
This is meant as a reference tool that may become outdated. Job Corps staff should always reference 
the most recent income guidelines before proceeding with an income eligibility determination.

Per the definitions and required documentation outlined in PRH Exhibit 1-1 and Appendix 101, if an 
applicant (or his or her family) receives Public Assistance, is a Foster Child, or is Homeless, he or she is 
automatically considered low income-eligible.  If this does not apply, continue to the Review of Earned 
Income below (Step 2).

If the applicant does not meet one of the conditions above, the Admissions Counselor (AC) must complete an 
income verification. The applicant’s reported income must be compared with the higher of either the current 
Poverty Guidelines, published by the Department of Health and Human Services, or 70 percent of the current 
Lower Living Standard Income Levels, published by the Department of Labor.

A) Types of Allowable Documentation:
q  Recent pay stubs
q  Letter from employer confirming that the 
     applicant’s self-reported income is accurate
q  Phone call with employer to confirm applicant’s self-reported income is accurate
q  Most recent tax return or W-2 form
q  Statement of support from a caseworker or public assistance personnel attesting to the applicant’s  
      status

B) Determine Applicant’s Income Level and Compare to Established Guidelines
Using the documentation provided by the applicant, use the chart below as a reference on how to review 
applicant’s low income eligibility. Enter in the monthly income for the applicant and family members on the 
blank earned income worksheet. Add the family’s total income for each month (in the blue cells), total the 
months to determine the 6-month amount, and then annualize the amount by multiplying by 2. Compare the 
annualized income level to the selected income level on the reverse side. Finally, record the family size in the 
last cell of the chart.

Process For Reviewing Applicant Income Eligibility

Note: See PRH Appendix 101 for a description of earned income 
(labeled Family Income) vs. excludable income, which should 

not be considered when determining low income eligibility.

Step 1:  Public Assistance, Foster Child, or Homeless

Step 2:  Review of Earned Income
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Instructions:
List income for the past 6 months in the appropriate box.

Job Corps Verification of Earned Income Worksheet

You must attach one of the following documents to verify earned income:
Check One:
q  Recent pay stubs
q  Letter from employer confirming that the applicant’s self-reported income is accurate
q  Phone call with employer to confirm applicant’s self-reported income is accurate
q  Most recent tax return or W-2 form

Check One:
q  LLSIL    q  Poverty Guidelines
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