
Most Common Errors

1. Turnaround Time: Should allow no more than 2 weeks (after the parent/interviewer signature date) for the COE to be submitted.

2. Question #22: Must list code, qualifying activity, and employer.

a. If qualifying a family on previous work from another state, no code is needed.

b. If a new employer is listed please send the name, address, phone #, and contact name to Jonita Brack.

3. Parent/Guardian/Interviewer Dates: Must be signed and dated on the same day.

4. Project Name: Please put both USD # and the Name of the site at the top of the COE.

5. Work History: What to provide for the work history?

a. Qualifying Activity

b. Location where work was done (City, State)

More information on Work History on the back of this page (
6. Corrections:  When a correction is made on a COE, one line needs to be across the incorrect information then beside the line should be the recruiter’s initials.  Next go to the comments section (#30) and write the correct information that should be listed. 

If 3 or more corrections/errors are made, the COE must be re-written.

7. Time Frame Statement: If the work that you are qualifying the family on is temporary make sure that there is a time frame comment listed on the back page of the COE. 

Note: Temporary work is to be less than 12 months

8. Question 3A: Please make sure a physical address is listed.

9. Recruiter Log:  Please make sure that you have your recruiter logs filled out and that they can verify/support the COE.
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