Attachment 1

OJT Contract Checklist
OJT contracts should include:

1. Name, address, and telephone number of the business/employer;

2. Name of the contract administrator for the employer;
3. Number of participants to be trained, specifying for each participant or position;

4. Number of hours of training;

5. Wage rate (including scheduled adjustments);

6. Reimbursement rate;

7. Job description for each training occupation;

8. Training plan (see next section) for each slot or category indicating the occupational skills and knowledge to be learned in an orderly progression of training sequences;

9. A description of any additional services to be provided beyond training;

10. Total maximum dollar amount of the agreement;

11. Beginning and ending dates of agreement;

12. Personnel responsible for supervision of the training;

13. Terms of agreement for job retention;

14. Record-keeping requirements, including participant time and attendance documentation and payroll records;

15. Invoicing/payment procedures, including frequency of billing and required supporting documentation;

16. Workers compensation, or if not applicable, alternative insurance for injuries to participants;

17. Assurances of no displacement of currently employed workers or infringement on promotional opportunities;

18. Signatures of authorizing official from employer/business and local board or entity, agreements and must be on record as the signatory official, and

19. General provisions and assurances. 
