data needs to be added or changed after 30 days, please provide a detailed explanation for your correction request below. Include the following information when submitting a type 1 request: 

· Staff can include up to three participants in this CalJOBS Correction Request Form (CCRF). If more than three corrections are needed, staff must complete a second CCRF.
· Provide the participant’s name, Program, User ID, State ID, and WIOA Application Number.
· Explain the reason for the requested correction and provide detailed information about the request.
· If date corrections are necessary, for example, ELF, MSG, enrollments, or closures, please provide both the correct and incorrect dates, if applicable.
· Any requests associated to data beyond 90 days will be reviewed on a case-by-case basis and may not be approved.  
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The WSC/YSC Director or designated MIS Administrator must complete the following steps and submit the CCRF to the City of Los Angeles MIS Unit via email.

To: All CalJOBS corrections must be emailed to Emoli Mendez at emoli.mendez@lacity.org and Celene Heredia at celene.heredia@lacity.org.

· Email Subject: All correspondence must include "CCRF" in the email subject line, along with the name of your office (see example below). 

· Example: "CCRF Boyle Heights WSC."
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WORKSOURCE AND YOUTHSOURCE
	REQUESTOR INFORMATION                               
	Date:

	Director/MIS Administrator Name

	Phone Number
	Email Address



	WORKSOURCE CENTER OFFICE
	YOUTHSOURCE OFFICE

	· Boyle Heights WorkSource Center
· Downtown/Pico-Union WorkSource       
· El Proyecto WorkSource-One Stop, Sun Valley
· Harbor WSC - MCS
· Northeast Los Angeles WorkSource Center
· Northeast San Fernando Valley AJCC
· South Los Angeles WorkSource Center
· South Valley WorkSource Center
· Southeast Los Angeles WorkSource Center
· The Hollywood WorkSource Center
· Vernon-Central/LATTC WorkSource Center
· Watts/Los Angeles WorkSource Center
· West Adams WorkSource Center
· West LA WorkSource Center/American Job Center of CA
· Other Office Location  _________________________                            

	· Boyle Heights YSC - YOM Boyle Heights
· Central Los Angeles YSC – AYE
· Central YSC - Para Los Ninos
· East San Fernando Valley YSC - El Proyecto
· Harbor YSC – MCS
· North San Fernando Valley YSC - El Proyecto
· Northeast Los Angeles YSC – PLN
· South Los Angeles - Crenshaw YSC – Brotherhood
· South Los Angeles - Exposition Park YSC – AYE
· South Los Angeles - Watts YSC – WLCAC
· South Valley YSC - Goodwill Industries
· South YSC – CRCD
· Southeast Los Angeles YSC - YO Watts
· West LA YSC – Goodwill
· Other Office Location  _________________________
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	First Name
	Last Name
	Program
□ Adult □ Dislocated Worker □ Youth
□ Other Grant __________________  

	User ID
	State ID

	WIOA App Number


	Describe the reason for the correction request.





	#2 PARTICIPANT INFORMATION                                                          STATUS: □ APPROVE □ DENY

	First Name 
	Last Name
	Program
□ Adult □ Dislocated Worker □ Youth
□ Other Grant __________________  

	User ID

	State ID

	WIOA App Number


	Describe the reason for the correction request.





	#3 PARTICIPANT INFORMATION                                                          STATUS: □ APPROVE □ DENY

	First Name 
	Last Name
	Program
□ Adult □ Dislocated Worker □ Youth
□ Other Grant __________________  

	User ID

	State ID

	WIOA App Number


	Describe the reason for the correction request.
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