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1. INTRODUCTION 
 

The State of Tennessee, Department of Labor & Workforce Development, hereinafter referred to as “the 
State,” issues this Request for Proposals (RFP) to define minimum contract requirements; solicit 
responses; detail response requirements; and outline the State’s process for evaluating responses and 
selecting a contractor to provide the needed goods or services.  

 
Through this RFP, the State seeks to procure necessary goods or services at the most favorable, 
competitive prices and to give ALL qualified respondents, including those that are owned by minorities, 
women, service-disabled veterans, persons with disabilities and small business enterprises, an 
opportunity to do business with the state as contractors, subcontractors or suppliers. 

 
1.1. Statement of Procurement Purpose 

 
1.1.1. The State has embarked on a comprehensive, multi-year modernization effort for its Employment 

Security Division. Currently, the State’s administration of unemployment insurance (UI) benefits 
has been spread across several legacy systems and platforms of varying ages. The State seeks 
to implement a fully modernized, state-of-the-art UI benefits management system that enables 
greater operational efficiency, faster access, and a customer-centric approach that meets the 
diverse needs of Tennesseans. 

 
To accomplish these goals, the State requires a web-based, integrated solution. The State seeks 
to secure the services of a vendor that will design, develop, implement, and help maintain the 
system through collaboration with the State, but primary functionality will be driven by the 
business rules and requirements defined in this RFP and its attachments.    

 
1.1.2. As envisioned, the solution will be a customized benefits management system that can be 

configured, modified, and enhanced to best support a user’s full breadth of needs. Agile enough 
in integration and scalability to provide the State with a long-term solution that adjusts to changes 
in state and federal legislative requirements, technology infrastructures, and the needs of its 
various constituencies. 

 
In addition to custom solutions, the Respondent may propose a commercial-off-the-shelf solution, 
or a transferable solution from another state or government entity that can be modified to support 
the requirements of this contract.  If the Respondent intends to use pre-existing software or 
components, those specifics should be clearly defined in their proposal, and detail the extent to 
which the software can meet the State’s required functions. 
 
 

1.1.3. The State has established the following organizational objectives that the system will be expected 
to achieve: 

• Centralized management and processing that captures all required information to 
process UI benefit claims quickly, accurately, and efficiently. 

• Enhanced customer service and ease of use, with a robust, intelligent mobile-
responsive web interface for claimants, stakeholders, and staff. 

• High quality, timely, readily available service delivery in a sustainable, cost-effective, 
and equitable way.  

• Improvement of processing times and service quality.  

• Reduction of operational costs through the removal of redundant operations, 
elimination of data errors, and the detection of waste, fraud, and abuse.   
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• Simplification of workflows and processes through appropriate use of automation and 
support, while maintaining necessary checks and balances. 

• Elimination of manual and overly intensive processes and calculations.  

• Scalability of system capacity and performance to handle fluctuations in claim 
volumes.  

• Highly configurable to meet existing parameters, as well as new and temporary 
programs and initiatives or legislative changes. 

• Incorporation of successful best practices from the State’s previous projects. 

• Reduction of paperwork and promotion of real time data exchange and verification.  

• Ability to access, share, and report on data, in real time and across functions. 

• Increased data accuracy at every “entry point” and removal of duplicate data. 

• Integration with the systems, applications, and databases identified in this RFP and 
its attachments. 

• Improved security and privacy of data, consistent with current laws and that can 
remain compliant with state and federal security requirements.  

 
1.1.4. The Contractor shall complete all design, development, and implementation work within an initial 

twenty-four (24) month period. After the system has been implemented and is considered 
operational, the Contractor shall provide for a post-implementation period of an additional twelve 
(12) months, focusing on error correction, stabilization, and additional training and support while 
the State prepares to take over long-term maintenance and operations. The State reserves the 
right to execute up to four (4) renewal options for maintenance under the same terms and 
conditions for a period not to exceed twelve (12) months each. The total Contract Term shall not 
exceed eighty-four (84) months. 
 

1.1.5. As part of the continuing modernization effort, the State plans to transition many of its legacy 
information systems to a cloud-hosted environment. Therefore, the State seeks a solution that will 
allow the system’s applications to run on cloud-based infrastructure. This will align with the 
State’s long-term vision for technology services and allow for the ability to transfer the system to a 
cloud computing infrastructure developed by the State.  

 
1.1.2. At this point, the State does not have a finalized budget for the total cost of the services. 
 
1.2. Scope of Service, Contract Period, & Required Terms and Conditions 

 
The RFP Attachment 6.6., Pro Forma Contract details the State’s requirements: 
 
 Scope of Services and Deliverables (Section A); 
 Contract Period (Section B); 
 Payment Terms (Section C);  
 Standard Terms and Conditions (Section D); and, 
 Special Terms and Conditions (Section E). 
 
The pro forma contract substantially represents the contract document that the successful Respondent 
must sign. 

 
1.3. Nondiscrimination 

 
No person shall be excluded from participation in, be denied benefits of, or be otherwise subjected to 
discrimination in the performance of a Contract pursuant to this RFP or in the employment practices of the 
Contractor on the grounds of handicap or disability, age, race, creed, color, religion, sex, national origin, 
or any other classification protected by federal, Tennessee state constitutional, or statutory law.  The 
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Contractor pursuant to this RFP shall, upon request, show proof of such nondiscrimination and shall post 
in conspicuous places, available to all employees and applicants, notices of nondiscrimination. 

 
1.4. RFP Communications  
 

1.4.1. The State has assigned the following RFP identification number that must be referenced in all 
communications regarding this RFP: 
 
RFP # 33701-61621 

 
1.4.2. Unauthorized contact about this RFP with employees or officials of the State of Tennessee 

except as detailed below may result in disqualification from consideration under this 
procurement process.   

 
1.4.2.1. Prospective Respondents must direct communications concerning this RFP to the 

following person designated as the Solicitation Coordinator: 
 
Kayla R. Cook, Sourcing Account Specialist 
Central Procurement Office 
Tennessee Tower, 3rd Floor 
312 Rosa L. Parks Ave., Nashville, TN 37243 
615-741-9496 
Kayla.R.Cook@tn.gov 

 
1.4.2.2. Notwithstanding the foregoing, Prospective Respondents may alternatively contact: 
 

a. staff of the Governor’s Office of Diversity Business Enterprise for assistance 
available to minority-owned, woman-owned, service-disabled veteran-owned, 
businesses owned by persons with disabilities, and small businesses as well as 
general, public information relating to this RFP (visit 
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/governor-s-office-of-diversity-business-enterprise--godbe--/godbe-general-
contacts.html for contact information); and 

 
b. the following individual designated by the State to coordinate compliance with the 

nondiscrimination requirements of the State of Tennessee, Title VI of the Civil 
Rights Act of 1964, the Americans with Disabilities Act of 1990, and associated 
federal regulations: 
 
Helen Crowley, Compliance Team Lead 
Central Procurement Office 
Department of General Services 
3rd Floor 
312 Rosa L Parks Avenue 
Nashville, TN 37243 
615-741-3836 
helen.crowley@tn.gov 

 
1.4.3. Only the State’s official, written responses and communications with Respondents are binding 

with regard to this RFP.  Oral communications between a State official and one or more 
Respondents are unofficial and non-binding.   

 
1.4.4. Potential Respondents must ensure that the State receives all written questions and comments, 

including questions and requests for clarification, no later than the Written Questions & 
Comments Deadline detailed in the RFP Section 2, Schedule of Events. 
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1.4.5. Respondents must assume the risk of the method of dispatching any communication or response 
to the State.  The State assumes no responsibility for delays or delivery failures resulting from the 
Respondent’s method of dispatch.   

 
1.4.6. The State will convey all official responses and communications related to this RFP to the 

prospective Respondents from whom the State has received a Notice of Intent to Respond (refer 
to RFP Section 1.8.). 

 
1.4.7. The State reserves the right to determine, at its sole discretion, the method of conveying official, 

written responses and communications related to this RFP.   Such written communications may 
be transmitted by mail, hand-delivery, facsimile, electronic mail, Internet posting, or any other 
means deemed reasonable by the State.  For internet posting, please refer to the following 
website: https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/supplier-information/request-for-proposals--rfp--opportunities1.html. 

 
 
1.4.8. The State reserves the right to determine, at its sole discretion, the appropriateness and 

adequacy of responses to written comments, questions, and requests related to this RFP.  The 
State’s official, written responses will constitute an amendment of this RFP.   

 
1.4.9. Any data or factual information provided by the State (in this RFP, an RFP amendment or any 

other communication relating to this RFP) is for informational purposes only.  The State will make 
reasonable efforts to ensure the accuracy of such data or information, however it is the 
Respondent’s obligation to independently verify any data or information provided by the State.  
The State expressly disclaims the accuracy or adequacy of any information or data that it 
provides to prospective Respondents. 

 
1.5. Assistance to Respondents with a Handicap or Disability 

 
Prospective Respondents with a handicap or disability may receive accommodation relating to the 
communication of this RFP and participating in the RFP process.  Prospective Respondents may contact 
the Solicitation Coordinator to request such reasonable accommodation no later than the Disability 
Accommodation Request Deadline detailed in the RFP Section 2, Schedule of Events. 

 
1.6. Respondent Required Review & Waiver of Objections 
 

1.6.1. Each prospective Respondent must carefully review this RFP, including but not limited to, 
attachments, the RFP Attachment 6.6., Pro Forma Contract, and any amendments, for questions, 
comments, defects, objections, or any other matter requiring clarification or correction (collectively 
called “questions and comments”).   

 
1.6.2. Any prospective Respondent having questions and comments concerning this RFP must provide 

them in writing to the State no later than the Written Questions & Comments Deadline detailed in 
the RFP Section 2, Schedule of Events. 

 
1.6.3. Protests based on any objection to the RFP shall be considered waived and invalid if the 

objection has not been brought to the attention of the State, in writing, by the Written Questions & 
Comments Deadline. 

 
1.7. Pre-Response Conference 

 
A Pre-response Conference will be held at the time and date detailed in the RFP Section 2, Schedule of 
Events.  Pre-response Conference attendance is not mandatory, and prospective Respondents may be 
limited to a maximum number of attendees depending upon overall attendance and space limitations.   
 
The conference will be held via Microsoft Teams: 
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Join on your computer or mobile app  
Click here to join the meeting  
Or call in (audio only)  
+1 629-209-4396,,933426031#   United States, Nashville  
Phone Conference ID: 933 426 031#  
Find a local number | Reset PIN  
Learn More | Meeting options  

 
The purpose of the conference is to discuss the RFP scope of goods or services.  The State will entertain 
questions, however prospective Respondents must understand that the State’s oral response to any 
question at the Pre-response Conference shall be unofficial and non-binding.  Prospective Respondents 
must submit all questions, comments, or other concerns regarding the RFP in writing prior to the Written 
Questions & Comments Deadline date detailed in the RFP Section 2, Schedule of Events.  The State will 
send the official response to these questions and comments to prospective Respondents from whom the 
State has received a Notice of Intent to respond as indicated in RFP Section 1.8. and on the date detailed 
in the RFP Section 2, Schedule of Events.  

 
1.8. Notice of Intent to Respond 

 
Before the Notice of Intent to Respond Deadline detailed in the RFP Section 2, Schedule of Events, 
prospective Respondents should submit to the Solicitation Coordinator a Notice of Intent to Respond (in 
the form of a simple e-mail or other written communication).  Such notice should include the following 
information:   
 
 the business or individual’s name (as appropriate); 
 a contact person’s name and title; and 
 the contact person’s mailing address, telephone number, facsimile number, and e-mail address. 
 
A Notice of Intent to Respond creates no obligation and is not a prerequisite for submitting a 
response, however, it is necessary to ensure receipt of any RFP amendments or other notices and 
communications relating to this RFP. 

 
1.9. Response Deadline  

 
A Respondent must ensure that the State receives a response no later than the Response Deadline time 
and date detailed in the RFP Section 2, Schedule of Events.  The State will not accept late responses, 
and a Respondent’s failure to submit a response before the deadline will result in disqualification of the 
response.  It is the responsibility of the Respondent to ascertain any additional security requirements with 
respect to packaging and delivery to the State of Tennessee.  Respondents should be mindful of any 
potential delays due to security screening procedures, weather, or other filing delays whether foreseeable 
or unforeseeable.   
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2. RFP SCHEDULE OF EVENTS

2.1. The following RFP Schedule of Events represents the State’s best estimate for this RFP.  

EVENT TIME 
(central time zone) 

DATE 

1. RFP Issued December 9, 2021 

2. Disability Accommodation Request Deadline 2:00 p.m. December 14, 2021 

3. Pre-response Conference 9:00 a.m. December 15, 2021 

4. Notice of Intent to Respond Deadline 2:00 p.m. December 17, 2021 

5. Written “Questions & Comments” Deadline 2:00 p.m. December 22, 2021 

6. State Response to Written “Questions &
Comments” February 1, 2022 

7. Response Deadline 2:00 p.m. February 28, 2022 

8. Schedule of Respondent Oral Presentations April 4, 2022 

9. Respondent Oral Presentations April 6 – 12, 2022 

10. State Completion of Technical Response
Evaluations April 13, 2022 

11. State Opening & Scoring of Cost Proposals 2:00 p.m. April 14, 2022 

12. Negotiations (Optional) April 14 – April 27, 2022 

13. State Notice of Intent to Award Released and
RFP Files Opened for Public Inspection 2:00 p.m. April 28, 2022 

14. End of Open File Period May 5, 2022 

15. State sends contract to Contractor for signature May 6, 2022 

16. Contractor Signature Deadline 2:00 p.m. May 25, 2022 

2.2. The State reserves the right, at its sole discretion, to adjust the RFP Schedule of Events as it 
deems necessary.  Any adjustment of the Schedule of Events shall constitute an RFP amendment, and 
the State will communicate such to prospective Respondents from whom the State has received a Notice 
of Intent to Respond (refer to section 1.8.).   
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3. RESPONSE REQUIREMENTS 
 
3.1. Response Form 

 
A response to this RFP must consist of two parts, a Technical Response and a Cost Proposal. 

 
3.1.1. Technical Response.  RFP Attachment 6.2., Technical Response & Evaluation Guide provides 

the specific requirements for submitting a response.  This guide includes mandatory requirement 
items, general qualifications and experience items, and technical qualifications, experience, and 
approach items all of which must be addressed with a written response and, in some instances, 
additional documentation. 

 
 

NOTICE:  A technical response must not include any pricing or cost information.  
If any pricing or cost information amounts of any type (even pricing relating to 
other projects) is included in any part of the technical response, the state may 
deem the response to be non-responsive and reject it. 
 

 
3.1.1.1. A Respondent should duplicate and use the RFP Attachment 6.2., Technical Response 

& Evaluation Guide to organize, reference, and draft the Technical Response by 
duplicating the attachment, adding appropriate page numbers as required, and using 
the guide as a table of contents covering the Technical Response. 

 
3.1.1.2. A response should be economically prepared, with emphasis on completeness and 

clarity.  A response, as well as any reference material presented, must be written in 
English and must be written on standard 8 ½” x 11” pages (although oversize exhibits 
are permissible) and use a 12 point font for text.  All response pages must be 
numbered. 

 
3.1.1.3. All information and documentation included in a Technical Response should 

correspond to or address a specific requirement detailed in the RFP Attachment 6.2., 
Technical Response & Evaluation Guide.  All information must be incorporated into a 
response to a specific requirement and clearly referenced.  Any information not 
meeting these criteria will be deemed extraneous and will not contribute to evaluations. 

 
3.1.1.4. The State may determine a response to be non-responsive and reject it if:  

 
a. the Respondent fails to organize and properly reference the Technical Response 

as required by this RFP and the RFP Attachment 6.2., Technical Response & 
Evaluation Guide; or 

 
b. the Technical Response document does not appropriately respond to, address, or 

meet all of the requirements and response items detailed in the RFP Attachment 
6.2., Technical Response & Evaluation Guide. 

 
3.1.2. Cost Proposal.  A Cost Proposal must be recorded on an exact duplicate of the RFP Attachment 

6.3., Cost Proposal & Scoring Guide. 
 

 

NOTICE:  If a Respondent fails to submit a cost proposal exactly as required, the 
State may deem the response to be non-responsive and reject it. 
 

 
3.1.2.1. A Respondent must only record the proposed cost exactly as required by the RFP 

Attachment 6.3., Cost Proposal & Scoring Guide and must NOT record any other rates, 
amounts, or information. 
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3.1.2.2. The proposed cost shall incorporate ALL costs for services under the contract for the 
total contract period, including any renewals or extensions.   

 
3.1.2.3. A Respondent must sign and date the Cost Proposal. 
 
3.1.2.4. A Respondent must submit the Cost Proposal on a separate e-mail or CD or USB flash 

drive (as detailed in RFP Sections 3.2.3., et seq.). 
 
3.2. Response Delivery 

 
3.2.1. A Respondent must ensure that both the original Technical Response and Cost Proposal 

documents meet all form and content requirements, including all required signatures, as detailed 
within this RFP, as may be amended. 

 
3.2.2.  A Respondent must submit their response as specified in one of the two formats below. 
 

3.2.2.1. Digital Media Submission 
 

3.2.2.1.1. Technical Response 

The Technical Response document should be in the form of one (1) digital document in 
“PDF” format properly recorded on its own otherwise black, standard CD-R recordable 
disc or USB flash drive clearly labeled: 
 
“RFP # 33701-61621 TECHNICAL RESPONSE ORIGINAL”  
 
and six (6) digital copies of the Technical Response each in the form of one (1) digital 
document in “PDF” format properly recorded on its own otherwise blank, USB flash 
drive labeled: 
 
“RFP # 33701-61621 TECHNICAL RESPONSE COPY”  
 
The customer references should be delivered in accordance with RFP Attachment 6.2., 
Section B.17. 

 
3.2.2.1.2.Cost Proposal: 

The Cost Proposal should be in the form of one (1) digital document in “PDF” or “XLS” 
format properly recorded on a separate, otherwise blank, standard CD-R recordable 
disc or USB flash drive clearly labeled: 
 
“RFP # 33701-61621 COST PROPOSAL” 
 
An electronic or facsimile signature, as applicable, on the Cost Proposal is acceptable. 

 

3.2.2.2.  E-Mail Submission 

 3.2.2.2.1. Technical Response 

The Technical Response document should be in the form of one (1) digital document 
in “PDF” format or other easily accessible digital format attached to an e-mail to the 
Solicitation Coordinator. Both the subject and file name should both be clearly 
identified as follows:  

 
“RFP #NUMBER TECHNICAL RESPONSE”  
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The customer references should be delivered by each reference in accordance with 
RFP Attachment 6.2, Section B.17. 

 

3.2.2.2.2. Cost Proposal: 

The Cost Proposal should be in the form of one (1) digital document in “PDF” or “XLS” 
format or other easily accessible digital format attached to an e-mail to the Solicitation 
Coordinator. Both the subject and file name should both be clearly identified as 
follows:  

 
“RFP #NUMBER COST PROPOSAL”  
 

An electronic or facsimile signature, as applicable, on the Cost Proposal is acceptable. 

 
3.2.3. For e-mail submissions, the Technical Response and Cost Proposal documents must be 

dispatched to the Solicitation Coordinator in separate e-mail messages. For digital media 
submissions, a Respondent must separate, seal, package, and label the documents and copies 
for delivery as follows: 
 
3.2.3.1. The Technical Response original document and digital copies must be placed in a 

sealed package that is clearly labeled:  
  
“DO NOT OPEN… RFP # 33701-61621 TECHNICAL RESPONSE FROM 
[RESPONDENT LEGAL ENTITY NAME]” 

 
3.2.3.2. The Cost Proposal original document and digital copy must be placed in a separate, 

sealed package that is clearly labeled: 
 
“DO NOT OPEN… RFP # 33701-61621 COST PROPOSAL FROM [RESPONDENT 
LEGAL ENTITY NAME]” 

 
3.2.3.3. The separately, sealed Technical Response and Cost Proposal components may be 

enclosed in a larger package for mailing or delivery, provided that the outermost 
package is clearly labeled: 
 
“RFP # 33701-61621 SEALED TECHNICAL RESPONSE & SEALED COST 
PROPOSAL FROM [RESPONDENT LEGAL ENTITY NAME]” 
 

3.2.4. A Respondent must ensure that the State receives a response no later than the Response 
Deadline time and date detailed in the RFP Section 2, Schedule of Events at the following 
address: 
 
Kayla R. Cook, Sourcing Account Specialist 
Central Procurement Office 
Tennessee Tower, 3rd Floor 
312 Rosa L. Parks Ave., Nashville, TN 37243 
615-741-9496 
Kayla.R.Cook@tn.gov 
 

3.3. Response & Respondent Prohibitions  
 

3.3.1. A response must not include alternate contract terms and conditions, except as otherwise 
permitted by the RFP. If a response contains such terms and conditions the State, at its sole 
discretion, may determine the response to be a non- responsive counteroffer and reject it. 

 



RFP # 33701-61621 
11 

3.3.2. A response must not restrict the rights of the State or otherwise qualify either the offer to deliver 
goods or provide services as required by this RFP or the Cost Proposal.  If a response restricts 
the rights of the State or otherwise qualifies either the offer to deliver goods or provide services 
as required by this RFP or the Cost Proposal, the State, at its sole discretion, may determine the 
response to be a non-responsive counteroffer and reject it. 

 
3.3.3. A response must not propose alternative goods or services (i.e., offer services different from 

those requested and required by this RFP) unless expressly requested in this RFP.  The State 
may consider a response of alternative goods or services to be non-responsive and reject it. 

 
3.3.4. A Cost Proposal must be prepared and arrived at independently and must not involve any 

collusion between Respondents.  The State will reject any Cost Proposal that involves collusion, 
consultation, communication, or agreement between Respondents.  Regardless of the time of 
detection, the State will consider any such actions to be grounds for response rejection or 
contract termination. 

 
3.3.5. A Respondent must not provide, for consideration in this RFP process or subsequent contract 

negotiations, any information that the Respondent knew or should have known was materially 
incorrect.  If the State determines that a Respondent has provided such incorrect information, the 
State will deem the Response non-responsive and reject it.  

 
3.3.6. A Respondent must not submit more than one Technical Response and one Cost Proposal in 

response to this RFP, except as expressly requested by the State in this RFP.  If a Respondent 
submits more than one Technical Response or more than one Cost Proposal, the State will deem 
all of the responses non-responsive and reject them. 

 
3.3.7. A Respondent must not submit a response as a prime contractor while also permitting one or 

more other Respondents to offer the Respondent as a subcontractor in their own responses.  
Such may result in the disqualification of all Respondents knowingly involved.  This restriction 
does not, however, prohibit different Respondents from offering the same subcontractor as a part 
of their responses (provided that the subcontractor does not also submit a response as a prime 
contractor).   

 
3.3.8. The State shall not consider a response from an individual who is, or within the past six (6) 

months has been, a State employee.  For purposes of this RFP: 
 

3.3.8.1.  An individual shall be deemed a State employee until such time as all compensation for 
salary, termination pay, and annual leave has been paid;  

3.3.8.2. A contract with or a response from a company, corporation, or any other contracting 
entity in which a controlling interest is held by any State employee shall be considered to 
be a contract with or proposal from the employee; and 

3.3.8.3. A contract with or a response from a company, corporation, or any other contracting 
entity that employs an individual who is, or within the past six (6) months has been, a 
State employee shall not be considered a contract with or a proposal from the employee 
and shall not constitute a prohibited conflict of interest.   

3.3.9. This RFP is also subject to Tenn. Code Ann. § 12-4-101—105.  

 
3.4. Response Errors & Revisions 

 
A Respondent is responsible for any and all response errors or omissions.  A Respondent will not be 
allowed to alter or revise response documents after the Response Deadline time and date detailed in the 
RFP Section 2, Schedule of Events unless such is formally requested, in writing, by the State.   

 
3.5. Response Withdrawal 
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A Respondent may withdraw a submitted response at any time before the Response Deadline time and 
date detailed in the RFP Section 2, Schedule of Events by submitting a written request signed by an 
authorized Respondent representative.  After withdrawing a response, a Respondent may submit another 
response at any time before the Response Deadline.  After the Response Deadline, a Respondent may 
only withdraw all or a portion of a response where the enforcement of the response would impose an 
unconscionable hardship on the Respondent.   

 
3.6. Additional Services 

 
If a response offers goods or services in addition to those required by and described in this RFP, the 
State, at its sole discretion, may add such services to the contract awarded as a result of this RFP. 
Notwithstanding the foregoing, a Respondent must not propose any additional cost amounts or rates for 
additional goods or services.  Regardless of any additional services offered in a response, the 
Respondent’s Cost Proposal must only record the proposed cost as required in this RFP and must not 
record any other rates, amounts, or information.   
 
NOTICE:  If a Respondent fails to submit a Cost Proposal exactly as required, the State may deem 
the response non-responsive and reject it. 

 
3.7. Response Preparation Costs 

 
The State will not pay any costs associated with the preparation, submittal, or presentation of any 
response. 
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4. GENERAL CONTRACTING INFORMATION & REQUIREMENTS 
 
4.1. RFP Amendment 

 
The State at its sole discretion may amend this RFP, in writing, at any time prior to contract award.  
However, prior to any such amendment, the State will consider whether it would negatively impact the 
ability of potential Respondents to meet the response deadline and revise the RFP Schedule of Events if 
deemed appropriate.  If an RFP amendment is issued, the State will convey it to potential Respondents 
who submitted a Notice of Intent to Respond (refer to RFP Section 1.8.).  A response must address the 
final RFP (including its attachments) as amended. 

 
4.2. RFP Cancellation 

 
The State reserves the right, at its sole discretion, to cancel the RFP or to cancel and reissue this RFP in 
accordance with applicable laws and regulations. 

 
4.3. State Right of Rejection 
 

4.3.1. Subject to applicable laws and regulations, the State reserves the right to reject, at its sole 
discretion, any and all responses. 

 
4.3.2. The State may deem as non-responsive and reject any response that does not comply with all 

terms, conditions, and performance requirements of this RFP.  Notwithstanding the foregoing, the 
State reserves the right to waive, at its sole discretion, minor variances from full compliance with 
this RFP.  If the State waives variances in a response, such waiver shall not modify the RFP 
requirements or excuse the Respondent from full compliance, and the State may hold any 
resulting Contractor to strict compliance with this RFP. 

 
4.4. Assignment & Subcontracting 
 

4.4.1. The Contractor may not subcontract, transfer, or assign any portion of the Contract awarded as a 
result of this RFP without prior approval of the State.  The State reserves the right to refuse 
approval, at its sole discretion, of any subcontract, transfer, or assignment. 

 
4.4.2. If a Respondent intends to use subcontractors, the response to this RFP must specifically identify 

the scope and portions of the work each subcontractor will perform (refer to RFP Attachment 6.2., 
Section B, General Qualifications & Experience Item B.14.). 

 
4.4.3. Subcontractors identified within a response to this RFP will be deemed as approved by the State 

unless the State expressly disapproves one or more of the proposed subcontractors prior to 
signing the Contract. 

 
4.4.4. After contract award, a Contractor may only substitute an approved subcontractor at the 

discretion of the State and with the State’s prior, written approval. 
 
4.4.5. Notwithstanding any State approval relating to subcontracts, the Respondent who is awarded a 

contract pursuant to this RFP will be the prime contractor and will be responsible for all work 
under the Contract. 

 
4.5. Right to Refuse Personnel or Subcontractors 

 
The State reserves the right to refuse, at its sole discretion and notwithstanding any prior approval, any 
personnel of the prime contractor or a subcontractor providing goods or services in the performance of a 
contract resulting from this RFP.  The State will document in writing the reason(s) for any rejection of 
personnel.  
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4.6. Insurance 
 
 The State will require the awarded Contractor to provide a Certificate of Insurance issued by an 
insurance company licensed or authorized to provide insurance in the State of Tennessee.  Each 
Certificate of Insurance shall indicate current insurance coverages meeting minimum requirements as 
may be specified by this RFP.  A failure to provide a current, Certificate of Insurance will be considered a 
material breach and grounds for contract termination. 

 
4.7. Professional Licensure and Department of Revenue Registration 
 

4.7.1. All persons, agencies, firms, or other entities that provide legal or financial opinions, which a 
Respondent provides for consideration and evaluation by the State as a part of a response to this 
RFP, shall be properly licensed to render such opinions. 

 
4.7.2. Before the Contract resulting from this RFP is signed, the apparent successful Respondent (and 

Respondent employees and subcontractors, as applicable) must hold all necessary or 
appropriate business or professional licenses to provide the goods or services as required by the 
contract.  The State may require any Respondent to submit evidence of proper licensure. 

 
4.7.3.   Before the Contract resulting from this RFP is signed, the apparent successful Respondent must 

be registered with the Tennessee Department of Revenue for the collection of Tennessee sales 
and use tax. The State shall not award a contract unless the Respondent provides proof of such 
registration or provides documentation from the Department of Revenue that the Contractor is 
exempt from this registration requirement.  The foregoing is a mandatory requirement of an award 
of a contract pursuant to this solicitation.  To register, please visit the Department of Revenue’s 
Tennessee Taxpayer Access Point (TNTAP) website for Online Registration and the Vendor 
Contract Questionnaire.  These resources are available at the following: 
https://tntap.tn.gov/eservices/_/#1 

 
4.8. Disclosure of Response Contents 
 

4.8.1. All materials submitted to the State in response to this RFP shall become the property of the 
State of Tennessee.  Selection or rejection of a response does not affect this right.  By submitting 
a response, a Respondent acknowledges and accepts that the full response contents and 
associated documents will become open to public inspection in accordance with the laws of the 
State of Tennessee. 

 
4.8.2. The State will hold all response information, including both technical and cost information, in 

confidence during the evaluation process.   
4.8.3. Upon completion of response evaluations, indicated by public release of a Notice of Intent to 

Award, the responses and associated materials will be open for review by the public in 
accordance with Tenn. Code Ann. § 10-7-504(a)(7). 

 
4.9. Contract Approval and Contract Payments 
 

4.9.1.  After contract award, the Contractor who is awarded the contract must submit appropriate 
documentation with the Department of Finance and Administration, Division of Accounts. 

 
4.9.2.  This RFP and its contractor selection processes do not obligate the State and do not create 

rights, interests, or claims of entitlement in either the Respondent with the apparent best-
evaluated response or any other Respondent.  State obligations pursuant to a contract award 
shall commence only after the Contract is signed by the State agency head and the Contractor 
and after the Contract is approved by all other state officials as required by applicable laws and 
regulations. 

 
4.9.3.  No payment will be obligated or made until the relevant Contract is approved as required by 

applicable statutes and rules of the State of Tennessee. 
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4.9.3.1. The State shall not be liable for payment of any type associated with the Contract 

resulting from this RFP (or any amendment thereof) or responsible for any goods 
delivered or services rendered by the Contractor, even goods delivered or services 
rendered in good faith and even if the Contractor is orally directed to proceed with the 
delivery of goods or the rendering of services, if it occurs before the Contract Effective 
Date or after the Contract Term.  

 
4.9.3.2. All payments relating to this procurement will be made in accordance with the Payment 

Terms and Conditions of the Contract resulting from this RFP (refer to RFP Attachment 
6.6., Pro Forma Contract, Section C). 

 
4.9.3.3. If any provision of the Contract provides direct funding or reimbursement for the 

competitive purchase of goods or services as a component of contract performance or 
otherwise provides for the reimbursement of specified, actual costs, the State will 
employ all reasonable means and will require all such documentation that it deems 
necessary to ensure that such purchases were competitive and costs were reasonable, 
necessary, and actual.  The Contractor shall provide reasonable assistance and access 
related to such review.  Further, the State shall not remit, as funding or reimbursement 
pursuant to such provisions, any amounts that it determines do not represent 
reasonable, necessary, and actual costs. 

 
4.10. Contractor Performance 

 
The Contractor who is awarded a contract will be responsible for the delivery of all acceptable goods or 
the satisfactory completion of all services set out in this RFP (including attachments) as may be 
amended.  All goods or services are subject to inspection and evaluation by the State.  The State will 
employ all reasonable means to ensure that goods delivered or services rendered are in compliance with 
the Contract, and the Contractor must cooperate with such efforts. 

 
4.11. Contract Amendment 

 
After Contract award, the State may request the Contractor to deliver additional goods or perform 
additional services within the general scope of the Contract and this RFP, but beyond the specified 
Scope, and for which the Contractor may be compensated.  In such instances, the State will provide the 
Contractor a written description of the additional goods or services.  The Contractor must respond to the 
State with a time schedule for delivering the additional goods or accomplishing the additional services 
based on the compensable units included in the Contractor’s response to this RFP.  If the State and the 
Contractor reach an agreement regarding the goods or services and associated compensation, such 
agreement must be effected by means of a contract amendment.  Further, any such amendment requiring 
additional goods or services must be signed by both the State agency head and the Contractor and must 
be approved by other state officials as required by applicable statutes, rules, policies and procedures of 
the State of Tennessee.  The Contractor must not provide additional goods or render additional services 
until the State has issued a written contract amendment with all required approvals. 

 
4.12. Severability 

 
If any provision of this RFP is declared by a court to be illegal or in conflict with any law, said decision will 
not affect the validity of the remaining RFP terms and provisions, and the rights and obligations of the 
State and Respondents will be construed and enforced as if the RFP did not contain the particular 
provision held to be invalid. 

 
4.13. Next Ranked Respondent 

The State reserves the right to initiate negotiations with the next ranked Respondent should the State 
cease doing business with any Respondent selected via this RFP process. 
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5. EVALUATION & CONTRACT AWARD 
 
5.1. Evaluation Categories & Maximum Points 

 
The State will consider qualifications, experience, technical approach, and cost in the evaluation of 
responses and award points in each of the categories detailed below (up to the maximum evaluation 
points indicated) to each response deemed by the State to be responsive. 

 
EVALUATION CATEGORY MAXIMUM POINTS POSSIBLE 

General Qualifications & Experience 
(refer to RFP Attachment 6.2., Section B) 20 

Technical Qualifications, Experience & 
Approach 
(refer to RFP Attachment 6.2., Section C) 

40 

Oral Presentation 
(refer to RFP Attachment 6.2., Section D) 

20 

Cost Proposal 
(refer to RFP Attachment 6.3.) 20 

 
5.2. Evaluation Process 

 
The evaluation process is designed to award the contract resulting from this RFP not necessarily to the 
Respondent offering the lowest cost, but rather to the Respondent deemed by the State to be responsive 
and responsible who offers the best combination of attributes based upon the evaluation criteria.  
(“Responsive Respondent” is defined as a Respondent that has submitted a response that conforms in all 
material respects to the RFP.  “Responsible Respondent” is defined as a Respondent that has the 
capacity in all respects to perform fully the contract requirements, and the integrity and reliability which 
will assure good faith performance.) 

 
5.2.1. Technical Response Evaluation. The Solicitation Coordinator and the Proposal Evaluation 

Team (consisting of three (3) or more State employees) will use the RFP Attachment 6.2., 
Technical Response & Evaluation Guide to manage the Technical Response Evaluation and 
maintain evaluation records. 

 
5.2.1.1. The State reserves the right, at its sole discretion, to request Respondent clarification 

of a Technical Response or to conduct clarification discussions with any or all 
Respondents.  Any such clarification or discussion will be limited to specific sections of 
the response identified by the State.  The subject Respondent must put any resulting 
clarification in writing as may be required and in accordance with any deadline imposed 
by the State. 

 
5.2.1.2. The Solicitation Coordinator will review each Technical Response to determine 

compliance with RFP Attachment 6.2., Technical Response & Evaluation Guide, 
Section A— Mandatory Requirements.  If the Solicitation Coordinator determines that a 
response failed to meet one or more of the mandatory requirements, the Proposal 
Evaluation Team will review the response and document the team’s determination of 
whether: 

 
a. the response adequately meets RFP requirements for further evaluation; 

 
b. the State will request clarifications or corrections for consideration prior to further 

evaluation; or,  
 

c. the State will determine the response to be non-responsive to the RFP and reject it. 
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5.2.1.3. Proposal Evaluation Team members will independently evaluate each Technical 

Response (that is responsive to the RFP) against the evaluation criteria in this RFP, 
and will score each in accordance with the RFP Attachment 6.2., Technical Response 
& Evaluation Guide. 

 
5.2.1.4. For each response evaluated, the Solicitation Coordinator will calculate the average of 

the Proposal Evaluation Team member scores for RFP Attachment 6.2., Technical 
Response & Evaluation Guide, and record each average as the response score for the 
respective Technical Response section. 

 
5.2.1.5. The Solicitation Coordinator will invite the top five (5) ranked Respondents to make an 

Oral Presentation. The ranking will be determined after the Technical Response score 
is totaled and ranked (e.g., 1 – the best evaluated ranking, etc.). 

 
5.2.1.5.1. The Oral Presentations are mandatory.  The Solicitation Coordinator will 

schedule Respondent Presentations during the period indicated by the 
RFP Section 2, Schedule of Events.  The Solicitation Coordinator will 
make every effort to accommodate each Respondent’s schedules.  
When the Respondent Presentation schedule has been determined, the 
Solicitation Coordinator will contact Respondents with the relevant 
information as indicated by RFP Section 2, Schedule of Events. 

 
5.2.1.5.2. Respondent Presentations are only open to the invited Respondent, 

Proposal Evaluation Team members, the Solicitation Coordinator, and 
any technical consultants who are selected by the State to provide 
assistance to the Proposal Evaluation Team. 

 
5.2.1.5.3. Oral Presentations provide an opportunity for Respondents to explain 

and clarify their responses and for the State to test to better understand 
the practical application of the good or service as applicable.  
Respondents must not materially alter their responses and Presentations 
will be limited to addressing the items detailed in RFP Attachment 6.2., 
Technical Response & Evaluation Guide.  Respondent pricing shall not 
be discussed or provided during Oral Presentations. 

 
5.2.1.5.4. The State will maintain an accurate record of each Respondent’s Oral 

Presentation session.  The record of the Respondent’s Oral Presentation 
shall be available for review when the State opens the procurement files 
for public inspection. 

 
5.2.1.5.5. Proposal Evaluation Team members will independently evaluate each 

Oral Presentation in accordance with the RFP Attachment 6.2., 
Technical Response & Evaluation Guide, Section D. 

 
5.2.1.5.6. The Solicitation Coordinator will calculate and document the average of 

the Proposal Evaluation Team member scores for RFP Attachment 6.2., 
Technical Response & Evaluation Guide, Section D, and record that 
number as the score for Respondent’s Technical Response section. 

 
5.2.1.6. Before Cost Proposals are opened, the Proposal Evaluation Team will review the 

Technical Response Evaluation record and any other available information pertinent to 
whether or not each Respondent is responsive and responsible.  If the Proposal 
Evaluation Team identifies any Respondent that does not meet the responsive and 
responsible thresholds such that the team would not recommend the Respondent for 
Cost Proposal Evaluation and potential contract award, the team members will fully 
document the determination. 
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5.2.2. Cost Proposal Evaluation.  The Solicitation Coordinator will open for evaluation the Cost 

Proposal of each Respondent deemed by the State to be responsive and responsible and 
calculate and record each Cost Proposal score in accordance with the RFP Attachment 6.3., Cost 
Proposal & Scoring Guide. 

 
5.2.3. Clarifications and Negotiations. The State reserves the right to award a contract on the basis of 

initial responses received, therefore, each response shall contain the Respondent’s best terms 
and conditions from a technical and cost standpoint.  The State reserves the right to conduct 
clarifications or negotiations with one or more Respondents.  All communications, clarifications, 
and negotiations shall be conducted in a manner that supports fairness in response improvement. 

 
5.2.3.1. Clarifications: The State may identify areas of a response that may require further 

clarification or areas in which it is apparent that there may have been miscommunications 
or misunderstandings as to the State’s specifications or requirements.  The State may 
seek to clarify those issues identified during one or multiple clarification rounds.  Each 
clarification sought by the State may be unique to an individual Respondent, provided 
that the process is conducted in a manner that supports fairness in response 
improvement. 

 
5.2.3.2. Negotiations: The State may elect to negotiate with one or more Respondents by 

requesting revised responses, negotiating costs, or finalizing contract terms and 
conditions.  The State reserves the right to conduct multiple negotiation rounds or no 
negotiations at all. 

 
5.2.3.3. Cost Negotiations:  All Respondents, selected for negotiation by the State, will be given 

equivalent information with respect to cost negotiations.  All cost negotiations will be 
documented for the procurement file.  Additionally, the State may conduct target pricing 
and other goods or services level negotiations.  Target pricing may be based on 
considerations such as current pricing, market considerations, benchmarks, budget 
availability, or other methods that do not reveal individual Respondent pricing.  During 
target price negotiations, Respondents are not obligated to reduce their pricing to target 
prices, but no Respondent is allowed to increase prices.   

 
5.2.3.4. If the State determines that it is unable to successfully negotiate terms and conditions of 

a contract with the apparent best evaluated Respondent, the State reserves the right to 
bypass the apparent best evaluated Respondent and enter into terms and conditions 
contract negotiations with the next apparent best evaluated Respondent. 

 
5.2.4. Total Response Score.  The Solicitation Coordinator will calculate the sum of the Technical 

Response section scores and the Cost Proposal score and record the resulting number as the 
total score for the subject Response (refer to RFP Attachment 6.5., Score Summary Matrix). 

 
5.3. Contract Award Process 
 

5.3.1 The Solicitation Coordinator will submit the Proposal Evaluation Team determinations and scores 
to the head of the procuring agency for consideration along with any other relevant information 
that might be available and pertinent to contract award. 

 
5.3.2. The procuring agency head will determine the apparent best-evaluated Response.  To effect a 

contract award to a Respondent other than the one receiving the highest evaluation process 
score, the head of the procuring agency must provide written justification and obtain the written 
approval of the Chief Procurement Officer and the Comptroller of the Treasury. 

 
5.3.3. The State will issue a Notice of Intent to Award identifying the apparent best-evaluated response 

and make the RFP files available for public inspection at the time and date specified in the RFP 
Section 2, Schedule of Events. 
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NOTICE:  The Notice of Intent to Award shall not create rights, interests, or claims of 
entitlement in either the apparent best-evaluated Respondent or any other Respondent. 

 
5.3.4. Subject to agreement on the exceptions permitted by RFP Attachment 6.2 – B.19., the 

Respondent identified as offering the apparent best-evaluated response must sign a contract 
drawn by the State pursuant to this RFP.  The Contract shall be substantially the same as the 
RFP Attachment 6.6., Pro Forma Contract except as modified by any mutually agreed to 
exceptions permitted by RFP Attachment 6.2 – B.19.  The Respondent must sign the Contract by 
the Contractor Signature Deadline detailed in the RFP Section 2, Schedule of Events. If the 
Respondent fails to provide the signed Contract by this deadline, the State may determine that 
the Respondent is non-responsive to this RFP and reject the response. 

 
5.3.5. Notwithstanding the foregoing, the State may, at its sole discretion, entertain limited terms and 

conditions or pricing negotiations prior to Contract signing and, as a result, revise the pro forma 
contract terms and conditions or performance requirements in the State’s best interests, 
PROVIDED THAT such revision of terms and conditions or performance requirements shall NOT 
materially affect the basis of response evaluations or negatively impact the competitive nature of 
the RFP and contractor selection process. 

 
5.3.6. If the State determines that a response is non-responsive and rejects it after opening Cost 

Proposals, the Solicitation Coordinator will re-calculate scores for each remaining responsive 
Cost Proposal to determine (or re-determine) the apparent best-evaluated response. 
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RFP ATTACHMENT 6.1. 

RFP # 33701-61621 STATEMENT OF CERTIFICATIONS AND ASSURANCES 
The Respondent must sign and complete the Statement of Certifications and Assurances below as required, and it must be 
included in the Technical Response (as required by RFP Attachment 6.2., Technical Response & Evaluation Guide, Section 
A, Item A.1.).   

The Respondent does, hereby, expressly affirm, declare, confirm, certify, and assure ALL of the following: 
1. The Respondent will comply with all of the provisions and requirements of the RFP. 
2. The Respondent will provide all services as defined in the Scope of the RFP Attachment 6.6., Pro Forma Contract for 

the total Contract Term. 
3. The Respondent, except as otherwise provided in this RFP, accepts and agrees to all terms and conditions set out in 

the RFP Attachment 6.6., Pro Forma Contract. 
4. The Respondent acknowledges and agrees that a contract resulting from the RFP shall incorporate, by reference, all 

proposal responses as a part of the Contract. 
5. The Respondent will comply with: 

(a)  the laws of the State of Tennessee;   
(b)  Title VI of the federal Civil Rights Act of 1964;   
(c)  Title IX of the federal Education Amendments Act of 1972; 
(d)  the Equal Employment Opportunity Act and the regulations issued there under by the federal government; and,  
(e)  the Americans with Disabilities Act of 1990 and the regulations issued there under by the federal government. 

6. To the knowledge of the undersigned, the information detailed within the response submitted to this RFP is accurate. 
7. The response submitted to this RFP was independently prepared, without collusion, under penalty of perjury. 
8. No amount shall be paid directly or indirectly to an employee or official of the State of Tennessee as wages, 

compensation, or gifts in exchange for acting as an officer, agent, employee, subcontractor, or consultant to the 
Respondent in connection with this RFP or any resulting contract. 

9. Both the Technical Response and the Cost Proposal submitted in response to this RFP shall remain valid for at least 
120 days subsequent to the date of the Cost Proposal opening and thereafter in accordance with any contract 
pursuant to the RFP. 

10. The Respondent affirms the following statement, as required by the Iran Divestment Act Tenn. Code Ann. § 12-12-
111: “By submission of this bid, each bidder and each person signing on behalf of any bidder certifies, and in the case 
of a joint bid each party thereto certifies as to its own organization, under penalty of perjury, that to the best of its 
knowledge and belief that each bidder is not on the list created pursuant to §12-12-106.”  For reference purposes, the 
list is currently available online at: https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-
/library-/public-information-library.html. 

By signing this Statement of Certifications and Assurances, below, the signatory also certifies legal authority to 
bind the proposing entity to the provisions of this RFP and any contract awarded pursuant to it.  If the signatory is 
not the Respondent (if an individual) or the Respondent’s company President or Chief Executive Officer, this 
document must attach evidence showing the individual’s authority to bind the Respondent. 

 

DO NOT SIGN THIS DOCUMENT IF YOU ARE NOT LEGALLY AUTHORIZED TO BIND THE RESPONDENT 

SIGNATURE:  

PRINTED NAME & TITLE:  

DATE:  

RESPONDENT LEGAL ENTITY 
NAME: 
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RFP ATTACHMENT 6.2. — Section A 

TECHNICAL RESPONSE & EVALUATION GUIDE 
SECTION A:  MANDATORY REQUIREMENTS.  The Respondent must address all items detailed below and provide, in 
sequence, the information and documentation as required (referenced with the associated item references). The 
Respondent must also detail the response page number for each item in the appropriate space below.  
The Solicitation Coordinator will review the response to determine if the Mandatory Requirement Items are addressed as 
required and mark each with pass or fail.  For each item that is not addressed as required, the Proposal Evaluation Team 
must review the response and attach a written determination.  In addition to the Mandatory Requirement Items, the 
Solicitation Coordinator will review each response for compliance with all RFP requirements. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section A— Mandatory Requirement Items Pass/Fail 

  The Response must be delivered to the State no later than the Response 
Deadline specified in the RFP Section 2, Schedule of Events. 

 

  The Technical Response and the Cost Proposal documentation must be 
packaged separately as required (refer to RFP Section 3.2., et. seq.). 

 

  The Technical Response must NOT contain cost or pricing information of 
any type. 

 

  The Technical Response must NOT contain any restrictions of the rights of 
the State or other qualification of the response. 

 

  A Respondent must NOT submit alternate responses (refer to RFP Section 
3.3.). 

 

  A Respondent must NOT submit multiple responses in different forms (as a 
prime and a subcontractor) (refer to RFP Section 3.3.).  

 

 A.1. Provide the Statement of Certifications and Assurances (RFP Attachment 
6.1.) completed and signed by an individual empowered to bind the 
Respondent to the provisions of this RFP and any resulting contract.  The 
document must be signed without exception or qualification. 

 

 A.2. Provide a statement, based upon reasonable inquiry, of whether the 
Respondent or any individual who shall cause to deliver goods or perform 
services under the contract has a possible conflict of interest (e.g., 
employment by the State of Tennessee) and, if so, the nature of that 
conflict. 
 
NOTE:  Any questions of conflict of interest shall be solely within the 
discretion of the State, and the State reserves the right to cancel any 
award. 

 

 A.3. Provide an official document or letter from an accredited credit bureau, 
verified and dated within the last three (3) months and indicating a 
satisfactory credit score for the Respondent (NOTE: A credit bureau report 
number without the full report is insufficient and will not be considered 
responsive.) 

 

 A.4. Provide a written attestation that the Respondent has successfully 
completed at least one (1) large scale design, development, and 
implementation project for a system similar to the UI Benefits Management 
System described in this RFP. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section A— Mandatory Requirement Items Pass/Fail 

The project must meet all the following criteria: 

a) Comparable in size and complexity, or larger; 
b) Completed implementation in a similar time frame, or sooner; 
c) Fully operational in the twelve (12) months prior to this RFP being 

issued; 
d) Included claims and benefits functionality; 
e) Respondent served as prime contractor. 

Supporting documentation shall consist at a minimum of name of the entity, 
total contract value as set for the initial contract scope of work, number of 
enrollees, dates of the project, services provided by the Respondent, 
project status as of RFP proposal submission, products implemented, the 
modules/functionality within those products that were deployed, and Key 
Personnel who are/were involved in the project. 

Letter of reference or contact. 

 A.5. Provide a written response to RFP Attachment 6.6. Pro Forma Contract 
Attachment E – System Functions. Respondents shall enter a response to 
all items and provide a written assertion that the Respondent can provide 
complete compliance for all items.    

 

 A.6. Provide written confirmation that the Respondent’s Solution is capable of 
running, either natively or through modification, on a cloud computing 
infrastructure.  

 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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RFP ATTACHMENT 6.2. — SECTION B 

TECHNICAL RESPONSE & EVALUATION GUIDE 
SECTION B:  GENERAL QUALIFICATIONS & EXPERIENCE.  The Respondent must address all items detailed below and 
provide, in sequence, the information and documentation as required (referenced with the associated item references).  The 
Respondent must also detail the response page number for each item in the appropriate space below.  Proposal Evaluation 
Team members will independently evaluate and assign one score for all responses to Section B— General Qualifications & 
Experience Items. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

 B.1. Detail the name, e-mail address, mailing address, telephone number, and facsimile number of 
the person the State should contact regarding the response. 

 B.2. Describe the Respondent’s form of business (i.e., individual, sole proprietor, corporation, non-
profit corporation, partnership, limited liability company) and business location (physical location 
or domicile). 

 B.3. Detail the number of years the Respondent has been in business. 

 B.4. Briefly describe how long the Respondent has been providing the goods or services required by 
this RFP. 

 B.5. Describe the Respondent’s number of employees, client base, and location of offices. 

 B.6. Provide a statement of whether there have been any mergers, acquisitions, or change of control 
of the Respondent within the last ten (10) years.  If so, include an explanation providing relevant 
details. 

 B.7. Provide a statement of whether the Respondent or, to the Respondent's knowledge, any of the 
Respondent’s employees, agents, independent contractors, or subcontractors, involved in the 
delivery of goods or performance of services on a contract pursuant to this RFP, have been 
convicted of, pled guilty to, or pled nolo contendere to any felony.  If so, include an explanation 
providing relevant details. 

 B.8. Provide a statement of whether, in the last ten (10) years, the Respondent has filed (or had filed 
against it) any bankruptcy or insolvency proceeding, whether voluntary or involuntary, or 
undergone the appointment of a receiver, trustee, or assignee for the benefit of creditors.  If so, 
include an explanation providing relevant details. 

 B.9. Provide a statement of whether there is any material, pending litigation against the Respondent 
that the Respondent should reasonably believe could adversely affect its ability to meet contract 
requirements pursuant to this RFP or is likely to have a material adverse effect on the 
Respondent’s financial condition.  If such exists, list each separately, explain the relevant details, 
and attach the opinion of counsel addressing whether and to what extent it would impair the 
Respondent’s performance in a contract pursuant to this RFP. 

NOTE:  All persons, agencies, firms, or other entities that provide legal opinions regarding the 
Respondent must be properly licensed to render such opinions.  The State may require the 
Respondent to submit proof of license for each person or entity that renders such opinions. 

 B.10. Provide a statement of whether there are any pending or in progress Securities Exchange 
Commission investigations involving the Respondent.  If such exists, list each separately, explain 
the relevant details, and attach the opinion of counsel addressing whether and to what extent it 
will impair the Respondent’s performance in a contract pursuant to this RFP. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

NOTE:  All persons, agencies, firms, or other entities that provide legal opinions regarding the 
Respondent must be properly licensed to render such opinions.  The State may require the 
Respondent to submit proof of license for each person or entity that renders such opinions. 

 B.11. Provide a brief, descriptive statement detailing evidence of the Respondent’s ability to deliver the 
goods or services sought under this RFP (e.g., prior experience, training, certifications, 
resources, program and quality management systems, etc.). 

 B.12. Provide a narrative description of the proposed project team, its members, and organizational 
structure along with an organizational chart identifying the key people who will be assigned to 
deliver the goods or services required by this RFP. 

 B.13. Provide a personnel roster listing the names of key people who the Respondent will assign to 
meet the Respondent’s requirements under this RFP along with the estimated number of hours 
that each individual will devote to that performance.  Follow the personnel roster with a resume 
for each of the people listed.  The resumes must detail the individual’s title, education, current 
position with the Respondent, and employment history. 

 B.14. Provide a statement of whether the Respondent intends to use subcontractors to meet the 
Respondent’s requirements of any contract awarded pursuant to this RFP, and if so, detail: 
(a) the names of the subcontractors along with the contact person, mailing address, telephone 

number, and e-mail address for each; 
(b) a description of the scope and portions of the goods each subcontractor involved in the 

delivery of goods or performance of the services each subcontractor will perform; and 

(c)   a statement specifying that each proposed subcontractor has expressly assented to being 
proposed as a subcontractor in the Respondent’s response to this RFP. 

 B.15. Provide documentation of the Respondent’s commitment to diversity as represented by the 
following: 
(a) Business Strategy.  Provide a description of the Respondent’s existing programs and 

procedures designed to encourage and foster commerce with business enterprises owned 
by minorities, women, service-disabled veterans, persons with disabilities, and small 
business enterprises.  Please also include a list of the Respondent’s certifications as a 
diversity business, if applicable. 

(b) Business Relationships.  Provide a listing of the Respondent’s current contracts with 
business enterprises owned by minorities, women, service-disabled veterans, persons with 
disabilities, and small business enterprises. Please include the following information: 
(i) contract description; 
(ii) contractor name and ownership characteristics (i.e., ethnicity, gender, service-disabled 

veteran-owned or persons with disabilities); 
(iii) contractor contact name and telephone number. 

(c) Estimated Participation.  Provide an estimated  level of participation by business enterprises 
owned by minorities, women, service-disabled veterans, persons with disabilities and small 
business enterprises if a contract is awarded to the Respondent pursuant to this RFP.  
Please include the following information: 
(i) a percentage (%) indicating the participation estimate.  (Express the estimated 

participation number as a percentage of the total estimated contract value that will be 
dedicated to business with subcontractors and supply contractors having such 
ownership characteristics only and DO NOT INCLUDE DOLLAR AMOUNTS); 

(ii) anticipated goods or services contract descriptions; 
(iii) names and ownership characteristics (i.e., ethnicity, gender, service-disabled veterans, 

or disability) of anticipated subcontractors and supply contractors. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

 
NOTE:  In order to claim status as a Diversity Business Enterprise under this contract, 
businesses must be certified by the Governor’s Office of Diversity Business Enterprise (Go-
DBE).  Please visit the Go-DBE website at 
https://tn.diversitysoftware.com/FrontEnd/StartCertification.asp?TN=tn&XID=9810 for more 
information.    

(d) Workforce.  Provide the percentage of the Respondent’s total current employees by ethnicity 
and gender. 

NOTE:  Respondents that demonstrate a commitment to diversity will advance State efforts to 
expand opportunity to do business with the State as contractors and subcontractors.  
Response evaluations will recognize the positive qualifications and experience of a 
Respondent that does business with enterprises owned by minorities, women, service-
disabled veterans, persons with disabilities, and small business enterprises and who offer a 
diverse workforce. 

 B.16. Provide a statement of whether or not the Respondent has any current contracts with the State 
of Tennessee or has completed any contracts with the State of Tennessee within the previous 
five (5) year period.  If so, provide the following information for all of the current and completed 
contracts:  
(a) the name, title, telephone number and e-mail address of the State contact knowledgeable 

about the contract; 
(b) the procuring State agency name; 
(c) a brief description of the contract’s scope of services;  
(d) the contract period; and 
(e) the contract number. 

 B.17. Provide customer references from individuals who are not current or former State employees for 
projects similar to the goods or services sought under this RFP and which represent:   
 two (2) accounts Respondent currently services that are similar in size to the State; and  
 three (3) completed projects.   
References from at least three (3) different individuals are required to satisfy the requirements 
above, e.g., an individual may provide a reference about a completed project and another 
reference about a currently serviced account. The standard reference questionnaire, which must 
be used and completed, is provided at RFP Attachment 6.4.  References that are not completed 
as required may be deemed non-responsive and may not be considered. 
The Respondent will be solely responsible for obtaining fully completed reference questionnaires 
and ensuring they are e-mailed to the solicitation coordinator or including them in the sealed 
Technical Response.  In order to obtain and submit the completed reference questionnaires 
follow one of the two processes below. 
Written: 
(a) Add the Respondent’s name to the standard reference questionnaire at RFP Attachment 

6.4. and make a copy for each reference. 
(b) Send a reference questionnaire and new, standard #10 envelope to each reference. 
(c) Instruct the reference to: 

(i) complete the reference questionnaire; 
(ii) sign and date the completed reference questionnaire; 
(iii) seal the completed, signed, and dated reference questionnaire within the envelope 

provided; 
(iv) sign his or her name in ink across the sealed portion of the envelope; and 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

(v) return the sealed envelope directly to the Respondent (the Respondent may wish to 
give each reference a deadline, such that the Respondent will be able to collect all 
required references in time to include them within the sealed Technical Response). 

(d) Do NOT open the sealed references upon receipt. 
(e) Enclose all sealed reference envelopes within a larger, labeled envelope for inclusion in the 

Technical Response as required. 
 
E-mail: 
Add the Respondent’s name to the standard reference questionnaire at RFP Attachment 6.4. 

and make a copy for each reference. 
(b) E-mail the reference with a copy of the standard reference questionnaire. 
(c) Instruct the reference to: 

(i) complete the reference questionnaire; 
(ii) sign and date the completed reference questionnaire; 
(iii) E-mail the reference directly to the Solicitation Coordinator by the RFQ Technical 

Response Deadline with the Subject line of the e-mail as “[Respondent Name] 
Reference for RFP REFERENCE.  
 

NOTES:   
 The State will not accept late references or references submitted by any means other than the 

two  which are described above, and each reference questionnaire submitted must be 
completed as required.   

 The State will not review more than the number of required references indicated above.   
 While the State will base its reference check on the contents of the reference e-mails or sealed 

reference envelopes included in the Technical Response package, the State reserves the right 
to confirm and clarify information detailed in the completed reference questionnaires, and may 
consider clarification responses in the evaluation of references. 

 The State is under no obligation to clarify any reference information.   

 B.18. Provide a statement and any relevant details addressing whether the Respondent is any of the 
following:   

(a) is presently debarred, suspended, proposed for debarment, or voluntarily excluded 
from covered transactions by any federal or state department or agency; 

(b)  has within the past three (3) years, been convicted of, or had a civil judgment 
rendered against the contracting party from commission of fraud, or a criminal 
offence in connection with obtaining, attempting to obtain, or performing a public 
(federal, state, or local) transaction or grant under a public transaction; violation of 
federal or state antitrust statutes or commission of embezzlement, theft, forgery, 
bribery, falsification or destruction of records, making false statements, or receiving 
stolen property; 

(c) is presently indicted or otherwise criminally or civilly charged by a government entity 
(federal, state, or local) with commission of any of the offenses detailed above; and 

(d) has within a three (3) year period preceding the contract had one or more public 
transactions (federal, state, or local) terminated for cause or default. 

 B.19. The Respondents are permitted to submit, as part of their Response, a “redline” of RFP 
Attachment 6.6, Pro Forma Contract, that tracks the Respondents’ request for alternative or 
supplemental contract language. The redline changes that are allowed by this provision shall not 
include any exceptions or changes that (1) contradict any applicable state or federal law; (2) a 
mandatory requirement identified in RFP Attachment 6.2. – Section A; or Section D of the pro 
forma contract in Attachment 6.2 or (3) alter any deadlines in the Schedule of Events. 
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. Section B— General Qualifications & Experience Items 

SCORE (for all Section B—Qualifications & Experience Items above): 
(maximum possible score = 20)  

State Use – Evaluator Identification: 
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RFP ATTACHMENT 6.2. — SECTION C 

TECHNICAL RESPONSE & EVALUATION GUIDE 
SECTION C:  TECHNICAL QUALIFICATIONS, EXPERIENCE & APPROACH.  The Respondent must address all items 
(below) and provide, in sequence, the information and documentation as required (referenced with the associated item 
references).  The Respondent must also detail the response page number for each item in the appropriate space below.   
A Proposal Evaluation Team, made up of three or more State employees, will independently evaluate and score the 
response to each item.  Each evaluator will use the following whole number, raw point scale for scoring each item: 

0 = little value 1 = poor 2 = fair 3 = satisfactory 4 = good 5 = excellent 

The Solicitation Coordinator will multiply the Item Score by the associated Evaluation Factor (indicating the relative 
emphasis of the item in the overall evaluation).  The resulting product will be the item’s Raw Weighted Score for purposes 
of calculating the section score as indicated. 

 

RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. 

Section C— Technical Qualifications,  
Experience & Approach Items 

Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

 C.1. Provide a narrative that illustrates the Respondent’s 
understanding of the State’s requirements and project 
schedule. Explain how the Respondent will manage the 
project and accomplish the required objectives within the 
proposed timeline. Respondent should specifically 
demonstrate understanding of the Project Overview, 
System Overview, System Requirements, and Technical 
Requirements, defined by RFP 6.6. Pro Forma Contract. 

 10  

 C.2. Provide a narrative that illustrates the Respondent’s 
approach to hosting for its Solution. The Respondent should 
clearly detail how the proposed Solution meets the hosting 
and security requirements of the RFP 6.6. Pro Forma 
Contract, Section E.22. Include sample reports from the 
solution. .  

 8  

 C.3. Provide a narrative that illustrates the Respondent’s 
approach to data profiling, data cleansing, and data 
conversion and migration. The response should include a 
sample data conversion strategy, sample migration plan, 
and a sample data analysis report.  

 8  

 C.4. Provide a narrative that illustrates how the Respondent’s 
solution will integrate with the State’s existing systems and 
platforms as laid out by RFP 6.6. Pro Forma Contract 
Attachment D “Interface Requirements.” 

 5  

 C.5. Provide examples of the following testing plans from a 
project of comparable scale: unit test plan, system test plan, 
integration test plan, performance test plan, user 
acceptance test plan, and security test plan. The 
Respondent should outline the extent to which testing is 
automated or script-based.  

 8  

 C.6. Provide a narrative that illustrates the Respondent’s 
approach to organizational change management and 
training, including any sample documents that would benefit 
the State’s understanding. 

 7  

 C.7. Provide a narrative that illustrates the Respondent’s 
approach to ongoing support and maintenance, and how 
the Respondent believes this approach would benefit the 
State.  

 6  
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. 

Section C— Technical Qualifications,  
Experience & Approach Items 

Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

 C.8. Provide a narrative that illustrates the Respondent’s 
approach to personnel for this project, including to what 
extent personnel used for the project will be exclusive to the 
project and remain committed exclusively to the project 
through the contract term, and how it will meet the 
requirements laid out by RFP 6.6. Pro Forma Contract. Also 
describe the Respondent’s expected utilization of State 
personnel and dedicated resources.  

 8  

 C.9. Provide a list of recommendations for hardware and 
software to be utilized by the State for the project (specific 
or preferred web browsers, operating systems, 
recommended add-ons, etc.).  

 5  

 C.10. Provide a narrative that illustrates the Respondent’s 
understanding of the Project Phases outlined in RFP 6.6. 
Pro Forma Contract. In what ways might the phases run 
parallel or dependent? Provide examples from previous 
projects.  

 6  

 C.11. Provide a narrative that illustrates the Respondent’s 
suggested methodology for project management and the 
full system development and implementation lifecycle. 
Include an explanation of how long you have been using 
this full system development and implementation lifecycle 
methodology and why you recommend this implementation 
methodology for the proposed project. 

Discuss how the methodology will be used to plan and 
design the requested application. Respondent must also 
include descriptions of deliverables, plans, schedules, 
performance metrics and other primary processes for each 
area. Samples of the various project plans (Stakeholder, 
Communications, Risk, etc.) are encouraged. In any 
samples, please redact or otherwise exclude sensitive 
information. 

Respondent must include an estimated, in depth schedule 
for the project. The schedule must include each of the 
proposed project stages/phases – Project Start Up, 
Requirements Validation, Gap Analysis and Design, 
Iterative Design (if applicable) and Development, Vendor 
Testing, User Testing, Parallel Pilot, One-Time 
Implementation Tasks, Warranty and Maintenance Periods, 
etc., along with detail tasks for each. 

The Respondent must demonstrate its ability to meet the 
schedule and must also justify its Project Plan through the 
documented application of an estimation methodology and 
any associated metrics. Respondent shall explain how its 
estimated work effort was arrived at (i.e., what estimation 
methodology was used to estimate the size of 

tasks and the level of effort required). 

 12  

 

 C.12. Provide a narrative and overview for each subject heading 
in RFP 6.6 Pro Forma Contract – Attachment E and 
describe how the proposed solution addresses the required 

 10  
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RESPONDENT LEGAL ENTITY 
NAME:  

Response 
Page # 

(Respondent 
completes) 

Item 
Ref. 

Section C— Technical Qualifications,  
Experience & Approach Items 

Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

functionality. Vendor should identify and explain any items 
from that will require configuration or customization and 
which items are available in the base product.  

 

The Solicitation Coordinator will use this sum and the formula below to 
calculate the section score.  All calculations will use and result in numbers 
rounded to two (2) places to the right of the decimal point. 

Total Raw Weighted Score: 
(sum of Raw Weighted Scores above)   

 Total Raw Weighted Score 
X 40 

(maximum possible score) = SCORE:   Maximum Possible Raw Weighted Score 
(i.e., 5 x the sum of item weights above) 

State Use – Evaluator Identification: 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 

 

 

 

 

 

 

 

RFP ATTACHMENT 6.2.— SECTION D 

TECHNICAL RESPONSE & EVALUATION GUIDE 
SECTION D:  ORAL PRESENTATION.  The Respondent must address ALL Oral Presentation Items (below).   
A Proposal Evaluation Team, made up of three or more State employees, will independently evaluate and score the oral 
presentation or field test response to each item.  Each evaluator will use the following whole-number, raw point scale for 
scoring each item: 

0 = little value 1 = poor 2 = fair 3 = satisfactory 4 = good 5 = excellent 

The Solicitation Coordinator will multiply the Item Score by the associated Evaluation Factor (indicating the relative emphasis 
of the item in the overall evaluation).  The resulting product will be the item’s raw, weighted score for purposes of calculating 
the section score as indicated. 
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RESPONDENT LEGAL ENTITY NAME:  

Oral Presentation Items Item 
Score 

Evaluation 
Factor 

Raw 
Weighted 

Score 

D.1. Provide a demonstration of the Respondent’s understanding of the 
State’s Requirements and project schedule. How will your 
company ensure the completion of this project’s, scope of services 
and required objectives within the State’s project schedule? 

 2  

D.2.      Introduce proposed project team, including a brief overview of their 
experience and qualifications and a discussion of how the 
Respondent intends each role will function over the course of 
implementation. 

 4  

D.3.      Demonstrate the Solution and its workflow, including data entry, 
tracking, documentation, reporting, as well as the process for 
problem resolution.   3  

D.4.      Demonstrate how the Solution operates from the public-facing side. 
Take a sample claimant through initial registration and log-in, user 
functions, as well as options for account management and appeals. 

 3  

D.5. Briefly demonstrate how much customization is available and the 
process for customization.   1  

D.6.      Demonstrate the Respondent’s approach to the longevity of the 
Solution, including system updates and ongoing maintenance.  2  

D.7.      Based on review of the State’s requirements in the Request for 
Proposal and contract draft as well as the Respondent’s own 
experience, what are the potential challenges for implementation of 
the Solution? Would the Respondent advise any changes to the 
current approach? 

 1  

Total Raw Weighted Score (sum of Raw Weighted Scores above): 
The Solicitation Coordinator will use this sum and the formula below to calculate the score. 

Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 
 

 total raw 
weighted 

score 

X 20 
(maximum 

section 
score) 

= SCORE:  
 maximum 

possible raw 
weighted 

score  
(i.e., 5 x the 
sum of item 

weights above) 
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RESPONDENT LEGAL ENTITY NAME:  

State Use – Evaluator Identification: 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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RFP ATTACHMENT 6.3. 

COST PROPOSAL & SCORING GUIDE 
NOTICE:  THIS COST PROPOSAL MUST BE COMPLETED EXACTLY AS REQUIRED 

COST PROPOSAL SCHEDULE— The Cost Proposal, detailed below, shall indicate the proposed price for goods or 
services defined in the Scope of Services of the RFP Attachment 6.6., Pro Forma Contract and for the entire contract 
period.  The Cost Proposal shall remain valid for at least one hundred twenty (120) days subsequent to the date of the Cost 
Proposal opening and thereafter in accordance with any contract resulting from this RFP.  All monetary amounts shall be in 
U.S. currency and limited to two (2) places to the right of the decimal point. 
 
NOTICE: The Evaluation Factor associated with each cost item is for evaluation purposes only.  The evaluation factors do 

NOT and should NOT be construed as any type of volume guarantee or minimum purchase quantity.  The 
evaluation factors shall NOT create rights, interests, or claims of entitlement in the Respondent. 

Notwithstanding the cost items herein, pursuant to the second paragraph of the Pro Forma Contract section 
C.1. (refer to RFP Attachment 6.6.), “The State is under no obligation to request work from the Contractor in any 
specific dollar amounts or to request any work at all from the Contractor during any period of this Contract.” 

This Cost Proposal must be signed, in the space below, by an individual empowered to bind the Respondent to 
the provisions of this RFP and any contract awarded pursuant to it.  If said individual is not the President or 
Chief Executive Officer, this document must attach evidence showing the individual’s authority to legally bind 
the Respondent. 

RESPONDENT SIGNATURE:  

PRINTED NAME & TITLE:  

DATE:  
 

RESPONDENT LEGAL ENTITY 
NAME:  

Cost Item Description Proposed Cost 
State Use Only 

Evaluation 
Factor 

Evaluation Cost 
(cost  x  factor) 

ANALYSIS PHASE $                                  / EACH 1  

DESIGN PHASE $                                  / EACH 1  

DEVELOPMENT PHASE $                                  / EACH 1  

TESTING PHASE $                                  / EACH 1  

IMPLEMENTATION PHASE  $                                  / EACH 1  

POST-IMPLEMENTATION PHASE $                                  / EACH 1  

Licensure and Ongoing 
Maintenance Year 1 $                               ANNUAL 1  

Licensure and Ongoing 
Maintenance Year 2 $                               ANNUAL 1  
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RESPONDENT LEGAL ENTITY 
NAME:  

Cost Item Description Proposed Cost 
State Use Only 

Evaluation 
Factor 

Evaluation Cost 
(cost  x  factor) 

Licensure and Ongoing 
Maintenance Year 3 $                               ANNUAL 1  

Licensure and Ongoing 
Maintenance Year 4 $                               ANNUAL 1  

Licensure and Ongoing 
Maintenance Year 5 $                               ANNUAL 1  

Mandatory Operational Support 
(C.3.b.5.) $                            MONTHLY 12  

On-Call Data Analyst/Administrator  

(C.3.b.6.) $                           PER HOUR 240  

Professional Services 

(C.3.c.) $                           PER HOUR 240  

EVALUATION COST AMOUNT (sum of evaluation costs above):  
 The Solicitation Coordinator will use this sum and the formula below to calculate the Cost Proposal Score.  

Numbers rounded to two (2) places to the right of the decimal point will be standard for calculations. 

 

lowest evaluation cost amount from all proposals 
x 20 

(maximum section 
score) 

= 
SCORE:  

evaluation cost amount being evaluated 

State Use – Solicitation Coordinator Signature, Printed Name & Date: 
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RFP ATTACHMENT 6.4. 

REFERENCE QUESTIONNAIRE 
The standard reference questionnaire provided on the following pages of this attachment MUST be 
completed by all individuals offering a reference for the Respondent.   
The Respondent will be solely responsible for obtaining completed reference questionnaires as required (refer to 
RFP Attachment 6.2., Technical Response & Evaluation Guide, Section B, Item B.17.),  
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RFP # 33701-61621 REFERENCE QUESTIONNAIRE 
 

REFERENCE SUBJECT:  RESPONDENT NAME (completed by Respondent before reference is requested) 
 

The “reference subject” specified above, intends to submit a response to the State of Tennessee in response to 
the Request for Proposals (RFP) indicated.  As a part of such response, the reference subject must include a 
number of completed and sealed reference questionnaires (using this form).   
Each individual responding to this reference questionnaire is asked to follow these instructions: 
 complete this questionnaire (either using the form provided or an exact duplicate of this document); 
 sign and date the completed questionnaire; and follow either process outlined below: 
Physical 
 seal the completed, signed, and dated questionnaire in a new standard #10 envelope; 
 sign in ink across the sealed portion of the envelope; and 
 return the sealed envelope containing the completed questionnaire directly to the reference subject. 
E-Mail 
 email the completed Questionnaire to Kayla Cook at Kayla.R.Cook@tn.gov.  

 
 
(1) What is the name of the individual, company, organization, or entity responding to this reference 

questionnaire? 
 
 
 
 
 
(2) Please provide the following information about the individual completing this reference 

questionnaire on behalf of the above-named individual, company, organization, or entity. 
 

NAME:  

TITLE:  

TELEPHONE #  

E-MAIL ADDRESS:  

 
(3) What goods or services does/did the reference subject provide to your company or organization? 
 
 
 
 
 
(4) What is the level of your overall satisfaction with the reference subject as a vendor of the goods 

or services described above?  
Please respond by circling the appropriate number on the scale below. 

 
 1 2 3 4 5  

least satisfied           most satisfied           
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RFP # 33701-61621 REFERENCE QUESTIONNAIRE — PAGE 2 
 

If you circled 3 or less above, what could the reference subject have done to improve that rating? 
 
 
 
 
 
(5) If the goods or services that the reference subject provided to your company or organization are 

completed, were the goods or services provided in compliance with the terms of the contract, on 
time, and within budget?  If not, please explain. 

 
 
 
 
 
(6) If the reference subject is still providing goods or services to your company or organization, are 

these goods or services being provided in compliance with the terms of the contract, on time, and 
within budget?  If not, please explain. 

 
 
 
 
 
(7) How satisfied are you with the reference subject’s ability to perform based on your expectations 

and according to the contractual arrangements?  
 
 
 
 
 
(8) In what areas of goods or service delivery does/did the reference subject excel? 
 
 
 
 
 
(9) In what areas of goods or service delivery does/did the reference subject fall short? 
 
 
 
 
 
(10) What is the level of your satisfaction with the reference subject’s project management structures, 

processes, and personnel? 
Please respond by circling the appropriate number on the scale below. 

 
 1 2 3 4 5  

least satisfied           most satisfied           
 
 
What, if any, comments do you have regarding the score selected above? 
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RFP # 33701-61621 REFERENCE QUESTIONNAIRE — PAGE 3 

(11) Considering the staff assigned by the reference subject to deliver the goods or services described
in response to question 3 above, how satisfied are you with the technical abilities,
professionalism, and interpersonal skills of the individuals assigned?

Please respond by circling the appropriate number on the scale below. 

1 2 3 4 5 
least satisfied most satisfied 

What, if any, comments do you have regarding the score selected above? 

(12) Would you contract again with the reference subject for the same or similar goods or services?
Please respond by circling the appropriate number on the scale below. 

1 2 3 4 5 
least satisfied most satisfied 

What, if any, comments do you have regarding the score selected above? 

REFERENCE SIGNATURE: 
(by the individual completing this 

request for reference information)

DATE: 

(must be the same as the signature across the envelope seal) 
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RFP ATTACHMENT 6.5. 

SCORE SUMMARY MATRIX 

RESPONDENT NAME RESPONDENT NAME RESPONDENT NAME 

GENERAL QUALIFICATIONS 
& EXPERIENCE 
(maximum:  20) 

EVALUATOR NAME 

EVALUATOR NAME 

REPEAT AS NECESSARY 

AVERAGE: AVERAGE: AVERAGE: 

TECHNICAL 
QUALIFICATIONS, 
EXPERIENCE & APPROACH 
(maximum:  40) 

EVALUATOR NAME 

EVALUATOR NAME 

REPEAT AS NECESSARY 

AVERAGE: AVERAGE: AVERAGE: 

ORAL PRESENTATIONS 
(maximum:  20) 

EVALUATOR NAME 

EVALUATOR NAME 

REPEAT AS NECESSARY 

AVERAGE: AVERAGE: AVERAGE: 

COST PROPOSAL 
(maximum:  20) SCORE: SCORE: SCORE: 

TOTAL RESPONSE 
EVALUATION SCORE: 

(maximum: 100) 

Solicitation Coordinator Signature, Printed Name & Date: 
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RFP ATTACHMENT 6.6. 

RFP # 33701-61621 PRO FORMA CONTRACT 
The Pro Forma Contract detailed in following pages of this exhibit contains some “blanks” (signified by 
descriptions in capital letters) that will be completed with appropriate information in the final contract 
resulting from the RFP. 



CONTRACT 
BETWEEN THE STATE OF TENNESSEE, 

DEPARTMENT OF LABOR & WORKFORCE DEVELOPMENT 
EMPLOYMENT SECURITY DIVISION 

AND 
CONTRACTOR NAME 

This Contract, by and between the State of Tennessee, Department of Labor & Workforce Development 
(“State”) and Contractor Legal Entity Name (“Contractor”), is for the provision of Unemployment Insurance 
Benefit System, as further defined in the "SCOPE."  State and Contractor may be referred to individually as a 
“Party” or collectively as the “Parties” to this Contract. 

The Contractor is a/an Individual, For-Profit Corporation, Non-Profit Corporation, Special Purpose Corporation 
Or Association, Partnership, Joint Venture, Or Limited Liability Company. 
Contractor Place of Incorporation or Organization:  Location 
Contractor Edison Registration ID # Number 

A. SCOPE:

A.1. The Contractor shall provide all goods or services and deliverables as required, described, and
detailed below and shall meet all service and delivery timelines as specified by this Contract. 

A.2. Project Overview. The scope of the Project involves the ongoing modernization of the State’s
unemployment insurance (UI) benefits management system. The Contractor shall perform 
comprehensive project management, business and system analysis, design and configuration, 
development of the system and system interfaces, testing, training, implementation, support, as well as 
complete and continuing integration with the State’s other required systems. 

A.3. System Overview. The Contractor shall provide for the design, development, and implementation of a
new UI benefits management system (the “System”) that meets the requirements set forth herein. The 
System shall comprise a quality, web-based integrated application in accordance with the State’s 
required implementation schedule and other State requirements outlined in this Contract and its 
attachments. The Contractor shall ensure that the System shall be built to allow for availability, 
configurability, interoperability, modifiability, scalability, and other quality attributes. The Contractor 
shall ensure the System shall: 

a. Provide all necessary functionality needed to process, track, and report on the UI claims
processes in a timely and efficient manner.

b. Comply with all applicable federal and state regulations, including regulations regarding
tax information outlined in Contract Attachment B.

c. Facilitate the timely implementation of changes for the life of the System in order to meet
the State’s currently existing requirements as well as hereinafter enacted federal and state
laws.

d. Respond to the State’s fluctuating workloads and activity levels caused by changing rates
of unemployment.

The Contractor agrees that all necessary federal and state regulatory updates, modifications, and 
reports shall be provided for the life of the Contract and any extension thereof, based on the 
requirements described in applicable federal and state law, at no additional cost to the State. The 
Contractor shall not require the State to sign additional end user license agreements or any other form 
of additional terms and conditions in order to access the necessary updates.  

A.4. System Requirements. The Contractor shall ensure the System meets the State’s high-level System
requirements as described below: 



 

 

a. Delivers the functionality detailed in Contract Attachments and any additional 
functionality proposed by the Contractor; 

b. Serves as the eligibility system of record, providing users with consolidated, current, 
and historical UI program eligibility information; 

c. Automates workflow and navigates users from task to task; 

d. Streamlines data entry, determination, and tracking of eligibility and other customer 
information; 

e. Manages enrollment and benefit issuance; 

f. Manages scheduling and assignments; 

g. Manages notices and alerts; 

h. Facilitates accurate ad hoc data reporting in a timely manner; 

i. Allows State users to access data extracts and conduct their own data analysis as 
needed; 

j. Provides easily accessible and mobile-friendly customer-facing front end; 

k. Provides efficient, customer-friendly experience that allows the public to, at minimum, 
submit initial applications and additional information, make changes, get updates, and 
manage their benefit account online; 

l. Provides simple uploads of scanned materials and verification documents, stored 
electronically with links to the electronic case record, including automatic verification 
and validation wherever possible; 

m. Provides multiple security levels utilizing user and role-based security and application 
access capabilities; 

n. Modifiable, flexible, and scalable to accommodate requirement changes; 

o. Configurable business rules engine, including a validation mechanism which ensures 
data accuracy and allows non-technical staff to implement, alter, and maintain 
business rules in support of current and new programs and policy changes without the 
use of programming language; 

p. Modular enough so that business rules can be revised for one program area without 
impacting the rules of other program areas; 

q. Secure, end-to-end interfaces and data exchanges with the State’s other applications 
and systems, contractors, and state and federal agencies; 

r. Data verification match with automated interfaces in the eligibility determination 
process; 

s. Meets or exceeds federal certification and performance standards; 

t. Incorporates industry standards and legal requirements, including: state and federal 
privacy and transaction standards; accessibility standards established under Section 
508 of the Rehabilitation Act (or standards that provide greater accessibility for 
individuals with disabilities under the Americans with Disabilities Act), and compliance 
with federal civil rights laws. 

u. As needed, the State may request Change Orders to address new or modified 
functionality, as provided in Section A.59. of this Contract.  

 
A.5. Data Rights. The State shall own all right, title and interest in its data that is related to the services 

provided by this Contract.   



1. All data obtained by the Contractor in the performance of this Contract shall become and
remain the property of the State.

2. Protection of personal privacy and data shall be an integral part of the business activities of
the Contractor to ensure there is no inappropriate or unauthorized use of State information at
any time. The Contractor shall not use or disclose any data related to this Contract except as
specifically authorized by the State in writing, or as required to perform their obligations under
this Contract.

3. The Contractor shall ensure that the State has access to all data provided under this Contract
twenty (24) hours a day, seven (7) days a week, three hundred sixty-five (365) days a year.
The State shall have further access to the Contractor’s data schema, including the ability to
submit queries against the Contractor’s data schema, upon request.   The obligations set forth
in this Section shall survive the termination of this Contract.

A.6. Technical Requirements. The Contractor shall review and validate the requirements that pertain to the
System during validation sessions with the State to develop detailed requirements for the System. The 
Contractor shall meet all requirements finalized during such validation sessions, which may include 
any and all requirements in Contract Attachments A-I. The Contractor shall provide the following: 

1. Evaluation of the State’s existing interfaces and identification of any modifications,
enhancements, or replacements necessary for successful implementation. For those
interfaces which require encryption, the Contractor shall use industry standard encryption
protocols (HTTPS, SSH, TLS) as determined by the Contractor and approved by the State
during design phase.

2. Development of interfaces that feature standardized data formats, methods of
communication, and data interchange where applicable. Any cost associated with
development of interfaces shall be included in Contractor’s development phase cost.

3. The Contractor shall ensure the System supports real-time data exchanges/interfaces with
other stakeholders (including other agencies, municipalities, and their vendors). The
Contractor shall work proactively in cooperation with the State and its third-party vendors
to ensure that the System interoperates with all applicable systems at no cost to the State.
In the event the Contractor determines a third-party vendor is not timely in its work, the
Contractor shall report, in writing, the lack of timeliness of a third-party vendor to the
immediate attention of the State’s Project team.

4. The Contractor shall provide infrastructure required for the System’s hosting, operation,
and maintenance in a cloud computing environment. The Contractor shall ensure that all
data, including data stored in databases, environments, and data backups, shall be stored
on-shore within the United States of America.

A.7.  Project Methodology. The Contractor shall utilize a proven methodology to control, monitor and
communicate all aspects of the project. The Contractor shall ensure that its methodology incorporates 
the following key attributes: 

1. The State and Contractor shall work together to determine appropriate activities to be
performed as the project progresses, allowing work to be performed in multiple phases.

2. Iterative software development elements to allow the State to review, test, and provide
feedback;

3. The State’s review and written approval shall be required for the acceptance of work
products and deliverables.

4. Creation of a traceability matrix table that traces each requirement to, among other things,
the design components, test cases, database tables and code models. This matrix shall be
used as part of the approval criteria for payment milestones.

5. Throughout all phases of the project, the Contractor is encouraged to share working drafts
of their deliverables with the State in advance of formal submission. In that way, the State
will be able to inspect and review documents, allowing for feedback and clarification in
advance of the anticipated approval.



 

 

6. Compliance with requested meetings, information, and documents from the State or State-
approved Project partners within the stated timeframe accompanying the request, unless 
otherwise approved by the State.  

 
A.8. Collaboration with Other State Parties and Contractors. Throughout the course of the Project, the 

Contractor shall, as directed by the State and at no additional cost to the State, coordinate with, 
facilitate the prompt exchange of information between, and work collaboratively with any and all other 
State agencies and contractors. 

 
 In order for the Contractor to proceed with any service(s) included in this Contract that involve(s) 

sharing or obtaining information of confidential, proprietary, or otherwise valuable nature with or from 
another State contractor, the Contractor may be required to execute additional documents or 
agreements as needed and mutually agreed upon between parties (including nondisclosure 
agreements regarding confidential or proprietary information).  

 
Nothing in this Section, including failure to negotiate and enter into a nondisclosure agreement 
acceptable to Contractor with another State contractor, shall be construed to relieve the Contractor of 
its duty to perform any requirements or deliverables under this Contract. Other than as permitted in 
Section C of this Contract, the Contractor shall not invoice the State for any coordination services, 
including the arrangement of additional documents or agreements, and the State shall not be liable to 
the Contractor for payment of any such coordination services, without the prior written consent of the 
State. 

 
A.9. Project Phases. The Contractor shall perform work according to the following seven (7) key project 

phases. These phases and their associated deliverables, or State approved equivalents, shall be 
required regardless of the Contractor’s project methodology. The required phases are as follows: 

 
1. Analysis Phase 

2. Design Phase 

3. Development Phase 

4. Testing Phase 

5. Implementation Phase 

6. Post-Implementation Phase 

7. Maintenance and Support Phase 
  
The Contractor shall complete implementation of the System within twenty-four (24) months of the 
Effective Date, unless otherwise agreed to by the State. After the System has been implemented, the 
Contractor shall provide for a post-implementation period of an additional twelve (12) months, focusing 
on error correction, stabilization, and additional training and support while the State prepares to take 
over long-term maintenance and operations. The State reserves the right to execute up to four (4) 
renewal options for maintenance under the same terms and conditions for a period not to exceed 
twelve (12) months each. 

 
A.10. Deliverables. The Contractor shall work closely with the State to fully review and define each phase of 

the Project and all required deliverables. The Contractor shall ensure that all deliverables shall align 
with industry best practices, state and federal guidelines, as well as any specific standards identified in 
the Contract or developed through the mutual effort of both parties. The Contractor shall revisit and 
update each deliverable to reflect any changes that occur in downstream phases at agreed upon 
intervals or at State request. Deliverables shall be approved in writing by the State prior to being 
considered final. Payment milestones are contingent upon the State’s approval of all phase 
deliverables. The State shall review all deliverables to determine fitness of use according to the 
following process: 



 

 

a. The Contractor shall submit deliverables through the approved correspondence process 
(see Contract Section A.20.). As requested by the State, the Contractor shall conduct a 
walkthrough of the deliverable prior to submission with appropriate State staff and/or 
approved Project partners. 

b. Following submission of a deliverable, the Contractor shall adhere to the following 
process: 

1) State Review. The State shall review and either approve or reject each 
deliverable. A rejection shall be accompanied by a list of deficiencies.  

2) Contractor Update(s). Contractor shall make any changes identified by the State 
and resubmit the deliverable.  

3) State Acceptance. Following submission (or resubmission), acceptance of the 
Contractor’s deliverable shall be communicated via the approved correspondence 
process. No deliverable shall be considered final or eligible for payment until it has 
been formally accepted by the State.  

c. The standard timeframe for review shall be as follows: 

1) Class A Deliverable. The State shall complete its review within seven (7) calendar 
days. The Contractor shall have five (5) calendar days from receiving State review 
to perform required updates. 

2) Class B Deliverable. The State shall complete its review within ten (10) calendar 
days. The Contractor shall have seven (7) calendar days from receiving State 
review to perform required updates.  

3) Class C Deliverable. The State shall complete its review within fifteen (15) 
calendar days. The Contractor shall have ten (10) calendar days from receiving 
State review to perform required updates.   

d. In the event the State finds deficiencies in a deliverable, the review timeframe shall be re-
started upon the resubmission of a corrected deliverable to the State.  

e. Certain deliverables may be subject to additional review and approval by external parties 
(federal oversight, independent verification and validation, etc.). Those steps and any 
delay they may incur on the standard review timeframe shall be considered beyond State 
control, but shall be communicated to the Contractor by the State via the approved 
correspondence process.   

 
A.11. The following items shall be considered, at minimum, mandatory for the completion of each Project 

phase (Deliverable Classification turnaround times are defined in A.10 above): 
 

Project Phases (A.9.) Phase Deliverables Deliverable  
Classification 

Analysis Project Kickoff Meeting A 
Project Approach Document A 
Project Schedule A 
Project Management Plan B 
Gap Analysis Report C 
Requirements Definitions C 
Traceability Matrix C 
Project Repository  C 

Design Functional Design Detail C 
Technical Design Detail  C 
Disaster Recovery & Business Continuity Plan A 
Security Plan A 



 

 

Development Source Code and Supporting Documentation C 
System Development Completion   

Testing Data Conversion and Migration Plan  B 
Data Migration Completion   
Data Migration Test Results B 
Data Migration Documentation  
(including but not limited to data dictionary, data models, 
data flow models, and process models) 

B 

Comprehensive Test Plan B 
Finalized Test Plan B 
Test Scripts B 
Test Results B 

Implementation Organizational Change Management Plan B 
Organizational Readiness Assessment B 
Workforce Transition Activities  B 
Training and Knowledge Transfer Plan A 
User Manual  C 
Operations Manual C 
End User Training Materials C 
Technical Staff Knowledge Transfer Materials B 
Technical Staff Knowledge Transfer B 
Technical Staff Knowledge Transfer Report B 
Implementation Plan C 
Release Plan C 
System Implementation  
System Implementation Report A 

Post-Implementation Application Support  
Operational Support  
Problem Resolution  
Updated Documentation A 
Benefit Payment Accuracy Reports A 

 
 
A.12. Project Kickoff Meeting. In conjunction with the State’s Project team, the Contractor shall plan and 

conduct a project kickoff meeting within ten (10) business days following the Effective Date of this 
Contract at a date mutually agreed upon by both parties. Key stakeholders will be in attendance, 
including State staff representing different program areas. The Contractor shall focus specifically on 
the responsibilities of the Contractor and provide an outline of their planned interactions with State 
staff. The meeting shall also include a review of the Contractor’s project methodology through the 
Contractor’s Project Approach Document (A.13.). Additional presentation materials and handouts may 
be developed and presented by the Contractor. 

 
A.13. Project Approach Document. The Contractor shall submit an overview of their planned approach to the 

Project on the date of the Project Kickoff Meeting (A.12.). The  Project Approach Document shall be 
subject to the review and approval of the State, and the Contractor shall include the following: 

a. Listing of the Contractor’s key personnel with contact information; 

b. Draft version of the Project Schedule (A.14.); 

c. A non-technical overview of the Contractor’s project methodology, how the Project goals 
shall be met, and how any potential impacts or constraints shall be assessed; 

d. Overview of each Project phase and how the System will flow through each phase;  

e. Detailed description of how the Contractor plans to work and communicate with the State. 
 



A.14. Project Schedule. The Contractor shall submit the Project Schedule in Microsoft Project format, or
another format approved by the State. The Contractor shall update the Project Schedule weekly and 
provide the latest version to the State along with a weekly Project Status Report, as provided in this 
contract. All components of the Project Schedule shall be subject to State review and approval. The 
Contractor shall ensure that the Project Schedule shall include at a minimum the following: 

a. A work-breakdown structure that conforms to industry standards and provides clear
coordination of the various activity types, key functions, and components of the System;

b. Estimated start and completion dates, actual start and completion dates, estimated and
actual task hours, and completion percentages for all in-progress tasks;

c. Estimates of State resources (including positions and work hours) needed for the
Contractor’s completion of each task;

d. Critical path timeline, with parallel and dependent project tasks;

e. Initial assumptions and potential constraints;

f. Accommodation for working with State staff within the State’s standard business hours,
which are 8:00 a.m. to 4:30 p.m. Central Time, Monday through Friday, except State
Office Holidays; and

g. Clear delineation of the Payment Milestones and associated Deliverables for each
Payment Milestone. Milestone deadlines shall not be adjusted without prior approval by
the State.

A.15. Project Management Plan. The Contractor shall develop and include the following components for the
PMP, as defined below: 

a. Communication Management Plan: Describes how Project communications shall be
planned, structured, monitored, and controlled. In this plan, the Contractor shall establish
communication procedures for meeting agendas and minutes, protocols for webcast
meetings, standards for information to be included in communications, timing for
dissemination of materials, etc. The Contractor shall also define how all project
management teams plan and manage communications for their tasks, and how the
Contractor shall keep State and Contractor Project teams, stakeholders, and executive
management apprised of Project activities.

b. Scope Management Plan: Defines processes and procedures that will determine how the
Project scope will be defined, documented, verified, managed, controlled and to ensure
that all updates are escalated appropriately and addressed in a timely manner.

c. Risk Management Plan: Defines processes and procedures to ensure that important risks
are monitored, have a corresponding mitigation strategy, are monitored for escalation to
an issue and resolved in a timely manner. This plan may show both the State and
Contractor’s respective responsibilities and planned activities regarding project risk. It
must cover the following topics:

1) The Contractor shall identify potential risks to the Project, their probability,
and potential impact.

2) The Contractor shall develop options and contingency approaches that
reduce threats to the completion of Project tasks.

d. Issue Management Plan: Defines issue escalation processes and procedures to ensure
that important issues are escalated appropriately and resolved in a timely manner.

e. Quality Management Plan: Describes quality assurance policies and procedures for
Project deliverables and processes.

f. Configuration Management Plan: Defines processes and procedures to ensure all
materials developed during the project can be tracked and identified throughout the
Project lifecycle.



 

 

g. Change Management Plan: Based on the Change Order process described in Section 
A.60., this plan shall be developed in consultation with the State to include the change 
control process; 

h. Resource Management Plan: A chart with the number of Contractor staff per position shall 
be maintained, along with information on how personnel shall be deployed throughout the 
Project. 

 
The Contractor shall submit a draft PMP within twenty (20) days of the Contract Effective Date. The 
State will provide feedback to the Contractor and the Contractor shall update the PMP until approval is 
received. The Contractor shall update the PMP as changes occur. The Contractor shall not make any 
changes to or deviations from the approved PMP without the written approval of the State.  

 
A.16. Gap Analysis Report. The Contractor shall perform Gap Analysis, which shall comprise at a minimum, 

of the following activities:  

a. Detailed plan for the performance of the analysis; 

b. Review of existing State processes, automated and otherwise, which are currently utilized 
to deliver the required services; 

c. Interviews with identified Project stakeholders; 

d. Draft and validation of gap analysis with key stakeholders; 

e. Final gap analysis. 
 

Following the detailed gap analysis, submit a Gap Analysis Report identifying System configuration 
and development needs. 

 
A.17. Requirements Definitions. The Contractor shall lead and document sessions with the State’s small-to-

medium enterprises to validate, refine, and document the functional requirements for the System. Prior 
to conducting validation sessions, the Contractor shall review all available documentation regarding 
existing plans, business processes, and procedures and federal certification requirements to ensure 
that each planning deliverable and subsequent deliverables align with state and federal standards, 
including all relevant laws, rules and regulations, and documentation. 

 
The Contractor shall produce a document that defines the relevant operational, performance, 
application, and architectural requirements for the System, along with any potential issues and 
proposed solutions documented with updated business flows.  

 
A.18. Traceability Matrix. The Contractor shall create, and maintain throughout the project, a traceability 

matrix that shall be used to trace each requirement and deliverable to design components, test cases, 
database tables, code models, etc. The Contractor shall ensure that the matrix provides a roadmap 
from the lowest level data elements associated with each function or process to the many places 
where they are used.  

 
The Contractor shall notify the State in the event that changes affecting the matrix are needed, so that 
the State can work collaboratively with the Contractor to understand the full impact of each change and 
mitigate any potential issues, prior to modifications to the delivered system being considered for full 
approval by the State. 

 
A.19. Project Repository. The Contractor shall actively maintain and manage all project documentation in the 

Project Repository during the Contract Term in accordance with the document management and 
retention policies specified by the State. The Contractor shall ensure that the documentation required 
by this Contract includes without limitation, the Project Schedule, technical specifications, test plans, 
and System documentation developed during the Term. The Contractor shall ensure that the 
repository excludes elements deemed proprietary to the Contractor (which may include certain 
software, program object code, documentation and source code). The Contractor shall store all 



 

 

versions of Project deliverables and other Project documentation as they are delivered to the State, in 
this Project Repository.  

  
 The Contractor shall provide all applicable documentation, including the PMP, using Microsoft and/or 

Adobe PDF formats. The Contractor shall provide files/documents in their original format if requested 
by the State. The Contractor shall ensure compliance with current State versions of software. The 
Contractor shall ensure that the Project Repository is made accessible to the Contractor’s employees 
who are assigned to provide services under the Contract that, because of their nature and scope, 
require such access. The Contractor shall ensure that all of its employees requiring access complete 
and sign a confidentiality/nondisclosure agreement and a security agreement as required by the State 
prior to access being provided. The Contractor shall work with the State to establish a secure 
connection, as designated by the State, for Contractor staff working outside of State’s offices.  

 
A.20. Correspondence. In order to track and document requests for decisions and/or information, and the 

subsequent response to those requests, the State and the Contractor shall use a controlled 
correspondence method. The format for this correspondence shall be provided by the State during 
Contractor onboarding. Each correspondence document submitted via this method shall be signed by 
the State project manager (or designee) and the Contractor’s project manager (or designee). No such 
correspondence document shall be effective until the signatures of both are attached to the document. 
All correspondence documents shall be maintained by the Contractor in the Project Repository and 
shall become part of the status reporting process. 

 
A.21. Meetings, Status Reports, and Progress. During all phases of the Project, the Contractor and State 

shall conduct meetings to review Project progress. The Contractor shall provide the following:  

a. Weekly Project status reports and monthly executive status reports, containing elements 
specified by the State, throughout the Contract Term. The report shall reflect current 
progress and any issues affecting the timely achievement of Project tasks. 

b. Monthly reports on achievement of identified performance targets, as well as any delays 
and the reasons for delay. 

c. Weekly session between the State and Contractor project managers to review the Project 
Schedule and discuss tasks completed since last review, as well as any issues, concerns, 
risks, and potential mitigation strategies. 

d. Item tracking and risk and issue identification. 

e. Reporting any deviations from the Project Schedule per the agreed upon frequency in the 
PMP. At the discretion of the State, the Contractor shall develop contingency and recovery 
plans to address major deviations. These plans shall include the tasks, timing, and named 
resources for each task needed to bring the project back on track with the approved 
Project Schedule. 

 
A.22. Design Activities. The Contractor shall work closely with State staff to fully define and review each 

aspect of the System, along with the staffing requirements and any software tools to be utilized. 
Requirements shall be reviewed, refined, validated, and documented by the Contractor with business 
process changes suggested by the Contractor subject to the review and approval of the State. The 
Contractor shall ensure their system design meets all State requirements. The Contractor shall clearly 
describe any modifications and expansions that are required for the system design to conform to the 
unique requirements of the State, which shall be consistent with the processes defined by this 
Contract. The following items shall be considered, at minimum, mandatory for the completion of the 
Design Phase and shall be included by the Contractor in the Design Phase: 

 

a. Organize and conduct design sessions with the State’s identified subject matter experts to 
develop the detailed System design. 

b. Provide input and conform to the direction of the State enterprise architectural standards. 



c. Participate in design sessions required to support System’s development and interfaces to
external and internal data sources.

d. Compile the Architecture Design Documents, comprised of the following components,
which must receive State approval:

i. Architectural System Design.

ii. Interface Design, see Attachment D for a list of anticipated interfaces for the
System; and

iii. Database design.

e. The Contractor shall include a Security Plan that includes a full security risk assessment
composed of the following steps:

1) Identify and/or validate threats and vulnerabilities;

2) Determine the probability and severity of risks;

3) Identify adequacy of planned security controls to mitigate risks;

4) Recommend cost-effective security controls to implement; and

5) Create a security matrix with roles/responsibilities.

f. Customize all forms and reports per State-approved design requirements.

g. Develop functional design detail, including business rules documentation.

h. Develop technical design detail, including forms design, reports design, and interface
design.

i. Develop disaster recovery and business continuity plan.

A.23. Technical Environment Setup and Management. The Contractor shall work with State technology staff
in the design and definition of the technical environments for the System, which shall be hosted in a 
cloud-based environment. The Contractor shall make requested technical environment and 
infrastructure design inputs submitted by the State. The Contractor shall be responsible for the 
following activities: 

a. Support development and maintenance of a Technical Environment and Infrastructure
Design document which contains:

i. Detailed specifications for all necessary hardware, software, and tools requested
or required to support the appropriate number of technical environments to
successfully implement the System.

ii. Design with detailed infrastructure requirements, disaster recovery planning
specifications and other design elements.

b. Provide assistance to the State for the maintenance of any State-hosted components or
environments (such as sandbox environments).

c. Ensure at a minimum that the following technical environments are created and meet the
State’s requirements:

i. Development;

ii. User acceptance testing;

iii. System training;

iv. Staging;

v. Production; and

vi. Disaster Recovery.



 

 

 
A.24. Reporting. The Contractor shall provide a comprehensive approach to the implementation of the 

System reporting requirements outlined in the functional and technical requirements, as set forth 
Attachment E. The Contractor shall support the State in federal policies and regulations for reporting 
requirements. The Contractor shall provide with an integrated view of operational and analytical 
reports, giving staff visibility into critical decision support information. The Contractor shall ensure that 
the System supports the following reporting capabilities necessary for effective program management: 

a. Static and Dynamic Reporting: Ability to provide static/historical and dynamic, real-time, 
reporting for all program and functional areas including  a list of the types of pre-defined 
and end user definable reporting capabilities. 

b. Graphical Reports: Ability to configure presentation parameters to view graphical displays 
and drill-down capability. 

c. User Defined Reports and Views: Ability to provide user-defined reporting views based 
upon different roles, security profiles, etc. of various stakeholders. The Contractor shall 
define the rules for user roles and reports configuration in System Design, as set forth in 
Contract Section A.22.. Ad Hoc reporting shall be done using a State standard tool, or a 
tool approved by the State. 

d. Exporting Data: Ability to export report results to common data formats (e.g., Excel, CSV, 
etc.). 

e. Random Sampling of Data: Ability to define parameters for random sampling of data, by 
person or case, for audit review purposes. 

 
The Contractor shall validate the current reports and document reporting requirements during the 
design sessions, as set forth in Contract Section A.22. The current reports are broadly categorized as 
operational, audit, financial, and management reports. 

 
A.25. Development Activities. The Contractor shall establish all parameters that affect how the System 

performs and the information to be gathered and processed, from initial entry into the System until final 
determination and eventual archival.  

 
The Contractor shall provide system configuration documents that solicit specific decisions from the 
State affecting how the System will work, gather information, and process information. The Contractor 
shall modify screen designs; generate new or additional screens; create reports, correspondence, and 
notices; and demonstrate to the State how functionality is enabled based on the configuration 
parameters selected by the State. The Contractor shall advise State staff during their review and 
validate their choices are working properly based on the effect on inputs, outputs, edits, functions, and 
other processes. Help screens, interfaces, and interactions by the State with claimants and other users 
shall be reviewed and modifications made as needed. 

 
The Contractor shall provide requirements traceability to object models, data models, data flow 
diagrams, data dictionaries, technical infrastructure models, navigation techniques, screen layouts, 
report layouts, correspondence layouts, notice layouts, forms, and messaging formats. The  Contractor 
shall ensure that the models reflect real-time, on-line integration with external entities, or batch-
processing where real-time, on-line integration is not an option. 
 
The Contractor shall provide the following mandatory items for the completion of Development Phase: 

a. Apply consistent development standards including coding, database, and field naming 
conventions, in alignment with industry standards; 

b. Develop and deliver interface partner data exchange agreements in coordination with the 
State. Develop the required interfaces and perform/support all necessary testing activities 
required to implement the interfaces. 



 

 

c. Perform necessary configuration, development, and testing required to implement the 
functional and technical design. This includes unit testing, integration testing, regression 
testing, and usability testing with end users, customers, and service providers. 

d. Receive State authorization for the use of legacy system resources, such as source files, 
and data derived from the State’s legacy systems for conversion by Contractor. 

e. Follow the process and procedures defined by the State or its designees with respect to 
use of all shared technical and business services and components. 

f. Provide and implement application lifecycle management processes to manage 
requirements through the entire application lifecycle. 

g. Support automatic promotion and deployment of code. 

h. Support continuous integration through the use of a State approved version control tool. 
 

A.26. Source Code Requirements. The Contractor shall: 

a. Facilitate code reviews with State technology staff to ensure software customizations and 
interfaces comply with industry coding standards and to minimize defects. 

b. Provide the State with access to both source/object codes for software components and 
documentation during design, development, and implementation. 

c. Maintain source code and copies on State-owned environment. 

d. Support State staff in reviews of documentation and code to ensure the application is 
conforming to State-approved standards. 

e. Provide the State with well documented, readable source code and object executable 
code and documentation for all functionalities. 

 
A.27. Comprehensive Test Plan. The Contractor shall develop and execute a comprehensive testing plan 

prior to the beginning of any testing activities. The Contractor shall ensure that Comprehensive Test 
Plan covers the period that begins when the System is delivered in whole or in part for testing and 
ends when the System is fully implemented. The Comprehensive Test Plan shall be approved by the 
State before testing activities can begin. The Comprehensive Test Plan shall include descriptions of 
the approach the Contractor intends to use in the performance of the following activities: 

a. Unit testing and integrated testing; 

b. System testing; 

c. Performance testing; 

d. Load testing; 

e. Endurance testing; 

f. Component testing; 

g. Benchmark testing; 

h. Regression testing; 

i. Interface testing; 

j. Security testing; 

k. System end-to-end testing; 

l. User acceptance testing; 

m. Data conversion testing; 

n. Implementation testing; 



 

 

o. Testing resources, including the following: 

i. Staffing: Number and skill sets of the staff involved in testing including program 
area, Contractor, and other State staff. 

ii. Equipment: Itemize: testing facility(s), software testing tools , and equipment , 
including workstations, and mobile devices. 

iii. Application Lifecycle Management Tool: Traceability tool which contains at 
minimum the following modules: releases, requirements, test case management, 
and test issue management. 

p. Testing roles and issues, including: 

i. Testing management/oversight; 

ii. Testing environment(s) and test database generation, including resetting 
environments and databases after each test, as required; 

iii. Selection of scenarios to test; 

iv. Scripting of scenarios (Note: State may define additional test scenarios as 
needed); 

v. Testing documentation; 

vi. Test Issue tracking and prioritization; and 

vii. Test Issue resolution process. 

q. A Contingency plan, in coordination with the State including a strategy to mitigate 
risks/costs  if testing is stopped or delaying prior to implementation. 

 
A.28. Testing Activities. Upon the State’s approval of the Comprehensive Test Plan, the Contractor shall: 

a. Conduct pre-testing validation of functional requirements; 

b. Train relevant State staff in testing and test procedures; 

c. Manage each test cycle, tracking progress and producing progress and quality reports. 
Provide ad hoc support as needed; 

d. Develop test plans for each testing type including entrance and exit criteria, approach to 
test issue management, and progress tracking; 

e. Support the testing environment throughout the course of the project including creating the 
test datasets, creating de-identified test datasets, and resetting the test data to support re-
running of test scripts. Work must be performed on State managed infrastructure. 

f. Develop test scripts covering all of the functionality included in the release for each testing 
cycle in collaboration with the State. Assist the State in developing UAT test scripts when 
requested. 

g. Refine, update, and make available all test documents, procedures, and scripts throughout 
development and through full System acceptance to reflect the current requirements. 

h. Include testing of time-sensitive elements. As System events contain date- and time-
sensitive elements, the testing infrastructure must provide a method of altering and 
synchronizing the System date throughout each test phase. This requires the ability to 
change the System date and time in some scenarios. (Note: Tennessee falls into two (2) 
time zones - Eastern and Central. The Contractor must accommodate this in their testing 
approach.) 

i. Provide stress-test software which shall simulate actual system use for the State to use 
during acceptance testing. The Contractor shall work in consultation with the State on 
testing requirements.  



 

 

j. Execute the test scripts for all test cycles with minimal State involvement. Prior to being 
promoted to user acceptance testing, the test scripts must pass criteria with user 
security/permissions enabled that is aligned with the Security Plan. 

k. Compile testing results for all test cycles. This includes user acceptance test results from 
the State. 

l. Participate in check-point meetings including testing phase entrance and exit gates and 
provide relevant information for the State to make informed decisions to migrate into/out of 
testing phases. 

m. Provide and use a test issue tracking tool to track progress in resolving identified test 
issues. The test issue tracking tool shall be provided at no additional cost to the State. 

n. Re-test a test script in its entirety and associated test scripts when a failure occurs at any 
stage of testing, such as  ] a failure in user acceptance testing that necessitates a code 
change requiring the component to go back through unit testing, or integration testing. 

o. Use a State-approved load testing tool to identify System load/availability issues with 
performance and required metrics. The Contractor shall conduct a series of load tests 
designed to ensure the System can continue to operate adequately and meet performance 
service levels at the high and low ends of planned scale, in terms of users, transaction 
throughput, and data volumes of operations. 

p. Provide and leverage a testing tool/test harness which supports automated regression 
testing and other testing functions. The Contractor shall develop a suite of automated 
regression test scripts to automate regression testing for the entire System, leveraging the 
test harness. Prior to submitting the changes to the pre-production environment for user 
acceptance testing and reporting results, the Contractor shall execute the automated 
regression test scripts as required to ensure changes do not break the intended 
functionality. 

q. Support State staff in developing test scripts including developing test data sets. 

r. Work with State staff to validate data capture and System functionality before user 
acceptance testing. 

s. Ensure the testing schedule accommodates the provision of the required test data for each 
testing cycle. 

 
A.29. Testing Review. The Contractor shall facilitate any required state or federal review of the test results, 

both pre-UAT and post-UAT. The Contractor shall ensure that testing conforms to all federal testing 
guidelines and develop reports and supporting materials required to pass any required or requested 
federal review of the testing results. 
 

A.30. Data Conversion and Migration. The Contractor shall identify data conversion requirements and 
perform data migration in accordance with approved conversion requirements in conjunction with the 
State’s technical staff and subject matter experts, including database administrators, and the State’s 
functional subject matter experts, as required. All conversion and migration activities are the 
responsibility of the Contractor. The Contractor shall: 

a. Develop a data conversion and migration plan to describe the conversion and migration 
strategy.  

b. Collaborate with the State to identify the amount of historical data to be converted from 
each legacy system to the new System, including whether there is a concurrent period of 
operation where data will be maintained in both the System and any legacy systems, how 
data will be synchronized during concurrent operations, and which version will contain the 
official record during concurrent operations. 

c. The Contractor shall conduct an initial assessment of current production data to identify 
what, if any, data problems exist. 



 

 

d. Provide a data dictionary, data models, data flow models, process models, and other 
related planning and design documents to the State in a timely manner prior to data 
conversion/migration validation. 

e. Lead data conversion and migration activities including developing a schedule for all data 
mapping and conversion activities involving State resources. The Contractor shall perform 
data conversion, mapping and loading in consultation with the State. 

f. Provide data correction and cleansing in the existing source systems prior to migration, as 
well as corrections during the data migration process (note: most data cleansing is 
expected to take place in the staging database). Data cleansing shall include elimination 
of unnecessary data records, identification and correction of inaccurate data, merging of 
duplicated data, reformatting and standardization of data to be converted, and gathering of 
information that does not exist in legacy systems but which may be required for the new 
system.   

g. Provide tools to minimize the manual effort required to convert data from the legacy 
solution and/or synchronize the data between the initial release and the retirement of the 
State’s legacy systems, including the creation of an archival database of historical and 
non-migrated for storage without directly burdening the System.   

h. Stage all data necessary to populate the new system. The Contractor shall work with the 
current UI Software Vendor in data migration and in resolving data issues during the 
migration. 

i. Coordinate all automated and manual data loads during data conversion testing and user 
acceptance testing. 

j. Perform and pass, at a minimum, one trial data conversion prior to UAT using a full or 
partial dataset as determined and approved by the State during planning phase. 

k. Perform data conversion testing and provide tools or guidance to help data conversion by 
identifying common error conditions, such as duplicate records) and minimizing manual 
effort during the data conversion and migration process by automating where possible the 
corrective action process (e.g. merging duplicate records). 

l. Conduct data validation and reconciliation during UI implementation. This shall include 
development of an archival database system, to store data both in a pre-conversion state 
and data not converted. 

m. Develop audit trails and logs, which shall ensure that all data has been correctly migrated 
and, when appropriate, that the correct synchronization has been achieved. 

 
A.31. User Account Management. The Contractor shall develop the System’s user account maintenance 

procedures for State staff maintenance including, but not limited to: 

a. Configuration of new users, roles and responsibilities, credentials;. 

b. User refresh, changes, deletions, and updates; and 

c. Assistance, as required, in administering single sign-on user accounts, including 
provisioning and decommissioning per State-approved procedures. 

 
A.32. Implementation. Once the State provides approval of the testing phase, the Contractor shall implement 

the System at a statewide level and shall: 

a. Assess the pre-implementation readiness of each part of the System and document the 
status in a pre-implementation readiness assessment. 

b. Deliver the Statewide Implementation Plan deliverable to the State. 

c. Develop the Release Plan, which shall also include both pre-production and production 
releases. The Contractor shall address and fix all findings and work with the State to gain 
formal written acceptance before implementation. 



 

 

d. Manage System implementation including providing support to all identified user groups 
(such as central office and field offices) and enabling security access as defined. 

e. Develop and deliver an Operations Manual which captures all procedures required to 
conduct all maintenance and operations services, and the processes and tools to be 
managed and operated by the Contractor. The Contractor shall ensure that plans for the 
following services must be included in this deliverable: 

a. System administration and operations (including but not limited to batch 
processing, scheduling, and dependencies); 

b. Help desk and incident/problem management; 

c. Root cause analysis; 

d. System monitoring; 

e. User account management; 

f. Security administration; 

g. Database administration; 

h. Break-fix; 

i. Change and release management; 

j. Training (initial and ongoing) of State staff; 

k. Configuration management; 

l. Performance management; 

m. Capacity planning and management; 

n. Disaster recovery services; 

o. Escalation procedures. 
 
A.33. Benefit Payment Accuracy. Prior to Implementation, the Contractor shall test a representative sample 

of benefit payments in the new System. The representative sample shall be selected by the State. The 
Contractor shall ensure that one hundred percent (100%) of the sample payments must meet the 
State’s legislative requirements by the agreed-upon pre-go-live deadline for the deliverable. 

 
Similarly, immediately after Statewide Implementation, the Contractor shall conduct benefit payment 
accuracy tests on another sample set provided by the State. By a mutually agreed upon deadline, the 
Contractor shall resubmit an updated Benefit Payment Accuracy Report. 
 
The Contractor shall perform additional accuracy reports meeting federal requirements, as directed by 
the State.  

 
A.34. Organizational Change Management (OCM). The Contractor shall help the State ensure that business 

and technical resources are prepared to accept and maintain System configurations, provide support 
for end users, and provide technical support for ongoing operations. The Contractor’s organizational 
change management activities shall include stakeholder engagement, communications, training, 
agency readiness, solution readiness, all of the components of the service management framework, 
business process reengineering, workforce transition, and the State’s rollout strategy and execution. 
The Contractor shall provide all OCM services and deliverables as required, described and detailed 
below: 

 
a. The Contractor shall provide a full-time, dedicated OCM Lead with appropriate OCM 

background, to be approved by the State, whose responsibilities shall include, at a 
minimum, the effective and timely execution of all OCM activities throughout the Contract 
Term. 



 

 

b. The Contractor shall prepare an OCM Plan which includes the following: 

i. Identification of a proposed staffing and organizational structure for the State 
that identifies the key roles of the people the State should assign to 
accomplish the OCM activities of this Contract. 

ii. Description of the approach to OCM and the methodology that will be 
employed to assist the State to envision the System and document associated 
business processes. 

iii. Description of how the methodology will assist in: 

(1) Assessing the impact of change upon jobs, roles, workflows 
and skill requirements needed to ensure successful 
deployment;  

(2) Identifying any potential organizational issues anticipated with 
the implementation of the System and describe how these will 
be addressed through its OCM methodology. 

iv. Description of the activities needed to support the State’s OCM goals, related 
to implementation of the System and its effects on business processes. 

v. Description of how the OCM tasks integrate with requirements validation, 
OCM gap analysis findings, and end user training, technical staff knowledge 
transfer, and technical staff knowledge transfer. 

c. The Contractor shall perform OCM duties in accordance with the approved OCM Plan. 
The Contractor shall continue to update the OCM Plan following the completion of each 
project phase and collaborate with the State to carry out the OCM methodology to 
successfully transition the State’s organization to the System including: 

i. Assessing the impact of change upon jobs, roles, workflows and skill 
requirements needed to ensure successful deployment; 

ii. Performing an OCM business process gap analysis; 

iii. Preparing change impact action plans to engage and prepare all stakeholders 
prior to System implementation; 

iv. Performing organizational readiness assessments; and 

v. Planning and conducting workforce transition activities. 
 
A.35. OCM Analysis and Communications Management. The Contractor shall: 

a. Work directly with assigned State team members for any identified OCM, stakeholder, or 
communication needs. The Contractor shall develop a stakeholder communications plan 
with a communications matrix. 

b. Work with the State to identify appropriate stakeholders and messaging for project-related 
communication and engagement needs. 

c. Coordinate and communicate stakeholder engagement needs and results to the State. 

d. Provide access to key documentation and subject matter experts in any quantity and 
quality as the State deems reasonable to support assessing organizational impact and 
other OCM activities as needed. 

e. Provide the OCM Plan and validate major milestones and timing, as requested to the 
State, to ensure alignment with stakeholder and/or OCM activities across the project 
lifecycle. 



 

 

f. Coordinate with the State in compliance with communication plan(s) on all identified 
communication needs to ensure any communication needs are in alignment with, and/or 
added to, the approved project-specific communication(s) plan as defined by the State. 

g. Collaborate and follow all State communication protocols for development and distribution 
of communications materials to all stakeholders, both internal and external. 

h. Use multiple communication methods to ensure all stakeholders receive project 
information in an effective, efficient, and timely manner. 

i. Track all communication messages from development, review and approval, and 
distribution to appropriate stakeholder groups. 

j. Evaluate the effectiveness of project communications and make adjustments as needed. 
 
A.36. Training and Knowledge Transfer. The Contractor shall work with the State to ensure all users receive 

appropriate training on the System and the associated business process changes. The Contractor 
shall develop the training courses and materials and deliver the training according to the Training and 
Knowledge Transfer Plan set forth in section A.37. of this Contractor. The Contractor shall work with 
the State in planning, developing, and implementing all end user training. The Contractor shall finalize 
the training locations in consultation with the State. 

 
 The Contractor shall produce all required training materials to address training needs identified through 

the initial analysis in collaboration with the State, including train the trainer, instructor lead classroom 
training, computer-based training, workshops, quick reference guides, and training/knowledge transfer 
manuals. The Contractor shall produce all help files including interactive online help files targeted at 
System end users. 

 
 The Contractor shall provide all training and knowledge transfer materials by the Contractor in both 

electronic versions and hard copies for review and for instructor-led training sessions for end user 
training in sufficient quantities as prescribed by the State. 

 
A.37. Training and Knowledge Transfer Plan. During the initial phases of the project, prior to development, 

before development, the Contractor shall develop a comprehensive Training and Knowledge Transfer 
Plan including the following elements: 

a. Description of proposed training and knowledge transfer methodology; 

b. Activities to support the various phases of the training and knowledge transfer (analysis, 
design, development, implementation and evaluation); 

c. Definition of System user roles and training needs by role; 

d. Identification and development of appropriate curriculum and delivery models; 

e. Validation and approval of training and knowledge transfer materials related to the 
System; 

f. Creation of user profiles and log-in credentials as requested by the State to allow trainers, 
technical staff, and end users appropriate access to the training environment and 
materials. 

g. Training locations (the Contractor shall finalize the training locations in consultation with 
the State). 

 
During System design activities, the Contractor shall keep the Training and Knowledge Transfer Plan 
current with any changes, approved in writing by the State, and update in subsequent phases, as more 
information is available, in order to continuously improve the training and knowledge transfer process. 

 



A.38. Training and Transfer Activities. The Contractor shall support the end user training and technical staff
knowledge transfer design and development phases or process by providing and collaborating with the 
State on an ongoing basis including: 

a. Aligning project plan(s) and validating major milestones to support end user training and
technical staff knowledge transfer timelines.

b. Training and supporting the State training personnel on any and all System-specific work
areas, processes, applications  as deemed appropriate by the State for the purposes of
executing a System-based scenario training program to all impacted State personnel.

c. Providing or cooperating in the identification of realistic, representative business scenarios
to be used for end user training and technical staff knowledge transfer development and
delivery purposes as defined by the State.

d. The Contractor shall maintain a training and knowledge transfer environment which shall
clearly and accurately reflect upcoming System versions and closely align with the release
schedule.

e. The Contractor shall support the end user training and technical staff knowledge transfer
design and development phases or process by providing and collaborating with the State
on an ongoing basis including:

i. Aligning project plan(s) and validating major milestones to support end
user training and technical staff knowledge transfer timelines.

ii. Training and supporting the State training personnel on any and all
System-specific work areas, processes, applications,  as deemed
appropriate by the State for the purposes of executing a System-based
scenario training program to all impacted State personnel.

iii. Providing or cooperating in the identification of realistic, representative
business scenarios to be used for end user training and technical staff
knowledge transfer development and delivery purposes as defined by the
State.

f. The Contractor shall ensure that all procedures, training environment hardware and
software configurations, classroom setup requirements, and content reflect the most
current information for the end user training and technical staff knowledge transfer
activities. The Contractor shall schedule end user training and technical staff knowledge
transfer sessions in accordance with the Project Schedule. The Contractor shall prepare a
training schedule for all training classes to ensure that end users receive training near go-
live implementation and rollout of the System for daily work after UAT and correction of
Test Issues.

A.39. End User Training. The Contractor shall provide train-the-trainer training to prepare the State trainers
to conduct training for end users who use the System to perform daily job functions. State trainers shall 
train other end users with Contractor training team support. The Contractor shall structure training 
around the new end user roles that are defined during the design phase. The Contractor shall 
schedule the train-the-trainer training and assist with the scheduling of training of State staff in a 
manner that is least disruptive to normal business operations. The Contractor shall also coordinate 
with the State to ensure that materials are ready in advance of training. The curricula and materials 
shall cover, at a minimum, the following topics: 

a. System overview including: System benefits; data inputs, data outputs, and reports
produced; major business functions; and user manual contents and usage.

b. System usage including: entering data and data validation; workflow processes, data
correction and user help features; menu and System function navigation; problem
recovery; report contents, report generation; search and inquiry features; and record
update procedures.



 

 

c. System operation including: seeking technical help (application and equipment 
assistance). 
 

The Contractor must provide a user manual for end user training. The Contractor shall update the user 
manual if its content is affected by System updates and changes throughout the life of the Contract. 
The Contractor shall be responsible for bearing the cost of printed training curricula and materials. The 
Contractor shall support the training evaluation process by providing tools for evaluation of training 
effectiveness for all training methods and sessions, as well as evaluation of trainee understanding of 
material provided. The Contractor shall provide an end user training evaluation report for each iteration 
of end user training including numbers and type of trainees, instructor and training methods used, 
training effectiveness results, and lessons learned. 

 
A.40. Technical Staff Knowledge Transfer. The Contractor shall provide a matrix of specific skills/roles that 

will require technical training and knowledge transfer on the System. Based on the initial assessment, 
the Contractor shall develop technical staff knowledge transfer materials and perform knowledge 
transfer activities throughout the project and measure progress. The Contractor shall coordinate with 
the State throughout the Term to ensure that State staff is available in a timely manner for all technical 
staff knowledge transfer activities. The Contractor shall schedule technical staff training in a manner 
that is least disruptive to the normal business operations. The Contractor shall schedule all training 
during regular work hours at locations convenient to the State attendees as approved by the State, 
unless the Contractor receives advance approval from the State for specific training at other times. 
Prior to implementation, the Contractor shall conduct technical staff knowledge transfer so that State 
technical staff can perform maintenance and support activities. The Contractor shall provide a 
Technical Staff Knowledge Transfer Evaluation Report to include numbers and type of trainees, 
instructor and training methods used, training effectiveness results, and lessons learned. Prior to 
Contract turnover, the Contractor shall conduct any additional knowledge transfer activities to ensure 
that the State can take over its maintenance and operations responsibilities when the turnover is 
complete. 

 
A.41. Federal Requirements and Reviews. The State anticipates oversight and review by federal entities. 

The Contractor shall cooperate to meet any federal requirements and ensure that the System meets all 
federal requirements, including the following: 

a. Support the State in preparing for any federal reviews, audits, and certifications by, at a 
minimum, developing and preparing required documentation throughout the project, 
attending interviews, and providing additional requested documentation; 

b. Ensure that the System meets federal requirements including the following, although the 
State reserves the right to amend or supplement the list in accordance with applicable law 
and rules during requirements validation: 

• Federal Information Security Management Act (“FISMA”) of 2002; 

• E-Government Act of 2002; 

• Privacy Act of 1974; 

• Social Security Act Section 471(a)(8) and Social Security Administration Privacy 
and Security Requirements; 

• The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 
(“PRWORA”); 

• E-Authentication Guidance for Federal Agencies [OMB M-04-04]; 

• IRS Publication 1075 — Tax Information Security Guidelines for Federal, State 
and Local Agencies; 

• Internal Revenue Code (“IRC”) 26 U.S.C. 6103 — Safeguarding and Protecting 
Tax Returns and Return Information; and 



 

 

• Criminal Justice Information Services (“CJIS”) — National Data Exchange (N-DEx) 
Policy and Operating Manual N-DEx-DOC-09172-3.1. 

 
A.42. Prepare Documentation for State. To the extent applicable, the Contractor shall 

prepare documentation for submission to the State to facilitate state review and 
approval of the Project or System. Upon request, the Contractor shall cooperate and 
participate in State-mandated approval process relating to the Project or System. 

 
A.43. Post-Implementation. During this phase the Contractor shall provide all services, upgrades, and 

system enhancements outlined in the Maintenance & Support Phase (A.44.). In addition to those 
services, the Contractor shall continue to provide the following: 

a. During the Post-Implementation period, the Contractor shall continue to provide a core 
team of developers from the design, development, and implementation activities (including 
the lead developer) to ensure System expertise is maintained during this critical period. 

b. The Contractor shall make relevant Contractor personnel available to work with State 
technical staff with regards to hosting and System performance stabilization. 

 
The Contractor shall correct all system deficiencies or discrepancies identified as required by the 
State, in accordance with the problem resolution procedures. The Contractor shall continue to perform 
capacity evaluations and modify system parameters and storage capacity as needed to ensure the 
system functions at peak performance. The Contractor shall provide detailed descriptions of any 
changes made or that need to be made to the system platform or environment that would enhance the 
performance of the System. 

 
A.44. Licensure, Maintenance, and Operational Support. 
 

1. Licensure and Ongoing Maintenance. From the Contract’s effective date until the date that the 
State provides written approval of the Post-Implementation Phase to the Contractor, the Contractor 
shall provide all technical and maintenance support services described herein at no additional cost 
to the State. After the State provides to the Contractor written approval of the State’s acceptance 
of the Post-Implementation Phase, the Contractor shall begin providing Licensure, Maintenance, 
and Operational Support, for which the State shall compensate the Contractor as described herein.  

 
a. The Contractor shall: 

 
i. Provide a perpetual license to Contractor Owned Software. The Contract shall provide 

Ongoing Maintenance as described herein for as long as the State pays the Ongoing 
Maintenance fee. The perpetual license shall survive the term of this contract, in the 
absence of any Ongoing Maintenance payments. 

ii. Provide system maintenance, e.g., upgrades, enhancements, and new releases, etc., and 
technical support for all products/services provided.  

iii. Provide unlimited help desk and operations support, including ongoing unlimited telephone 
technical support in problem determination and resolution. Such telephone support shall be 
provided twenty-four (24) hours a day, seven (7) days a week, 365 days a year 
(“24/7/365”). This support shall consist of assisting the State in problem determination and 
resolution, with response times as specified in this Contract. This support is to be provided 
by personnel located within the United States. 

  
A list of authorized State personnel that will be allowed to call the Contractor’s help desk 
shall be provided to the Contractor. The Contractor shall provide help desk/technical 
support personnel that are technically knowledgeable and trained to answer/resolve system 
technical support issues. Help desk staff shall continue, on a daily basis or a basis 



 

 

otherwise agreed to by the State, to keep State staff informed on the progress of the 
problems that have been submitted and the work being performed towards their resolution. 
 
The Contractor shall keep a log of all maintenance and technical support calls to the help 
desk/technical support personnel and document any complaints and problems reported to 
the help desk by the State. The log shall be made available to the State upon request. The 
log shall contain, at minimum, the following information: 

a) Time and date of call; 

b) Name of caller; 

c) Caller’s organization or department; 

d) Caller’s telephone number and/or e-mail address; 

e) Description of reported issue; 

f) Indication of whether the issue was resolved at the time of call; 

g) Description of any follow-up investigation/resolution steps; 

h) Assigned case number (if resolution was not provided during the call); 

i) Date of and description of final resolution. 
 

iv. The State reserves the right to determine and assign the levels of severity for any issues or 
support problems. The severity level of an issue or support problem shall determine the 
resolution response time, as follows: 

1. Severity Level 1 (Urgent) shall be defined as situations wherein the State’s System is 
down, or the State is unable to use the System. This failure causes loss of function or 
data and there is no mutually agreed upon workaround. The Contractor’s technical 
support staff shall accept the call for assistance at the time the State places the initial 
call; however, if required staff is not immediately available, the Contractor shall return 
the call within thirty (30) minutes. The Contractor shall resolve Security Level 1 
problems as quickly as possible, not to exceed two (2) hours unless mutually agreed 
upon between both parties. 

2. Severity Level 2 (High) shall be defined as situations wherein one or more critical 
System component(s) has a significant outage and/or failure precluding successful 
operation, or potentially endangering the State’s environment. The State may operate 
but is severely restricted. This type of failure causes a loss of function or data, but there 
is a mutually agreed upon workaround. The Contractor’s technical support staff shall 
accept the State’s call for assistance at the time the State places the initial call; 
however, if required staff is not immediately available, the Contractor shall return the 
State’s call within thirty (30) minutes. The Contractor shall resolve Severity Level 2 
problems as quickly as possible, not to exceed four (4) hours unless mutually agreed 
upon between both parties. 

3. Severity Level 3 (Medium) shall be defined as minor problems that exist with the 
System, but where the majority of the functions are still usable. Some circumvention 
may be required to provide normal service levels. This type of failure causes a partial 
loss of function, but users can accomplish tasks with a mutually agreed upon 
workaround. The Contractor’s technical support staff shall accept the State’s call for 
assistance at the time the State places the initial call; however, if required staff is not 
immediately available, the Contractor shall return the State’s call within thirty (30) 
minutes. The Contractor shall resolve Severity Level 3 problems as quickly as possible, 
not to exceed two (2) days unless mutually agreed upon between both parties. 

4. Severity Level 4 (Low) shall be defined as cosmetic and minor errors where all user 
tasks can still be accomplished. Example: grammatical errors, color changes, 



 

 

misspelled words, layout errors, etc. The Contractor’s technical support staff shall 
accept the State’s call for assistance at the time the State places the initial call; 
however if required staff is not immediately available, the Contractor shall return the 
State’s call within one (1) week, and shall resolve the problem within a timeframe 
mutually agreed upon between both parties. 

 
The problem resolution response time shall be defined as the total elapsed time that the 
Contractor’s qualified service technician has been contacted by the State and the system 
error or nonconformity severity level has been determined until the time when the issue or 
problem has been fixed, tested, and verified as resolved as determined by the State in 
accordance with the preceding security level provisions. 
 

v. Correct all System deficiencies or discrepancies identified as required by the State, in 
accordance with the problem resolution procedures. Any deficiencies or discrepancies in 
software still under Warranty shall be repaired by the Contractor at no additional Cost to the 
State. 

vi. Respond to State inquiries regarding the use and functionality of the System as issues are 
encountered by System users. 

vii. Provide, as part of the maintenance services, all publicly available improvements and 
functionality of the System, as well as any new functions incorporated based on another 
state’s request, or that were part of the Contractor’s own improvement to System 
performance or features. 

viii. Provide all required federal and state regulatory updates and changes to the System within 
the timeframe specified for compliance by either the United States Department of Labor 
(“USDOL”) or the State. 

ix. Provide software documentation that is kept up to date with any upgrade or revision to the 
System. Updated software documentation shall be provided to the State prior to the 
installation of any upgrade or revision to the System, unless otherwise agreed to by the 
State. 

x. Maintain the System so that it operates in conformity with all descriptions and specifications 
herein and in any subsequent Change Order, and as provided additionally by the 
Contractor, including specifications for the performance of all improved or modified versions 
of the System that the State has been licensed to use. 

xi. Provide all services necessary to assist the State in maintaining the System’s operational 
uptime and recovery from System failures. 

b. Failure to Provide Effective Maintenance Services. Should the Contractor fail to repair an 
error, defect, deficiency or deviation for products or services during any maintenance and 
support year, the State may, at its option, act to correct or repair the error, defect, deficiency, 
or deviation, and the Contractor shall be required to reimburse the State for all associated 
costs incurred to conduct the repair. 

c. Subcontractors for System Maintenance. The Contractor shall be the initial point of contact for 
all notifications and support requests, regardless of the perceived source of the problem. The 
Contractor may elect to have telephone or on-site System maintenance, repair, or support 
services performed by subcontracted personnel provided that the Contractor shall be 
responsible for coordinating the effort, so that the use of any third-party support is transparent 
to the State and so that the State shall not be required to deal directly with the subcontractor. 
However, the State reserves the right to review and approve all subcontractors for System 
maintenance services, and the Contractor shall obtain the State’s approval in writing prior to 
the Contractor’s election to use a subcontractor as required by Section D.7 of this Contract. 



 

 

d. Maintenance of Operations and Services. Correction of errors, defects, deficiencies, or 
deviations in work products and other services shall not detract from or interfere with the daily 
System’s operations, or any State-related business operations. 

e. Configuration. The Contractor’s solution shall provide configuration options/tools that give the 
State the ability to accomplish the following activities with minimal, or no, assistance from the 
Contractor: 
 

• Administration level in IT capacity (new account creation, password resets, account 
level permission changes, etc.) 

• Database management (schedule backups, restore backups, import and export 
datasets, etc.) 

• Infrastructure management (ability to make IP address changes, server configuration 
changes, etc.) 

• Reporting management (change queried fields, create new reports, etc.) 
 

The Contractor’s solution shall be designed with these Configuration capabilities in mind, and 
therefore the State shall not be subject to additional costs for this capability. 
 

f. The State shall compensate the Contractor for Licensure and Ongoing Maintenance in 
accordance with Contract section C.3.b.(4). 
 

2. Mandatory Operational Support. For a period of one (1) year following the completion of the 
Implementation Phase, the Contractor shall provide Operational Support as detailed herein. 
 
b. The Contractor shall: 

 
i. Provide Operational Support twenty-four (24) hours a day, seven (7) days a week, three 

hundred sixty-five (365) (“24/7/365”) days a year. 

ii. Provide for any upgrades to the System software components, as needed. 

iii. Perform regression testing on upgrades prior to installing or implementing the upgrade into 
production. In performing regression testing on a new version or upgrade of the software, 
the Contractor shall certify in writing to the State that all previous System capabilities still 
perform in accordance with Contract requirements. 

iv. Respond to State inquiries regarding the use and functionality of the System as issues are 
encountered by System users. 

v. Provide a dedicated “on call” Data Analyst/Administrator capable of responding to State 
inquiries regarding the design and details of the System database, as needed for data 
analysis. This service must be available 24/7/365.  

The State reserves the right, at each annual renewal point, to discontinue all other 
services listed under Mandatory Operational Support, retaining only the service of the On-
Call Data Analyst/Administrator. If the State invokes this option, compensation for this 
service shall be as described in Contract section C.3.b.(6). 

vi. Proactively monitor the System and the Contractor shall not rely solely on the State to notify 
the Contractor of System problems. 

vii. Perform System Monitoring and Job Scheduling: 

1. Detect and correct errors occurring in the System, the implementation of program 
changes, System configurations, new releases/updates, upgrades, enhancements, 
new versions, and implementation of additional programs and features provided under 
this Contract, including those identified by the State or otherwise made known to the 
Contractor. 



 

 

2. Work with State staff to coordinate, execute, maintain, and monitor all aspects of 
production processing, both on-line and batch; 

3. Monitor batch processing to ensure all jobs are completed and that appropriate State 
staff have been alerted when problems arise; 

4. Monitor and manage on-line system response time and the overnight batch processing 
windows; 

5. Inform appropriate information systems staff daily, through electronic mail, of the 
status, on-line availability, and results of regular and special batch processing; 

6. Maintain and monitor scheduling of production jobs; 

7. Work with State personnel to coordinate special batch job scheduling and interactions 
with other systems; 

viii. Participate in disaster recovery exercises. 

 
b. The State shall compensate the Contractor for Mandatory Operational Support in accordance 

with Contract section C.3.b.(5). 

3. Optional Operational Support.  
 
a. Upon completion of one year of Mandatory Operational Support, as described above, and at 

the State’s option, the Contractor shall provide “Optional Operational Support” for up to 
approximately four (4) additional years.  

 
Optional Operational Support shall include all the services listed under Mandatory Operational 
Support. However, the State reserves right at each annual renewal point, to discontinue all 
other services listed under Mandatory Operational Support, retaining only the services of the 
dedicated On-Call Data Analyst/Administrator. 

 
b. The State shall compensate the Contractor for Optional Operational Support in accordance 

with Contract section C.3.b.(6). 

4. Customization Services. The State may request that the Contractor perform Customization 
Services under either of the following circumstances: 

• Prior to the State’s written acceptance of the completion of the Implementation Phase, the 
State determines that functionality requested by the State was not specified in the original 
RFP, Contract, or specifications attached thereto. Such Customizations shall be effected 
through a Change Order. 
 

• After the State’s written acceptance of the completion of the Implementation Phase, the 
State requires customizations to the software that the State determines were not specified 
in the original RFP, Contract, or specifications attached thereto. Such Customizations shall 
be effected through a Statement of Work. 

Examples of such Customization requests include the following: 

i. Code-level changes to the application 

ii. Changes in API configurations 

iii. Changes to the Configuration Functionality that arose as a result of Customizations of 
other areas of the software Solution. 

The State shall request Customization Services in accordance with either: (1) the Change 
Order process (A.59.), for changes prior to acceptance of Implementation Phase; or (2) the 
Statement of Work process (A.65.), for changes identified after acceptance of the 



 

 

Implementation Phase. In either case the State shall compensate the Contractor in 
accordance with Contract Section C.3.c. 
 

5. Warranty Provisions Apply Throughout Contract Term. Notwithstanding any provisions in this 
Contract’s section A.44, all software delivered to the State under this Contract, including upgrades, 
enhancements, new releases, and Customizations shall be subject to the Warranty Provisions of 
Contract section A.66. 

A.45. System Availability/Disaster Recovery. Following implementation, the Contractor shall ensure that 
System availability is at ninety-nine (99.9%) availability for any given period, excluding unavailability 
related to: 

a. Regularly scheduled downtime; 

b. Disaster Recovery. The Contractor shall work with the State to create a disaster 
recovery plan. The Contractor shall provide to the State its disaster recovery plan and 
all updates and shall be in substantially the same form as mutually agreed to by the 
Parties. The Contractor shall propose any change to the form of the disaster recovery 
plan to the State, in writing, for the State’s approval. The Contractor shall support the 
review and updating of the disaster recovery plan on an annual basis to ensure the 
plan is current and accurate. The Contractor shall assume full responsibility for 
portions of the disaster recovery plan specific to the recovery of the System. 

c. Any acts or omissions of anyone other than the Contractor; 

d. Loss of the State internet connectivity. 
 

The Contractor shall propose all scheduled downtime, in writing, by the State prior to the start 
of all scheduled downtime.   

 
A.46. Capacity Management. The Contractor shall: 

a. Develop a Capacity Plan to manage the hardware and software resources required to deliver 
System services. The Contractor shall ensure that the Capacity Plan includes predictions of 
business demand and strategies for meeting service levels during periods of peak use. 

b. Collaborate with the State to understand any business trends which could impact the System’s 
capacity requirements and subsequently analyze historical trends and provide capacity 
forecast. 

c. Participate in the State enterprise capacity planning activities. 

A.47.  System Performance/Monitoring. The Contractor shall: 

a. Define, document, and propose System monitoring policies, procedures, and standards 
including monitoring: 

i. Buffers, database buffers, table space fragmentation, database space, unusual 
growth, and propose a solution in case of alert. 

ii. System logs, update errors, database corruption, jobs. 

iii. Transaction and trace logs, network event logs and traces, garbage collector, memory 
and CPU utilization, and indexes. 

iv. Middleware (such as workflows, in- and out-bound queues) and report to the State 
according to agreed upon procedures. 

v. End-to-end transaction response time to allow measurements against performance 
measures. 

vi. Interfaces, batch, and job scheduling. 



 

 

b. Assist in implementation of State-approved monitoring policies, procedures, and standards. 
 

A.48. Break Fix Services. The Contractor shall: 

a. Design, build, and test System fixes based on the severity and priority and in consultation with 
the State. 

b. Perform regression testing on the System, as required, when components of the System are 
updated/modified. In performing the regression testing on a new version/upgrade of the 
System, the Contractor shall certify in writing to the State that all the previous System 
capabilities still perform in accordance with the Contract requirements. The State reserves the 
right to inspect the regression test results at any time. 

 
A.49. Quality Assurance. The Contractor shall perform a quarterly quality review that focuses on all aspects 

of the Project and/or the System according to the needs of the State. The Contractor shall submit the 
results of each review to the State for evaluation and approval.  
The Contractor shall ensure that the quarterly quality review shall consist of storing the results of the 
review, as well as each phase’s deliverables, and providing the notification of such storage to the State 
in writing. The State shall acknowledge Contractor’s notice of quarterly quality review when received 
and give notice in writing of its approval or disapproval, including the reasons why the quarterly quality 
review is not approved by the State.  All notices of approval or disapproval by the State shall be 
provided within a reasonable period time from the State’s receipt of the quarterly quality review. 
 
In the interest of facilitating a timely review process, the Contractor shall submit deliverables to the 
State throughout each phase and shall not be held until the deliverable due date. Any change to a 
deliverable after approval by the State shall be corrected and resubmitted by the Contractor to the 
State, restarting the review schedule (Section A.12.). The Contractor shall assist the State in its review 
of each of the project deliverables by responding to questions, and the Contractor shall provide 
supplementary documentation,  as deemed necessary by the State in its sole discretion, proof of the 
results. 

 
A.50.  Project Quality Objectives and Metrics. The Contractor shall propose metrics necessary to assess 

Project progress, subject to State approval. The Contractor shall ensure deliverable quality by 
inspecting and evaluating all deliverables prior to submission to the State for quality assurance review. 
The Contractor shall ensure documents are complete, accurate, and sufficiently detailed for their 
intended use and that all components of the Project function in accordance with the design 
specifications and the requirements of this Contract.   

 
A.51. Tool Usage. The Contractor shall: 

a. Utilize current State technologies for help desk ticketing and incident management to the 
extent practicable, or propose alternate technologies with appropriate justification, subject to 
approval by the State. 

b. Continue to utilize the Project Repository for updated project documentation resulting from 
help desk ticket resolution. 

 
A.52. Technical Documentation.  The Contractor shall provide the standard technical documentation that it 

provides to other clients as well as any mutually agreed upon documentation related to the System. 
 
A.53. Project Turnover Plan. The Contractor shall create and deliver a detailed Turnover Plan that covers all 

activities and the efforts of all involved parties before six (6) months from the end of the maintenance 
services period, or as soon as notified by the State, in the event termination of this Contract. The 
Contractor shall obtain approval by the State, in writing, through the process outlined in the PMP 
(Section A.15.). The Contractor shall ensure that the Turnover Plan provides the time and budget 
requirements, action ownership, and program governance. The Contractor shall ensure that the 
Turnover Plan defines the means by which no interruption of the provision of the services or reduction 
in service levels will occur during the turnover to State or the new service provider. 

 



 

 

The Contractor shall ensure that the Turnover Plan includes delivering to the State the most current 
version of key assets in format mutually agreed upon by the Parties to this Contract. The Contractor 
shall ensure that the  assets include: 

a. Customer and other records (including subcontractor agreements that are required to 
provision the services); 

b. Configuration information; 

c. Databases; 

d. Documentation; 

e. Asset registers; 

f. Knowledge databases; 

g. Fault databases; 

h. Asset maintenance history and status; 

i. Manuals; 

j. Process and procedure documentation; 

k. Any other similar items that the Contractor used or produced during the course of, or for the 
purpose of, provisioning the services or relating to the configuration control of the services; 

l. Source code; and 

m. Development tools and procedures. 
 
A.54. Turnover Plan Execution. The Contractor shall: 

a. Deliver each of the key assets in the Turnover Plan on time. 

b. Hold briefings on the status and comprehensive nature of all items handed over. 

c. Complete knowledge transfer of the services to State or new service provider(s). Introduce the 
State staff and new service provider to all relevant information and training to allow them to 
leverage the System, its tools, and services, as required. 

d. Identify and complete the transfer to State for the remainder of the term of the relevant license 
of all hardware, software, and other licenses used in the provisioning and delivering of the 
System. 

e. Arrange for the provisioning of a physical location which information shall be placed so that 
State staff and any new service provider can inspect and make copies for subsequent use, as 
appropriate. 

f. Participate in and/or manage regularly scheduled and ad hoc meetings, as well as other 
communications, to address issues that may affect how involved parties perform their 
responsibilities in relation to the Turnover Plan. 

g. Arrange for the transfer of personnel between the appropriate entities, such as the  Contractor 
to State or Contractor to new service provider, including communications, briefing, and 
negotiation, applicable to personnel who are required for the continuation of the involved 
services, as permitted by law. 

h. Migrate all materials to State's standard tools if tools that are not State's standards are used 
by the Contractor during any implementation or maintenance activities. 

 
A.55. Project Closeout. The State will conduct a Project Closeout planning meeting with key project staff. 

The Contractor shall perform the tasks required to close out the project including updating all 
appropriate documentation, migrating the documentation to the State and/or new service provider, and 
providing support during the turnover if requested. 



 

 

After formal acceptance of the Turnover Plan by the State as specified in this Contract, the Contractor 
shall provide a project closure document that summarizes all lessons learned and reports successful 
completion of all contractual obligations. The Contractor shall transfer all System-related documents to 
State from the Contractor after the State’s approval of the turnover plan. 

 
A.56. Project Staffing. The Contractor shall: 

a. Provide all staffing for its project team with the expertise and skills to ensure that all services 
required under this Contract are provided in an efficient, effective, and timely manner. 

b. Other than required approval of Key Personnel and staff subcontracted by State, the 
Contractor shall be responsible for hiring and management of any and all Contractor staff and 
subcontractors determined necessary to perform the services in accordance with the terms of 
the Contract. The Contractor shall maintain a level of staffing necessary to timely perform and 
carry out all of the functions, requirements, roles, and duties as contained herein, regardless of 
the level of staffing included in its proposal. 

c. Assign staff who have prior experience in their assigned functional roles on this Contract.  

d. Provide resumes of Contractor staff to the State as requested by the State. 

e. Provide an organizational chart at the Contract kickoff meeting identifying all the Contractor 
project staff and their role assignments, as well as the organizational structure of the project 
team. The Contractor shall ensure that the project staff includes Key Personnel listed in the 
Contractor’s proposal, unless otherwise approved by the State. The Contractor shall ensure 
that the organizational chart of Key Personnel is updated throughout the Contract Term to 
reflect any changes in project staffing and team organization that occur. 

f. Keep track of resource costs, both personnel and technical, on an activity basis, in order to 
comply with applicable state and federal reporting requirements. The Contractor shall maintain 
accurate resource cost breakdown shall be maintained by the Contractor and provided to the 
State upon request. 

 
All Contractor personnel are subject to State approval prior to placement on-site. As part of the State’s 
review and acceptance of the Contractor’s staffing plan, the State reserves the right to provide 
qualification requirements for key personnel. The State also reserves the right to require the removal 
from the Project of any of the Contractor’s personnel found, in the judgment of the State, to be 
unacceptable. The Contractor shall replace or reassign those personnel found to be unacceptable 
within seven (7) days of written request by the State. The Contractor shall obtain written approval from 
the State prior to replacing or substituting key personnel.  
 
All Contractor personnel granted access by the State to the State’s information technology network 
shall comply with the State’s Enterprise Information Security Policies found at the following URL: 
https://www.tn.gov/finance/strategic-technology-solutions/strategic-technology-solutions/sts-security-
policies.html 

 
A.57. Key Personnel. The Contractor shall identify key personnel for the creation of the Contractor’s project 

team. A detailed plan for how the Contractor will organize, deploy, and administer the project team 
shall be submitted to the State for approval within 30 days of the Effective Date of the Contract. At 
minimum, the Contractor shall ensure that the project team consists of the following key personnel: 

a. project director;  

b. design/development/implementation manager; 

c. training manager; 

d.  lead architect;  

e. testing manager; 



f. quality assurance manager;

g. lead business analyst;

h. OCM lead;

i. requirements/design lead; and

j. maintenance and support manager.

The State retains the right to approve or disapprove proposed key personnel staffing and reserves the 
right to require the Contractor to replace specified staff. The Contractor agrees to substitute, with prior 
State approval, any employee so replaced with an employee of equal or better qualifications. The 
Contractor shall provide an interim resource within five (5) business days for any key personnel 
vacancies regardless of the reason for the vacancy. 

If the Contractor, through its methodology, deems an additional key personnel position(s) is necessary, 
the Contractor shall identify the  positions and shall detail the services they are to provide. 

One individual may serve in more than one (1) role if: 

a. the Contractor demonstrates that the additional personnel can successfully carry out all
responsibilities and the project quality and success will not be impacted; and

b. if the State grants prior approval.

A.58. Change Management Process. The State and the Contractor shall manage changes to the Project or
any related deliverables. The Contractor shall track the status of approved in-progress Change Orders 
and provide status reports to the State, at the State’s  request. 

A.59. Change Orders. The State may, at its sole discretion and with written notice to the Contractor, request
changes in the Scope that are necessary but were inadvertently unspecified in this Contract. 

a. Creation. After receipt of a written request for additional services from the State, the
Contractor shall respond to the State, within a maximum of ten (10) business days, with a
written proposal for completing the service.  Contractor’s proposal must specify:

i. the effect, if any, of implementing the requested change(s) on all other services
required under this Contract;

ii. the specific effort involved in completing the change(s);

iii. the expected schedule for completing the change(s);

iv. the maximum number of person hours required for the change(s); and

v. the maximum cost for the change(s)— this maximum cost shall in no instance exceed
the product of the person hours required multiplied by the appropriate payment rate
proposed for such work.

The Contractor shall not perform any additional service until the State has approved the 
proposal.  If approved, the State will sign the proposal, and it shall constitute a Change Order 
between the Contract Parties pertaining to the specified change(s) and shall be incorporated, 
hereby, as a part of this Contract. 

b. Performance. Subsequent to creation of a Change Order, the Contractor shall complete the
required services.  The State will be the sole judge of the acceptable completion of work and,
upon such determination, shall provide the Contractor written approval.



 

 

c.  Remuneration. The State will remunerate the Contractor only for acceptable work.  All 
acceptable work performed pursuant to an approved Change Order, without a formal 
amendment of this Contract, shall be remunerated in accordance with and further limited by 
Contract Section C, PROVIDED THAT, the State shall be liable to the Contractor only for the 
cost of the actual goods or services provided to complete the necessary work, not to exceed 
the maximum cost for the change detailed in the Change Order.  In no instance shall the State 
be liable to the Contractor for any amount exceeding the maximum cost specified by the 
Change Order authorizing the goods or services. Upon State approval of the work, the 
Contractor shall invoice the State in accordance with the relevant provisions of this Contract. 

 
A.60. No-Cost Changes. The following changes shall be completed at no additional cost to the State under 

this Contract: 

a. Activities necessary for the System to continue to function in compliance with state and 
federal laws and policies; 

b. Activities necessary in response to guidance issued by a federal entity; 

c. Activities to correct defects covered under warranty; 

d. Activities to keep any commercial software used within the System up-to-date by ensuring 
all such commercial software is no more than two (2) versions behind the current 
commercially available production version. The Contractor require the State  to install new 
versions of software if the State does not deem such installation to be in its best interests; 

e. Activities and or modifications necessary to ensure that data, tables, programs, and 
documentation are current and that errors are found and corrected. 

 
If new federal laws are introduced which are accompanied with additional federal funds for State 
use, the State shall work with the Contractor to determine whether resulting System changes shall 
be handled as a Change Order. The Contractor shall further offer and coordinate cost sharing of 
federally mandated and other common changes among the State and peer states where the 
Contractor operates a version of the same application(s) in use for the State’s System. 

 
A.61.  Independent Verification and Validation. At its sole discretion, the State reserves the right to retain the 

services of an outside vendor to conduct a review to analyze the Contractor’s progress, products and 
adherence to the agreed upon implementation methodology, and to ensure Contract requirements and 
System architecture practices meet State objectives.   

 
A.62. Capacity Evaluation and Updated Documentation. The Contractor shall work with the State to perform 

further capacity evaluations, modifying System parameters and storage capacity as needed to ensure 
the System functions at peak performance. The Contractor shall recommend changes to the System 
platform or environment to enhance performance of the System. 

 
A.63. Production Support. The Contractor shall ensure that the Contractor can provide operations support 

twenty-four (24) hours a day, seven (7) days a week for the first ninety (90) days after each production 
rollout. 

 
A.64. MyTN.gov Interface. 
  

a. The State may require the software developed or provided by the Contractor under this 
Contract to interface with the State’s customer-facing portal, MyTN.gov. This may occur at any 
time during the Term of the Contract. If so, the Contractor may have to comply with one, or 
more, of the following requirements: 

 
1. All web applications must be Responsive. “Responsive” is an industry 

standard term that refers to a web design that makes web pages render well 
on a variety of devices and window or screen sizes.  

 



 

 

2. All web applications must have the capability to use a single sign on server 
utilizing the following industry standard protocols: Security Assertion Markup 
Language (“SAML”) or minimum of OAuth 2.0. 

 
b. Any of the obligations in Section A.69. that were known and required prior to Contract Effective 

Date will be specified herein, including necessary compensation methods and amounts. 
 

c. For any of the obligations in Section A.69. that were unknown or not required at Contract 
Effective Date, it will be necessary to add lines, items, or options to the Contract to 
accommodate one or more of the new interface requirements. The State shall add these lines, 
items, or options in accordance with the MOU process described in Section E.2., below. If the 
Contractor requires additional compensation for the interface tasks, such compensation shall 
be negotiated and specified through this same MOU process. 

 
A.65. Statement of Work Process. 

1. The State shall provide the Contractor with a Statement of Work (“SOW”) describing the required 
services. The SOW will include, at a minimum, the following: 

a. SOW Date 
b. SOW Number 
c. Description of the project 
d. Required labor category, track and skill set 
e. Begin and End Dates 
f. Location where work will be performed 
g. Hardware and software provided by the State, if applicable 
h. Definition of completed work. 

NOTE: The SOW must not have any terms and conditions. 

2. Most services shall be performed within normal State business hours (8:00 AM to 4:30 PM CT); 
excluding weekends and State holidays.  However, the State may require the Contractor personnel 
to work hours outside the normal State business hour timeframe.  These hours will be mutually 
agreed to by the parties; however, the State will have final approval. A Contractor shall not be 
compensated for overtime hours worked without prior written approval from the State and then 
only at the payment rate submitted in response to the related SOW. 

3. The State’s SOW, and subsequent purchase order (“PO”), will be the sole authorization for the 
requested services. The State will not sign or accept Contractor/manufacturer documents or 
agreements related to a specific services engagement. 

4. The Contractor shall respond to the SOW with a written “Project Offer” that must include the 
following: 

a. complete description of the work to be performed as the Contractor understands it; 

b. the Contractor personnel’s proposed labor category, track and skill set; 

c. confirmation that necessary hardware and software provided by the State, if applicable; 

d. the Contractor must also provide a “not to exceed” total cost for the work in question. The 
State shall pay no more than, and the Contractor will not be required to provide services in 
excess of, this cost for the services engagement, unless the resulting SOW is amended by 
the State due to requirement changes, which may increase the maximum potential 
compensation due the Contractor for the requested services. The Contractor shall provide 
supporting documentation which lists the number of hours and materials, if applicable, that 
constitute the “not to exceed” cost; 

e. the Project Offer must not contain any terms and conditions. 



 

 

5. The Contractor must accept SOW requests by email and must provide Project Offers by email as 
requested by the State. If the Project Offer will take longer than five (5) business days to compile, 
communication regarding the nature of the delay, along with a reasonable revised turnaround time 
request, must be sent within the five (5) business days window.  Project Offers will remain in effect 
for thirty (30) calendar days and shall not include any tax from which the State is exempt. 

6. The State shall be the sole determinate of the acceptability of work performed and delivered by the 
Contractor’s consultants.  The Contractor shall not invoice the State until the State has provided 
the Contractor with written confirmation that the contractor’s work agreed to in the SOW is 
acceptable. 

7. SOW Termination. 

a. The State may terminate a SOW for convenience without cause and for any reason 
subject to the same notice provisions in Section D.5. The Contractor shall be entitled to 
compensation for all conforming goods delivered and accepted by the State and for 
services completed in accordance with the terms of the SOW as of the termination date. In 
no event shall the State be liable to the Contractor for compensation for any goods neither 
requested nor accepted by the State or for any services neither requested by the State nor 
performed by the Contractor in accordance with the terms of the applicable SOW. In no 
event shall the State’s exercise of its right to terminate the applicable SOW for 
convenience relieve the Contractor of any liability to the State for any damages or claims 
arising under the SOW. 

b. If any SOW is terminated pursuant to this Contract Section, this Contract shall continue to 
apply to all other SOWs that have not been terminated. 

c. This section shall not limit the State’s right to terminate the Contract for convenience or 
cause in accordance with Sections D.5. and D.6. of this Contract. 

 
A.66. Warranty.  Contractor represents and warrants that the term of the warranty (“Warranty Period”) shall 

be the greater of the Term of this Contract or any other warranty generally offered by Contractor, its 
suppliers, or manufacturers to customers of its goods or services.  The goods or services provided 
under this Contract shall conform to the terms and conditions of this Contract throughout the Warranty 
Period.  Any nonconformance of the goods or services to the terms and conditions of this Contract 
shall constitute a “Defect” and shall be considered “Defective.”  If Contractor receives notice of a 
Defect during the Warranty Period, then Contractor shall correct the Defect, at no additional charge.   

 
 Contractor represents and warrants that the State is authorized to possess and use all equipment, 

materials, software, and deliverables provided under this Contract. 
 
 Contractor represents and warrants that all goods or services provided under this Contract shall be 

provided in a timely and professional manner, by qualified and skilled individuals, and in conformity 
with standards generally accepted in Contractor’s industry.   

 
 If Contractor fails to provide the goods or services as warranted, then Contractor will re-provide the 

goods or services at no additional charge.  If Contractor is unable or unwilling to re-provide the goods 
or services as warranted, then the State shall be entitled to recover the fees paid to Contractor for the 
Defective goods or services.  Any exercise of the State’s rights under this Section shall not prejudice 
the State’s rights to seek any other remedies available under this Contract or applicable law.  

 
A.67. Inspection and Acceptance.  The State shall have the right to inspect all goods or services provided by 

Contractor under this Contract.  If, upon inspection, the State determines that the goods or services 
are Defective, the State shall notify Contractor, and Contractor shall re-deliver the goods or provide the 
services at no additional cost to the State. If after a period of thirty (30) days following delivery of 
goods or performance of services the State does not provide a notice of any Defects, the goods or 
services shall be deemed to have been accepted by the State. 

 



 

 

 
B. TERM OF CONTRACT: 
 
B.1. This Contract shall be effective on DATE (“Effective Date”) and extend for a period of thirty-six (36) 

months after the Effective Date (“Term”).  The State shall have no obligation for goods or services 
provided by the Contractor prior to the Effective Date. 

 
B.2. Renewal Options. This Contract may be renewed upon satisfactory completion of the Term.  The State 

reserves the right to execute up to four (4) renewal options under the same terms and conditions for a 
period not to exceed twelve (12) months each by the State, at the State's sole option.  In no event, 
however, shall the maximum Term, including all renewals or extensions, exceed a total of eighty-four 
(84) months. 

 
C. PAYMENT TERMS AND CONDITIONS:   
 
 
C.1. Maximum Liability.  In no event shall the maximum liability of the State under this Contract exceed 

Written Dollar Amount ($Number) (“Maximum Liability”).  This Contract does not grant the Contractor 
any exclusive rights.  The State does not guarantee that it will buy any minimum quantity of goods or 
services under this Contract.  Subject to the terms and conditions of this Contract, the Contractor will 
only be paid for goods or services provided under this Contract after a purchase order is issued to 
Contractor by the State or as otherwise specified by this Contract. 

 
C.2. Compensation Firm. The payment methodology in Section C.3. of this Contract shall constitute the 

entire compensation due the Contractor for all goods or services provided under this Contract 
regardless of the difficulty, materials or equipment required.  The payment methodology includes all 
applicable taxes, fees, overhead, and all other direct and indirect costs incurred or to be incurred by 
the Contractor. 

 
C.3. Payment Methodology.  The Contractor shall be compensated based on the payment methodology for 

goods or services authorized by the State in a total amount as set forth in Section C.1.  
 

a. The Contractor’s compensation shall be contingent upon the satisfactory provision of goods or 
services as set forth in Section A.   

 
b. The Contractor shall be compensated based upon the following payment methodology 

 
(1) The Total System Cost of Written Dollar Amount ($Number) shall be paid in installments 
contingent upon successful completion of the applicable Phase, as follows:    

  

Project Phase Cost per Phase 
 

Funds Retained by 
the State 

 
Installment 

Payment  

 Twenty percent (20%) 
to be withheld and the 
amount retained by the 

State 

Amount retained by the 
State that will be paid 

accordance with 
C.3.b.(2) and C.3.b.(3) 

below 

Equals Cost per 
Phase less Funds 
Retained by the 

State 

Analysis Phase 
 
The Analysis Phase payment shall be 
made based on the successful  
completion of all Project Analysis tasks, as 
well as all Phase deliverables completed 
and approved by the State. 

$ Number  $ Number  $ Number  



 

 

 

Design Phase 
 
The Design Phase payment shall be made 
based on the successful 
completion of all Project Design tasks, as 
well as all Phase deliverables completed 
and approved by the State. 
 

$ Number $ Number  $ Number  

Development Phase 
 
The Development Phase payment shall be 
made based on the successful completion 
of final Acceptance Testing, as well as all 
Phase deliverables completed and 
approved by the State. 

$ Number $ Number  $ Number  

Testing Phase 
 
The Testing Phase payment shall be made 
based on successful completion of 
Integration Testing of all interfaces, self-
service functions, execution of all job 
processing steps, as well as all Phase 
deliverables completed and approved by 
the State. 
 

$ Number $ Number  $ Number  

Implementation Phase 
 
The Implementation Phase payment shall 
be made when the system has been fully 
implemented into the Production 
environment, capacity and performance 
measures met, processing and all of the 
Phase deliverables completed and 
approved by the State. 

$ Number $ Number  $ Number  

Post-Implementation Phase 
 
The Post-Implementation Phase payment 
shall be made twelve (12) months after 
system implementation, based on 
successful completion execution of all job 
processing steps, as well as all Phase 
deliverables completed and approved by 
the State. 

$ Number $ Number $ Number 

Total System Cost $ Number   

Total Funds Retained by the State  $ Number  

Total of Installment Payments   $ Number 
   
 

(2) First Payment of Retained Funds. Written Amount ($Number) equaling one-half (1/2) of the 
accumulated retained funds, including one-half (1/2) of the funds retained by the State for the 



 

 

Implementation Phase, is payable and may be invoiced by the Contractor upon final written 
approval of the Implementation phase by the State. 
 

(3) Second Payment of Retained Funds. Written Amount ($Number) equaling the remaining one-half 
(1/2) of the accumulated retained funds is payable and may be invoiced by the Contractor upon 
final written approval of Year 1 of Licensure and Ongoing Maintenance. Upon final written 
approval, the remaining one-half (1/2) of the accumulated retained funds shall be paid. 
 

(4) Licensure and Ongoing Maintenance 
 

Upon final approval of the Post-Implementation Phase by the State, and each year of the 
Contract Term thereafter, the State shall pay the Contractor for Licensure and Ongoing 
Maintenance. On the annual anniversary of each prior year’s payment, the State shall 
compensate the Contractor, in advance, for each subsequent year of Licensure and Ongoing 
Maintenance. The compensation amount for each year shall be as follows: 

 

Goods or Services 
Description 

Amount  
(per compensable increment) 

Year 1 Year 2 Year 3 Year 4 

Licensure and Ongoing 
Maintenance $NUMBER $NUMBER $NUMBER $NUMBER 

 
(5) Mandatory Operational Support 

 
Upon final approval of the Implementation Phase by the State, the Contractor shall provide 
one (1) year of Mandatory Operational Support, for which the State shall compensate the 
Contractor in advance. The amount of this payment shall be Written Amount ($Number). If the 
State requires Optional Operational Support, the State shall determine the fees for this service 
using the escalation clause described in C.3.b.(6). 

 
(6) Optional Operational Support 

 
Except as explicitly stated in this section C.3.b.(6), Optional Operational Support shall consist 
of all services provided under Mandatory Operational Support.  
 
If the State chooses to continue Operational Support after the Mandatory Operational Support 
period described above, the State shall use the Consumer Price Index to calculate the annual 
rate for the up to four (4) additional years of Optional Operational Support and notify the 
Contractor through the Contract Amendment process. This Amendment shall contain a table 
listing rates for all four optional years. 
 
Regarding this calculated annual rate, the Contractor shall be compensated based upon the 
Base Payment Year rate set in section C.3.b.(5) above, but adjusted by the percentage 
increase, if any, between the Consumer Price Index for All Urban Consumers (CPI-U): U.S. 
city average, all items expenditure category, not seasonally adjusted, index base period: 1982-
84=100 published by the United States Department of Labor, Bureau of Labor Statistics. The 
State may take the CPI sampling to derive the new rates up to six (6) months prior to the end 
of the Base Payment Year and this figure shall be compared to the figure published in the 
same month, 12-months prior, up to a maximum of three and one-half percent (3.5%). 
 
At each annual Optional Support Services renewal point, the State reserves the right to 
discontinue all other services listed under Mandatory Operational Support, retaining only the 
service of the On-Call Data Analyst/Administrator. If this occurs, the State shall no longer pay 



the Optional Support Services fee described above in this section C.3.b.(6). Instead, the State 
shall only pay the following hourly rate. Provided, however, that this rate shall not be paid 
separately for as long as the State retains all Mandatory Operational Support services: 

Goods or Services Description 
AMOUNT 
(per compensable 
increment) 

On-Call Data Analyst/Administrator $Number per hour 

NOTE:  The Contractor shall not be compensated for travel time to the primary location of 
service provision. 

c. The Contractor shall be compensated for changes requested and performed pursuant to
Contract Section A.44.4, Customization Services, without a formal amendment of this Contract
based upon the payment rates detailed in the schedule below and as agreed pursuant to Section
C, PROVIDED THAT compensation to the Contractor for such “Customization” work shall not
exceed NUMBER NOT TO EXCEED TEN PERCENT (10 %) of the Total System Cost detailed in
Section C.3.b.(1), above.  If, at any point during the Term, the State determines that the cost of
necessary Customization Services would exceed the maximum amount, the State may amend
this Contract to address the need.

Goods or Services Description AMOUNT 
(per compensable increment) 

Professional Services $Number per hour 

NOTE:  The Contractor shall not be compensated for travel time to the primary location of service 
provision. 

C.4. Travel Compensation.  The Contractor shall not be compensated or reimbursed for travel time, travel
expenses, meals, or lodging. 

C.5. Invoice Requirements. The Contractor shall invoice the State only for goods delivered and accepted by
the State or services satisfactorily provided at the amounts stipulated in Section C.3., above.  
Contractor shall submit invoices and necessary supporting documentation, no more frequently than 
once a month, and no later than thirty (30) days after goods or services have been provided to the 
following address: 

TN Department of Labor & Workforce Development 
220 French Landing Drive, 4-A 
Nashville, TN 37243 

a. Each invoice, on Contractor’s letterhead, shall clearly and accurately detail all of the following
information (calculations must be extended and totaled correctly):

(1) Invoice number (assigned by the Contractor);
(2) Invoice date;
(3) Contract number (assigned by the State);
(4) Customer account name:  TN Department of Labor & Workforce Development,

Employment Security Division;
(5) Customer account number (assigned by the Contractor to the above-referenced

Customer);
(6) Contractor name;
(7) Contractor Tennessee Edison registration ID number;



 

 

(8) Contractor contact for invoice questions (name, phone, or email); 
(9) Contractor remittance address; 
(10) Description of delivered goods or services provided and invoiced, including identifying 

information as applicable;  
(11) Number of delivered or completed units, increments, hours, or days as applicable, of each 

good or service invoiced; 
(12) Applicable payment methodology  (as stipulated in Section C.3.) of each good or service 

invoiced; 
(13) Amount due for each compensable unit of good or service; and 
(14) Total amount due for the invoice period. 

 
b. Contractor’s invoices shall: 

 
(1) Only include charges for goods delivered or services provided as described in Section A 

and in accordance with payment terms and conditions set forth in Section C;  
(2) Only be submitted for goods delivered or services completed and shall not include any 

charge for future goods to be delivered or services to be performed; 
(3) Not include Contractor’s taxes, which includes without limitation Contractor’s sales and 

use tax, excise taxes, franchise taxes, real or personal property taxes, or income taxes; 
and 

(4) Include shipping or delivery charges only as authorized in this Contract. 
 

     c.    The timeframe for payment (or any discounts) begins only when the State is in        receipt of 
an invoice that meets the minimum requirements of this Section  C.5. 

 
C.6. Payment of Invoice.  A payment by the State shall not prejudice the State's right to object to or 

question any payment, invoice, or other matter.  A payment by the State shall not be construed as 
acceptance of goods delivered, any part of the services provided, or as approval of any amount 
invoiced.   

 
C.7. Invoice Reductions.  The Contractor's invoice shall be subject to reduction for amounts included in any 

invoice or payment that is determined by the State, on the basis of audits conducted in accordance 
with the terms of this Contract, to not constitute proper compensation for goods delivered or services 
provided.   

 
C.8. Deductions.  The State reserves the right to deduct from amounts, which are or shall become due and 

payable to the Contractor under this or any contract between the Contractor and the State of 
Tennessee, any amounts that are or shall become due and payable to the State of Tennessee by the 
Contractor. 

 
C.9. Prerequisite Documentation.  The Contractor shall not invoice the State under this Contract until the 

State has received the following, properly completed documentation.   
 

a. The Contractor shall complete, sign, and present to the State the "Authorization Agreement for 
Automatic Deposit Form" provided by the State.  By doing so, the Contractor acknowledges 
and agrees that, once this form is received by the State, payments to the Contractor, under 
this or any other contract the Contractor has with the State of Tennessee, may be made by 
ACH; and 

 
b. The Contractor shall complete, sign, and return to the State the State-provided W-9 form.  The 

taxpayer identification number on the W-9 form must be the same as the Contractor's Federal 
Employer Identification Number or Social Security Number referenced in the Contractor’s 
Edison registration information. 

 
D. MANDATORY TERMS AND CONDITIONS: 
 



 

 

D.1. Required Approvals.  The State is not bound by this Contract until it is duly approved by the Parties 
and all appropriate State officials in accordance with applicable Tennessee laws and regulations.  
Depending upon the specifics of this Contract, this may include approvals by the Commissioner of 
Finance and Administration, the Commissioner of Human Resources, the Comptroller of the Treasury, 
and the Chief Procurement Officer.  Approvals shall be evidenced by a signature or electronic 
approval.  

 
D.2. Communications and Contacts.  All instructions, notices, consents, demands, or other communications 

required or contemplated by this Contract shall be in writing and shall be made by certified, first class 
mail, return receipt requested and postage prepaid, by overnight courier service with an asset tracking 
system, or by email or facsimile transmission with recipient confirmation.  All communications, 
regardless of method of transmission, shall be addressed to the respective Party at the appropriate 
mailing address, facsimile number, or email address as stated below or any other address provided in 
writing by a Party. 
 
The State: 
 
William Kemmer, Contract Specialist 

 Tennessee Department of Labor & Workforce Development 
 220 French Landing Drive, 4-A 
 Nashville, TN 37243 
 william.kemmer@tn.gov 
 Telephone #  615-313-4714 
 
 Rusty Felts, Assistant Commissioner 
 Tennessee Department of Labor & Workforce Development  
 Unemployment Insurance Division 
 220 French Landing Dr – 2A 
 Nashville, TN 37243 
 Rusty.Felts@tn.gov  
 Telephone # 615-770-5328 

 
The Contractor: 
 
Contractor Contact Name & Title 
Contractor Name 
Address 
Email Address 
Telephone #  Number 
FAX #  Number 
 
All instructions, notices, consents, demands, or other communications shall be considered effective 
upon receipt or recipient confirmation as may be required. 

 
D.3. Modification and Amendment.  This Contract may be modified only by a written amendment signed by 

all Parties and approved by all applicable State officials.  The State’s exercise of a valid Renewal 
Option or Term Extension does not constitute an amendment so long as there are no other changes to 
the Contract’s terms and conditions. 

 
D.4. Subject to Funds Availability.  The Contract is subject to the appropriation and availability of State or 

federal funds.  In the event that the funds are not appropriated or are otherwise unavailable, the State 
reserves the right to terminate this Contract upon written notice to the Contractor.  The State’s exercise 
of its right to terminate this Contract shall not constitute a breach of Contract by the State.  Upon 
receipt of the written notice, the Contractor shall cease all work associated with the Contract.  If the 
State terminates this Contract due to lack of funds availability, the Contractor shall be entitled to 
compensation for all conforming goods requested and accepted by the State and for all satisfactory 



 

 

and authorized services completed as of the termination date.  Should the State exercise its right to 
terminate this Contract due to unavailability of funds, the Contractor shall have no right to recover from 
the State any actual, general, special, incidental, consequential, or any other damages of any 
description or amount. 

 
D.5. Termination for Convenience.  The State may terminate this Contract for convenience without cause 

and for any reason.  The State shall give the Contractor at least thirty (30) days written notice before 
the termination date.  The Contractor shall be entitled to compensation for all conforming goods 
delivered and accepted by the State or for satisfactory, authorized services completed as of the 
termination date.  In no event shall the State be liable to the Contractor for compensation for any 
goods neither requested nor accepted by the State or for any services neither requested by the State 
nor satisfactorily performed by the Contractor.  In no event shall the State’s exercise of its right to 
terminate this Contract for convenience relieve the Contractor of any liability to the State for any 
damages or claims arising under this Contract. 

 
D.6. Termination for Cause.  If the Contractor fails to properly perform its obligations under this Contract in 

a timely or proper manner, or if the Contractor materially violates any terms of this Contract (“Breach 
Condition”),the State shall have the right to immediately terminate the Contract and withhold payments 
in excess of compensation for completed services or provided goods.  Notwithstanding the above, the 
Contractor shall not be relieved of liability to the State for damages sustained by virtue of any Breach 
Condition and the State may seek other remedies allowed at law or in equity for breach of this 
Contract. 

 
D.7. Assignment and Subcontracting.  The Contractor shall not assign this Contract or enter into a 

subcontract for any of the goods or services provided under this Contract without the prior written 
approval of the State.  Notwithstanding any use of the approved subcontractors, the Contractor shall 
be the prime contractor and responsible for compliance with all terms and conditions of this Contract.  
The State reserves the right to request additional information or impose additional terms and 
conditions before approving an assignment of this Contract in whole or in part or the use of 
subcontractors in fulfilling the Contractor’s obligations under this Contract.   

 
D.8. Conflicts of Interest.  The Contractor warrants that no part of the Contractor’s compensation shall be 

paid directly or indirectly to an employee or official of the State of Tennessee as wages, compensation, 
or gifts in exchange for acting as an officer, agent, employee, subcontractor, or consultant to the 
Contractor in connection with any work contemplated or performed under this Contract. 
 
The Contractor acknowledges, understands, and agrees that this Contract shall be null and void if the 
Contractor is, or within the past six (6) months has been, an employee of the State of Tennessee or if 
the Contractor is an entity in which a controlling interest is held by an individual who is, or within the 
past six (6) months has been, an employee of the State of Tennessee.   

 
D.9. Nondiscrimination.  The Contractor hereby agrees, warrants, and assures that no person shall be 

excluded from participation in, be denied benefits of, or be otherwise subjected to discrimination in the 
performance of this Contract or in the employment practices of the Contractor on the grounds of 
handicap or disability, age, race, creed, color, religion, sex, national origin, or any other classification 
protected by federal or state law.  The Contractor shall, upon request, show proof of nondiscrimination 
and shall post in conspicuous places, available to all employees and applicants, notices of 
nondiscrimination. 

 
D.10. Prohibition of Illegal Immigrants.  The requirements of Tenn. Code Ann. § 12-3-309 addressing the use 

of illegal immigrants in the performance of any contract to supply goods or services to the state of 
Tennessee, shall be a material provision of this Contract, a breach of which shall be grounds for 
monetary and other penalties, up to and including termination of this Contract. 

 
a. The Contractor agrees that the Contractor shall not knowingly utilize the services of an illegal 

immigrant in the performance of this Contract and shall not knowingly utilize the services of 



 

 

any subcontractor who will utilize the services of an illegal immigrant in the performance of this 
Contract.  The Contractor shall reaffirm this attestation, in writing, by submitting to the State a 
completed and signed copy of the document at Attachment A, semi-annually during the Term.  
If the Contractor is a party to more than one contract with the State, the Contractor may submit 
one attestation that applies to all contracts with the State.  All Contractor attestations shall be 
maintained by the Contractor and made available to State officials upon request. 

 
b. Prior to the use of any subcontractor in the performance of this Contract, and semi-annually 

thereafter, during the Term, the Contractor shall obtain and retain a current, written attestation 
that the subcontractor shall not knowingly utilize the services of an illegal immigrant to perform 
work under this Contract and shall not knowingly utilize the services of any subcontractor who 
will utilize the services of an illegal immigrant to perform work under this Contract.  Attestations 
obtained from subcontractors shall be maintained by the Contractor and made available to 
State officials upon request. 

 
c. The Contractor shall maintain records for all personnel used in the performance of this 

Contract.  Contractor’s records shall be subject to review and random inspection at any 
reasonable time upon reasonable notice by the State. 

 
d. The Contractor understands and agrees that failure to comply with this section will be subject 

to the sanctions of Tenn. Code Ann. § 12-3-309 for acts or omissions occurring after its 
effective date.  

 
e. For purposes of this Contract, "illegal immigrant" shall be defined as any person who is not: (i) 

a United States citizen; (ii) a Lawful Permanent Resident; (iii) a person whose physical 
presence in the United States is authorized; (iv) allowed by the federal Department of 
Homeland Security and who, under federal immigration laws or regulations, is authorized to be 
employed in the U.S.; or (v) is otherwise authorized to provide services under the Contract. 

 
D.11. Records.  The Contractor shall maintain documentation for all charges under this Contract.  The 

books, records, and documents of the Contractor, for work performed or money received under this 
Contract, shall be maintained for a period of five (5) full years from the date of the final payment and 
shall be subject to audit at any reasonable time and upon reasonable notice by the State, the 
Comptroller of the Treasury, or their duly appointed representatives.  The financial statements shall be 
prepared in accordance with generally accepted accounting principles. 

 
D.12. Monitoring.  The Contractor’s activities conducted and records maintained pursuant to this Contract 

shall be subject to monitoring and evaluation by the State, the Comptroller of the Treasury, or their 
duly appointed representatives. 

 
D.13. Progress Reports.  The Contractor shall submit brief, periodic, progress reports to the State as 

requested. 
 
D.14. Strict Performance.  Failure by any Party to this Contract to require, in any one or more cases, the 

strict performance of any of the terms, covenants, conditions, or provisions of this Contract shall not be 
construed as a waiver or relinquishment of any term, covenant, condition, or provision.  No term or 
condition of this Contract shall be held to be waived, modified, or deleted except by a written 
amendment signed by the Parties. 

 
D.15. Independent Contractor.  The Parties shall not act as employees, partners, joint venturers, or 

associates of one another.  The Parties are independent contracting entities. Nothing in this Contract 
shall be construed to create an employer/employee relationship or to allow either Party to exercise 
control or direction over the manner or method by which the other transacts its business affairs or 
provides its usual services.  The employees or agents of one Party are not employees or agents of the 
other Party. 

 



D.16 Patient Protection and Affordable Care Act.  The Contractor agrees that it will be responsible for
compliance with the Patient Protection and Affordable Care Act (“PPACA”) with respect to itself and its 
employees, including any obligation to report health insurance coverage, provide health insurance 
coverage, or pay any financial assessment, tax, or penalty for not providing health insurance.  The 
Contractor shall indemnify the State and hold it harmless from any costs to the State arising from 
Contractor’s failure to fulfill its PPACA responsibilities for itself or its employees. 

D.17. Limitation of State’s Liability.  The State shall have no liability except as specifically provided in this
Contract.  In no event will the State be liable to the Contractor or any other party for any lost revenues, 
lost profits, loss of business, decrease in the value of any securities or cash position, time, goodwill, or 
any indirect, special, incidental, punitive, exemplary or consequential damages of any nature, whether 
based on warranty, contract, statute, regulation, tort (including but not limited to negligence), or any 
other legal theory that may arise under this Contract or otherwise.  The State’s total liability under this 
Contract (including any exhibits, schedules, amendments or other attachments to the Contract) or 
otherwise shall under no circumstances exceed the Maximum Liability.  This limitation of liability is 
cumulative and not per incident.  

D.18. Limitation of Contractor’s Liability. In accordance with Tenn. Code Ann. § 12-3-701, the Contractor’s
liability for all claims arising under this Contract shall be limited to an amount equal to two (2) times the 
Maximum Liability amount detailed in Section C.1. and as may be amended, PROVIDED THAT in no 
event shall this Section limit the liability of the Contractor for: (i) intellectual property or any Contractor 
indemnity obligations for infringement for third-party intellectual property rights; (ii) any claims covered 
by any specific provision in the Contract providing for liquidated damages; or (iii) any claims for 
intentional torts, criminal acts, fraudulent conduct, or acts or omissions that result in personal injuries 
or death.  For clarity, except as otherwise expressly set forth in this Section, Contractor’s 
indemnification obligations and other remedies available under this Contract are subject to the 
limitations on liability set forth in this Section. 

D.19. Hold Harmless.  The Contractor agrees to indemnify and hold harmless the State of Tennessee as well
as its officers, agents, and employees from and against any and all claims, liabilities, losses, and 
causes of action which may arise, accrue, or result to any person, firm, corporation, or other entity 
which may be injured or damaged as a result of acts, omissions, or negligence on the part of the 
Contractor, its employees, or any person acting for or on its or their behalf relating to this Contract.  
The Contractor further agrees it shall be liable for the reasonable cost of attorneys’ fees, court costs, 
expert witness fees, and other litigation expenses for the State to enforce the terms of this Contract. 

In the event of any suit or claim, the Parties shall give each other immediate notice and provide all 
necessary assistance to respond. The failure of the State to give notice shall only relieve the 
Contractor of its obligations under this Section to the extent that the Contractor can demonstrate actual 
prejudice arising from the failure to give notice.  This Section shall not grant the Contractor, through its 
attorneys, the right to represent the State in any legal matter, as the right to represent the State is 
governed by Tenn. Code Ann. § 8-6-106. 

D.20.    HIPAA Compliance. The State and Contractor shall comply with obligations under the Health Insurance
Portability and Accountability Act of 1996 (“HIPAA”), Health Information Technology for Economic and 
Clinical Health (“HITECH”) Act and any other relevant laws and regulations regarding privacy 
(collectively the “Privacy Rules”).  The obligations set forth in this Section shall survive the termination 
of this Contract. 

a. Contractor warrants to the State that it is familiar with the requirements of the Privacy Rules,
and will comply with all applicable requirements in the course of this Contract.

b. Contractor warrants that it will cooperate with the State, including cooperation and
coordination with State privacy officials and other compliance officers required by the Privacy
Rules, in the course of performance of the Contract so that both parties will be in compliance
with the Privacy Rules.



 

 

 
c. The State and the Contractor will sign documents, including but not limited to business 

associate agreements, as required by the Privacy Rules and that are reasonably necessary to 
keep the State and Contractor in compliance with the Privacy Rules.  This provision shall not 
apply if information received or delivered by the parties under this Contract is NOT “protected 
health information” as defined by the Privacy Rules, or if the Privacy Rules permit the parties 
to receive or deliver the information without entering into a business associate agreement or 
signing another document. 

 
d. The Contractor will indemnify the State and hold it harmless for any violation by the Contractor 

or its subcontractors of the Privacy Rules.  This includes the costs of responding to a breach of 
protected health information, the costs of responding to a government enforcement action 
related to the breach, and any fines, penalties, or damages paid by the State because of the 
violation. 

 
D.21. Tennessee Consolidated Retirement System.   Subject to statutory exceptions contained in Tenn. 

Code Ann. §§ 8-36-801, et seq., the law governing the Tennessee Consolidated Retirement System 
(“TCRS”), provides that if a retired member of TCRS, or of any superseded system administered by 
TCRS, or of any local retirement fund established under Tenn. Code Ann. §§ 8-35-101, et seq., 
accepts State employment, the member's retirement allowance is suspended during the period of the 
employment.  Accordingly and notwithstanding any provision of this Contract to the contrary, the 
Contractor agrees that if it is later determined that the true nature of the working relationship between 
the Contractor and the State under this Contract is that of “employee/employer” and not that of an 
independent contractor, the Contractor, if a retired member of TCRS, may be required to repay to 
TCRS the amount of retirement benefits the Contractor received from TCRS during the Term. 

 
D.22. Tennessee Department of Revenue Registration. The Contractor shall comply with all applicable 

registration requirements contained in Tenn. Code Ann. §§ 67-6-601 – 608.  Compliance with 
applicable  registration requirements is a material requirement of this Contract. 

 
D.23. Debarment and Suspension.  The Contractor certifies, to the best of its knowledge and belief, that it, its 

current and future principals, its current and future subcontractors and their principals: 
 

a. are not presently debarred, suspended, proposed for debarment, declared ineligible, or 
voluntarily excluded from covered transactions by any federal or state department or agency; 

 
b. have not within a three (3) year period preceding this Contract been convicted of, or had a civil 

judgment rendered against them from commission of fraud, or a criminal offense in connection 
with obtaining, attempting to obtain, or performing a public (federal, state, or local) transaction 
or grant under a public transaction; violation of federal or state antitrust statutes or commission 
of embezzlement, theft, forgery, bribery, falsification, or destruction of records, making false 
statements, or receiving stolen property; 

 
c. are not presently indicted or otherwise criminally or civilly charged by a government entity 

(federal, state, or local) with commission of any of the offenses detailed in section b. of this 
certification;  and 

 
d. have not within a three (3) year period preceding this Contract had one or more public 

transactions (federal, state, or local) terminated for cause or default. 
 
The Contractor shall provide immediate written notice to the State if at any time it learns that there was 
an earlier failure to disclose information or that due to changed circumstances, its principals or the 
principals of its subcontractors are excluded, disqualified, or presently fall under any of the prohibitions 
of sections a-d. 

 



 

 

D.24. Force Majeure.   “Force Majeure Event” means fire, flood, earthquake, elements of nature or acts of 
God, wars, riots, civil disorders, rebellions or revolutions, acts of terrorism or any other similar cause 
beyond the reasonable control of the Party except to the extent that the non-performing Party is at fault 
in failing to prevent or causing the default or delay, and provided that the default or delay cannot 
reasonably be circumvented by the non-performing Party through the use of alternate sources, 
workaround plans or other means.  A strike, lockout or labor dispute shall not excuse either Party from 
its obligations under this Contract.  Except as set forth in this Section, any failure or delay by a Party in 
the performance of its obligations under this Contract arising from a Force Majeure Event is not a 
default under this Contract or grounds for termination.  The non-performing Party will be excused from 
performing those obligations directly affected by the Force Majeure Event, and only for as long as the 
Force Majeure Event continues, provided that the Party continues to use diligent, good faith efforts to 
resume performance without delay.  The occurrence of a Force Majeure Event affecting Contractor’s 
representatives, suppliers, subcontractors, customers or business apart from this Contract is not a 
Force Majeure Event under this Contract.  Contractor will promptly notify the State of any delay caused 
by a Force Majeure Event (to be confirmed in a written notice to the State within one (1) day of the 
inception of the delay) that a Force Majeure Event has occurred, and will describe in reasonable detail 
the nature of the Force Majeure Event.  If any Force Majeure Event results in a delay in Contractor’s 
performance longer than forty-eight (48) hours, the State may, upon notice to Contractor: (a) cease 
payment of the fees for the affected obligations until Contractor resumes performance of the affected 
obligations; or (b) immediately terminate this Contract or any purchase order, in whole or in part, 
without further payment except for fees then due and payable.  Contractor will not increase its charges 
under this Contract or charge the State any fees other than those provided for in this Contract as the 
result of a Force Majeure Event. 

 
D.25. State and Federal Compliance.  The Contractor shall comply with all State and federal laws and 

regulations applicable to Contractor in the Contractor’s performance of this Contract. 
 
D.26. Governing Law.  This Contract shall be governed by and construed in accordance with the laws of the 

State of Tennessee, without regard to its conflict or choice of law rules.  The Tennessee Claims 
Commission or the state or federal courts in Tennessee shall be the venue for all claims, disputes, or 
disagreements arising under this Contract.  The Contractor acknowledges and agrees that any rights, 
claims, or remedies against the State of Tennessee or its employees arising under this Contract shall 
be subject to and limited to those rights and remedies available under Tenn. Code Ann. §§ 9-8-101 - 
408. 

 
D.27. Entire Agreement.  This Contract is complete and contains the entire understanding between the 

Parties relating to its subject matter, including all the terms and conditions of the Parties’ agreement.  
This Contract supersedes any and all prior understandings, representations, negotiations, and 
agreements between the Parties, whether written or oral. 

 
D.28. Severability.  If any terms and conditions of this Contract are held to be invalid or unenforceable as a 

matter of law, the other terms and conditions of this Contract shall not be affected and shall remain in 
full force and effect.  The terms and conditions of this Contract are severable. 

 
D.29. Headings.  Section headings of this Contract are for reference purposes only and shall not be 

construed as part of this Contract. 
 
D.30. Incorporation of Additional Documents.  Each of the following documents is included as a part of this 

Contract by reference.  In the event of a discrepancy or ambiguity regarding the Contractor’s duties, 
responsibilities, and performance under this Contract, these items shall govern in order of precedence 
below: 

 
a. any amendment to this Contract, with the latter in time controlling over any earlier 

amendments; 
b. this Contract with any attachments or exhibits (excluding the items listed at subsections c. 

through f., below), which includes Attachments A-I; 



 

 

c. any clarifications of or addenda to the Contractor’s proposal seeking this Contract; 
d. the State solicitation, as may be amended, requesting responses in competition for this 

Contract; 
e. any technical specifications provided to proposers during the procurement process to award 

this Contract; and 
f. the Contractor’s response seeking this Contract. 

 
D.31. Iran Divestment Act.   The requirements of Tenn. Code Ann. § 12-12-101, et seq., addressing 

contracting with persons as defined at Tenn. Code Ann. §12-12-103(5) that engage in investment 
activities in Iran, shall be a material provision of this Contract.  The Contractor certifies, under penalty 
of perjury, that to the best of its knowledge and belief that it is not on the list created pursuant to Tenn. 
Code Ann. § 12-12-106. 

 
D.32.  Insurance.  Contractor shall maintain insurance coverage as specified in this Section. The State 

reserves the right to amend or require additional insurance coverage, coverage amounts, and 
endorsements required under this Contract. Contractor’s failure to maintain or submit evidence of 
insurance coverage, as required, is a material breach of this Contract.  If Contractor loses insurance 
coverage, fails to renew coverage, or for any reason becomes uninsured during the Term, Contractor 
shall immediately notify the State.  All insurance companies providing coverage must be: (a) 
acceptable to the State; (b) authorized by the Tennessee Department of Commerce and Insurance 
(“TDCI”); and (c) rated A- / VII or better by A.M. Best.  All coverage must be on a primary basis and 
noncontributory with any other insurance or self-insurance carried by the State.  Contractor agrees to 
name the State as an additional insured on any insurance policy with the exception of workers’ 
compensation (employer liability) and professional liability (errors and omissions) insurance. All 
policies must contain an endorsement for a waiver of subrogation in favor of the State.  Any deductible 
or self insured retention (“SIR”) over fifty thousand dollars ($50,000) must be approved by the State.  
The deductible or SIR and any premiums are the Contractor’s sole responsibility. The Contractor 
agrees that the insurance requirements specified in this Section do not reduce any liability the 
Contractor has assumed under this Contract including any indemnification or hold harmless 
requirements. 

 
To achieve the required coverage amounts, a combination of an otherwise deficient specific policy and 
an umbrella policy with an aggregate meeting or exceeding the required coverage amounts is 
acceptable. For example: If the required policy limit under this Contract is for two million dollars 
($2,000,000) in coverage, acceptable coverage would include a specific policy covering one million 
dollars ($1,000,000) combined with an umbrella policy for an additional one million dollars 
($1,000,000). If the deficient underlying policy is for a coverage area without aggregate limits 
(generally Automobile Liability and Employers’ Liability Accident), Contractor shall provide a copy of 
the umbrella insurance policy documents to ensure that no aggregate limit applies to the umbrella 
policy for that coverage area.  In the event that an umbrella policy is being provided to achieve any 
required coverage amounts, the umbrella policy shall be accompanied by an endorsement at least as 
broad as the Insurance Services Office, Inc. (also known as “ISO”) “Noncontributory—Other Insurance 
Condition” endorsement or shall be written on a policy form that addresses both the primary and 
noncontributory basis of the umbrella policy if the State is otherwise named as an additional insured. 
 
Contractor shall provide the State a certificate of insurance (“COI”) evidencing the coverages and 
amounts specified in this Section.  The COI must be on a form approved by the TDCI (standard 
ACORD form preferred).  The COI must list each insurer’s National Association of Insurance 
Commissioners (NAIC) number and be signed by an authorized representative of the insurer. The COI 
must list the State of Tennessee – CPO Risk Manager, 312 Rosa L. Parks Ave., 3rd floor Central 
Procurement Office, Nashville, TN 37243 as the certificate holder.  Contractor shall provide the COI 
ten (10) business days prior to the Effective Date and again thirty (30) calendar days before renewal or 
replacement of coverage.  Contractor shall provide the State evidence that all subcontractors maintain 
the required insurance or that subcontractors are included under the Contractor’s policy.  At any time, 
the State may require Contractor to provide a valid COI.  The Parties agree that failure to provide 
evidence of insurance coverage as required is a material breach of this Contract.  If Contractor self-



 

 

insures, then a COI will not be required to prove coverage.  Instead Contractor shall provide a 
certificate of self-insurance or a letter, on Contractor’s letterhead, detailing its coverage, policy 
amounts, and proof of funds to reasonably cover such expenses.  The State reserves the right to 
require complete copies of all required insurance policies, including endorsements required by these 
specifications, at any time. 
 
 
The State agrees that it shall give written notice to the Contractor as soon as practicable after the 
State becomes aware of any claim asserted or made against the State, but in no event later than thirty 
(30) calendar days after the State becomes aware of such claim. The failure of the State to give notice 
shall only relieve the Contractor of its obligations under this Section to the extent that the Contractor 
can demonstrate actual prejudice arising from the failure to give notice.  This Section shall not grant 
the Contractor or its insurer, through its attorneys, the right to represent the State in any legal matter, 
as the right to represent the State is governed by Tenn. Code Ann. § 8-6-106. 

The insurance obligations under this Contract shall be: (1)—all the insurance coverage and policy 
limits carried by the Contractor; or (2)—the minimum insurance coverage requirements and policy 
limits shown in this Contract; whichever is greater.  Any insurance proceeds in excess of or broader 
than the minimum required coverage and minimum required policy limits, which are applicable to a 
given loss, shall be available to the State.  No representation is made that the minimum insurance 
requirements of the Contract are sufficient to cover the obligations of the Contractor arising under this 
Contract.  The Contractor shall obtain and maintain, at a minimum, the following insurance coverages 
and policy limits.  

a. Commercial General Liability (“CGL”) Insurance 

1) The Contractor shall maintain CGL, which shall be written on an ISO Form CG 00 01 
occurrence form (or a substitute form providing equivalent coverage) and shall cover 
liability arising from property damage, premises and operations products and 
completed operations, bodily injury, personal and advertising injury, and liability 
assumed under an insured contract (including the tort liability of another assumed in a 
business contract). 

The Contractor shall maintain single limits not less than one million dollars 
($1,000,000) per occurrence.  If a general aggregate limit applies, either the general 
aggregate limit shall apply separately to this policy or location of occurrence or the 
general aggregate limit shall be twice the required occurrence limit.   

b. Workers’ Compensation and Employer Liability Insurance 

1) For Contractors statutorily required to carry workers’ compensation and employer 
liability insurance, the Contractor shall maintain: 

i. Workers’ compensation in an amount not less than one million dollars 
($1,000,000) including employer liability of one million dollars ($1,000,000) per 
accident for bodily injury by accident, one million dollars ($1,000,000) policy 
limit by disease, and one million dollars ($1,000,000) per employee for bodily 
injury by disease. 

 
2) If the Contractor certifies that it is exempt from the requirements of Tenn. Code Ann. 

§§ 50-6-101 – 103, then the Contractor shall furnish written proof of such exemption 
for one or more of the following reasons: 

i. The Contractor employs fewer than five (5) employees; 



 

 

ii. The Contractor is a sole proprietor; 

iii. The Contractor is in the construction business or trades with no employees; 

iv. The Contractor is in the coal mining industry with no employees; 

v. The Contractor is a state or local government; or 

vi. The Contractor self-insures its workers’ compensation and is in compliance 
with the TDCI rules and Tenn. Code Ann. § 50-6-405. 

c. Automobile Liability Insurance 

1) The Contractor shall maintain automobile liability insurance which shall cover liability 
arising out of any automobile (including owned, leased, hired, and non-owned 
automobiles).  

2) The Contractor shall maintain bodily injury/property damage with a limit not less than 
one million dollars ($1,000,000) per occurrence or combined single limit. 
 

d. Technology Professional Liability (Errors & Omissions)/Cyber Liability Insurance 

1) The Contractor shall maintain technology professional liability (errors & 
omissions)/cyber liability insurance appropriate to the Contractor’s profession in an 
amount not less than ten million dollars ($10,000,000) per occurrence or claim and ten 
million dollars ($10,000,000) annual aggregate, covering all acts, claims, errors, 
omissions, negligence, infringement of intellectual property (including copyright, patent 
and trade secret); network security and privacy risks, including but not limited to 
unauthorized access, failure of security, information theft, damage to destruction of or 
alteration of electronic information, breach of privacy perils, wrongful disclosure and 
release of private information, collection, or other negligence in the handling of 
confidential information, and including coverage for related regulatory fines, defenses, 
and penalties. 

2) Such coverage shall include data breach response expenses, in an amount not less 
than ten million dollars ($10,000,000) and payable whether incurred by the State or 
Contractor, including but not limited to consumer notification, whether or not required 
by law, computer forensic investigations, public relations and crisis management firm 
fees, credit file or identity monitoring or remediation services and expenses in the 
performance of services for the State or on behalf of the State hereunder. 

 
e. Crime Insurance 

1) The Contractor shall maintain crime insurance, which shall be written on a “loss 
sustained form” or “loss discovered form” providing coverage for third party fidelity, 
including cyber theft and extortion.  The policy must allow for reporting of 
circumstances or incidents that may give rise to future claims, include an extended 
reporting period of no less than two (2) years with respect to events which occurred 
but were not reported during the term of the policy, and not contain a condition 
requiring an arrest or conviction.  

2) Any crime insurance policy shall have a limit not less than one million dollars 
($1,000,000) per claim and one million dollars ($1,000,000) in the aggregate.  Any 
crime insurance policy shall contain a Social Engineering Fraud Endorsement with a 
limit of not less than two hundred and fifty thousand dollars ($250,000).  This 
insurance may be written on a claims-made basis, but in the event that coverage is 



 

 

cancelled or non-renewed, the Contractor shall purchase an extended reporting or “tail 
coverage” of at least two (2) years after the Term. 

D.33. Major Procurement Contract Sales and Use Tax.  Pursuant to Tenn. Code Ann. § 4-39-102 and to the 
extent applicable, the Contractor and the Contractor’s subcontractors shall remit sales and use taxes 
on the sales of goods or services that are made by the Contractor or the Contractor’s subcontractors 
and that are subject to tax.  

 
D.34. Confidentiality of Records. Strict standards of confidentiality of records and information shall be 

maintained in accordance with applicable state and federal law.  All material and information, 
regardless of form, medium or method of communication, provided to the Contractor by the State or 
acquired by the Contractor on behalf of the State that is regarded as confidential under state or federal 
law shall be regarded as “Confidential Information.”  Nothing in this Section shall permit Contractor to 
disclose any Confidential Information, regardless of whether it has been disclosed or made available to 
the Contractor due to intentional or negligent actions or inactions of agents of the State or third parties.  
Confidential Information shall not be disclosed except as required or permitted under state or federal 
law.  Contractor shall take all necessary steps to safeguard the confidentiality of such material or 
information in conformance with applicable state and federal law.    

              
             The obligations set forth in this Section shall survive the termination of this Contract. 

 
D. 35. Equal Opportunity.   The Contractor agrees as follows: 
 

a. The Contractor will not discriminate against any employee or applicant for employment because of 
race, color, religion, sex, sexual orientation, gender identity, or national origin.  The Contractor will 
take affirmative action to ensure that applicants are employed, and that employees are treated 
during employment, without regard to their race, color, religion, sex, sexual orientation, gender 
identity, or national origin.  Such action shall include, but not be limited to the following: 

 
(1) Employment, upgrading, demotion, or transfer, recruitment or recruitment advertising; 
(2) Layoff or termination; 
(3) Rates of pay or other forms of compensation; and 
(4) Selection for training, including apprenticeship. 

 
 The Contractor agrees to post in conspicuous places, available to employees and applicants for 

employment, notices to be provided by the contracting officer setting forth the provisions of this 
nondiscrimination clause. 

 
b. The Contractor will, in all solicitations or advertisements for employees placed by or on behalf of 

the Contractor, state that all qualified applicants will receive considerations for employment without 
regard to race, color, religion, sex, sexual orientation, gender identity, or national origin. 

 
c. If the State approves any subcontract, the subcontract shall include paragraphs (a) and (b) above. 

 
 In addition, to the extent applicable the Contractor agrees to comply with 41 C.F. R. § 60-1.4, as that 

section is amended from time to time during the term. 
 

E. SPECIAL TERMS AND CONDITIONS: 
 
E.1. Conflicting Terms and Conditions.  Should any of these special terms and conditions conflict with any 

other terms and conditions of this Contract, the special terms and conditions shall be subordinate to 
the Contract’s other terms and conditions.  

 
E.2.      Contractor Commitment to Diversity.  The Contractor shall comply with and make reasonable business 

efforts to exceed the commitment to diversity represented by the Contractor’s Response to 33701-
61621 (Attachment I) and resulting in this Contract. 



 

 

 
The Contractor shall assist the State in monitoring the Contractor’s performance of this commitment by 
providing, as requested, a monthly report of participation in the performance of this Contract by small 
business enterprises and businesses owned by minorities, women, service-disabled veterans, and 
persons with disabilities.  Such reports shall be provided to the State of Tennessee Governor's Office 
of Diversity Business Enterprise in the TN Diversity Software available online at: 
https://tn.diversitysoftware.com/FrontEnd/StartCertification.asp?TN=tn&XID=9810. 

 
E.3. Additional lines, items, or options.  At its sole discretion, the State may make written requests to the 

Contractor to add lines, items, or options that are needed and within the Scope but were not included 
in the original Contract. Such lines, items, or options will be added to the Contract through a 
Memorandum of Understanding (“MOU”), not an amendment. 
a. After the Contractor receives a written request to add lines, items, or options, the Contractor shall 

have ten (10) business days to respond with a written proposal. The Contractor’s written proposal 
shall include: 

(1) The effect, if any, of adding the lines, items, or options on the other goods or services 
required under the Contract; 

(2) Any pricing related to the new lines, items, or options; 
(3) The expected effective date for the availability of the new lines, items, or options; and 
(4) Any additional information requested by the State. 

b. The State may negotiate the terms of the Contractor’s proposal by requesting revisions to the 
proposal. 

c. To indicate acceptance of a proposal, the State will sign it. The signed proposal shall constitute a 
MOU between the Parties, and the lines, items, or options shall be incorporated into the Contract 
as if set forth verbatim. 

d. Only after a MOU has been executed shall the Contractor perform or deliver the new lines, items, 
or options.  

   
E.4. Intellectual Property Indemnity. The Contractor agrees to indemnify and hold harmless the State of 

Tennessee as well as its officers, agents, and employees from and against any and all claims or suits 
which may be brought against the State concerning or arising out of any claim of an alleged patent, 
copyright, trade secret or other intellectual property infringement.  In any such claim or action brought 
against the State, the Contractor shall satisfy and indemnify the State for the amount of any settlement 
or final judgment, and the Contractor shall be responsible for all legal or other fees or expenses 
incurred by the State arising from any such claim. The State shall give the Contractor notice of any 
such claim or suit, however, the failure of the State to give such notice shall only relieve Contractor of 
its obligations under this Section to the extent Contractor can demonstrate actual prejudice arising 
from the State’s failure to give notice. This Section shall not grant the Contractor, through its attorneys, 
the right to represent the State of Tennessee in any legal matter, as provided in Tenn. Code Ann.  § 8-
6-106. 

In addition to the above indemnity, if the State’s use of any deliverable, or any portion thereof, provided 
under this Contract, is or is likely to be enjoined by order of a court of competent jurisdiction as such an 
infringement or unauthorized use, the Contractor, at its expense, shall: (x) procure for the State the 
continued use of such deliverable; (y) replace such deliverable with a non-infringing counterpart; or (z) 
modify such deliverable so it becomes non-infringing; provided that, if (y) or (z) is the option chosen by 
the Contractor, the replacement or modified deliverable must be capable of performing substantially the 
same function. Notwithstanding the foregoing, the State retains the right to terminate the Contract in 
accordance with Section D.6 hereunder in the event of such infringement or unauthorized use, and any 
such exercise of these allowable options by Contractor shall not relieve Contractor of its indemnity 
obligations under this Section. 

The forgoing indemnity does not apply to the extent that the infringement arises from the State’s: (i) use of 
the deliverable not in accordance with instructions, documentations, or specifications (“Misuse”); (ii) 
alteration, modification or revision of the Deliverables not expressly authorized by the Contractor 



 

 

(“Alteration”); (iii) failure to use or implement corrections or enhancements to the Deliverables made 
available by the Contractor to the State at no additional cost to the State, except where such failure to use 
or implement corrections or enhancements is a result of State’s termination in accordance with the 
preceding paragraph; or (iv) combination of the Deliverables  with materials not provided, specified, or 
approved by the Contractor. 
 

E.5. Software License Warranty.  Contractor grants a perpetual license to the State to use all software 
provided under this Contract in the course of the State’s business and purposes. 

 
E.6. Software Support and Maintenance Warranty.  Contractor shall provide to the State all  software 

upgrades, modifications, bug fixes, or other improvements in its software that it  makes  generally 
available to its customers. 

 
E.7. Printing Authorization.  The Contractor agrees that no publication coming within the jurisdiction of 

Tenn. Code Ann. §§ 12-7-101, et. seq., shall be printed pursuant to this Contract unless a printing 
authorization number has been obtained and affixed as required by Tenn. Code Ann. § 12-7-103 (d). 

 
E.8. Extraneous Terms and Conditions.  Contractor shall fill all orders submitted by the State under this 

Contract.  No purchase order, invoice, or other documents associated with any sales, orders, or 
supply of any good or service under this Contract shall contain any terms or conditions other than as 
set forth in the Contract.  Any such extraneous terms and conditions shall be void, invalid and 
unenforceable against the State.  Any refusal by Contractor to supply any goods or services under 
this Contract conditioned upon the State submitting to any extraneous terms and conditions shall be 
a material breach of the Contract and constitute an act of bad faith by Contractor.   

 
E.9. Transfer of Ownership of Custom Software Developed for the State. 
  

a. Definitions. 
 
(1) “Contractor-Owned Software,” shall mean commercially available software the rights 

to which are owned by Contractor, including but not limited to commercial “off-the-
shelf” software which is not developed using State’s money or resources. 

 
(2) “Custom-Developed Application Software,” shall mean customized application 

software developed by Contractor for the State under this Contract intended to 
function with the Contractor-Owned Software or any Work Product provided under this 
Contract. 

 
(3) “Rights Transfer Application Software,” shall mean any pre-existing application 

software and documentation owned or supplied by Contractor or a third party 
necessary for the use, functioning, support, or maintenance of the Contractor-Owned 
Software, the Custom-Developed Application Software, Third Party Software, and any 
Work Product provided to State.  

 
(4) “Third-Party Software,” shall mean software supplied by Contractor under this Contract 

or necessary for the functioning of any Work Product not owned by the State or the 
Contractor. 

 
(5) “Work Product,” shall mean all deliverables such as software, software source code, 

documentation, planning, etc., that are created, designed, developed, or documented 
by the Contractor for the State under this Contract.  Work Product shall include Rights 
Transfer Application Software. 

 
b. Rights and Title to the Software 
 



 

 

(1) All right, title and interest in and to the Contractor-Owned Software shall at all times 
remain with Contractor, subject to any license or transfer of rights or ownership 
granted under this Contract.  Contractor grants the State a perpetual non-exclusive 
license to the Contractor-Owned Software to be used solely with the Custom-
Developed Application Software and the Work Product. 

 
(2) Contractor shall provide the source code in the Custom-Developed Application 

Software, Work Product and the Contractor-Owned Software with all subsequent 
modifications, enhancements, bug-fixes or any other changes in the source code of 
the Work Product and the Contractor-Owned Software and all other code and 
documentation necessary for the Custom-Developed Application Software to be 
installed and function as intended and as set forth in this Contract, to the State.   

 
(3) Contractor may lease or sell the Custom-Developed Application Software to third 

parties with the written permission of the State, which permission may be conditioned 
on the State receiving royalties from such sales or licenses.   

 
(4) All right, title and interest in and to the  Custom-Developed Application Software, and 

to modifications thereof made by State, including without limitation all copyrights, 
patents, trade secrets and other intellectual property and other proprietary rights 
embodied by and arising out of the  Custom-Developed Application Software, shall 
belong to State.  To the extent such rights do not automatically belong to State, 
Contractor hereby assigns, transfers, and conveys all right, title and interest in and to 
the  Custom-Developed Application Software, including without limitation the 
copyrights, patents, trade secrets, and other intellectual property rights arising out of 
or embodied by the  Custom-Developed Application Software.  Contractor and its 
employees, agents, contractors or representatives shall execute any other documents 
that State or its counsel deem necessary or desirable to document this transfer or 
allow State to register its claims and rights to such intellectual property rights or 
enforce them against third parties. 

 
(5) All right, title and interest in and to the Third-Party Software shall at all times remain 

with the third party, subject to any license or other rights granted to the State under 
this Contract or otherwise. 

 
c. The Contractor may use for its own purposes the general knowledge, skills, experience, ideas, 

concepts, know-how, and techniques obtained and used during the course of performing 
under this Contract. The Contractor may develop for itself, or for others, materials which are 
similar to or competitive with those that are produced under this Contract. 

 
E.10. Reimbursement.  This Contract provides for reimbursement of the cost of goods, materials, supplies, 

equipment, or contracted services.  Any goods, materials, supplies, equipment or contracted 
services procured by Contractor under this Contract shall be procured on a competitive basis when 
practicable.  The Contractor shall maintain documentation supporting Contractor’s request for 
reimbursement.  In each instance where it is determined that use of a competitive procurement 
method was not practicable, Contractor shall seek approval of the TDLWD Commissioner to procure 
by non-competitive procurement as a condition for reimbursement. 

 
E.11. State Furnished Property.  The Contractor shall be responsible for the correct use, maintenance, and 

protection of all articles of nonexpendable, tangible personal property furnished by the State for the 
Contractor’s use under this Contract.  Upon termination of this Contract, all property furnished by the 
State shall be returned to the State in the same condition as when received, less ordinary wear and 
tear.  Should the property be destroyed, lost, or stolen, the Contractor shall be responsible to the State 
for the fair market value of the property at the time of loss. 

 



 

 

E.12. Work Papers Subject to Review.  The Contractor shall make all audit, accounting, or financial analysis 
work papers, notes, and other documentation available for review by the Comptroller of the Treasury 
or his representatives, upon request, during normal working hours either while the analysis is in 
progress or subsequent to the completion of this Contract. 

 
E.13. Prohibited Advertising or Marketing.  The Contractor shall not suggest or imply in advertising or 

marketing materials that Contractor's goods or services are endorsed by the State.  The restrictions on 
Contractor advertising or marketing materials under this Section shall survive the termination of this 
Contract. 

 
E.14. Lobbying.  The Contractor certifies, to the best of its knowledge and belief, that:  
 

a. No federally appropriated funds have been paid or will be paid, by or on behalf of the 
Contractor, to any person for influencing or attempting to influence an officer or employee of 
an agency, a member of Congress, an officer or employee of Congress, or an employee of a 
member of Congress in connection with the awarding of any federal contract, the making of 
any federal grant, the making of any federal loan, the entering into of any cooperative 
agreement, and the extension, continuation, renewal, amendment, or modification of any 
federal contract, grant, loan, or cooperative agreement. 

 
b. If any funds other than federally appropriated funds have been paid or will be paid to any 

person for influencing or attempting to influence an officer or employee of any agency, a 
member of Congress, an officer or employee of Congress, or an employee of a member of 
Congress in connection with any contract, grant, loan, or cooperative agreement, the 
Contractor shall complete and submit Standard Form-LLL, “Disclosure Form to Report 
Lobbying,'' in accordance with its instructions. 

 
c. The Contractor shall require that the language of this certification be included in the award 

documents for all sub-awards at all tiers (including subcontracts, sub-grants, and contracts 
under grants, loans, and cooperative agreements) and that all subrecipients shall certify and 
disclose accordingly.   

 
 This certification is a material representation of fact upon which reliance was placed when this 

transaction was made or entered into and is a prerequisite for making or entering into this transaction 
imposed by 31 U.S.C. § 1352. 

 
E.15. Liquidated Damages.  If any of the events specified in the table to Attachment C below of this Contract 

occurs, (“Liquidated Damages Event”), the State may assess damages on Contractor (“Liquidated 
Damages”).  The State shall notify the Contractor of amounts to be assessed as Liquidated Damages.  
The Parties agree that due to the complicated nature of the Contractor’s obligations under this 
Contract it would be difficult to specifically designate a monetary amount for Contractor’s failure to fulfill 
its obligations regarding the Liquidated Damages Event as these amounts are likely to be uncertain 
and not easily proven.  Contractor has carefully reviewed the Liquidated Damages contained in 
Attachment C and agrees that these amounts represent a reasonable relationship between the amount 
and what might reasonably be expected in the event of a Liquidated Damages Event, and are a 
reasonable estimate of the damages that would occur from a Liquidated Damages Event.  The Parties 
agree that the Liquidated Damages represent solely the damages and injuries sustained by the State 
in losing the benefit of the bargain with Contractor and do not include any injury or damage sustained 
by a third party.  The Contractor agrees that the Liquidated Damages are in addition to any amounts 
Contractor may owe the State pursuant to the indemnity provision or any other sections of this 
Contract. 

 
 The State is not obligated to assess Liquidated Damages before availing itself of any other remedy. 

The State may choose to discontinue Liquidated Damages and avail itself of any other remedy 
available under this Contract or at law or equity. 

 



E.16. Partial Takeover of Contract.  The State may, at its convenience and without cause, exercise a partial
takeover of any service that the Contractor is obligated to perform under this Contract, including any 
service which is the subject of a subcontract between Contractor and a third party (a “Partial 
Takeover”).  A Partial Takeover of this Contract by the State shall not be deemed a breach of contract.  
The Contractor shall be given at least thirty (30) days prior written notice of a Partial Takeover.  The 
notice shall specify the areas of service the State will assume and the date the State will be assuming.   
The State’s exercise of a Partial Takeover shall not alter the Contractor’s other duties and 
responsibilities under this Contract.   The State reserves the right to withhold from the Contractor any 
amounts the Contractor would have been paid but for the State’s exercise of a Partial Takeover.  The 
amounts shall be withheld effective as of the date the State exercises its right to a Partial Takeover.   
The State’s exercise of its right to a Partial Takeover of this Contract shall not entitle the Contractor to 
any actual, general, special, incidental, consequential, or any other damages irrespective of any 
description or amount. 

E.17. Unencumbered Personnel.  The Contractor shall not restrict its employees, agents, subcontractors or
principals who perform services for the State under this Contract from performing the same or similar 
services for the State after the termination of this Contract, either as a State employee, an independent 
contractor, or an employee, agent, subcontractor or principal of another contractor with the State. 

E.18. Personally Identifiable Information.  While performing its obligations under this Contract, Contractor
may have access to Personally Identifiable Information held by the State (“PII”).  For the purposes of 
this Contract, “PII” includes “Nonpublic Personal Information” as that term is defined in Title V of the 
Gramm-Leach-Bliley Act of 1999 or any successor federal statute, and the rules and regulations 
thereunder, all as may be amended or supplemented from time to time (“GLBA”) and personally 
identifiable information and other data protected under any other applicable laws, rule or regulation of 
any jurisdiction relating to disclosure or use of personal information (“Privacy Laws”).  Contractor 
agrees it shall not do or omit to do anything which would cause the State to be in breach of any 
Privacy Laws.  Contractor shall, and shall cause its employees, agents and representatives to: (i) keep 
PII confidential and may use and disclose PII only as necessary to carry out those specific aspects of 
the purpose for which the PII was disclosed to Contractor and in accordance with this Contract, GLBA 
and Privacy Laws; and (ii) implement and maintain appropriate technical and organizational measures 
regarding information security to: (A) ensure the security and confidentiality of PII; (B) protect against 
any threats or hazards to the security or integrity of PII; and (C) prevent unauthorized access to or use 
of PII.  Contractor shall immediately notify State: (1) of any disclosure or use of any PII by Contractor 
or any of its employees, agents and representatives in breach of this Contract; and (2) of any 
disclosure of any PII to Contractor or its employees, agents and representatives where the purpose of 
such disclosure is not known to Contractor or its employees, agents and representatives.  The State 
reserves the right to review Contractor's policies and procedures used to maintain the security and 
confidentiality of PII and Contractor shall, and cause its employees, agents and representatives to, 
comply with all reasonable requests or directions from the State to enable the State to verify or ensure 
that Contractor is in full compliance with its obligations under this Contract in relation to PII.  Upon 
termination or expiration of the Contract or at the State’s direction at any time in its sole discretion, 
whichever is earlier, Contractor shall immediately return to the State any and all PII which it has 
received under this Contract and shall destroy all records of such PII.   

The Contractor shall report to the State any instances of unauthorized access to or potential disclosure 
of PII in the custody or control of Contractor (“Unauthorized Disclosure”) that come to the Contractor’s 
attention.  Any such report shall be made by the Contractor within twenty-four (24) hours after the 
Unauthorized Disclosure has come to the attention of the Contractor.  Contractor shall take all 
necessary measures to halt any further Unauthorized Disclosures.  The Contractor, at the sole 
discretion of the State, shall provide no cost credit monitoring services for individuals whose PII was 
affected by the Unauthorized Disclosure.  The Contractor shall bear the cost of notification to all 
individuals affected by the Unauthorized Disclosure, including individual letters and public notice.  The 
remedies set forth in this Section are not exclusive and are in addition to any claims or remedies 
available to this State under this Contract or otherwise available at law.  The obligations set forth in this 
Section shall survive the termination of this Contract. 



E.19. No Obligation by Federal Government.  The Federal Government is not a party to this contract and is
not subject to any obligations or liabilities to the non-Federal entity, contractor, or any other party 
pertaining to any matter resulting from the Contract. 

E.20. Bankruptcy. The intellectual property licenses in this Contractor are subject to 11 U.S.C. 365(n) of the
U.S. Bankruptcy Code. Prior to filing a petition in bankruptcy, the Contractor shall provide to the State 
a written notice of its intent to file such a petition. In addition, in the event that a petition for bankruptcy 
is filed against the Contractor, the Contractor shall promptly notify the State that such a petition has 
been filed. 

E.21. Right to Audit. The State reserves the right to audit the services performed by the Contractor.

1. The Contractor shall provide access, within thirty (30) days’ notice from the State, at any time
during the term of this Contract, and for three (3) years after final contract payment (or longer,
as required by law), to the State and/or its authorized representative to examine and audit the
services provided under this Contract. The State reserves the right to request that
documentation be provided for review at the authorized representative’s location, the State’s
location, or at the Contractor’s corporate site.

2. The Contractor shall provide reasonable cooperation with requests for information, which
include but are not limited to the timing of the audit, deliverables, data/information requests and
the Contractor’s response time to the State’s questions during and after the process. The
Contractor shall also provide a response to all findings received submitted by the State or its
authorized representative within thirty (30) days, or at a later day that has been mutually agreed
upon based on the number and type of findings.

3. The State shall not be responsible for time or costs incurred by the Contractor in association
with an audit, including but not limited to, costs associated with providing data, reports,
documentation, systems access, or storage space.

F.22. Contractor Hosted Services Confidential Data, Audit, and Other Requirements

a. “Confidential State Data” is defined as data deemed confidential by State or Federal
statute or regulation.  The Contractor shall protect Confidential State Data as follows:

(1) The Contractor shall ensure that all Confidential State Data is housed in the
continental United States, inclusive of backup data.

(2) The Contractor shall encrypt Confidential State Data at rest and in transit using the
current version of Federal Information Processing Standard (“FIPS”) 140-2 validated
encryption technologies.

(3) The Contractor shall maintain a Security Management Certification from the Federal
Risk and Authorization Management Program (“FedRAMP”). A “Security
Management Certification” shall mean written confirmation from FedRAMP that
FedRAMP has assessed the Contractor’s information technology Infrastructure,
using a standardized approach to security assessment, authorization, and
continuous monitoring for cloud products and services, and has certified that the
Contractor meets FedRAMP standards. Information technology “Infrastructure” shall
mean the Contractor’s entire collection of hardware, software, networks, data
centers, facilities and related equipment used to develop, test, operate, monitor,
manage and/or support information technology services. The Contractor shall
provide proof of current certification annually and upon State request.  No additional
funding shall be allocated for these certifications, authorizations, or audits as these
are included in the Maximum Liability of this Contract.

E



Contractor shall meet all applicable requirements of the most current version of Internal 
Revenue Service Publication 1075.

(4) The Contractor must annually perform Penetration Tests and Vulnerability
Assessments against its Processing Environment. “Processing Environment” shall
mean the combination of software and hardware on which the Application runs.
“Application” shall mean the computer code that supports and accomplishes the
State’s requirements as set forth in this Contract. “Penetration Tests” shall be in the
form of attacks on the Contractor’s computer system, with the purpose of discovering
security weaknesses which have the potential to gain access to the Processing
Environment’s features and data.  The “Vulnerability Assessment” shall be designed
and executed to define, identify, and classify the security holes (vulnerabilities) in
the Processing Environment.  The Contractor shall allow the State, at its option, to
perform Penetration Tests and Vulnerability Assessments on the Processing
Environment.

(5) Upon State request, the Contractor shall provide a copy of all Confidential State
Data it holds. The Contractor shall provide such data on media and in a format
determined by the State

(6) Upon termination of this Contract and in consultation with the State, the Contractor
shall destroy all Confidential State Data it holds (including any copies such as
backups) in accordance with the current version of National Institute of Standards
and Technology (“NIST”) Special Publication 800-88. The Contractor shall provide a
written confirmation of destruction to the State within ten (10) business days after
destruction.

b. Minimum Requirements

(1) The Contractor and all data centers used by the Contractor to host State data,
including those of all Subcontractors, must comply with the State’s Enterprise
Information Security Policies as amended periodically.  The State’s Enterprise
Information Security Policies document is found at the following URL:
https://www.tn.gov/finance/strategic-technology-solutions/strategic-technology-
solutions/sts-security-policies.html.

(2) The Contractor agrees to maintain the Application so that it will run on a current,
manufacturer-supported Operating System.  “Operating System” shall mean the
software that supports a computer's basic functions, such as scheduling tasks,
executing applications, and controlling peripherals.

(3) If the Application requires middleware or database software, Contractor shall
maintain middleware and database software versions that are at all times fully
compatible with current versions of the Operating System and Application to ensure
that security vulnerabilities are not introduced.

c. Comptroller Audit Requirements



Upon reasonable notice and at any reasonable time, the Contractor and 
Subcontractor(s) agree to allow the State, the Comptroller of the Treasury, or their 
duly appointed representatives to perform information technology control audits of 
the Contractor and all Subcontractors used by the Contractor.  Contractor will 
maintain and cause its Subcontractors to maintain a complete audit trail of all 
transactions and activities in connection with this Contract.  Contractor will provide to 
the State, the Comptroller of the Treasury, or their duly appointed representatives 
access to Contractor and Subcontractor(s) personnel for the purpose of performing 
the information technology control audit. 
The information technology control audit may include a review of general controls 
and application controls.  General controls are the policies and procedures that 
apply to all or a large segment of the Contractor’s or Subcontractor’s information 
systems and applications and include controls over security management, access 
controls, configuration management, segregation of duties, and contingency 
planning.  Application controls are directly related to the application and help ensure 
that transactions are complete, accurate, valid, confidential, and available.  The 
audit shall include the Contractor’s and Subcontractor’s compliance with the State’s 
Enterprise Information Security Policies and all applicable requirements, laws, 
regulations or policies. 

The audit may include interviews with technical and management personnel, 
physical inspection of controls, and review of paper or electronic documentation. 

For any audit issues identified, the Contractor and Subcontractor(s) shall provide a 
corrective action plan to the State within 30 days from the Contractor or 
Subcontractor receiving the audit report.  

Each party shall bear its own expenses incurred while conducting the information 
technology controls audit. 

d. Business Continuity Requirements.  The Contractor shall maintain set(s) of documents,
instructions, and procedures which enable the Contractor to respond to accidents,
disasters, emergencies, or threats without any stoppage or hindrance in its key
operations (“Business Continuity Requirements”). Business Continuity Requirements
shall include:

(1) “Disaster Recovery Capabilities” refer to the actions the Contractor takes to meet the
Recovery Point and Recovery Time Objectives defined below. Disaster Recovery
Capabilities shall meet the following objectives:

i. Recovery Point Objective (“RPO”). The RPO is defined as the maximum targeted
period in which data might be lost from an IT service due to a major incident:
twenty-four (24) hours.

ii. Recovery Time Objective (“RTO”). The RTO is defined as the targeted duration
of time and a service level within which a business process must be restored
after a disaster (or disruption) in order to avoid unacceptable consequences
associated with a break in business continuity: twenty-four (24) hours.

(2) The Contractor and the Subcontractor(s) shall perform at least one Disaster
Recovery Test every three hundred sixty-five (365) days. A “Disaster Recovery Test”
shall mean the process of verifying the success of the restoration procedures that
are executed after a critical IT failure or disruption occurs. The Disaster Recovery
Test shall use actual State Data Sets that mirror production data, and success shall
be defined as the Contractor verifying that the Contractor can meet the State’s RPO
and RTO requirements. A “Data Set” is defined as a collection of related sets of



information that is composed of separate elements but can be manipulated as a unit 
by a computer. The Contractor shall provide written confirmation to the State after 
each Disaster Recovery Test that its Disaster Recovery Capabilities meet the RPO 
and RTO requirements. 

E.23. Source Code in Escrow.  The Contractor shall maintain copies of the Program source code in escrow
with an independent escrow company pre-approved by the State.  Contractor shall include for deposit 
with escrow company a list of any open-source elements or any third-party software included in its 
software; and all documentation and instructions that are necessary for support and maintenance of its 
software. The Contractor shall be responsible for all costs for establishing and maintaining the source 
code and other materials in escrow. The Contractor shall notify the State of each update to the 
software held in escrow. 

E.24.   Escrow Company.  Within fifteen (15) calendar days after the State’s written acceptance of the
implementation of the system, the Contractor shall submit to the State a letter naming the escrow 
company that the Contractor intends to use, with the understanding that the State may approve or 
disapprove the named company.  The Contractor shall ensure that the letter includes the name, 
address, and full contact information for the recommended escrow company. The use of the escrow 
company shall be subject to the approval of the State, in its sole discretion.  

E.25.  Escrow Process during Contract Term.  Within fifteen (15) calendar days after the State has provided
to the Contractor the written approval of a recommended escrow company, the Contractor shall place 
the source code and other materials in escrow with the approved escrow company.  The Contractor 
shall ensure that the escrow agreement states it is a supplementary agreement to this Contract 
pursuant to Section 365(n) of the United States Bankruptcy Code. The Contractor shall provide the 
State with a signed letter from the escrow company in question stating that the code has been placed 
in escrow and confirming the State's right to obtain the source code directly from the escrow company 
in the event of Contractor default as described below.  Throughout the Term of the Contract and any 
extensions of same, the Contractor shall periodically update the source code and notify the State in 
writing that it has been updated and that the source code in escrow is current with the State's 
production environment, matches the State's production version level, and includes any upgrades, 
enhancements, or new releases that are applied to the State’s system. The State, at its option and 
expense, may verify the completeness and accuracy of the source code by independent audit during 
the Term of this Contract. 

E.26.     Access Rights to Software in Escrow.  If for any reason during the Term of the Contract and any
extensions of same, the Contractor ceases to do business or exist as a valid business entity or 
dissolves for more than thirty (days), or is declared bankrupt, or is the subject of any liquidation or 
insolvency proceeding that is not dismissed within thirty (30) days and is unable to fulfill its obligations 
as described herein, the Contractor agrees to deliver the source code held in escrow to the State and 
also agrees that, under such terms, the State may instruct the escrow company in writing for and on 
behalf of the Contractor to deliver the source code held in escrow to the State. In the event that the 
Contractor fails to deliver the source code in a timely manner, as determined by the State, the State 
shall have the right to obtain the source code directly from the escrow company. 

E.27. Illicit Code. The Contractor shall not under any circumstances or conditions install various disabling
devices, access codes, traps, copy protection devices, keys, time or date bugs, lock-up or deactivating 
devices, time bombs, termination by remote access, removal of source code, or other programs or 
code in the software or work product that could erase, corrupt, restrict use of, modify any data of the 
State, freeze, interfere with, or prevent the State's use of the software or its computing environment, 
destroy or terminate software or work product or data contained in it, or bypass any internal or external 
software security measure in order to obtain access to the applications or data of the State without the 
written consent of the State. The Contractor shall not use any similar types of electronic techniques as 
described in this Contract will be used at any time in the future. 



 

 

The Contractor shall ensure that any System programs developed or provided by the Contractor under 
this Contract to the State:: 

a. Contains no hidden files; 

b. Does not replicate, transmit, or activate itself without control of a person operating computing 
equipment on which it resides; 

c. Does not alter, damage, or erase any data or computer programs without control of a person 
operating the computing equipment on which it resides; 

d. Contains no virus or similar code known or unknown to the Contractor; 

e. Contains no enabled restrictive key, node lock, time-out or other function, whether 
implemented by electronic, mechanical, or other means, which limits/hinders the use or access 
to any software programs based on residency on a specific hardware configuration, frequency 
of duration of use, or other limiting criteria. 
 

The Contractor shall notify the State if any of the above conditions are not met within two (2) hours of 
discovery. 

  
 
IN WITNESS WHEREOF, 

CONTRACTOR LEGAL ENTITY NAME: 

 

CONTRACTOR SIGNATURE DATE 

 

PRINTED NAME AND TITLE OF CONTRACTOR SIGNATORY (above)  

TENNESSEE DEPARTMENT OF LABOR & WORKFORCE DEVELOPMENT: 

 

JEFF MCCORD, COMMISSIONER DATE 
 



 

 

 

 

 

 

ATTACHMENT A 

ATTESTATION RE PERSONNEL USED IN CONTRACT PERFORMANCE  

SUBJECT CONTRACT NUMBER:  

CONTRACTOR LEGAL ENTITY NAME:  

EDISON VENDOR IDENTIFICATION NUMBER:  

 
The Contractor, identified above, does hereby attest, certify, warrant, and assure that 
the Contractor shall not knowingly utilize the services of an illegal immigrant in the 
performance of this Contract and shall not knowingly utilize the services of any 
subcontractor who will utilize the services of an illegal immigrant in the performance 
of this Contract. 

 

CONTRACTOR SIGNATURE 
NOTICE:  This attestation MUST be signed by an individual empowered to contractually bind the Contractor.  Attach evidence 
documenting the individual’s  authority to contractually bind the Contractor, unless the signatory is the Contractor’s chief executive or 
president. 

 

PRINTED NAME AND TITLE OF SIGNATORY  

 

DATE OF ATTESTATION  
 

 

 

 



 

 

ATTACHMENT B 
 
 
FEDERALLY MANDATED REQUIREMENTS FOR TECHNOLOGYSERVICES 
CONTRACTS WITH ACCESS TO FEDERAL TAX RETURN INFORMATION 
Federal Tax Information (“FTI”) includes return or return information received directly from the IRS or 
obtained through an authorized secondary source, such as Social Security Administration (SSA), 
Federal Office of Child Support Enforcement (OCSE), Bureau of the Fiscal Service (BFS), or Centers 
for Medicare and Medicaid Services (CMS), or another entity acting on behalf of the IRS pursuant to 
an IRC 6103(p)(2)(B) Agreement. FTI includes any information created by the recipient that is 
derived from federal return or return information received from the IRS or obtained through a 
secondary source.   
 

CONTRACT LANGUAGE FOR TECHNOLOGY SERVICES 
 

I.  PERFORMANCE 
 

In performance of this Contract, the Contractor agrees to comply with and assume responsibility for 
compliance by his or her employees with the following requirements: 
 
(1) All work will be done under the supervision of the Contractor or the Contractor's employees.  
 
(2) The Contractor and the Contractor’s employees with access to or who use FTI must 

meet the background check requirements defined in IRS Publication 1075. 
 

(3) Any return or return information  made available in any format shall be used only for the 
purpose of carrying out the provisions of this Contract. Information contained in such material 
will be treated as confidential and will not be divulged or made known in any manner to any 
person except as may be necessary in the performance of this Contract. Disclosure to 
anyone other than an officer or employee of the Contractor will be prohibited. 

 
(4) All returns and return information will be accounted for upon receipt and properly stored 

before, during, and after processing. In addition, all related output will be given the same level 
of protection as required for the source material. 

 
(5) The contractor certifies that the data processed during the performance of this contract will be 

completely purged from all data storage components of his or her computer facility, and no 
output will be retained by the contractor at the time the work is completed. If immediate 
purging of all data storage components is not possible, the contractor certifies that any IRS 
data remaining in any storage component will be safeguarded to prevent unauthorized 
disclosures. 

 
(6)  Any spoilage or any intermediate hard copy printout that may result during the processing of 

IRS data will be given to the agency or his or her designee. When this is not possible, the 
contractor will be responsible for the destruction of the spoilage or any intermediate hard 
copy printouts, and will provide the agency or his or her designee with a statement containing 
the date of destruction, description of material destroyed, and the method used. 

 
(7)  All computer systems receiving, processing, storing or transmitting FTI must meet the 

requirements defined in IRS Publication 1075. To meet functional and assurance 



 

 

requirements, the security features of the environment must provide for the managerial, 
operational, and technical controls. All security features must be available and activated to 
protect against unauthorized use of and access to Federal Tax Information. 
 

(8) No work involving Federal Tax Information furnished under this Contract will be 
subcontracted without prior written approval of the IRS. 

 
(9) The Contractor will maintain a list of employees authorized access. Such list will be provided 

to the State and, upon request, to the IRS reviewing office. 
 
(10) The State will have the right to void the Contract if the Contractor fails to provide the 

safeguards described above. 
 

II. CRIMINAL/CIVIL SANCTIONS 
 

(1) Each officer or employee of any person to whom returns or return information is or may be 
disclosed will be notified in writing by such person that returns or return information disclosed 
to such officer or employee can be used only for a purpose and to the extent authorized 
herein, and that further disclosure of any such returns or return information for a purpose or 
to an extent unauthorized herein constitutes a felony punishable upon conviction by a fine of 
as much as $5,000 or imprisonment for as long as 5 years, or both, together with the costs of 
prosecution. Such person shall also notify each such officer and employee that any such 
unauthorized further disclosure of returns or return information may also result in an award of 
civil damages against the officer or employee in an amount not less than $1,000 with respect 
to each instance of unauthorized disclosure. These penalties are prescribed by IRCs 7213 
and 7431 and set forth at 26 CFR 301.6103(n)-1. 

 
(2) Each officer or employee of any person to whom returns or return information is or may be 

disclosed shall be notified in writing by such person that any return or return information 
made available in any format shall be used only for the purpose of carrying out the provisions 
of this Contract. Information contained in such material shall be treated as confidential and 
shall not be divulged or made known in any manner to any person except as may be 
necessary in the performance of the Contract. Inspection by or disclosure to anyone without 
an official need-to-know constitutes a criminal misdemeanor punishable upon conviction by a 
fine of as much as $1,000 or imprisonment for as long as 1 year, or both, together with the 
costs of prosecution. Such person shall also notify each such officer and employee that any 
such unauthorized inspection or disclosure of returns or return information may also result in 
an award of civil damages against the officer or employee in an amount equal to the sum of 
the greater of $1,000 for each act of unauthorized inspection or disclosure with respect to 
which such defendant is found liable or the sum of the actual damages sustained by the 
plaintiff as a result of such unauthorized inspection or disclosure plus in the case of a willful 
inspection or disclosure which is the result of gross negligence, punitive damages, plus the 
costs of the action. These penalties are prescribed by IRC 7213A and 7431 and set forth at 
26 CFR 301.6103(n)-1. 

 
(3) Additionally, it is incumbent upon the Contractor to inform its officers and employees of the 

penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. 552a. 
Specifically, 5 U.S.C. 552a(i)(1), which is made applicable to Contractors by 5 U.S.C. 
552a(m)(1), provides that any officer or employee of a Contractor, who by virtue of his/her 
employment or official position, has possession of or access to State records which contain 
individually identifiable information, the disclosure of which is prohibited by the Privacy Act or 



 

 

regulations established thereunder, and who knowing that disclosure of the specific material 
is prohibited, willfully discloses the material in any manner to any person or agency not 
entitled to receive it, shall be guilty of a misdemeanor and fined not more than $5,000. 

 
(4) Granting a Contractor access to FTI must be preceded by certifying that each individual 

understands the State’s security policy and procedures for safeguarding IRS information. 
Contractors must maintain their authorization to access FTI through annual recertification. 
The initial certification and recertification must be documented and placed in the State's files 
for review. As part of the certification and at least annually afterwards, Contractors must be 
advised of the provisions of IRCs  7431, 7213, and 7213A (see Exhibit 4, Sanctions for 
Unauthorized Disclosure, and Exhibit 5, Civil Damages for Unauthorized Disclosure). The 
training provided before the initial certification and annually thereafter must also cover the 
incident response policy and procedure for reporting unauthorized disclosures and data 
breaches. (See Section 10) For both the initial certification and the annual certification, the 
Contractor must sign, either with ink or electronic signature, a confidentiality statement 
certifying their understanding of the security requirements. 

 
III.  INSPECTION 

 
The IRS and the State, with 24-hour notice, shall have the right to send its inspectors into the 
offices and plants of the Contractor to inspect facilities and operations performing any work 
with FTI under this Contract for compliance with requirements defined in IRS Publication 
1075.  The IRS’ right of inspection shall include the use of manual and/or automated 
scanning tools to perform compliance and vulnerability assessments of information 
technology (IT) assets that access, store, process or transmit FTI. On the basis of such 
inspection, corrective actions may be required in cases where the Contractor is found to be 
noncompliant with Contract safeguards. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

ATTACHMENT C 

LIQUIDATED DAMAGES 
 
Liquidated Damages Event Liquidated Damages Amount  Estimation Method 

1. Failure to meet all RFP 
requirements as specified 
herein, including those listed 
under Attachment E, and any 
included in Contractor’s 
proposal that later were found 
to be lacking, incorrect, or 
requiring customization to the 
system not previously identified. 

Ten Thousand Dollars ($10,000) 
per occurrence, plus One 
Thousand Dollars ($1,000) per 
day, until resolved. 

The State has determined, due to 
mandatory nature of these 
requirements, that $10,000 per 
each failed event plus $1,000 per 
day until resolved is an appropriate 
amount of Liquidated Damages. 

2.  Contractor’s failure to 
provide qualified personnel as 
specified in Section A.56-57.  

One Thousand Dollars ($1,000) 
per occurrence per day until 
resolved.  

The State has determined, under 
the totality of the circumstances, 
that $1,000 per each failed event 
per day until resolved is an 
appropriate amount of Liquidated 
Damages. 

3. Contractor’s failure to secure 
prior written approval before the 
replacement or reassignment of 
key personnel, as specified in 
Section A.56-57. 

One Thousand Dollars ($1,000) 
per occurrence. 

The State has determined, based 
on its experience, the terms of the 
contract and the impact that a 
breach would have on the division, 
and concluded that $1,000 per 
failed event per day until resolved 
is an appropriate amount of 
Liquidated Damages.  

4. Contractor’s failure to replace 
or reassign key personnel 
within seven (7) days following 
written request, as specified in 
Section A.56. 

One Thousand Dollars ($1,000) 
per occurrence per day, until 
resolved.  

The State has concluded that 
based upon experience and 
specific contract terms, that $1,000 
per each failed event per day until 
resolved is a reasonable amount of 
Liquidated Damages.  

5. Contractor’s failure to meet 
the required Maximum 
Implementation Dates set forth 
in the Implementation plan and 
as specified in Section A.32. 

Ten Thousand Dollars ($10,000) 
per day until resolved.   

The State has a responsibility to 
comply with implementation dates 
set forth in the contract and under 
the totality of the circumstances; 
the $10,000 per incident per day 
until resolved is an appropriate 
amount of Liquidated Damages.  

6. Contractor’s failure to submit 
Project Deliverables as 
described in the Project 
Management Plan (“PMP”), as 
specified in Section A.15.  

One Thousand Dollars ($1,000) 
per occurrence per day, until 
resolved.  

The State has responsibility to 
adhere to the PMP and the impact 
an event of liquidated damages 
would have on the division.  The 
State has determined that the 
$1,000 per day for each failed 
event until resolved is an 
appropriate amount of Liquidated 
Damage.  

7. Contractor’s failure to correct 
Contract Deficiencies or System 
Defects covered by the 

Two Thousand Dollars ($2,000) 
per occurrence per day, until 
resolved.  

The State has determined based 
on prior conduct and experience, 
that $2,000 per day for each failed 



 

 

warranty provided to the State, 
as specified in Section A.66. 

event until resolved is a 
reasonable amount of Liquidated 
Damages.  

8. Contractor’s failure to provide 
timely progress reports, as 
specified in Section D.13.  

Five Hundred Dollars ($500) per 
day, until resolved.  

The State has determined, based 
on prior conduct and experience, 
that the $500 for each failed event 
per day until resolved is a 
reasonable amount of Liquidated 
Damages.  

9. System’s failure to maintain 
timely and accurate response 
times, as specified in Section 
A.44. 

Five Thousand Dollars ($5,000) 
per day until resolved.  

The State has considered the 
impact on the workflow of the 
division and determined that the 
$5,000 per day until resolved is a 
reasonable amount of Liquidated 
Damages.  

10. Contractor’s failure to 
maintain the System resulting in 
a Severity Level 1 [Urgent] 
event lasting less than or equal 
to two (2) hours. See Contract 
Section A.44. 

One Hundred Dollars ($100) per 
minute, until resolved, for events 
lasting less than or equal to two (2) 
hours.  

The State has considered its 
experience, the terms of the 
contract and the impact such an 
event of liquidated damages would 
have on its compliance and 
regulatory responsibilities and 
determined that the $100 per 
minute until resolved is an 
appropriate amount of Liquidated 
Damages.  

11. System’s failure resulting in 
a Severity Level 1 event lasting 
greater than two (2) hours. See 
Contract Section A.44. 

Thirty Thousand Dollars ($30,000) 
per day, until resolved. 

The State has a balanced 
regulatory and compliance 
obligation and the impact that an 
event of liquidated damages of this 
nature might have upon the 
division and State.  The $30,000 
per day until resolved amount of 
Liquidated Damages is 
appropriate. 

12. System’s failure to timely 
and accurately generate 
reports, according to the Project 
phases set forth by Section 
A.24. and Contract Attachment 
D. 

Five Thousand Dollars ($5,000) 
per occurrence per day, until 
resolved.  

The State has considered its 
experience, the terms of the 
contract and the impact the failure 
to timely and accurately generated 
reports, and concluded that $5,000 
per day until resolved is an 
appropriate amount of Liquidated 
Damages 

13. Contractor’s failure to 
develop interface capability with 
the State’s required systems as 
set forth in Section A.6. and 
Contract Attachment D.   

Five Thousand Dollars ($5,000) 
per each failed event per day until 
resolved. 

The State has considered its 
experience, the terms of the 
contract and the impact the failure 
to provide a functioning interface 
and concluded that $5,000 per day 
until resolved is an appropriate 
amount of Liquidated Damages. 

 
 
 
 
 



 

 

ATTACHMENT D 
 

INTERFACE & REPORTING REQUIREMENTS 
 
The following interfaces are currently in use with the State’s legacy employer tax system. The State anticipates 
that these interfaces at minimum will require redesign/reengineering during this Project. Interfaces designed for 
the new System shall allow for both manually and automatically initiated data transmission between approved 
systems, unless otherwise specified and agreed upon by all parties.  
 

INTERFACES 
 

Function Interface Title Interface With Direction Frequency Description 
Benefit 

Payment 
Control 

 

Federal 
Separation 
Information 

SIDES Both Daily 
 

Employer separation 
requests and 
responses. 

Federal 
Earnings & 

Wage 
Information 

SIDES Both Daily Employer earnings, 
wage requests, and 

responses. 

Federal 
Monetary & 

Potential 
Charges 

SIDES Both Daily 
 

Employer monetary 
and potential charge 

requests, and 
responses. 

Claims 
 

PROMIS Bureau of 
Labor 

Statistics 

Outbound Daily Data file for submission 
to BLS’ PROMIS 
system database. 

Unemployment 
Rates 

Local Area 
Unemployment 

Statistics 

Inbound Monthly Unemployment rate 
data used in the 

calculation of benefits. 
Amazon 
Connect 

API Both Real Time Claim info and 
customer service data. 

Collections 
 

Treasury 
Offset 

Program 

FTI Both Bi-Weekly Overpayments, 
repayments, 

adjustments, offsets, 
reversals. 

UI Payment 
Portal 

FIS Merchant 
Solutions 

Both Daily Overpayment info 
updates to payment 

portal. 
Crossmatch 

 
U.S. Railroad 
Retirement 

Board 

FTP Outbound On 
Request 

Crossmatching SSNs 
for wage and UI info, 
extract match data. 

Annual 
Disability 

TN Dept. of 
Treasury 

Both Daily SSN info received; 
wage info returned. 

New Hire Data 
(State) 

State Directory 
of New Hires 

Both Daily New hire updates and 
data requests.  

New Hire Data 
(Federal) 

National 
Directory of 
New Hires 

Both Weekly New hire updates and 
data requests. 

State 
Unemployment 

Tax Act 
(SUTA) 

Legacy 
Mainframe 

Outbound Quarterly Charge record extract 
for SUTA Dumping 
Detection System 

(SDDS). 
Edison 

Crossmatch 
Edison Inbound Daily Crossmatch data for 

State employees. 



 

 

Vital Statistics TN Dept. of 
Health 

Inbound Daily Crossmatch data for 
death certificates. 

State SSA 
Interface 

Social Security 
Administration 

Inbound Daily Crossmatch data for 
social security info. 

State 
Incarcerations 

TN Dept. of 
Corrections 

Inbound Daily Crossmatch data for 
incarcerations. 

ICON 
 

Federal 
Handbook Info 

Xerox Inbound Daily ICON Interstate 
Handbook application 

Federal IB1 Xerox Inbound Daily Interstate initial claim 
form 

Federal IB13 Xerox Inbound Daily Freeform 
memorandum used to 

exchange 
documentation 
between states. 

Federal IB14  Xerox Inbound Daily Withdrawn or 
monetarily ineligible 

claim and 
reconsideration info. 

Federal IB4 Xerox Both Daily Transfer of wages for 
use in combined wage 

claims. 
Federal IB5 Xerox Inbound Daily Determination info for 

combined wage claims. 
Federal IB6 Xerox Inbound Daily Interstate charge 

transfers. 
Federal IBIQ Xerox Inbound Daily SSN inquires. 
Federal LADT Xerox Inbound Daily Interstate claim and 

statistical data. 
Federal 

SAVE/ALIEN 
Xerox Inbound Daily Alien status 

verification. 
Federal 

SID/IRORA 
Xerox Inbound Daily Overpayment recovery 

info. 
Federal Claim 
Control Center 
(UCX/UCFE) 

Xerox Inbound Daily Federal and military 
wage and separation 

information. 
Federal UIQ Xerox Inbound Daily SSN info for state 

workforce agencies. 
Federal WIC Xerox Inbound Daily Withdrawal and invalid 

claim info. 
Federal WRIS Xerox Inbound Daily Wage Record 

Interchange System 
Federal Child 

Support 
Xerox Both Daily Crossmatch data for 

owed child support. 
Lexis Nexis 

 
ID Verification Lexis Nexis Both Real Time ID verification 

requests. 
RIN 

Contributory 
File 

Lexis Nexis Both Daily Data verified against 
the vendor’s risk 

network.  
RIN Known 

Risk File 
Lexis Nexis Both Daily Data verified against 

the vendor’s risk 
network. 

Bankruptcy 
and Deceased 

Monitoring 

Lexis Nexis Inbound Daily Verification for 
managing debt 

accounts. 



 

 

Payments 
 

In-State Child 
Support 

TN Dept. of 
Human 

Services 

Both Weekly Payment and 
deduction data. 

Payment Data TN Dept. of 
Human 

Services 

Outbound Weekly Verification of historical 
data. 

Check Print Legacy 
Mainframe 

Outbound Daily Issuing of check 
payments. 

Employer 
Benefit 

Charges 

TN Dept. of 
Finance & 

Administration 

Outbound Monthly Charge/benefit info for 
reimbursing employers. 

Debit Card 
Interface 

Vendor 
(Current: JP 

Morgan 
Chase) 

Both Daily Payment data for 
issued debit cards. 

Treasury Data TN Dept. of 
Treasury 

Outbound Daily Payment data for direct 
deposits and issued 

debit cards. 
1099 File  TN Dept. of 

Finance & 
Administration 

Outbound Annual Submission of 1099 
file. 

Earned 
Income Tax 

Credit 

IRS Inbound Daily Verification of 1099 
data. 

Daily Payment 
File 

TDLWD 
WIRED 

Inbound Daily Register of daily 
payments. 

SAS Extract Data Workforce 
System  

Inbound Weekly Base, claimant, claim, 
payment info. 

Tax Employer 
Benefit 

Charges 

TN Dept. of 
Finance & 

Administration 

Outbound Monthly Charge/benefit info for 
employers. 

Employer Data UI Tax System  Daily Extracts and 
verification of employer 

info. 
Wage 

Collection Unit  
UI Tax System  Daily Wage updates. 

Annual Charge 
Records 

UI Tax System  Annual Annual rates 
processing. 

Wage Data TDLWD 
WIRED 

Inbound Daily Wage updates. 

RS700 TDLWD 
WIRED 

Both On 
Request 

Labor market 
information. 

RS800 TDLWD 
WIRED 

Both On 
Request 

Labor market 
information. 

WI335 TDLWD 
WIRED 

  Labor market 
information. 

WI390 TDLWD 
WIRED 

  Labor market 
information. 

Employer Pay 
Type 

TDLWD 
WIRED 

Inbound Weekly Labor market 
information. 

ETR100-AR TDLWD 
WIRED 

Inbound Daily Labor market 
information. 

Employer 
Charge Data 

TDLWD 
WIRED 

Inbound Weekly Labor market 
information. 

ETR100-CR TDLWD Inbound Daily Labor market 



 

 

WIRED information. 
USDOL Federal 

Reporting 
USDOL   Submission of required 

reporting. 
Workforce 

Development  
 

RESEA 
Interface 

Workforce 
System 

Both Daily Reemployment 
Services and Eligibility 
Assessment reporting. 

Job Searches Workforce 
System 

Both Daily Claimant job search 
info. 

TAA/RTAA 
Interface 

Workforce 
System 

Both Daily Supplemental wage 
info. 

TRA Payments 
Interface 

Workforce 
System 

Both Daily Income support 
payment info. 

Job Service 
Application 

Workforce 
System 

Both Daily Access to external job 
service application. 

WOTC Data Internal Both Daily Work Opportunity Tax 
Credit info. 

Zendesk 
 

User Creation 
& Registration 

API Both Daily Access to customer 
service system. 

Tickets API Both Daily Display and update 
service tickets. 

 

FEDERAL REPORTING 

Functional 
Area 

Report Name Report Data 

Claimant 
Activity 

ETA 207 –NONMONETARY 
DETERMINATION ACTIVITIES 

The  data  reported  on  the  ETA  207  
provides  current  information  on  the  
volume  and  nature  of  nonmonetary 
determinations  and  denials  under  
state,  UCFE  and  UCX  
unemployment  insurance  programs.  

ETA 218 –BENEFIT RIGHTS AND 
EXPERIENCE 

Data reported on the ETA 218 
provides a  means of evaluating state 
benefit formulas, as administered 
under the state  unemployment 
insurance program 

ETA 538 –ADVANCE WEEKLY INITIAL AND 
CONTINUED CLAIMS REPORT 

The  ETA  538,  Advance  Weekly  
Initial  and  Continued  Claims  
Report,  allows  the  National  Office  
to  gather and report data on weekly 
initial claims, a leading economic 
indicator, and continued weeks 
claimed, another economic  indicator,  
within one  week of the  week during  
which  these  claims are  filed 

ETA 539 -CLAIMS AND EXTENDED 
BENEFITS DATA 

The  claims  data  contained  on  the  
ETA  539  report  are  used  in  
current  economic  analysis  of  
unemployment trends in the Nation, 
and in each state.  Initial claims 
measure emerging unemployment 
and continued weeks claimed 
measure the number of the insured 



 

 

unemployed. 

ETA 5130 -BENEFIT APPEALS REPORT The ETA 5130 report is the basic 
source of information on the appeals 
case workload in each state under the 
regular programs of state 
unemployment insurance, 
unemployment compensation for 
Federal employees, and 
unemployment compensation for ex-
service members 

ETA 5159-CLAIMS AND PAYMENT 
ACTIVITIES 

The  ETA  5159  report  contains  
monthly  information  on  claims  
activities  and  on  the  number  and  
amount  of payments under state 
unemployment insurance laws (state 
UI) and Federal unemployment 
insurance laws for Federal  workers  
(UCFE)  and  for  ex-service  
members  (UCX).  

Fund 
Management 
Activity 

ETA 191 –STATEMENT OF EXPENDITURES 
AND FINANCIAL ADJUSTMENTS OF 
FEDERAL FUNDS 

This report is  used  by  each  State 
Workforce  Agency  (SWA)  to  report  
to  the  National  Office  (NO):  1)  the  
quarterly  summary  of  UCFE  and 
UCX  expenditures  and  adjustments,  
and  2)  the  total  amount  of  benefits  
paid  by  the  SWA  to  claimants  of 
specific  agencies. 

ETA 204 –EXPERIENCE RATING The  data  submitted  annually  on  
the  ETA  204  will  enable  the  
Employment  and  Training  
Administration (ETA)  to  project  
revenues  for  the  Unemployment  
Insurance  (UI)  program  on  a  state-
by-state  basis  and to measure   the   
variations   in   assigned   contribution   
rates   which   result   from   different   
experience   rating systems. 

ETA 581 -CONTRIBUTION OPERATIONS The  ETA 581 report provides 
information on  volume  of  work and 
state  agency performance in 
determining the taxable status of 
employers and the processing of 
wage  items; in the collection of past 
due contributions and  payments  in  
lieu  of  contributions,  and  delinquent  
reports;  and  in  field  audit  activity.   

ETA2112 –UI FINANCIAL TRANSACTION 
SUMMARY 

Form  ETA  2112  is  a  monthly  
summary  of  transactions  in  a  state  
unemployment  fund  which  consists  
of  the Clearing Account, 
Unemployment Trust Fund (UTF) 
Account, and Benefit Payment 
Account. 



 

 

Banking 
Activity 

ETA 8401 -MONTHLY ANALYSIS OF 
BENEFIT PAYMENT ACCOUNT 

All  transactions  in  the  benefit  
payment  account  are  to  be  
reported  through  the  ETA  8401  
except  for benefits/payments  made  
for  Trade  Readjustment  Assistance  
(TRA)  and  Alternative  Trade  
Adjustment Assistance (ATAA) 
programs.  

ETA 8403 -SUMMARY OF 
FINANCIALTRANSACTIONS 

Form  ETA  8403  provides  a  
cumulative  summary  of  
expenditures  of  state  unemployment  
funds  pursuant  to Section 903(c)(2) 
of the Social Security Act (SSA), the 
"Reed Act" as amended.  

ETA 8405 -MONTHLY ANALYSIS OF 
CLEARING ACCOUNT 

All employer contributions and 
payments in lieu of contributions must 
be deposited into a Clearing Account 
established for unemployment funds 
and transferred immediately upon 
availability to the Unemployment Trust 
Fund.  

ETA 8413 -INCOME-EXPENSE ANALYSIS, 
UNEMPLOYMENT COMPENSATION FUND 
BENEFIT PAYMENT ACCOUNT 

The ETA 8413 is a monthly analysis 
of daily transactions in a state benefit 
payment account from the  books of 
the bank on  which benefit  checks or  
warrants are  issued 

ETA 8414 –INCOME -EXPENSE ANALYSIS 
UNEMPLOYMENT COMPENSATION FUND 
CLEARING ACCOUNT 

The ETA 8414 report is a monthly 
analysis of activity in a state clearing 
account from the books of the bank in 
which employer contributions and 
payments in lieu of contributions are 
deposited and transferred to the U.S. 
Treasury.  

Special 
Programs 

ETA 203 -CHARACTERISTICS OF THE 
INSURED UNEMPLOYED 

The ETA 203 report provides 
information, by state and for the 
Nation, about the characteristics of 
Unemployment Insurance (UI) 
claimants.  This data is useful in 
describing the population of claimants 
and determining how that population 
changes over time and under various 
conditions.  

ETA 227 –OVERPAYMENT DETECTION AND 
RECOVERY ACTIVITIES 

The ETA 227 report provides 
information on overpayments of 
intrastate and interstate claims under 
the regular state unemployment 
insurance (UI) program, and under 
Federal UI programs including the 
Unemployment Compensation for 
Federal Employees (UCFE) and 
Unemployment Compensation for Ex-
Service members (UCX) programs 

ETA 586 -INTERSTATE ARRANGEMENT-
EMPLOYMENT AND WAGES 

Public Law 91-373 requires every 
state to participate in an interstate 
arrangement for combining 
employment and wages approved by 



 

 

the Secretary of Labor in consultation 
with State Workforce Agencies 
(SWAs). 

ETA 902 –DISASTER UNEMPLOYMENT 
ASSISTANCE ACTIVITIES  

The ETA 902 report contains monthly 
data on Disaster Unemployment 
Assistance activities when there is a 
disaster declared by the President.  

ETA 9016 -ALIEN CLAIMS ACTIVITIES The Immigration Reform and Control 
Act (IRCA) of 1986, Public Law 99-
603, amended the Social Security Act  
by  adding  to  Section  1137 -"Income  
and  Eligibility  Verification  System."    
Section  1137  provisions require  
States  to  verify,  through  the  
Immigration  and  Naturalization  
Service  (INS),  the  legal  status  of  
all aliens  applying  for  benefits  
under  certain  federally  assisted  and  
federally  funded  programs,  including 
Unemployment Compensation. 

ETA 9047 -REEMPLOYMENT OF UI BENEFIT 
RECIPIENTS 

The  ETA  9047  report  contains  
quarterly  information  on  the  number  
of  UI  beneficiaries  who  receive  a  
first payment during a calendar 
quarter and who also have earnings in 
the next calendar quarter. 

ETA 9048 –PROFILING AND 
REEMPLOYMENT SERVICES 

The  ETA  9048  report  provides  
quarterly  information  on  the  Worker  
Profiling  and  Reemployment  
Service activities  of claimants  who  
are  profiled  to  assess  their  
likelihood  of  exhausting  benefits 

ETA 9049 –PROFILING AND 
REEMPLOYMENT SERVICES OUTCOMES 

The  ETA 9049 report contains 
information on the  employment 
outcomes of claimants  who are  
identified as likely  to  exhaust  their  
UI  benefits  through  the  Worker  
Profiling  and  Reemployment  
Services  (WPRS) program. 

ETA 9128 -REEMPLOYMENT SERVICES 
AND ELIGIBILITY ASSESSMENT 
WORKLOAD 

The  ETA  9128  report  provides  
quarterly  information  on  the  
Reemployment  Services  and  
Eligibility Assessment  (RESEA)  
activities  of  claimants  who  are  
most  likely  to  exhaust  their  
Unemployment  Insurance (UI)  
benefits  and  are  selected  to  
participate  in  the  RESEA  program. 

ETA 9129 –REEMPLOYMENT SERVICES 
AND ELIGIBILITY ASSESSMENT 
OUTCOMES 

The Reemployment Services and 
Eligibility Assessment (RESEA) 
initiative provides funds to conduct in-
person assessments in the American 
Job Center which include:  an 
Unemployment Insurance (UI) 
continued eligibility review, the 



 

 

provision of individualized labor 
market information, development of a 
reemployment plan, and referral to 
reemployment services and/or 
training.   

ETA 9161 –SELF EMPLOYMENT 
ASSISTANCE (REGULAR PROGRAM) 

The ETA 9161 report is intended to 
provide a description of the scope of 
activities states engage in supporting 
Self  Employment  Assistance  (SEA)  
for  UI  Claimants  in  the  Regular  
and  Extended  Benefits  Programs. 

Benefits Time 
Lapse and 
Quality 

ETA 9050 -TIME LAPSE OF ALL FIRST 
PAYMENTS EXCEPT WORKSHARE 

The  ETA  9050  report  contains  
monthly  information  on  first  
payment  time  lapse.    This  report  
concerns  the time  it  takes  states  to  
pay  benefits  to  claimants  for  the  
first  compensable  week  of  
unemployment. 

ETA 9051 -TIME LAPSE COUNTS FOR ALL 
CONTINUED WEEKS COMPENSATED 

The ETA 9051 report contains 
monthly information on continued 
weeks compensated time lapse.  This 
report concerns the time it takes 
states to pay benefits to claimants for 
compensable  weeks of 
unemployment other than  the  "first  
payment."    Continued  weeks  
compensated  time  lapse  data  was  
not  formerly  reported.  

ETA 9052 -NONMONETARY 
DETERMINATION TIME LAPSE DETECTION 

The  ETA  9052  report  contains  
monthly  information  on  the  time  it  
takes  states  to  issue  nonmonetary 
determinations from the  date  the  
issues are  first detected by the  
agency. 

ETA 9054 APPEALS TIME LAPSE The  ETA  9054  report  contains  
monthly  information  on  the  time  it  
takes  states  to  issue  lower  
authority  and higher authority 
appeals decisions from the date the 
request for a lower authority hearing 
or a higher authority appeal is filed to 
the date on the decision. 

ETA 9055 APPEALS CASE AGING The  ETA 9055 report gathers  
monthly information on the  inventory 
of lower authority and higher authority 
single claimant appeals cases that 
have been filed but not decided. 

ETA 9056 -NONMONETARY 
DETERMINATION QUALITY DATA 
COLLECTION INSTRUMENT 

The ETA 9056 report provides 
quarterly information on the quality of 
nonmonetary determinations that 
state agencies issue  to claimants and 
employers in the report period.  

ETA 9057 -LOWER AUTHORITY APPEALS 
QUALITY REVIEW STATE EVALUATION 

The  ETA  9057  report  provides  
quarterly  information  on  the  quality  



 

 

SCORE SHEET of  state  agencies'  single - and two-
party lower authority appeals hearings 
and decisions in the report period.  

 

INTERNAL REPORTING 

Function Report Name Description 

Claims 
 

Pending Claims (Details) - Initial Claims Needs ability to 
generate all the 
pending claims in 
the system.  Also 
needs advanced 
search feature to 
filter the pending 
claims based on 
issues or other 
Claim or 
registration 
related details. 
Needs ability to 
search claims if a 
certain 
documentation 
requirements 
were not met. 

Pending Claims (Details) - Continued Claims Needs ability to 
generate all the 
pending claims in 
the system.  Also 
needs advanced 
search feature to 
filter the pending 
claims based on 
issues or other 
Claim or 
registration 
related details. 
Needs ability to 
search claims if a 
certain 
documentation 
requirements 
were not met. 

Claims Filed by Program and week ending dates (Initial Claims) Needs to ability to 
see how many 
claims were 
being filed under 
each program by 
week ending 
dates.  Needs 
ability for 
advanced search 
to identify the 



 

 

claims in different 
status 

Claims Filed by Program and week ending dates (Continued 
Claims) 

Needs to ability to 
see how many 
claims were 
being filed under 
each program by 
week ending 
dates.   Needs 
ability for 
advanced search 
to identify the 
claims in different 
status 

Claims Filed By Industry for week ending dates (Initial Claims) Needs to ability to 
see how many 
claims were 
being filed for 
each Industry by 
week ending 
dates.  Needs 
ability for 
advanced search 
to identify the 
claims in different 
status 

Claims filed by industry for week ending dates (Continued 
Claims) 

Needs to ability to 
see how many 
claims were 
being filed for 
each Industry by 
week ending 
dates.  Needs 
ability for 
advanced search 
to identify the 
claims in different 
status 

Claims Paid Needs ability to 
see all the claims 
paid for each 
program for each 
week ending 
dates.  Needs 
ability for 
advanced search 
for example like 
programs, 
county. 

Exhausting Benefits Needs ability to 
see how many of 
the claims are 
going to exhaust 
the benefits in the 



 

 

coming weeks.  
Needs advanced 
search feature to 
identify these 
claim counts by 
funding source. 

Alerts/Red Flags Reports Needs ability to 
generate any 
alerts or red flags 
identified on a 
claim as specified 
by staff. 

Zendesk Ticket Reports Needs ability to 
generate the 
report with details 
for the claims in 
the system and 
has a Zendesk 
ticket.  Needs 
ability to filter the 
claims by 
Zendesk ticket 
status. 

Staff Productivity Report  Needs ability to 
generate the 
claims and 
counts resolved 
or adjudicated by 
all the staff in the 
system. (Also 
need the Visual 
Dashboard.)  
Needs ability for 
advanced search 
based on the 
dates and other 
conditions. Ex.  
Claims not 
adjudicated by # 
of days in their 
queue,... 

Audit Trail Report Needs ability to 
generate the 
details for a 
certain function 
performed in the 
system.  Needs 
advanced search 
feature to 
generate the 
report by a 
function or by a 
staff person. 

Wage Protest Claims Needs ability to 
generate a report 
for all the wage 



 

 

protest claims 
based on their 
status. 

Partial Claims Claims converted 
from partials to 
complete claims 

PROMIS Reports Needs ability to 
generate reports 
for the Promis 
Data.  Report 
should have 
ability to generate 
for time period. 

Appeals  Pending Appeals Needs ability to 
generate all the 
pending Appeals.  
Needs ability for 
advanced search 
based on their 
status and other 
identified data 
points in the 
system.  This 
should be 
available for both 
levels of appeals. 

Pending Appeals to be Docketed Needs ability to 
generate the 
report to identify 
all the appeals 
which are not 
docketed yet.  

Pending Appeals to be scheduled Needs ability to 
generate the 
report to identify 
all the appeals 
which are not 
scheduled yet. 

Pending Appeals by Contributory or Reimburse employer Needs ability to 
generate the 
report to identify 
all the appeals 
which are filed by 
either 
contributory or 
reimbursable 
employers 

Pending Appeals, scheduled and awaiting decision Needs ability to 
generate the 
report to identify 
all the appeals 
whose scheduling 
is completed but 
not made a 
decision yet. 



 

 

Pending Appeals, represented by TPA Needs ability to 
generate the 
report to identify 
all the appeals 
whose employers 
are represented 
by TPA's. 

All appeals with Issues  This should be 
available for both 
levels of appeals. 

Appeals Statistics Reports Needs to 
generate all the 
appeals filed for 
each week 
ending dates and 
for a time period. 
Needs advanced 
search ability to 
generate reports 
on all status 
available. This 
should be 
available for both 
levels of appeals. 

Benefit Payment 
Control 

Daily Payments Needs ability to 
generate the 
reports with daily 
payments issued.  
Needs advanced 
search to filter the 
claims by the 
funding source 
and payment 
types. 

Voided Payments & Not Reissued Needs ability to 
see all the voided 
payments but not 
reissued 

Overpayments Needs ability to 
generate the 
Overpayment 
reports.  Needs 
ability for 
advanced search 
to generate the 
details based on 
their status, fraud 
category, county, 
in state or out of 
state  and so on. 

Possible Fraudulent Claims  Needs ability to 
identify claims 
with red flags, like 
temporary email 
domains, staff 
identified blocked 



 

 

IP's Or Email 
Addresses or 
Domains, 
Misrepresentation 
Issues attached 
to the claim. 

Wage Protests  Wage Protest Report Provide ability to 
generate reports 
showing status of 
wage protests in 
all phases of 
completion 
including but not 
limited to Daily 
Wage Protest 
Received, 
Cleared Protests 
Report, Cleared 
Protests by WP 
Staff, Protests 
Cleared by 
Auditors,  by Tax 
Area, Pending 
Wage Protests, 
and 14 Day 
Report by Tax 
Area.  

Wage Protest - Auditors Report Provide ability to 
generate report 
showing the 
number of wage 
protests assigned 
to auditors 
pending 
completion 

Recovery  Status of Liens Needs ability to 
generate Status 
of Liens Report 

IRORA Overpayments Needs ability to 
generate IRORA 
Overpayments 
Report 

Garnishments Needs ability to 
generate 
Garnishments 
Report 

State Employee Garnishments Needs ability to 
generate State 
Employee 
Garnishments 
Report 

Distress Warrants Needs ability to 
generate distress 
warrants Report 

Write Offs Report Needs ability to 
generate Write 



 

 

Offs Report 
Waivers Report Needs ability to 

generate Waivers 
Report 

Bankruptcy Report Needs ability to 
generate 
Bankruptcy 
Report 

TOPs Report Needs ability to 
generate TOPs 
Report 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT E 



 

 

 

SYSTEM FUNCTIONS 
 

Proposer Response Code 
M = Meets Requirement WITHOUT Configuration OR Customization 

CF = Can Meet Requirement WITH Configuration  
CZ= Can Meet Requirement WITH Customization 

NOTE: “Customization” means a change to program code or logic and/or the database.  
It does not include configurations unless a system change is required. 

 
RFP 

Reference 
Requirement 
Description 

Proposer  
Response 

 Select a Proposer Response that indicates how your solution currently 
meets the requirement. 

 

C.10 Data Availability  
1.  Provides ability for agency staff to save and resume incomplete 

transaction entry. 
 

2.  Provides ability for agency staff to define archival and purge 
criteria. 

 

3.  Provides ability for agency staff to specify data retention rules by 
type of activity. 

 

4.  Provides ability for agency staff to schedule archival and purge 
routines. 

 

5.  Provides ability for agency staff to mark records for system 
deletion after backup. 

 

6.  Provides ability for agency staff to unmark records for deletion 
before purged. 

  

7.  Provides ability for agency staff to retrieve, query, and report from 
archived data. 

 

8.  Provides ability for agency staff to access archived data after 
architecture changes. 

 

9.  Provides ability for other State systems to directly access system 
data. 

 

10.  Provides ability for automated full and incremental backups of all 
system data. 

 

11.  Provides ability for automated recovery of application system and 
data files. 

 

12.  Provides ability for backup/recovery of data that adheres to 
federal and state laws. 

 

13.  Provides ability to archive/retrieve data in specific format(s) 
defined by the State. 

 

14.  Provides ability to restore archived or production data to State 
defined location(s). 

 

15.  Provides all program data, media, and communications per data 
retention policies. 

 

C.11. Documents and Media  
1.  Provides ability to configure the allowable media types for upload 

into the system. 
 

2.  Provides ability to validate the media file is safe and supported 
prior to uploading. 

 

3.  Provides ability for agency staff to create forms including 
machine readable forms. 

 

4.  Provides ability for other State systems to access 
documents/media in the system. 

 



 

 

5.  Provides ability to create documents/media by incorporating 
appropriate third-party tools. 

 

6.  Provides ability to define and maintain the index fields associated 
with media files. 

 

7.  Provides ability to process machine readable forms and 
documents from the recipient. 

 

8.  Provides ability to automatically associate documents/media to 
employers. 

 

9.  Provides ability to support all state requested documents/media 
formats (e.g., pdf, tif, jpg, wav, mp3, docx, etc.) 

 

10.  Provides ability to support documents of various sizes (e.g., 
letter, legal, tabloid, etc.) 

 

11.  Provides ability to support storage of electronic content by State 
configurable index fields. 

 

12.  Provides ability to support retrieval of electronic content through 
links, keywords, etc. 

 

13.  Provides ability to record conference calls and associate them to 
appointments. 

 

14.  Provides ability to record select events and store them for future 
retrieval by agency staff. 

 

15.  Provides ability for agency staff to retrieve audio files based on 
user role. 

 

16.  Provides ability to listen to audio files directly from the system.  
17.  Provides ability to configure purge criteria for audio/media files 

per Federal and State law. 
 

18.  Provides ability to view stored documents directly from the 
system. 

 

19.  Provides ability to share stored documents and media (e.g., 
email, fax, etc.) 

 

20.  Provides ability to automatically store faxed documents & 
associate them to system data. 

 

21.  Provides ability to print stored documents and media from the 
system in real time. 

 

22.  Provides ability to copy/paste content from documents/media 
viewed in the system. 

 

23.  Provides ability to download and save documents/media directly 
from the system. 

 

24.  Provides ability to maintain multiple media file versions per State 
data retention policy. 

 

25.  Provides ability to copy scanned or other electronic content to 
add annotations/markups. 

 

26.  Provides ability to prevent changing/removal of images 
containing annotations/markups. 

 

27.  Provides ability to encrypt scanned and electronic content while 
in transit or stored. 

 

28.  Provides ability to automatically or manually 
associate/disassociate documents/media to cases per State 
parameters. 

 

29.  Provides ability to restrict access to documents/ media based on 
role. 

 

C.12. Integration  
1.  Provides integration capability via API.  
2.  Provides ability for real-time integration with state agencies and 

external entities 
 

3.  Provides ability for interface with external systems to  



 

 

import/export applicable data. 
4.  Provides ability for automated validation of all imported data 

values 
 

5.  Provides ability for agency staff to generate custom file layouts 
for data export. 

 

6.  Provides ability to map data in various formats into the system 
database. 

 

7.  Provides ability to comply with batch interface schedules 
determined by the State. 

 

8.  Provides ability to track interface transmissions by date/time, 
records, errors, etc. 

 

9.  Provides ability to encrypt data passed through interfaces with 
other systems. 

 

C.13. Security  
1.  Configurable to State standards for password management.  
2.  Provides warning displayed at login about rules regarding access 

to State systems. 
 

3.  Provides adherence to International Standards Organization 
(ISO) standards. 

 

4.  Provides adherence to National Institute of Standards & 
Technology (NIST) standard. 

 

5.  Provides adherence to American National Standards Institute 
(ANSI) standards. 

 

6.  Provides security consistent with the State security policy.  
7.  Provides layered security for network, user interface, application, 

database, etc. 
 

8.  Provides internet security that supports Public Key Infrastructure 
(PKI). 

 

9.  Provides data access through Transport Socket Layers (TSL).  
10.  Provides secure access using digital certificates.  
11.  Provides full encryption of all security authorization traffic.  
12.  Provides encryption of all stored and transmitted sensitive 

customer data. 
 

13.  Provides digital signatures at the State minimum of 128-bit or 
256-bit encryption. 

 

14.  Provides protection for security tables by limiting access to 
authorized users. 

 

15.  Provides ability to support two-factor authentication for external 
users. 

 

16.  Authenticate against the State’s enterprise directory service.  
17.  Provides role-based access to specific screens.  
18.  Provides individual access to database tables.  
19.  Provides role-based access to data field level.  
20.  Provides role-based accessibility at the application module level.  
21.  Provides role-based security for view, update, add, delete.  
22.  Provides role-based security by business event.  
23.  Provides role-based security by organizational unit.  
24.  Provides role-based security for electronic documents.  
25.  Provides individual security for electronic signatures.  
26.  Provides role-based security to third party tools.  
27.  Provides user access for a fixed activation and expiration date.  
28.  Provides business rules to control format of login parameters 

(user id, password). 
 

29.  Provides employers and third-party administrators secure access 
to the system. 

 



 

 

30.  Provides user authentication for access to data values in external 
report writers. 

 

31.  Provides user authentication for access to data values in extracts 
and downloads. 

 

32.  Provides ability to integrate with external authentication systems 
for single sign on. 

 

33.  Provides ability to maintain inactive security parameters for future 
activation. 

 

34.  Provides ability for agency staff to define user security roles.  
35.  Provides ability to assign multiple users to a single role.  
36.  Provides ability to define multiple roles for a single user.  
37.  Provides ability to update a profile without impacting other roles 

or group profiles. 
 

38.  Provides ability to display warning messages for incompatible 
role combinations. 

 

39.  Provides ability to log users out of the system.  
40.  Provides ability to lock a user account based on multiple failed 

login attempts. 
 

41.  Provides ability to automatically log off users after a configurable 
inactivity period. 

 

42.  Provides ability to automatically inactivate users after 
configurable inactivity period. 

 

43.  Provides ability to enforce the changing of passwords on 
demand. 

 

44.  Provides ability to limit log-on of the same user to one 
workstation at a time. 

 

45.  Provides ability to display a message if simultaneous logon is not 
allowed. 

 

46.  Provides ability for agency staff to define password expiration 
time frames. 

 

47.  Provides ability for system users to change their password on 
demand. 

 

48.  Provides ability to display password expiration prompts before 
expiration. 

 

49.  Provides ability to require alphanumeric and special characters in 
passwords. 

 

50.  Provides audit trail of user activity including before/after values 
from all updates 

 

51.  Provides audit trail of all unauthorized attempts to access data  
52.  Provides audit trail of log file updates including the User ID and 

before/after values. 
 

53.  Provides ability to view specific user access rights and levels of 
security. 

 

54.  Provides ability for agency staff to view audit logs and security 
reports 

 

55.  Provides ability to require user confirmation prior to deleting data.  
56.  Provides ability to require user confirmation prior to changes to 

user profile 
 

57.  Provides ability to require confirmation of identity on changes to 
login information. 

 

58.  Provides ability to determine if a user is accessing the system 
from outside of the US or Canada. 

 

C.14. System Design  
1.  Provides intuitive and user-friendly graphical user interface based 

on State web design standards. 
 



 

 

2.  Provides agency staff single-point web access to critical business 
content. 

 

3.  Provides external users with self-service access to required 
functionality. 

 

4.  Provides ability to withstand spikes in utilization and maintain 
peak performance. 

 

5.  Provides ability to handle long term increase in system utilization 
without degradation. 

 

6.  Provides ability to load data formats such as CSV, IDS II, fixed-
length, XML, etc. 

 

7.  Provides ability to download data formats such as CSV, XML, 
fixed length, etc. 

 

8.  Provides ability to apply Generally Accepted Accounting 
Principles to the Unemployment Trust Fund. (GAAP). 

 

9.  Provides changes/updates required to comply with all 
federal/state laws/regulations. 

 

10.  Provides pre-population of screen fields with data that already 
exists in the system. 

 

11.  Provides employers, agencies, etc., access to the appropriate UI 
data. 

 

12.  Provides ability for authorized users to export search results.  
13.  Provides ability for agency staff to search all system data based 

on security level. 
 

14.  Provides industry standard relational database management 
system (RDBMS). 

 

15.  Provides ability to maintain all information pertaining to the 
history of each case. 

 

16.  Provides ability to automatically associate cases based on 
configurable conditions. 

 

17.  Provides correspondence & pre-filled forms recognizable by 
State content system. 

 

18.  Provides a browser neutral front-end.  
19.  Provides system testing on all browsers and browser versions 

used by the State. 
 

20.  Provides compliance with Section 508/ADA.  
21.  Provides ability for agency staff to work remotely accessing the 

system via internet. 
 

22.  Provides automated processing of forms by Optical Character 
Recognition (OCR). 

 

23.  Provides automated processing of forms by Optical Mark 
Recognition (OMR). 

 

24.  Provides automated processing of forms by industry standard Bar 
Codes. 

 

25.  Provides automated processing of forms by Document Image 
Understanding (DIU). 

 

26.  Provides automated processing of forms by Intelligent Character 
Recognition (ICR) 

 

27.  Provides ability for the user to add to the spell check dictionary.  
28.  Provides modular architecture for plug and play functionality 

required by the State. 
 

29.  Provides ability to configure and display State announcements on 
system screens. 

 

30.  Provides ability to assign a configurable unique case number to 
each case. 

 

31.  Provides ability for agency staff to manually  



 

 

associate/disassociate cases. 
32.  Provides multiple methods of data entry, upload, interface, 

integration, etc. 
 

33.  Provides ability for agency staff to manually update a case.  
34.  Provides ability for agency staff to view associated cases.  
35.  Provides ability for users to enter foreign address, Army/Air Post 

Office (APO), Fleet Post Office (FPO). 
 

36.  Provides same performance/response criteria for test and 
production environments. 

 

37.  Provides system administrator function to the State to manage 
and maintain settings. 

 

38.  Provides ability for authorized users to create/save queries based 
on role. 

 

39.  Provides ability for authorized users to execute/delete existing 
queries. 

 

40.  Provides system maintenance on monthly schedule as system 
patches, reboots, etc. 

 

41.  Provides masking of SSN to last four digits on reports, 
correspondence, notices, etc. 

 

42.  Provides non-SSN record keys and User IDs.  
43.  Provides ability to be mobile responsive.  

C.15. FTI Data Security – Publication 1075  
1.  Provides ability for TOP technical staff to test data exchanges 

and processes  
 

2.  Provides ability for approved SSR (System Security 
Requirements) and evidentiary documentation. 

 

3.  Provides data flow diagram of FTI processes.  
4.  Provides ability for SCSEMs supplied by IRS must be completed 

and approved by IRS 
 

5.  Provides ability for the user guide of the FTI application  
6.  Provides ability to generate extracts of FTI access and retrieval 

under appropriate user roles. 
 

7.  Provides ability to supply database schemas and show how FTI 
is labeled to appropriate user roles. 

 

8.  Provides ability to show the security assessments of the system  
9.  Provides ability for all technical and physical controls found in 

publication 1075 and the security and privacy controls within the 
NIST 800-53 publication must be implemented to protect 
electronic FTI. 

 

C.16. SSA Data – Security Requirements  
1.  Provides ability to safeguard the computer systems and sensitive 

information as per SSA guidelines. 
 

2.  Provides ability for security controls and measures to prevent, 
detect, and resolve unauthorized access to, use of, and 
disclosure of SSA-provided information 

 

3.  Provides ability for continuous monitoring of the contractors or 
agent’s network infrastructures and assets. 

 

4.  Provides ability to limit access to SSA information based on 
authorized user roles.  SSA information includes Federal Tax 
Information, whose unauthorized disclosure is subject to 
penalties under Sections 6103, 7213, 7213A, and 7431 of the 
Internal Revenue Service (IRS) Code.  All SSA information is 
also protected by Section 1103 of the Social Security Act. 

 

5.  Provides necessary documentation required to meet ongoing 
SSA security compliance reviews. 

 



 

 

C.17. Authorization & Authentication  
1.  Provides ability to create and authenticate new users to perform 

functions required by their roles. 
 

2.  Provides authorization checks prior to performing any action that 
creates, views, updates, transmits, or deletes information. 

 

3.  Provides authorized roles to configure authorization logic, 
alterable without code changes. 

 

4.  Provides verification for external user email addresses and 
domain when accounts are being created or updated. 

 

5.  Provides verification for external user phone numbers when 
method of contact is phone. 

 

6.  Provides ability for external users to select the security questions 
for password reset.  

 

7.  Provides a viewable audit trail of activity by user by date range.  
8.  Provides a viewable audit trail to track all changes made to the 

user accounts by date range. 
 

9.  Provides a configurable number of attempts to lock the users who 
enter incorrect details during login. 

 

10.  Provides log for all successful and failed authentication attempts, 
including date, time, IP address, and username. 

 

11.  Provides a secure password reset feature, including verification 
of identity, email or text notification and a one-time-use password 
link that expires after 24 hours. 

 

12.  Provides ability to manually de-provision accounts for State staff.  
C.18. Process Scheduling  

1.  Provides the ability to easily modify a job execution schedule.    
2.  Provides the ability to control job schedules based on user-

defined rules.   
 

3.  Provides the ability to control the run priority of user-created jobs.
   

 

4.  Provides the ability to control start time of user-created jobs.    
5.  Provides the ability to set the job(s) maximum run time.    
6.  Provides the ability to ensure data integrity by verifying data file 

record counts/totals.   
 

7.  Provides the ability to log job activity, errors, and rejected records 
by application.   

 

8.  Provides the ability to set a priority level of batch jobs to ensure 
stable response times.   

 

9.  Provides the ability to generate the appropriate job process 
notifications and alerts. 

 

10.  Provides automatic notification of job process completions and 
failures with appropriate details.  

 

C.19. Claims Filing  
1.  Provides the ability for staff and claimants to file initial, additional, 

re-open, and transitional claims. 
 

2.  Provides the ability to process a second benefit year.  
3.  Provides the ability to capture all required information in 

registration to complete the application process.  
 

4.  Provides the ability to apply the appropriate base period to each 
claim based on the effective date of the claim.  

 

5.  Provides the ability to receive wages from the UI tax system and 
apply them to specific individuals as claims are filed to establish 
monetary eligibility.  

 

6.  Provides the ability to determine monetary eligibility based on 
Tennessee Code Annotated (TCA). 

 



 

 

7.  Provides the ability to incorporate additional fact-finding into the 
claims application based on user responses to specific questions. 

 

8.  Provides the ability for additional fact-finding to be completed by 
staff after the claims application is complete. 

 

9.  Provides the ability to auto-generate customizable requests for 
separation information based on claimant's provided reason for 
separation.  

 

10.  Provides the ability to determine and prepopulate employer 
addresses based on tax data.   

 

11.  Provides the ability to determine weekly and maximum benefits 
amounts based on Tennessee Code Annotated (TCA). (New 
indexing law to go into effect 12/2023) 

 

12.  Provides the ability to configure weekly benefit amounts.  
13.  Provides the ability to configure maximum benefit amounts based 

on start and end dates.  
 

14.  Provides the ability for claimants and staff to file TRA/RTAA. 
(More details provided in TRA section) 

 

15.  Provides the ability to file Combined Wage Claims automatically 
or manually.  

 

16.  Provides the ability to view all requests and responses from all 
required interfaces.  

 

17.  Provides the ability to determine and track interstate and 
intrastate claims.  

 

18.  Provides the ability for claimants and staff to file UCX (Military). 
(more details provided in UCX section) 

 

19.  Provides the ability for claimants and staff to file UCFE (Federal). 
(more details provided in UCFE section) 

 

20.  Provides the ability for the employer to file mass claims (partials) 
for employees on temporary layoff. 

 

21.  Provides ability for partial claimants to complete weekly 
certifications. 

 

22.  Provides the ability for employers to upload mass layoff 
verifications. 

 

23.  Provides the customizable ability to auto adjudicate claims based 
on specific criteria and data sets 

 

24.  Provides the ability for filed claims to act independently within a 
Benefit Year. (ex: IC is filed on 06/20/2021, the claimant certifies 
for three weeks, but the claim is still pending, the claimant comes 
back and files an AC 07/18/2021, the IC is approved but the AC 
is still pending a decision, the three weeks associated with the IC 
should pay while the AC is pending) 

 

25.  Provides the ability for RCs and ACs, while acting independently, 
to be associated with the previously filed claims within the same 
benefit year. (This also applies to any federal or state extensions) 

 

26.  Provides the ability for staff and claimants to complete weekly 
certifications. 

 

27.  Provides the ability for claimants and staff to file a wage protest 
after the completion of the claim application. 

 

28.  Provides the ability for staff to forward date and back date claims.  
29.  Provides the ability to prevent unauthorized individuals from 

making changes to a user profile or claims record. 
 

30.  Provides the ability to batch decision letters to be transmitted at 
the end of the day to allow corrections to occur until the process 
is run. 

 

31.  Provides the ability for staff to insert a claim manually, between  



 

 

two claims and within a Benefit Year (EX: New hire date shows 
claimant working in May but has an AC dated July-need the 
ability to insert an AC in May) 

32.  Provides the ability to accurately track the status (pending, 
approved, denied) of the claim throughout the lifecycle of the 
claim. 

 

33.  Provides the ability to track claims based on specific open issues.  
34.  Provides the ability for claimants to view the status of their 

current claim throughout the lifecycle of the claim. (Examples: 
Awaiting an employer response, employer response received, 
currently in adjudication, etc.) 

 

35.  Provides the ability to complete Job Service registration 
automatically upon completion of claim. 

 

36.  Provides the ability to configure filing options for claimants with 
wages in two or more states.  

 

37.  Provides the ability to properly follow USDOL claims hierarchy 
and logic.  

 

38.  Provides the ability to display a configurable disclaimer during 
registration and at log-in. 

 

39.  Provides the ability to configure/capture survey information at 
State request. 

 

40.  Provides the ability to identify multiple claims with the same 
separating employer, same separation, and same separation 
date, and similar claim effective date(s). 

 

41.  Provides the ability to process NOAA claims.  
42.  Provides the ability to verify National Call to Service data when 

filing a claim. 
 

43.  Provides the ability to follow National Call to Service guidelines.  
44.  Provides the ability to determine and view claimant’s filing options 

in other states. 
 

45.  Provides ability to capture the employment history of the claimant 
during the claim filing process, accurately identify the separating 
employer, and associate the employment to a particular claim. 

 

46.  Provides the ability to support Self Service System Registration 
lockout 

 

47.  Provides the ability to support Benefit Rights Information  
48.  Provides the ability to evaluate Eligibility information (Legal 

conditions) 
 

49.  Provides ability to automatically make changes on a claim.   
50.  Provides ability for staff to manually make changes on a claim.  
51.  Provides the ability to waive waiting week.   
52.  Provides the ability to generate configurable confirmation 

message. 
 

53.  Provides the ability to establish Labor Dispute for specific 
employers and time frames. 

 

54.  Provides ability to notify Employer(s) / Union(s) of Labor Dispute 
information. 

 

55.  Provides the ability to submit a request for additional Employer or 
Union information.  

 

56.  Provides the ability to configure the time for receipt of additional 
Employer/Union information.  

 

57.  Provides the ability to process Labor Dispute claimants.  
58.  Provides the ability to associate claimants with matched Labor 

Dispute. 
 

59.  Provides the ability to deactivate Labor Dispute.  



 

 

60.  Provides the ability to process approved or denied Sub Pay 
Plans. 

 

61.  Provides the ability to notify Employer of Sub Pay Plan request 
decision. 

 

62.  Provides the ability to create HCTC potentially eligible Claimant’s 
file. 

 

63.  Provides the ability to process Reemployment Services activities.  
64.  Provides the ability to identify Claimants eligible for 

Reemployment Services. 
 

65.  Provides the ability to send Reemployment Service activity 
information. 

 

66.  Provides the ability to capture Reemployment Service activities.  
67.  Provides the ability to capture claimant participation in the State’s 

sponsored activities and programs. 
 

68.  Provides the ability to capture positive referral/activity in 
Employment Services System. 

 

69.  Provides the ability to capture negative referral/activity in 
Employment Services System. 

 

70.  Provides the ability to determine the expected response period 
for all correspondence and interface messages. 

 

71.  Provides the ability to determine correspondence recipient(s).   
72.  Provides ability for both staff and claimant to select and edit 

federal tax withholding. 
 

73.  Provides ability to automatically set deferral codes in the system 
based on specific, State-defined criteria. 

 

C.20. Benefit Charging  
1.  Provides ability to identify chargeable employers and calculate 

charges.  
 

2.  Provides ability to identify wage types.   
3.  Provides ability to identify wages and calculate charges 

applicable to UCFE/UCX.   
 

4.  Provides ability to identify CWC charges based on IB-5.    
5.  Provides ability to determine potential Intrastate Employer 

charges.   
 

6.  Provides ability to calculate Intrastate Employer charge.    
7.  Provides ability to identify employer(s) for calculation of potential 

charges.   
 

8.  Provides ability to create a potential charge record.    
9.  Provides ability to determine appropriate employer notifications.    
10.  Provides ability to identify account(s) to be charged.    
11.  Provides ability to determine and process employer Non-Charge.    
12.  Provides ability to identify if employer qualifies for relief, select 

charge record, and issue determination. 
 

13.  Provides ability to determine request received timely.    
14.  Provides ability to determine request denied due to untimely.    
15.  Provides ability to generate employer notification of decision to 

allow/disallow.   
 

16.  Provides ability to calculate Benefit Charges.    
17.  Provides ability to identify payment activity.    
18.  Provides ability to view and edit potential chargeable account(s) 

based on role.   
 

19.  Provides ability to identify employer pooled accounts to post 
transaction.   

 

20.  Provides ability to identify reimbursable employer(s) to post 
transaction.   

 



 

 

21.  Provides ability to automatically post debit/credit transaction to 
reimbursable and contributory employers (e.g., UCFE, UCX, 
CWC).   

 

22.  Provides ability to post debit/credit transaction to State 
account(s).   

 

23.  Provides ability to conduct scheduled charge run.    
24.  Provides ability to summarize charge records for a selectable 

date range.   
 

25.  Provides ability to calculate employer charge/credit for a 
selectable date range.   

 

26.  Provides ability to generate notification of charge/credit for 
contributory employer.   

 

27.  Provides ability to create reimbursable charge/credit record.    
28.  Provides ability to perform UCFE, UCX, and CWC (IB-6) billing.   
29.  Provides ability to determine when to transmit to UI Tax System.    
30.  Provides ability to determine information to be sent to UI Tax 

System   
 

31.  Provides ability to send notifications regarding charge 
information.   

 

32.  Provides ability to generate charge information on demand.    
33.  Provides ability to configure time period options.    
34.  Provides ability to display disclaimer information.  
35.  Provides ability to determine output format.    
36.  Provides ability to process all charge records.    
37.  Provides ability to summarize records for requested time period.    
38.  Provides ability to interface with SIDES.    
39.  Provides ability to process and apply adjustments.    
40.  Provides ability to determine adjustment is from overpayment 

activity.   
 

41.  Provides ability to identify affected employer account(s) for 
overpayment.   

 

42.  Provides ability to identify applicable time period(s) for 
overpayment activity.   

 

43.  Provides ability to determine amount to post for overpayment 
activity.   

 

44.  Provides ability to determine adjustment is transferring payment 
between programs.   

 

45.  Provides ability to identify affected employer account(s) when 
transferring payments.   

 

46.  Provides ability to identify time period(s) in transferring payment 
between program types.   

 

47.  Provides ability to determine amount to post when transferring 
payment between types.   

 

48.  Provides ability to determine adjustment is from an appeal 
decision.   

 

49.  Provides ability to identify affected employer account(s) in appeal 
decision.   

 

50.  Provides ability to identify applicable time period(s) for an appeal 
decision.   

 

51.  Provides ability to determine amount to post for an appeal 
decision.   

 

52.  Provides ability to determine adjustment is from a non-monetary 
(re)determination.   

 

53.  Provides ability to identify affected employer account(s) for non-
monetary (re)determination. 

 



 

 

54.  Provides ability to identify time period(s) for a non-monetary 
(re)determination.   

 

55.  Provides ability to determine amount to post for a non-monetary 
(re)determination.   

 

56.  Provides ability to determine adjustment in granting a Non-
Charge to an employer.   

 

57.  Provides ability to identify employer account(s) in granting a Non-
Charge.   

 

58.  Provides ability to identify time period(s) for granting a Non-
Charge to an employer.   

 

59.  Provides ability to determine amount to post when granting 
employer Non-Charge.   

 

60.  Provides ability to identify employer account(s) for a cancelled 
claim.    

 

61.  Provides ability to identify applicable time period(s) for cancelled 
claim.   

 

62.  Provides ability to determine amount to post for cancelled claim.    
63.  Provides ability to process employer protests.    
64.  Provides ability to perform account review validation.    
65.  Provides ability to notify interested parties of protest results.    
66.  Provides ability to enter outcome.    
67.  Provides ability to determine adjustment due to the employer.    
68.  Provides ability to notify UI Tax System of outcome.    
69.  Provides ability to send proper notification to employer.    
70.  Provides ability to receive a SIDES request for review of an 

employer account.   
 

71.  Provides ability to identify, verify, calculate, and processing IB-6 
information.   

 

72.  Provides ability to determine and configure IB-6 error types.    
73.  Provides ability to apply adjustment to IB-6 historical data.    
74.  Provides ability to apply additional credits.    
75.  Provides ability to transfer State(s) Benefit Charge and 

adjustment calculations.   
 

76.  Provides ability to create IB-6 record.    
77.  Provides ability to identify criteria to automatically release IB-6 

information. 
 

78.  Provides ability to maintain Benefit Charge.    
79.  Provides ability to validate charge information and update charge 

record.   
 

80.  Provides ability to identify effect of modifications to charge 
record. 

 

81.  Provides ability to generate notice to appropriate parties.  
82.  Provides ability to reconcile Benefit Charges.  
83.  Provides ability to determine discrepancies in charges and 

payments.  
 

84.  Provides ability to identify employers for transferred wages.    
85.  Provides ability to identify reimbursable or contributory employer.    
86.  Provides ability to calculate potential reimbursable or contributory 

employer charges.   
 

C.21. School Employer Wages  
1.  Provides the ability for staff to determine high and low base 

period based on school wages (reasonable assurance).  
 

2.  Provides the ability to calculate weekly benefit amount, with 
option to include and exclude wages from educational employers. 

 

3.  Provides the ability to determine and identify school wages and  



 

 

auto generate a reasonable assurance letter to all school base 
period employers.  

4.  Provides the ability for school systems and staff to update their 
school calendar from their employer account. 

 

5.  Provides the ability for staff to set high and low base period.  
C.22. Seasonal Employer Wages  

1.  Provides the ability for staff to determine either high and low base 
period for seasonal employment wages. 

 

2.  Provides the ability to calculate weekly benefit amount, with 
option to include and exclude seasonal employment wages. 

 

3.  Provides the ability for employers to apply for seasonal status.   
4.  Provides ability for staff to approve or deny seasonal status 

request. 
 

5.  Provides ability to identify a seasonal employer based on the 
approval of application. 

 

6.  Provides ability for staff to set and edit seasonal periods for each 
seasonal employer. 

 

7.  Provides ability to change the seasonal status of an employer.   
C.23. Combined Wages  

1.  Provides the ability to receive and transmit incoming and 
outgoing wages from other states through the ICON system. 

 

2.  Provides the ability to add or return outgoing wages through the 
ICON system. 

 

3.  Provides the ability to request all needed wages through the 
ICON system. 

 

4.  Provides the ability to release wages to the other states through 
the ICON system when the name and social match. 

 

5.  Provides the ability to run all SID/IBIQ reports for each claimant.  
6.  Provides the ability to prevent wages from being added to the 

claim when the name and social security number do not match.  
 

7.  Provides the ability to view mismatched wage records for all 
claimants within a specified time period. 

 

8.  Provides the ability to process IB-4 R (response).  
9.  Provides the ability to process IB-4 request.  
10.  Provides the ability to determine if there is an active claim in 

another state with a remaining balance. 
 

11.  Provides the ability to send an additional request for wages 
through the ICON system.  

 

12.  Provides the ability for staff to enter the IB-4 request and to 
validate any issues automatically. 

 

13.  Provides the ability to create, send, respond, and process IB-4 
Responses (In and Out). 

 

14.  Provides the ability to flag a claimant’s wages as used.  
15.  Provides the ability to create, send, and respond to IB-4 request 

(In and Out) message. 
 

16.  Provides the ability to perform appropriate edits allowing transfer 
of wages. 

 

17.  Provides the ability to determine wages to be sent.  
18.  Provides the ability to resend IB-4 request.  
19.  Provides the ability to define the time period for receipt of wage 

information. 
 

20.  Provides the ability to process IB-14 Intrastate request for 
Monetary Redetermination. 

 

21.  Provides the ability to process IB-14 information.  
22.  Provides the ability to determine expected response period.  



 

 

23.  Provides the ability to determine IB-4 needed.  
24.  Provides the ability to send IB-14 transmission.  
25.  Provides the ability to process IB-5 determination of CWC.  
26.  Provides the ability to determine that no corresponding IB-4 is 

found. 
 

27.  Provides the ability to process multiple IB-5s.  
28.  Provides the ability to determine if an IB-5 does not match IB-4.  
29.  Provides the ability to determine if an IB-5 not received.  
30.  Provides the ability to send amended IB-4 Response Out.  
31.  Provides the ability to send IB-4 Response Out.  
32.  Provides the ability to generate IB-5 Response Out.  
33.  Provides the ability to communicate IB-5 Reasoning.  
34.  Provides the ability to determine CWC wages not used.  

C.24. Wage Protests  
1.  Provide ability to store all wage data for potential claimants.  

   
 

2.  Provide ability to adjust all wage data for potential claimants.  
   

 

3.  Provide ability for claimant to file a wage protest.       
4.  Provide ability for staff to file a wage protest.      
5.  Provide ability to receive notifications that a wage protest has 

been filed.   
 

6.  Provide ability to generate a list of wage protests by date filed.    
7.  Provide ability to display and resolve all issues of a wage protest 

in a designated area specifically for the State’s wage protest 
personnel. 

 

8.  Provide ability to update Employer Account Number and 
Employer Name associated with the wage protest.   

 

9.  Provide ability for claimant to delete a wage protest.      
10.  Provide ability for staff to delete a wage protest.    
11.  Provide ability to adjust any details on the wage protest 

application.   
 

12.  Provide ability to list base period quarterly wages, quarterly 
wages preceding the claimant's base period, and the quarterly 
wages following the base period of the claim.   

 

13.  Provide ability for claimant to enter only one (1) wage protest per 
Employer Account Number.   

 

14.  Provide ability to only allow the Wage Protest to be filed in the 
allotted timeframe per State law. Claimants have 90 days to file 
from the initial monetary claim date     

 

15.  Provide ability to limit wage protests to initial monetary decision 
for UI benefits.   

 

16.  Provide ability for claimants to appeal the State’s decision on a 
wage protest to the Appeals Tribunal. 

 

17.  Provide ability for the claimant to enter wage protest investigation 
information required by the State.   

 

18.  Provide ability for claimant to upload supporting documentation 
(e.g., 1099-MISC, 1099-NEC, W2, check stubs).    

 

19.  Provide ability to require claimant comments if no supporting 
documentation is provided.     

 

20.  Provide ability to assign unique work item numbers to wage 
protests.    

 

21.  Provide ability to assign wage protest or groups of wage protests 
to one staff member. 

 

22.  Provide ability to assign a wage protest to the Specialty Claims  



 

 

Unit.   
23.  Provide ability for information entered when protest was filed to 

accurately display in the system and on the letters.  
 

24.  Provide ability to display agency decision code currently in use 
on wage protest decisions. 

 

25.  Provide ability to search all pending wage protests by employer 
account number, employer name,  wage protest status, and/or 
Federal Employer Identification Number. 

 

26.  Provide ability to issue the State’s decision on wage protest to 
specified parties.   

 

27.  Provide ability to issue and track corrected decisions for wage 
protests.    

 

28.  Provide ability to add internal case notes viewable only by State 
staff.   

 

29.  Provide ability to filter all wage protests, including case notes and 
supporting documentation, by status. 

 

30.  Provide ability to accurately recalculate claims when wages in the 
base period are modified.    

 

31.  Provide ability to issue monetary determination letters.    
32.  Provide ability to issue monetary re-determination letters.    
33.  Provide ability to return a wage protest for corrections by staff.    
34.  Provide ability to update/add additional wage protest decision 

codes.   
 

35.  Provide ability to search all wage protest investigations by UI 
claim number, wage protest number, wage protest status, 
claimant name, claimant SSN, employer name, and/or employer 
FEIN. 

 

36.  Provide ability to check completed protests by staff before issuing 
agency decision on wage protest.  

 

37.  Provide ability to send employer copies of any wage adjustments 
made by staff as a result of the wage protest.     

 

38.  Provide ability for Wage Protest Unit staff to be notified of any 
decisions remanded by the Appeals Tribunal or Office of 
Administrative Review.     

 

39.  Provide ability to notify State staff of appeal hearing involving a 
wage protest.     

 

40.  Provide ability for supervisor to track the progress of the wage 
protest through the system. 

 

41.  Provide ability to generate reports showing status of wage 
protests in all phases of completion (e.g., daily wage protest 
received, cleared protests report, protests cleared by Wage 
Protest Unit, protests cleared by auditors, tax area, pending wage 
protests).    

 

42.  Provide ability to generate report showing the number of wage 
protests assigned to auditors pending completion.     

 

43.  Provide ability to calculate remanded wage protests as new wage 
protests for reporting purposes. 

 

C.25. Certifications  
1.  Provides the ability to determine all program types for weekly 

certification.  
 

2.  Provides the ability to allow a claimant to file weekly certification.    
3.  Provides the ability to determine which program the claimant 

should use to file weekly certification. 
 

4.  Provides ability for weekly certification if the claimant is in TAA 
training (TRA 2011).   

 



 

 

5.  Provides the ability to determine eligible weeks for certification.    
6.  Provides the ability to determine eligibility for certification.    
7.  Provides the ability to determine if the claimant meets continuing 

eligibility requirements.   
 

8.  Provides the ability to capture reason of potential issue during 
weekly certification.  

 

9.  Provides the ability to process certifications/re-certifications.    
10.  Provides the ability to generate appropriate alerts and notices for 

claims, automatically and as required. 
 

11.  Provides the ability to determine next week(s) to be claimed.    
12.  Provides the ability to determine certification period not 

previously paid on another program.   
 

13.  Provides the ability to determine eligibility base on job contact 
requirements.   

 

14.  Provides the ability to update job contacts required based on 
program.   

 

15.  Provides the ability to schedule eligibility review.    
16.  Provides the ability to include work search eligibility review 

certification questions.   
 

17.  Provides the ability to determine work performed and last 
separation date.   

 

18.  Provides the ability to determine which certification responses will 
raise new non-monetary issue(s). 

 

19.  Provides the ability to determine earnings over allowable 
earnings.   

 

20.  Provides the ability to determine existing open issue/stop-pay for 
weeks being certified.    

 

21.  Provides the ability to generate notice when the claimant has 
potential UI benefit entitlement.   

 

22.  Provides the ability to assign the appropriate eligibility 
certification code.   

 

23.  Provides the ability to define criteria for timely certification.    
24.  Provides the ability to process responses to required eligibility 

questions based on the program.   
 

25.  Provides the ability to process employer-filed certifications.    
26.  Provides the ability for claimants to certify on employer-filed 

partial claims.   
 

27.  Provides the ability to configure certification questions depending 
on claim type and program.   

 

28.  Provides the ability to apply a job search waiver to specific 
claimant’s certifications. 

 

29.  Provides the ability to determine eligibility to file RTAA 
Certification 

 

30.  Provides ability to enter/correct training program/RTAA 
Certification responses 

 

31.  Provides the ability to determine certification questions for RTAA  
32.  Provides the ability to determine eligibility to file ATAA 

Certification 
 

33.  Provides the ability to determine eligibility to pay ATAA 
Certification 

 

34.  Provides the ability to verify responses to certification questions 
for ATAA 

 

C.26. Benefit Payments  
1.  Provides ability to produce a payment exceptions report of 

payment issues defined by the State. 
 



 

 

2.  Provides the ability to enter weeks to be claimed.    
3.  Provides the ability to determine the active claim with available 

balance.   
 

4.  Provides the ability to perform all payment 
calculations/determinations.   

 

5.  Provides the ability to determine Waiting Week.    
6.  Provides the ability to determine program(s) entitled for certified 

weeks.   
 

7.  Provides the ability to process previously filed weeks.  
8.  Provides the ability to change program type during the claim 

cycle. 
 

9.  Provides the ability to generate configurable notices/messages to 
claimant mailbox.   

 

10.  Provides the ability to determine new eligibility if the claimant’s 
BYE has expired.   

 

11.  Provides the ability to determine new eligibility exists and is 
available.   

 

12.  Provides the ability to determine claimant eligibility to establish a 
new benefit claim. 

 

13.  Provides the ability to verify claimant eligibility for new benefit 
option.   

 

14.  Provides the ability to update claim record with payment 
information.   

 

15.  Provides the ability to determine add or reopen claim based on 
claimant responses. 

 

16.  Provides the ability to determine payment amount when WBA is 
greater than remaining balance.   

 

17.  Provides the ability to process RTAA-ATAA Certifications    
18.  Provides the ability to verify period claimed for RTAA is within the 

eligibility period.   
 

19.  Provides the ability to calculate annualized Wages for RTAA    
20.  Provides the ability to calculate cumulative RTAA Payments    
21.  Provides the ability to verify issues raised from Claimant 

responses    
 

22.  Provides the ability to calculate annualized Wages for ATAA    
23.  Provides the ability to calculate cumulative ATAA Payments    
24.  Provides the ability to identify issues raised on ATAA Claimant 

responses   
 

25.  Provides the ability to identify Full Time versus Part-Time 
employment   

 

26.  Provides the ability to identify issues and create work items when 
necessary   

 

27.  Provides the ability to calculate RTAA-ATAA Payments     
28.  Provides the ability to determine claimant has RTAA or ATAA 

payment due   
 

29.  Provides the ability to calculate RTAA/ATAA Full Time 
Employment Payment 

 

30.  Provides the ability to calculate RTAA/ATAA Part-Time 
Employment Payment   

 

31.  Provides the ability to follow the deduction hierarchy for 
RTAA/ATAA   

 

32.  Provides the ability to determine / process Overpayment 
adjustments for RTAA/ATAA   

 

33.  Provides the ability to determine / process Child Support 
obligations for RTAA/ATAA   

 



 

 

34.  Provides the ability to process RTAA/ATAA Adjustments and 
calculate Payment   

 

35.  Provides the ability to apply adjustments/deductions.  
36.  Provides the ability for claimants and staff to report earnings for a 

particular week. 
 

37.  Provides the ability for automatic deduction from benefit payment 
based on earnings reported. 

 

38.  Provides the ability for claimants and staff to report holiday or 
vacation pay for a particular week. 

 

39.  Provides the ability for automatic deduction from benefit payment 
based on holiday or vacation pay reported.  

 

40.  Provides the ability to automatically account for the earnings 
allowance of each claimant and make the proper adjustment to a 
particular weekly payment.  

 

41.  Provides the ability for system to identify reported earnings over 
the weekly benefit amount and or new separations during a 
weekly certification and require the claimant to refile if necessary.  

 

42.  Provides the ability to calculate and deduct child support from 
weekly payments.  

 

43.  Provides the ability to accurately track the remaining balance on 
the claim. 

 

44.  Provides the ability to determine if a waiting week has been paid 
and track for reporting purposes.  

 

45.  Provide the ability to add an additional, customizable payment 
amount to be applied to payments based on the needs of the 
State (Example: FPUC). 

 

46.  Provides the ability to identify the additional payment amount for 
USDOL reporting purposes.  

 

47.  Provides the ability to offset overpayments.  
48.  Provides the ability to identify and track funding sources for 

reporting purposes. 
 

C.27. Non-Monetary Determination  
1.  Provides the ability to establish Work Item Issue  
2.  Provides the ability to access and evaluate Initial / Additional / 

Reopened claim for UI - Employment  
 

3.  Provides the ability to access and evaluate Initial / Additional / 
Reopened claim for UI - Availability   

 

4.  Provides the ability to access and evaluate Initial / Additional / 
Reopened claim for UI - Other   

 

5.  Provides the ability to access and evaluate Initial / Additional / 
Reopened claim for DUA   

 

6.  Provides the ability to access and evaluate Initial / Additional / 
Reopened claim for TRA   

 

7.  Provides the ability to access and evaluate Initial / Additional / 
Reopened claim for RTAA   

 

8.  Provides the ability to access and evaluate Initial / Additional / 
Reopened claim for ATAA   

 

9.  Provides the ability to access and evaluate Weekly Certification 
for regular UI benefit programs   

 

10.  Provides the ability to access and evaluate Weekly Certification 
for DUA Program   

 

11.  Provides the ability to access and evaluate Weekly Certification 
for TRA Program   

 

12.  Provides the ability to access and evaluate Weekly Certification 
for RTAA Program   

 



 

 

13.  Provides the ability to access and evaluate Weekly Certification 
for ATAA Program   

 

14.  Provides the ability to access and evaluate Fact-Finding    
15.  Provides the ability to access and evaluate Appeals    
16.  Provides the ability to access and evaluate Employer-Provided 

Information   
 

17.  Provides the ability to access and evaluate Overpayments    
18.  Provides the ability to access and evaluate Labor Disputes    
19.  Provides the ability to access and evaluate Agency Quality 

Review  
 

20.  Provides the ability to access and evaluate Failure to Report    
21.  Provides the ability to access and evaluate some other 

event/reason   
 

22.  Provides the ability to access and establish a Unique identifier for 
Work Item / Issue   

 

23.  Provides the ability to access and evaluate Claim Trend or 
Variance   

 

24.  Provides the ability to collect all information necessary to include 
in the Work Item   

 

25.  Provides the ability to detect duplicate Work Item / Issues    
26.  Provides the ability to determine fact-finding questions based on 

Issue and User answers to application questions.   
 

27.  Provides the ability to establish a Work Item/Issue manually.    
28.  Provides the ability to create/modify Work Item/Issue    
29.  Provides the ability to conduct Fact-Finding    
30.  Provides the ability to display available Work Item / Issues    
31.  Provides the ability to generate issues based on the claimant’s 

answers to specific questions in the claims application. To be 
determined by agency staff.     

 

32.  Provides the ability to schedule Fact-Finding and follow up 
interviews   

 

33.  Provides the ability to include relevant supporting data    
34.  Provides the ability to automate Adjudication of Issues  
35.  Provides the ability to determine automated update of the status    
36.  Provides the ability to configure allowed status changes by Staff    
37.  Provides the ability to determine if Fact-Finding warrants 

establishment of new Issue   
 

38.  Provides the ability to render a decision    
39.  Provides the ability to render the decision automatically.    
40.  Provides the ability to select Work Item / Issue to resolve  
41.  Provides the ability to select multiple work items / issues to 

resolve in mass   
 

42.  Provides the ability to identify Limited Resolution (CWC)    
43.  Provides the ability to identify affected Programs    
44.  Provides the ability to identify Interested parties in the resolution    
45.  Provides the ability to identify Disqualification characteristics    
46.  Provides the ability to identify how Issue resolution affects 

Monetary   
 

47.  Provides the ability to identify how Issue resolution affects 
Payments   

 

48.  Provides the ability to identify how Issue resolution affects Benefit 
Charging   

 

49.  Provides the ability to identify how Issue resolution affects 
Overpayments   

 

50.  Provides the ability to link decisions to a single determination    



 

 

51.  Provides ability for Notifications and Disclaimers    
52.  Provides ability for Work Item determinations    
53.  Provides the ability to modify Issues    
54.  Provides ability for the System to detect changes that affect claim 

processing   
 

55.  Provides the ability to identify Work Item / Issues that can't be 
modified   

 

56.  Provides ability for Status updates    
57.  Provides ability for staff and or claimant to complete registration 

Fact-Finding after application is finalized 
 

58.  Provides ability for Work Item to be automatically scheduled    
59.  Provides ability for assignment of Staff to Work Items/Issues    
60.  Provides ability for the duration of Work Item    
61.  Provides ability for scheduling of Work Item    
62.  Provides ability for confirmation and generation of all appropriate 

notices/alerts   
 

63.  Provides ability for Staff to schedule and reschedule Work 
Items/Issues   

 

64.  Provides the ability to select a Work Item due to (re)schedule of 
determination   

 

65.  Provides the ability to monitor progress to Requalify after 
Disqualification   

 

66.  Provides the ability to monitor progress towards satisfying 
Disqualification   

 

67.  Provides the ability to determine an alert should be generated.    
68.  Provides the ability to generate an alert if warranted    
69.  Provides the ability to modify a Decision    
70.  Provides the ability to automatically modify a decision.  
71.  Provides the ability to render Decisions automatically.    
72.  Provides the ability to display Decisions that can be modified or 

created by Staff as needed   
 

73.  Provides the ability to identify Interested Parties    
74.  Provides the ability to identify when documentation is required for 

(re)determinations 
 

75.  Provides the ability to disqualify issues for a specific timeframe, 
or for the duration of the claim. 

 

76.  Provides ability to change the SSN automatically or manually to a 
pseudo-SSN based on key indicators identified on the claim by 
the staff. (Example – when the claim is determined to be the 
result of ID theft/ imposter fraud.) 

 

C.28. BPC Overpayments  
1.  Provides the ability to run all overpayment functionality 

automatically and manually 
 

2.  Provides the ability to process all required crossmatches (e.g., 
Wage, Incarceration, State Employee, State and National New 
Hire, Vital Statistics) 

 

3.  Provides the ability to define and adjust specific parameters and 
data for each crossmatch. 

 

4.  Provides the ability to run crossmatches automatically and 
manually. 

 

5.  Provides the ability to process data from data source entities.  
6.  Provides the ability to make all crossmatch data exportable.  
7.  Provides the ability to send all crossmatch notifications 

automatically and manually. 
 

8.  Provides the ability to determine if a possible overpayment exists.  



 

 

9.  Provides the ability to notify an auditor if a response is received.  
10.  Provides the ability to notify an auditor if a response is not 

received. 
 

11.  Provides the ability to track and process tips and leads.  
12.  Provides the ability to validate tips and lead information.   
13.  Provides the ability to process monetary/non-monetary/appeal 

information.  
 

14.  Provides the ability to evaluate payment history.   
15.  Provides the ability to evaluate payment history to new amount 

comparison. 
 

16.  Provides the ability to determine and apply correct claim 
adjustments. 

 

17.  Provides the ability to make overpayment determination.  
18.  Provides the ability to identify overpayment for processing.  
19.  Provides the ability to select overpayment case file from work 

queue. 
 

20.  Provides the ability to create/send/maintain correspondence 
automatically and manually. 

 

21.  Provides the ability to initiate overpayment automatically and 
manually. 

 

22.  Provides the ability to establish overpayment automatically and 
manually. 

 

23.  Provides the ability to determine funding/program source 
automatically and manually.  

 

24.  Provides the ability to determine method of detection 
automatically and manually. 

 

25.  Provides the ability to determine claimant fault.  
26.  Provides the ability to automatically calculate overpayment.  
27.  Provides the ability to automatically calculate penalties and 

interest. 
 

28.  Provides the ability to create/establish overpayment record.  
29.  Provides the ability for staff to update claim information.  
30.  Provides the ability to access all information necessary to assist 

in fraud prosecution. 
 

31.  Provides the ability to determine repayment information.   
32.  Provides the ability to generate claimant correspondence 

automatically and manually. 
 

33.  Provides the ability to process adjustments/corrections on 
existing overpayments. 

 

34.  Provides the ability to prompt agency staff for adjustment 
information. 

 

35.  Provides the ability to recalculate existing overpayment.  
36.  Provides the ability to determine fraud overpayment.  
37.  Provides the ability to identify criteria for prosecution of fraud 

overpayment. 
 

38.  Provides the ability to create electronic overpayment case file for 
prosecution. 

 

39.  Provides the ability to store and access all required Court 
Documentation 

 

40.  Provides the ability to add documentation to case file with bar 
code and manually 

 

41.  Provides the ability to prioritize cases.  
42.  Provides the ability to send subpoena automatically and 

manually.  
 

43.  Provides the ability to interface with NASWA Integrity Data HUB   



 

 

44.  Provides the ability to present new hire information to a claimant 
at the time of certification 

 

45.  Provides the ability to have case notes visible based on roles and 
privileges  

 

46.  Provides the ability for employers to report new hires directly to 
the department 

 

47.  Provides the ability to determine if a claim exists for employer 
reported new hires. 

 

48.  Provides the for notification of staff if a claim exists when an 
employer reports a new hire. 

 

49.  Provides the ability for employers to report individuals who refuse 
work 

 

50.  Provides the ability for employers to report employees who refuse 
to return to work 

 

51.  Provides the ability for employer to report fraudulent activity  
52.  Provides the ability to notify staff when an employer reports a 

refusal of work, refusal to return, or fraudulent activity. 
 

C.29. Special Programs – DUA & PUA  
1.  Provides the ability to submit initial Disaster Unemployment 

Assistance registration following Federal guidelines for 
documentation, registration, and certifications 

 

2.  Provides the ability for individuals to upload proof of self-
employment or any other documentation requested by the state.   

 

3.  Provides the ability for information uploaded to the claim to have 
a time and date stamp. 

 

4.  Provides the ability to enter the disaster number, impacted 
counties, etc. 

 

5.  Provides the ability to complete and submit the DARIS reports 
weekly for USDOL/Regional Office. 

 

6.  Provides the ability to complete and submit the 90-2 monthly 
report for USDOL/National Office. 

 

C.30. Special Programs – Federal Claims  
1.  Provides the ability to send 931, 931A, 934 automatically and 

manually 
 

2.  Provides the ability to receive responses to the 931, 931A, and 
the 934 

 

3.  Provides the ability to send record types 1 thru 6   
4.  Provides the ability to determine ETA Response Types 1 - 6 to 

process claims 
 

5.  Provides the ability to send Monetary Determination and 
Redetermination automatically and manually 

 

6.  Provides the ability to add all applicable Federal and Military 
Wages 

 

7.  Provides the ability to gather all necessary information required to 
process military claims with registration. 

 

8.  Provides the ability for staff and claimant to add Military and 
Federal work history 

 

9.  Provides the ability to complete, send, and receive a WIC 
(Withdrawal of invalid claim) 

 

10.  Provides the ability to Request Unemployment Compensation For 
UCFE 

 

11.  Provides the ability to Process UCFE-UCX Response  
12.  Provides the ability to determine errors/messages in the 

response that require staff review 
 

13.  Provides the ability to determine if federal wages are needed  



 

 

from another state 
14.  Provides the ability to Process UCX Type 1 Response  
15.  Provides the ability to process DD214 Additional Data  
16.  Provides the ability to determine the Character of Service was 

acceptable 
 

17.  Provides the ability to determine eligibility based on Narrative 
Reason for Separation 

 

18.  Provides the ability to Calculate Wages  
19.  Provides the ability to Adjust Wages  
20.  Provides the ability to Request Unemployment Compensation For 

UCFE 
 

21.  Provides the ability to perform Automatic completion of the 931  
22.  Provides the ability to determine the data necessary for the ETA-

931 
 

23.  Provides the ability to Send UCFE / UCX Type Request  
24.  Provides the ability to process all requests in the List of Types 1 

through 6 
 

25.  Provides the ability to Initiate and Process an ETA 934 Request 
and response 

 

26.  Provides the ability to enter fields from ETA 934  
27.  Provides the ability to generate Electronic or Paper documents  
28.  Provides the ability to determine automatic processing 

appropriate. 
 

C.31. Special Programs – TRA  
1.  Provides the ability to process Trade Adjustment Assistance 

Petition Program 
 

2.  Provides the ability to interface with Workforce Services System 
(Specifically WIOA and TAA)  

 

3.  Provides the ability to enter all required TRA Program required 
information. 

 

4.  Provides the ability to enter all required RTAA/ATAA Program 
required information. 

 

5.  Provides the ability to maintain TRA Petitions for a customizable 
amount of time.  

 

6.  Provides the ability to process a list of Trade Affected Workers 
(Mass upload)  

 

7.  Provides the ability to identify and extract potentially Eligible 
Trade Affected Workers. 

 

8.  Provides the ability to send a Mass Notification automatically and 
manually to Potentially Eligible Trade Workers based on Petition 
number and Mass Uploaded List. 

 

9.  Provides the ability to recognize Eligibility Provision Rules for 
TRA/RTAA/ATAA 

 

10.  Provides the ability to recognize Allowable Earnings Rules for 
TRA and automatically adjust payment based on those rules. 

 

11.  Provides the ability to generate and set Deferral Codes of Eligible 
Trade Affected Workers 

 

12.  Provides the ability to disqualify TRA, RTAA, and ATAA claims 
manually and automatically based on Disqualification Rules for 
those programs.  

 

13.  Provides the ability to set weekly and maximum benefit amounts 
for TRA, RTAA, and ATAA claims based on benefit computation 
rules for those programs. 

 

14.  Provides the ability to recognize USDOL Training Requirement 
Rules for TRA/RTAA/ATAA 

 



 

 

15.  Provides the ability to recognize USDOL Program Prioritization 
and Hierarchy Rules For TRA 

 

16.  Provides the ability to maintain the HCTC Program  
17.  Provides the ability to generate HCTC Export file to ICON (HUB)  
18.  Provides the ability to generate HCTC Export file to the entity 

responsible for payment 
 

19.  Provides the ability to generate HCTC Export file to State.  
20.  Provides the ability for Weekly Certification specific to Trade 

Affected Workers based on Program Type (TRA/RTAA/ATAA), 
Training Dates and Deferral Codes 

 

21.  Provides the ability to stop payments based on possible issues 
raised as a result of certifications 

 

22.  Provides the ability to recognize MBA and Eligibility Period End 
Dates for TRA/RTAA/ATAA 

 

23.  Provides the ability to apply a Waiver for TRA Monetary Edibility  
24.  Provides the ability to allow for the filing of a TRA Application  
25.  Provides the ability to send all Correspondences and Fact 

Findings as it pertains to the Trade Program and verifying 
eligibility 

 

26.  Provides the ability to Approve and Deny a TRA Application   
27.  Provides the ability to Approve and Deny an RTAA/ATAA 

Application  
 

28.  Provides the ability to generate monetary determination specific 
to TRA/RTAA/ATAA 

 

29.  Provides the ability to generate State decisions specific to 
TRA/RTAA/ATAA 

 

30.  Provides the ability to switch back and forth between 
TRA/RTAA/ATAA/TUC/and any Extension Programs 

 

31.  Provides ability to allow for a Separate Claim for Basic TRA, 
Additional TRA, and Completion TRA 

 

32.  Provides the ability to correctly identify the Parent Claim 
associated with the Trade  

 

33.  Provides ability for affected Employer to properly establish WBA, 
MBA, and EPE for each tier of TRA 

 

34.  Provides ability to create a Stand-Alone RTAA Claim not 
dependent upon a TUC claim 

 

35.  Provides ability for Employers to respond to Request for Trade 
info in the system 

 

36.  Provides the ability for a claimant to upload necessary 
documentation as it pertains to their Trade Claim into the system 

 

37.  Provides the ability to allow Training Facilities limited access to 
the system to upload Weekly Training Forms and verify attending 
in training. 

 

38.  Provides the ability to Generate a Report to HUB concerning 
eligibility for the HCTC Program 

 

39.  Provides the ability to administer different Trade Year Provisions 
(could be administering Multiple based on Petition number with 
varying sets of rules for each one) 

 

40.  Provides the ability for manual entry of Weekly TRA Certifications 
by Staff 

 

41.  Provides the ability for manual entry of Weekly/Monthly 
RTAA/ATAA Certifications by Staff 

 

C.32. Special Programs – Federal and State Emergency  
1.  Provides the ability for claimants and staff to file Disaster 

Unemployment Assistance (DUA) and Pandemic Unemployment 
 



 

 

Assistance (PUA) claims.  
2.  Provides the ability to determine if the claimant meets monetary 

eligibility requirements for TN Unemployment System prior to 
setting up Disaster Related Programs.  

 

3.  Provides the ability for staff to manually setup state and federal 
programs, on an individual claim’s basis, when required. 

 

4.  Provides the ability for claimants and staff to file Emergency 
Unemployment Compensation (EUC) and Pandemic Emergency 
Unemployment Compensation (PEUC) tiers (Federal Extended 
Unemployment Compensation claims) 

 

5.  Provides the ability to automatically set up federal extensions 
once eligibility is exhausted on prior programs (following claims 
flow logic) 

 

6.  Provides the ability to trigger on EB if specific state 
unemployment rate is reached. 

 

C.33. Special Programs – TOP  
1.  Provides ability to send letters (manually and automatically)  
2.  Provides ability to easily identify when a TOP letter was sent.   
3.  Provides ability to remove from TOP (manually and 

automatically) 
 

4.  Provides ability to generate TOP files and update balances  
5.  Provides ability to apply incoming funds (manually and 

automatically) 
 

6.  Provides ability to accept incoming TOP Files  
7.  Provides ability to process full/partial reversals  
8.  Provides ability to produce reports  

C.34. Quality Assurance (BAM, Cross-Matching, Fraud 
Investigations) 

 

1.  Provides the ability to run all audit function both automatically 
and/ or manually  

 

2.  Provides the ability to support and process the provided BAM 
Random Number. 

 

3.  Provides the ability to generate BAM Sample both automatically 
and manually 

 

4.  Provides the ability to identify and create BAM sample Universe  
5.  Provides the ability to regenerate population and audit samples  
6.  Provides the ability to determine errors occurred during the 

process 
 

7.  Provides the ability to construct UI transaction file both 
automatically and manually 

 

8.  Provides the ability to support the DOL program execution file  
9.  Provides the ability to create required extract files for loading to 

the State’s servers. 
 

10.  Provides the ability to assign BAM cases both automatically and 
manually  

 

11.  Provides the ability to create BAM cases  
12.  Provides the ability to automatically create the BAM case file  
13.  Provides the ability to automatically assign BAM audit cases for 

review/investigation 
 

14.  Provides the ability to automatically schedule claimant/employer 
interviews and send notifications 

 

15.  Provides the ability to conduct PCA BAM audit  
16.  Provides the ability to generate claimant PCA audit 

questionnaires 
 

17.  Provides the ability to send notifications request to Employer/TPA  



 

 

18.  Provides the ability for employer wage audit functionality   
19.  provides the ability for employer wage/separation information  
20.  provides the ability for interested party notifications (claimant)  
21.  Provides the ability for non-monetary decisions  
22.  Provides the ability to gather NDNH Data   
23.  Provides the ability to Gather NAICS data  
24.  Provides the ability to gather labor services data  
25.  Provides the ability to gather O*Net Data  
26.  Provides the ability to gather USDOL/BLS Data   
27.  Provides the ability to gather IBIQ/SIDI data   
28.  Provides the ability to conduct BAM DCA monetary audit  
29.  Provides the ability to generate system questionnaire  
30.  Provides the ability to send employer wage information   
31.  Provides the ability to include additional employers in wage 

request 
 

32.  provides the ability to request additional information from the 
employer  

 

33.  Provides the ability to conduct BAM DCA non-monetary audit  
34.  Provides the ability to create Claimant questionnaire  
35.  Provides the ability to Identify Employer involved  
36.  Provides the ability to notify appropriate employer   
37.  Provides the ability to enter additional claimant information   
38.  Provides the ability to conduct BAM supervisory Review/Closure   
39.  Provides the ability to perform BAM Supervisor functions  
40.  Provides the ability to reschedule the BAM interview  
41.  Provides the ability to create Sfsum.dat file  
42.  Provides the ability to create Rec1.dat.file  
43.  Provides the ability to transfer extract files to a file folder to be 

uploaded to State servers. 
 

44.  Provides the ability to send work search verification forms.  
45.  Provides the ability to enter/modify BTQ random number 

information 
 

46.  Provides the ability generate BTQ Sample  
47.  Provides the ability to create BTQ universe   
48.  Provides the ability to validate Sample Universe  
49.  Provides the ability to generate Scoring documentation  
50.  Provides the ability to generate Sample Extract file  
51.  Provides the ability to select Universe type for update, sample 

size and time period 
 

52.  Provides the ability to generate BTQ Sample-State 
measurements 

 

53.  Provides the ability to create BTQ Universe   
54.  Provides the ability to support Scoring documentation  
55.  Provides the ability generate Data Validation Extract Files (DV) 

according to USDOL guidelines 
 

56.  Provides the ability to generate DV snapshot and Extract files 
based on USDOL specs 

 

57.  Provides the ability to maintain DV information  
58.  Provides the ability to update Data Validation files from Benefit 

Charge records 
 

59.  Provides the ability to process TPS Sampling (Tax Performance 
System) 

 

60.  Provides the ability to provides all TPS program requirements 
according to USDOL 

 



 

 

61.  Provides the ability to select Universe type to be displayed   
62.  Provides the ability to enter Universe information  

C.35. Repayments  
1.  Provides the ability to enter payments manually and via scanner   
2.  Provides the ability to accept payment via Check, ACH Debit, and 

ACH Credit 
 

3.  Provides ability to Apply payments using agency business rules  
4.  Provides Ability to apply payments manually (override business 

rules) 
 

5.  Provides ability to correct payment amounts when keyed 
incorrectly 

 

6.  Provides ability to handle bad checks and ACH reversals  
7.  Provides ability for the system to automatically recalculate 

interest associated with bad checks and reversals 
 

8.  Provides ability to reallocate payments  
9.  Provides ability to send a payment receipt  
10.  Provides the ability to produce ad hoc reports  
11.  Provides ability to put payments in suspense (process excess 

payments) 
 

12.  Provides ability to maintain payment information  
13.  Provides ability to monitor payments in suspense   
14.  Provides ability for system to automatically apply payments from 

suspense 
 

C.36. Direct Deposit/Debit Cards  
1.  Provides the ability to interface with Debit card Vendor  
2.  Provides the ability to pay via debit card and direct deposit  
3.  Provides the ability to change payment type   
4.  Provides the ability to enter direct deposit information (Routing 

number and Account Number) 
 

5.  Provides the ability to have role-based security for staff view and 
entry for payment method 

 

6.  Provides the ability to determine if payment has cleared  
7.  Provides the ability to see historical payment information  

C.37. Collections  
1.  Provides a collections section separate from overpayments  
2.  Provides ability for collections to be worked by SSN not by 

individual overpayment case (All overpayments for a claimant 
should be bundled and treated as one case for collection 
purposes.) 

 

3.  Provides ability to assign collection to an auditor (automatically 
and manually) 

 

4.  Provides ability to determine cases eligible for collection 
(established, not in bankruptcy, no timely appeal filed) 

 

5.  Provides ability for staff to override who is or isn’t eligible for 
collection  

 

6.  Provides ability for claimants to view current balance and 
collection activity. 

 

7.  Provides ability maintain an audit trail of all incoming payments, 
transactions, and changes.  Capture reasons for changes when 
necessary. 

 

8.  Provides ability to manually override disqualified weeks in the 
event of late bankruptcy notice 

 

9.  Provides ability to manually override disqualified weeks if 
payment is processed late 

 

10.  Provides ability to crossmatch State Lottery data for potential  



 

 

recapture of overpayment 
C.38. Overpayment Billings  

1.  Provides ability to suspend billing when in bankruptcy  
2.  Provides ability to calculate Interest on the 1st of the month  
3.  Provides ability to calculate overpayment penalty  
4.  Provides ability to Adjust Penalty and Interest when 

overpayments are canceled/reversed. 
 

5.  Provides ability for staff to manually adjust penalty and interest  
6.  Provides ability to send monthly statements automatically and 

manually, establish notices, assessment notices using claimant’s 
preferred method of delivery 

 

7.  Provides ability to send a statement on demand  
8.  Provides ability to calculate total amount due  
9.  Provides ability to adjust amounts to correct conversion errors  
10.  Provides ability to stop mailing paper billings.  
11.  Provides ability to suspend interest and penalty.  

C.39. Federal Billing UCFE/UCX Military  
1.  Provides the ability to automatically and manually generate the 

quarterly statements based on system activity from UCFE or 
UCX claims. 

 

C.40. IB6 BILLING  
1.  Provides the ability to create and send outgoing IB6 bills to the 

HUB promptly based on activity in the System (automatically and 
manually). 

 

2.  Provides the ability to accurately calculate the IB6 bills by three 
decimals.  

 

C.41. Payment Plans  
1.  Provides ability for claimant/staff to initiate a payment agreement 

request 
 

2.  Provide ability for system to set minimum amount due and set 
due date 

 

3.  Provides ability for staff to override minimum amount due and set 
due date 

 

4.  Provides ability to monitor status (compliant, noncompliant, 
pending, etc.) 

 

5.  Provides ability to send letters (accepted, denied, missed 
payment, out of compliance) 

 

6.  Provides ability for system to determine compliance and for staff 
to override 

 

7.  Provides ability to configure payment plan compliance 
parameters 

 

C.42. State Employee Garnishments  
1.  Provides ability to crossmatch state employees with 

overpayments (wages and new hire) 
 

2.  Provides ability to send letters automatically and manually.  
3.  Provides the ability to send to state email as well as preferred 

method. 
 

4.  Provides ability to monitor cases  
5.  Provides ability to produce reports  
6.  Provides ability to retain past State employee notices and 

garnishment information 
 

C.43. Liens  
1.  Provides ability to send letters (claimant notice of pending lien, 

claimant lien recorded) automatically and manually 
 

2.  Provides ability to monitor lien status (requested, recorded,  



 

 

released, voided, etc.) 
3.  Provides ability to produce lien documents (lien, lien release, 

invoice) 
 

4.  Provides ability to record lien filing and release information  
5.  Provides ability to produce ad hoc reports  
6.  Provides ability to approved/deny lien requests  
7.  Provides ability to charge lien fees  
8.  Provides ability to retain past lien information  

C.44. IRORA  
1.  Provides ability to generate a report to identify potential IRORA 

claimants  
 

2.  Provides ability to link to decisions   
3.  Provides ability to generate required IRORA notices  
4.  Provides ability to receive and process other state overpayment 

requests 
 

5.  Provides ability to create/update other state overpayment 
requests 

 

6.  Provides ability to validate other state overpayment information  
7.  Provides ability to issue payments to other state  

C.45. Bankruptcy  
1.  Provides ability to integrate PACER  
2.  Provides ability to generate/create/modify poof of claim.  
3.  Provides ability to enter bankruptcy information (chapter, filing 

date, deadline, Claim Date, Claim Amount, etc.) 
 

4.  Provides ability to monitor cases (active, dismissed, discharged, 
etc.) 

 

5.  Provides ability generate ad hoc reports  
6.  Provides ability to enter Agreed Orders  
7.  Provides ability to assign cases to staff  
8.  Provides ability to monitor cases in bankruptcy  
9.  Provides ability to retain past bankruptcy information  

C.46. Refunds  
1.  Provides ability to identify/verify/validate refunds.  
2.  Provides ability to request and approve pending refunds.  
3.  Provides ability to create refund requests for the State’s 

Department of Finance & Administration. 
 

4.  Provides ability to assign CR numbers.  
5.  Provides ability to generate ad hoc reports.  
6.  Provides ability to monitor refunds pending and sent to the 

State’s Department of Finance & Administration. 
 

C.47. Waivers  
1.  Provides ability to validate waivable overpayments.  
2.  Provides ability to capture information required to complete 

waiver request. 
 

3.  Provides ability for claimant to enter information and upload docs 
for waiver request. 

 

4.  Provides ability to notify staff when waiver documents have been 
uploaded. 

 

5.  Provides ability for staff to enter and upload documents for waiver 
request. 

 

6.  Provides ability for claimant to request a waiver online.  
7.  Provides ability to notify staff of waiver request.  
8.  Provides ability for staff to enter waiver requests.   
9.  Provides ability to manage waiver requests.  



 

 

10.  Provides ability to partially approve/deny waivers and for the 
balance to be updated. 

 

11.  Provides ability to produce decisions (automatically and 
manually). 

 

12.  Provides ability to modify decisions.  
13.  Provides ability to generate waiver letters (automatically and 

manually). 
 

C.48. Benefit Offsets  
1.  Provides ability to apply bankruptcy offset rules.  
2.  Provides ability to apply regular offset rules.  
3.  Provides ability to void offsets.  
4.  Provides ability to reapply offsets.  
5.  Provides ability to issue claimant payment if offset is voided.  
6.  Provides ability to reconcile benefits due to claimant with benefits 

offset and/or paid. 
 

C.49. Write-Offs  
1.  Provides ability to write off full/partial debts.  
2.  Provides ability to modify write offs.  
3.  Provides ability to monitor pending write offs.  
4.  Provides ability to auto write off based on business rules (e.g., 

out of statute, deceased crossmatch, below billing threshold).  
 

5.  Provides ability for authorized role to request write off.  
6.  Provides ability to approve/deny write off requests.  
7.  Provides ability to modify write off amounts.  
8.  Provides ability to produce ad hoc reports.  
9.  Provides ability to retain historical write off information.  

C.50. Correspondence  
1.  Provides the ability for authorized staff to create correspondence 

templates. 
 

2.  Provides the ability for authorized staff to search for and retrieve 
correspondence templates. 

 

3.  Provides the ability for authorized staff to enter free-form text into 
correspondence templates. 

 

4.  Provides the ability for authorized staff to select variable text to 
insert into correspondence templates. 

 

5.  Provides the ability to auto-insert variables (data) into 
correspondence templates. 

 

6.  Provides the ability to automatically merge file data (e.g., names, 
address) with correspondence templates. 

 

7.  Provides the ability for staff to review correspondence prior to 
sending the correspondence. 

 

8.  Provides the ability to automatically and manually generate 
correspondence. 

 

9.  Provides the ability to send correspondence to the 
employer/claimant’s selected method of delivery. 

 

10.  Provides the ability for staff to attach existing 
images/correspondence to new correspondence. 

 

11.  Provides the ability to automatically date-time stamp all 
generated correspondence. 

 

12.  Provides the ability to automatically send an email notification to 
the party advising them to retrieve correspondence within the 
claim/employer portal when the party elects to receive 
correspondence electronically. 

 

13.  Provides the ability to automatically store an image of all outgoing 
correspondence in non-editable format (e.g., pdf) and associate 

 



 

 

the correspondence with the appropriate account and/or record. 
14.  Provides the ability for staff to resend correspondence 

electronically stamped as ‘Duplicate.’ 
 

15.  Provides the ability for authorized staff to send copies of 
correspondence to additional parties. 

 

16.  Provides the ability to support printing of correspondence in batch 
at a central location. 

 

17.  Provides the ability to automatically bar code outgoing 
correspondence with identifying information and alignment marks 
with appropriate indexes. 

 

18.  Provides the ability for authorized staff to manually update or edit 
any notification or correspondence produced within the system.  

 

19.  Provides the ability for authorized staff to create new 
correspondence to be sent to claimants or employers.  

 

20.  Provides the ability for authorized staff to include attachments 
with correspondence. 

 

21.  Provides the ability for authorized staff to manually generate ad 
hoc correspondence. 

 

22.  Provides the ability for authorized staff to add attachments to ad 
hoc correspondence. 

 

23.  Provides ability to configure timing of correspondence 
transmission.  

 

24.  Provides ability for auto-generation of correspondence based on 
defined events.  

 

25.  Provides ability to group multiple correspondence items for the 
same recipient into a single electronic transmission. 

 

26.  Provides ability to check spelling and grammar when creating 
correspondence. 

 

27.  Provides ability to print correspondence to network or local 
printer.  

 

28.  Provides ability to encrypt system generated correspondence 
messages and attachments. 

 

29.  Provides ability to transmit correspondence by fax or email and 
print for postal mail. 

 

30.  Provides ability to track correspondence transmittal status 
including return receipts.  

 

31.  Provides the ability to link correspondence with the appropriate 
system user or function.  

 

32.  Provides ability for all system users to upload documents in 
defined areas.  

 

33.  Provides ability for Third Party Administrators (TPAs) to be 
approved of and given access to specified employer accounts 
with a single sign-on.  

 

34.  Provides the ability to associate all correspondence and 
documents automatically and manually to the specific claim. 

 

35.  Provides the ability for staff to move documents and 
correspondence from one claim to another. 

 

C.51. Workflow  
1.  Provides configurable workflow management system including 

the creation of and assigning of work items, issues, and flags. 
 

2.  Provides ability to support user-configurable workflows.     
3.  Provides ability to support status-driven workflows.     
4.  Provides ability to support workflow tasks across business 

functions.   
 

5.  Provides automatic notification to authorized staff when work  



 

 

items appear in inbox.   
6.  Provides automatic notification to authorized staff if items are not 

processed timely.   
 

7.  Provides automatic routing of work items based on configurable 
State criteria.   

 

8.  Provides ability to re-assign approval authority to delegated staff 
for a specified time.   

 

9.  Provides ability for easily accessible statistics on workflow.    
10.  Provides ability to restrict finalization of changes until approval 

workflows are complete.   
 

11.  Provides ability to duplicate workflows.  
12.  Provides ability to associate documents/media to cases.    
13.  Provides ability to merge and/or associate cases to other cases.    
14.  Provides ability to reassign workflow based on configurable 

agency staff schedule.   
 

15.  Provides ability to schedule/suspend/cancel/reschedule & mark 
events complete   

 

16.  Provides ability for agency staff to place a hold on a work item.    
17.  Provides ability to automatically prioritize work items based on 

State criteria.  
 

18.  Provides ability to determine associated work items & adjust 
workflow as needed. 

 

19.  Provides ability to track and display timings for a process.   
20.  Provides ability for authorized staff to sort and filter work items.  
21.  Provides ability for authorized staff to manually prioritize work 

items. 
 

22.  Provides ability to mass assign work items based on role and 
area of responsibility.  

 

C.52. Appeals  
1.  Provides ability to file Lower Authority and Higher Authority 

appeals. 
 

2.  Provides ability to determine eligibility for appeal and appeal type.  
3.  Provides ability to determine appropriate filer and relevant parties 

for appeal. 
 

4.  Provides ability to prevent a party from filing an appeal from a 
decision that has been corrected by a later decision. 

 

5.  Provides ability to select appropriate decision(s)/determination(s) 
based on role. 

 

6.  Provides ability to detect appropriate agency with jurisdiction over 
determination/decision. 

 

7.  Provides ability to determine if reconsideration of decision or an 
appeal is required. 

 

8.  Provides ability to determine the proper appeal/reconsideration 
level. 

 

9.  Provides ability to determine if the proper appeal/reconsideration 
is filed timely. 

 

10.  Provides ability to appeal determinations of the State to the 
courts. 

 

11.  Provides ability to automatically invalidate improperly filed 
appeals without hindering a later properly filed appeal. 

 

12.  Provides ability to automatically create appeal folders for Lower 
and Higher Authority appeals. 

 

13.  Provides ability to update, withdraw, or cancel appeals.  
14.  Provides ability to cancel entry of Lower/Higher Authority 

Appeal/Reconsideration. 
 



 

 

15.  Provides ability to update/withdraw an appeal (Lower/Higher 
Authority Reconsideration). 

 

16.  Provides ability to update/add Lower Authority/Higher Authority 
appeal information. 

 

17.  Provides ability to identify appropriate workflow routing for the 
withdrawal process. 

 

18.  Provides ability to require acknowledgment of requested action 
and requirements from relevant parties before proceeding with 
appeal process. 

 

19.  Provides the ability to determine if workflow approval is required 
to update information. 

 

20.  Provides ability to determine when written decision(s) will be 
required. 

 

21.  Provides ability to remand an appeal.  
22.  Provides ability to transfer an appeal to Higher Authority.  
23.  Provides ability to generate appropriate documentation to 

relevant parties. 
 

24.  Provides ability to schedule/conduct appeals (Lower/Higher 
Authority reconsiderations). 

 

25.  Provides ability to generate docket number based upon the 
specifics of an appeal. 

 

26.  Provides ability to determine when an appeal/reconsideration 
warrants a hearing. 

 

27.  Provides ability for hearing issues to be selected from a series of 
select and click boxes. 

 

28.  Provides ability to automatically add issue(s) to a hearing based 
upon decision issued below. 

 

29.  Provides ability to prevent a prevailing party from submitting a 
reopening request without hindering non-prevailing party from 
filing reopening request. 

 

30.  Provides ability to prevent a party from filing multiple reopening 
requests. 

 

31.  Provides ability to determine appropriate staff assignment for 
appeal decisions. 

 

32.  Provides ability to generate subpoenas and track the result of 
their issuance. 

 

33.  Provides ability to determine the appropriate timing and duration 
of a hearing. 

 

34.  Provides ability to incorporate dynamic dial-in access codes into 
correspondence. 

 

35.  Provides ability to automatically record or upload a hearing 
recording. 

 

36.  Provides ability to control and track appeals in any status – 
continued/reopened/to-be-scheduled. 

 

37.  Provides ability to group and ungroup multiple decisions into one 
appeal. 

 

38.  Provides ability to define and control specific criteria for hearings.  
39.  Provides ability for authorized parties to enter subpoena requests 

and generate subpoenas after they are approved. 
 

40.  Provides ability to store and access appeal hearing 
transcriptions. 

 

41.  Provides ability to determine a review is warranted and 
appropriate staff for review based on user role. 

 

42.  Provides ability to determine proposed hearing schedule and 
generate a schedule. 

 



 

 

43.  Provides ability to manually override all scheduled hearings.  
44.  Provides ability to determine if hearing is to be rescheduled and 

reschedule it 
 

45.  Provides ability to update the hearing review details and status.  
46.  Provides ability to change appeal dates.  
47.  Provides ability to generate corrected hearing notices.  
48.  Provides ability to add/delete parties involved in hearing.  
49.  Provides ability to update parties’ contact information.  
50.  Provides ability for parties to directly access their own files 

without staff intervention. 
 

51.  Provides ability to determine available appeals/reconsiderations 
for update. 

 

52.  Provides ability to determine information that can be changed 
and by whom. 

 

53.  Provides ability to render decisions.  
54.  Provides ability to create and process an appeal/review decision.  
55.  Provides ability to enter hearing/review decisions.  
56.  Provides ability to import decision into correct decision fields.  
57.  Provides ability for word processing functions and editing in 

comments/notes/decision fields. 
 

58.  Provides ability to identify and enter new issues.  
59.  Provides ability to update determination (automatically and 

manually). 
 

60.  Provides ability to issue corrected or amended decisions 
(automatically and manually). 

 

61.  Provides ability for automatic creation of overpayment based on 
decision outcome. 

 

62.  Provides ability to determine if a decision creates a payment 
adjustment. 

 

C.53. Warrants  
1.  Provides ability to send letters (e.g., claimant notice, court letters) 

automatically and manually. 
 

2.  Provides ability to monitor warrant status (e.g., active, pending, 
requested, voided) 

 

3.  Provides ability to produce documents (e.g., warrant, execution, 
letters) 

 

4.  Provides ability to make internal notes on warrant action.  
5.  Provides ability to approve/deny auditor requests.  
6.  Provides ability to produce reports on warrant actions.  
7.  Provides ability to match wages and new hires to overpayments.  
8.  Provides ability to create skip trace letters from wage and new 

hire data. 
 

9.  Provides ability to allow employers to respond to skip trace letters 
online. 

 

10.  Provides ability to generate releases for court.  
11.  Provides ability to retain historical warrant information.  

C.54. Appeals to Chancery Court  
1.  Provides the ability to enter and track an appeal to chancery 

court. 
 

2.  Provides the ability for authorized staff access to master case 
files. 

 

3.  Provides ability for authorized staff access to appeals hearing 
audio recordings. 

 

4.  Provides privileged based access to appeals exhibits.  
5.  Provides ability for appeals document submissions by claimant  



 

 

and employer. 
6.  Provides ability for authorized staff to create master case file from 

appeals document submissions. 
 

7.  Provides ability to notify UI Recovery staff of appeals to chancery 
court. 

 

C.55. Settlements  
1.  Provides ability for authorized staff to set a settlement amount 

with expiration date. 
 

2.  Provides notification to authorized staff of settlement expiration.   
C.56. OAR Appeals  

1.  Provides ability to file Higher Authority Appeals to the Office of 
Administrative Review (OAR)/Commissioner’s Designees (CD). 

 

2.  Provides ability for authorized staff to manually enter appeal and 
alter or backdate appeal date. 

 

3.  Provides ability to generate OAR docket numbers (ex: 
YYYYXXXXXX-CD) 

 

4.  Provides ability to determine appropriate filers for an appeal.  
5.  Provides ability to detect who (State/AT/OAR) has jurisdiction in 

the case 
 

6.  Provides ability to determine if appeal is filed timely and provide 
age of appeal at time of filing. 

 

7.  Provides ability to automatically create the OAR case file from the 
transferred Appeals Tribunal (AT) case file and add additional 
documents to the case file. 

 

8.  Provides ability to automatically transfer interested parties from 
the AT to the OAR case file/appeal. 

 

9.  Provides ability to add or review provided interested parties and 
generate appropriate documentation to interested parties. 

 

10.  Provides ability to generate OAR Acknowledgment of Appeal 
letter to interested parties once appeal is filed and validated. 

 

11.  Provides ability for authorized staff to cancel, invalidate, or 
withdraw appeals to the OAR. 

 

12.  Provides ability to transfer or call up an appeal to the OAR, or 
enter appeal on CD’s own motion. 

 

13.  Provides ability for State’s representative/commissioner to file an 
Agency Appeal. 

 

14.  Provides ability to alert authorized staff and parties for related 
cases (cases bundled at the AT). 

 

15.  Provides ability to alert parties of withdrawn or invalid appeals.   
16.  Provides ability to upload documents, videos, and pictures to the 

case file while under appeal. 
 

C.57. OAR Appeals Requests  
1.  Provides ability for appropriate parties to request withdrawal of 

appeal. 
 

2.  Provides ability for appropriate parties to request a copy of case 
file/records. 

 

3.  Provides ability for appropriate parties to request a rehearing only 
if a hearing has been conducted. 

 

4.  Provides ability for appropriate parties to request postponement 
of a hearing only when a hearing has been scheduled. 

 

5.  Provides ability to request a subpoena only if a hearing has been 
scheduled before OAR. 

 

6.  Provides ability to have separate area and process for handling 
OAR appeals requests. 

 

C.58. OAR Case Assignment  



 

 

1.  Provides ability to assign a batch or bundle of cases by user role.  
2.  Provides ability to manually reassign cases.  
3.  Provides ability to review the Appeals Tribunal hearing in the 

system. 
 

4.  Provides hearing in a format that allows ability to speed up or 
slow down recordings.  

 

C.59. OAR Hearings  
1.  Provides ability to schedule and manage a supplementary 

hearing with the OAR. 
 

2.  Provides ability for CD to continue a hearing if necessary and 
reset for another time and date (continuance). 

 

3.  Provides ability to generate a Notice of Hearing with issues.  
4.  Provides ability for parties to request a postponement of a 

hearing only when OAR hearing is scheduled. 
 

5.  Provides ability for parties to request an interpreter for the 
hearing. 

 

6.  Provides ability to upload hearing recording and exhibits to the 
case file. 

 

7.  Provides ability to mark/label an exhibit during the hearing.  
8.  Provides ability to issue a Subpoena (Subpoena and Subpoena 

Duces Tecum) 
 

9.  Provides ability to postpone a hearing.  
C.60. OAR Decisions  

1.  Provides ability to remand the case to the Appeals Tribunal, 
Agency, BPC, Employer Accounts. 

 

2.  Provides ability to notify AT, Agency, BPC, Employer Accounts if 
case is remanded. 

 

3.  Provides ability to notify OAR when remand is complete/worked.  
4.  Provides ability to affirm, reverse, set aside decisions of lower 

authority by decision or deny jurisdiction of late appeal without 
good cause. 

 

5.  Provides ability to render and issue/generate OAR decisions.  
6.  Provides ability to determine when written decisions are required.  
7.  Provides ability to apply one decision to multiple cases.  
8.  Provides ability to generate form letter after OAR decision issued 

that advised parties that no additional reconsideration granted. 
 

9.  Provides ability to correct a decision after issuance.  
10.  Provides ability to issue a new decision after rehearing.  
11.  Provides ability to import decisions into designated sections.  
12.  Provides ability to load statutes, issues, and other templates into 

decisions. 
 

13.  Provides ability to enter/modify pre-loaded statutes, issues, and 
other templates. 

 

14.  Provides ability to enter disqualification periods and payment 
adjustments. 

 

C.61. OAR Rehearing  
1.  Provides ability to request a rehearing before the OAR within ten 

(10) days of hearing. Rehearing can only be requested once a 
hearing has been conducted. 

 

2.  Provides ability for parties to object to request for rehearing.  
3.  Provides ability for CD to schedule another hearing and issue 

notices. 
 

4.  Provides ability for CD to issue a new decision after rehearing.  
5.  Provides ability to enter information on Court Appeal if case is 

appealed to Chancery Court, Court of Appeals, Supreme Court. 
 



 

 

6.  Provides ability to enter decision on Court Appeal if case is 
appealed to Chancery Court, Court of Appeals, Supreme Court. 

 

C.62. OAR Documents  
1.  Provides ability to modify generated forms as needed.  
2.  Provides ability to generate manually or autogenerate 

Acknowledgment of Appeal to the Office of Administrative 
Review. 

 

3.  Provides ability to generate manually or autogenerate an Invalid 
Appeal Notice. 

 

4.  Provides ability to generate manually or autogenerate an Order 
Granting Withdrawal of Appeal. 

 

5.  Provides ability to generate manually or autogenerate an Order 
Denying Withdrawal of Appeal. 

 

6.  Provides ability to generate manually or autogenerate a Notice of 
Hearing Before the Commissioner’s Designee. 

 

7.  Provides ability to generate manually or autogenerate a 
Subpoena. 

 

8.  Provides ability to generate manually or autogenerate a 
Subpoena Duces Tecum. 

 

9.  Provides ability to generate manually or autogenerate a Decision 
of the Commissioner’s Designee. 

 

10.  Provides ability to generate manually or autogenerate a Request 
for Rehearing Received by the OAR. 

 

11.  Provides ability to generate manually or autogenerate an Order 
Granting Rehearing by the OAR. 

 

12.  Provides ability to generate manually or autogenerate an Order 
Denying Rehearing by the OAR. 

 

13.  Provides ability to generate manually or autogenerate a No 
Additional Reconsideration Form Letter. 

 

14.  Provides ability to generate manually or autogenerate an Order of 
the Commissioner’s Designee. 

 

C.63. Management Reports/Queries  
1.  Provides ability to generate a report of all pending claim and 

pending continued week claims in the system.  
 

2.  Provides the ability to generate a report that will provide the 
number of claims and continued claims filed by program within 
selected week ranges.   

 

3.  Provides the ability to generate a report that will provide the 
number of claims and continued week claims filed by Industry 
within selected week ranges. 

 

4.  Provides the ability to generate a report of all claims paid by 
program within a given period.   

 

5.  Provides the ability to generate a report that will provide the 
number of claims by funding source that will exhaust within a 
given date range.  

 

6.  Provides the ability to generate a report of State staff performing 
activity outside of assigned workflow.  

 

7.  Provides the ability to generate a detailed claims report for all 
claims associated with the State’s customer communication 
system ticket number.  

 

8.  Provides the ability to generate a productivity report across all 
functional areas by staff member.  

 

9.  Provides the advanced search feature to generate the report by a 
function or by a staff person.   

 



 

 

10.  Provides the ability to generate a report of all wage protest claims 
based on status. 

 

11.  Provides the ability to generate a report of all claims converted 
from partials to complete claims. 

 

12.  Provides the ability to generate reports for the Program for 
Measuring Insured Unemployed Statistics (PROMIS) Data within 
a selectable date range. 

 

13.  Provides the ability to generate a report of pending appeals by 
date, by status or both.  

 

14.  Provides the ability to generate a report of all appeals not yet 
docketed. 

 

15.  Provides the ability to generate the report of all appeals not yet 
scheduled. 

 

16.  Provides the ability to generate a report of all appeals filed by 
either contributory or reimbursable employers. 

 

17.  Provides the ability to generate a report of all appeals whose 
scheduling is completed but is still pending a decision. 

 

18.  Provides the ability to generate a report of all appeals whose 
employers are represented by TPA’s. 

 

19.  Provides the ability to generate a report of all appeals filed for a 
selectable time period, status, or both. 

 

20.  Provides ability to generate a report reflecting daily payments 
issued by funding source, payment types or both.  

 

21.  Provides the ability to generate a report reflecting all payments 
that have been voided but not yet reissued. 

 

22.  Provides the ability to generate a report reflecting overpayments 
by status, fraud category, county, in-state or out-of-state or a 
combination thereof. 

 

23.  Provides the ability to generate a report reflecting all claims that 
have triggered an alert (i.e., temporary email domains, staff 
identified blocked IP’s or email addresses or Domains, 
misrepresentation issues attached to the claim). 

 

24.  Provides the ability to generate a report showing the status of 
wage protests in all phases of completion (including but not 
limited to daily wage protest received, cleared protests report, 
cleared protests by WP staff, protests cleared by auditors, by tax 
area, pending wage protests, and 14-day report by tax area).  

 

25.  Provides the ability to generate a report reflecting the number of 
wage protests assigned to auditors pending completion. 

 

26.  Provides the ability to generate a status of liens report.  
27.  Provides the ability to generate an IRORA overpayments report.  
28.  Provides the ability to generate a garnishments report.  
29.  Provides the ability to generate a state employee garnishments 

report. 
 

30.  Provides the ability to generate a distress warrants report.   
31.  Provides the ability to generate a write offs report.  
32.  Provides the ability to generate a waivers report.  
33.  Provides the ability to generate a bankruptcy report.  
34.  Provides the ability to generate a TOPs report.  
35.  Provides the ability to generate a report containing all claims paid 

and the program type for the state as a whole and per county for 
a configurable period of time.   

 

36.  Provides ability to generate a report of claims listed under a 
pseudo-SSN 

 

37.  Provides the ability to export reports into standard formats.   



 

 

C.64. Special Services/Records Requests  
1.  Provides ability to print benefit histories  
2.  Provides ability to print wage reports  
3.  Provides ability to print agency decisions  
4.  Provides ability to print 1099G  
5.  Provides ability to print any documents submitted in support of 

claim. 
 

6.  Provides ability to track bank account information and bank 
change history (if any) for a claim. 

 

7.  Provides ability to generate report of all IP addresses used in 
accessing claimant’s account, with State IPs labelled. 

 

C.65. Data Search Functions/Mass Claim 
Functions/Determinations 

 

1.  Provides the ability for authorized staff to manually change claims 
data in mass, using claim specific data points.  (Ex: changing 
deferral codes for all claimants from a specific employer.) 

 

2.  Provides the ability to automatically and/or manually send 
notifications, messages, documents, emails, letters, based on 
specific events during and/or after registration.  

 

3.  Provides the filtered ability to mass adjudicate claims, based on 
defined data points.   

 

4.  Provides the filtered ability to send messages, document, emails, 
and letters in mass, based on defined data points. 

 

5.  Provides the ability for staff to make determinations and non-
determinations on issues as needed  

 

6.  Provides the ability for adjudication of claims based on state and 
federal requirements.  

 

C.66. Child Support  
1.  Provides ability to track owed child support for claimants, 

including state/territory. 
 

2.  Provides ability to automatically generate a letter to the State’s 
child support enforcement agency advising that child support is 
owed. 

 

3.  Provides ability for manual input of child support orders received 
by mail or fax. 

 

4.  Provides ability to manually calculate up to one half (½) of 
benefits. 

 

5.  Provides ability to round down so that the deduction is not more 
than the child support order. 

 

6.  Provides ability to capture required child support order 
information. 

 

7.  Provides ability to display deductions in each weekly payment.  
8.  Provides ability for adjustment sections to be populated when the 

adjustment is made. 
 

9.  Provides ability to generate grid display of all deductions (active 
and inactive), state order number, and monthly amount. 

 

10.  Provides ability to generate a weekly deductions report, with 
selectable date parameters. 

 

11.  Provides ability to run a report for adjustments, with selectable 
date parameters. 

 

12.  Provides ability to include one or more states from the report.   
13.  Provides ability to run individual reports for a single claimant or 

benefit amount, child support deduction, and/or taxes deducted. 
 

C.67. SSA  
1.  Provides the ability for privileged based SSA information viewing.  



 

 

2.  Provides the ability to identify cross match fails with Social 
Security Administration for Name, DOB, SSN, and Gender. 

 

3.  Provides the ability to assign claim with an SSA crossmatch fail 
to authorized staff (automatically and manually). 

 

4.  Provides the ability to send correspondence (automatically and 
manually) to claimants who fail the SSA check for requesting 
documentation. 

 

5.  Provides the ability for cross match data purge after a 
configurable amount of time.   

 

6.  Provides the ability for authorized staff to manually edit 
claimant/claims information. 

 

C.68. Appointments  
1.  Provides ability for authorized staff to schedule appointments and 

hearings. 
 

2.  Provides scheduling availability based on employer codes (e.g., 
NAICS, SIC). 

 

3.  Provides ability to include an unlimited number of attendees on 
an appointment. 

 

4.  Provides ability for automated storage of audio files after the call.  
5.  Provides integration with the State’s conference call system.  
6.  Provides ability to reschedule appointments and hearings.  
7.  Provides ability to confirm appointments and hearings.  
8.  Provides ability for State staff to decline appointments and 

hearings. 
 

9.  Provides ability to cancel appointments and hearings.  
10.  Provides ability to modify appointments and hearings.  
11.  Provides ability to modify status of appointments and hearings.  
12.  Provides ability to configure user-requested appointments.  
13.  Provides ability for State staff to view tasks, events, appointments 

calendar. 
 

14.  Provides ability to set user-defined appointment reminders.  
15.  Provides direct links between appointments and functional 

components/events. 
 

C.69. Visual Dashboards   
1.  Provides the ability to see how the average WBA is trending over 

a period of time. 
 

2.  Provides the ability to see benefits paid details based on funding 
programs and dollar amounts. 

 

3.  Provides the ability to view a pending claims aging report.   
4.  Provides the ability to view the duration rate (which is the number 

of weeks compensated for the year divided by the number of first 
payments). 

 

5.  Provides the ability to view the exhaustion rate (which is 
computed by dividing the average monthly exhaustions by the 
average monthly first payments) 

 

6.  Provides the ability to view continued claims status and their 
exhaustion date. 

 

7.  Provides the ability to visualize and generate drill-down data for 
the pending claims. 

 

8.  Provides the ability to view first pay timeliness.    
9.  Provides the ability to view the unemployment rate trends at the 

state and county level. 
 

10.  Provides the ability to view staff productivity over a selectable 
time period. 

 

11.  Provides the ability to generate a staff leader board, which  



 

 

includes productivity measures from each functional area in the 
system. 

12.  Provides the ability to see how many initial claims are filed 
weekly with the ability to filter by program, week ending dates, 
industry. 

 

13.  Provides the ability to see how many continuing claims were 
being filed weekly with the ability to filter by program, week 
ending dates, industry. 

 

14.  Provides the ability to view the current job status for all interfaces 
and batch job completion on a daily basis, including any jobs with 
an error status.   

 

15.  Provides the ability to view how the overpayments are trending 
overall, by state, demographics, balances, detection types, 
cancellations, waivers, and/or write-offs. 

 

16.  Provides the ability to view fraudulent claims based on routing 
numbers, IP address, email address, LexisNexis verification, SSA 
verification, vital records, DMV address, and/or correctional 
facility data. 

 

17.  Provides the ability to view potential employed but still filing 
claims. 

 

18.  Provides the ability to view potential fictitious employers and any 
associated claims. 

 

19.  Provides customizable landing page for State staff based on area 
of responsibility/role, filterable by individual user. 

 

20.  Provides live links to the work items/claims that make up a staff 
member’s dashboard totals.  

 

21.  Provides ability to view repayment agreements and status of the 
agreement.  

 

22.  Provides ability to view all TOP eligible overpayments currently in 
bankruptcy. 

 

23.  Provides ability to integrate with State standard business 
intelligence tool.  

 

C.70. Notes  
1.  Provides ability to enter and display notes.  
2.  Provides ability to edit existing notes.  
3.  Provides ability to add content to existing notes.  
4.  Provides ability to view all notes for an associated item.  
5.  Provides ability to find notes by keyword values.  
6.  Provides ability to filter and sort notes by type.  
7.  Provides ability to move a note to a different object.  
8.  Provides ability to be notified when a note is added or modified.  
9.  Provides ability to attach a note to a case file.  
10.  Provides ability to associate notes to various system 

components. 
 

11.  Provides ability for automatic generation of notes based on 
configurable events. 

 

12.  Provides ability for using plain text and rich text within notes.  
13.  Provides ability to check spelling and grammar when creating 

notes. 
 

14.  Provides ability to associate notes to a specific claim.  
15.  Provides the ability to place tags on notes to allow for querying.   

C.71. Online Help  
1.  Provides ability for State staff to easily access online help.  
2.  Provides ability for State staff to update and maintain help.  
3.  Provides ability for State staff to add media files, images, etc. in  



 

 

help. 
4.  Provides window level online help.  
5.  Provides field level online help.  
6.  Provides index for easy access to online help.  
7.  Provides hypertext links to other information sources from online 

help. 
 

8.  Provides frequently asked questions in online help.  
9.  Provides unique help message for each feature and function.  
10.  Provides help content that is consistent with the current release 

level. 
 

11.  Provides online error message definitions that are easily 
accessible. 

 

12.  Provides online error messages that are modifiable by authorized 
users. 

 

13.  Provides online error messages that are table driven.  
14.  Provides ability to generate a unique error message for each 

error. 
 

15.  Provides ability to clearly identify fields in error.  
16.  Provides ability to print help documentation in real time.  

C.72. Identification/Claims Security  
1.  Provides the ability to gather IP addresses, including location and 

time, used to file, make changes, and certify a claim.   
 

2.  Provides the ability to track all changes made on claim.   
3.  Provides the ability to track who made change to claim record.  
4.  Provides the ability archive changes made to claim.  
5.  Provides the ability to block routing numbers.  
6.  Provides the ability to block addresses.  
7.  Provides the ability to block email domains.  
8.  Provides the ability to block phone numbers.  
9.  Provides the ability to alert staff when duplicate routing and 

account number is used. 
 

10.  Provides the ability to alert staff when duplicate addresses are 
used. 

 

11.  Provides the ability to alert staff when duplicate IP addresses are 
used. 

 

12.  Provides the ability to alert staff when duplicate phone numbers 
are used. 

 

13.  Provides the ability to whitelist IP addresses (e.g., call centers, 
AJCs). 

 

14.  Provides the ability to require a Lexis Nexis identity check for 
every claim submitted. 

 

15.  Provides the ability to hold an application in suspense for a 
configurable period of time when a failed identity verification is 
reported. 

 

16.  Provides the ability to purge an application after a configurable 
period of time if the required identification documentation has not 
been supplied. 

 

17.  Provides the ability to notify the claimant of the required 
documentation to verify identity after failed identify verification. 

 

18.  Provides the ability to complete secure transmission of the 
application when required documents are successfully uploaded 
by the claimant within the required time frame. 

 

19.  Provides the ability to gather all required information during 
registration to determine citizenship and non-citizenship 

 

C.73. Workforce Services Integration  



 

 

1.  Provides ability to transmit RESEA designated information to the 
WFS Case Management system in order to meet federal RESEA 
reporting requirements. 

 

2.  Provides the ability to determine RESEA selection and 
communicate determinations to the current WFS Case 
Management System. 

 

3.  Provides integration registrations with the current WFS Case 
Management system. 

 

4.  Provides the ability to enter, store, and pass TAA petition 
numbers to the WFS Case Management. 

 

5.  Provides the ability to export TRA payments to the WFS Case 
Management System in designated format(s). 

 

C.74. Miscellaneous Functionality  
1.  Provides ability to create Job Seeker registration when filing for 

Unemployment. 
 

2.  Provides the ability for selected automated functions to be 
performed manually as needed. 

 

3.  Provides a document management system for uploaded 
documents and system generated notifications. 

 

4.  Provides the ability for claimants and employers to select, and 
change, their preferred method of communication.   

 

5.  Provides the ability to search defined data points and documents 
within the system, including advanced search functionality with 
filter capability.  

 

6.  Provides a read only data warehouse to maintain unconverted 
data to meet the statutory requirement to maintain claims data for 
a minimum of 5 years. 

 

7.  Provides the ability to convert an identified set of data at the 
onset of the project with the ability to bring in data from the data 
warehouse as needed. Includes documents stored in a document 
repository.  

 

8.  Provides the ability to house the UI Procedural Manual(s).  
9.  Provide the ability to add and Edit UI Procedural Manuals.  
10.  Provides the ability to search and display UI Procedural Manuals.  
11.  Provides the ability to configure temporary claims logic and 

parameters (e.g., rules, amounts, weeks, calculations) according 
to new state or federal guidelines. 

 

12.  Provides the ability to function with all browser versions used by 
the State. 

 

13.  Provides API capability. API should be available for data retrieval 
as well as data inserts and updates. 

 

14.  Provides the ability to generate new ad hoc reports based on the 
needs of staff.   

 

15.  Provides the ability to save ad hoc queries for future runs.   
16.  Provides the ability to schedule ad hoc reports to automatically 

run based on user needs. 
 

17.  Provides the ability validate a media file is safe and supported 
prior to uploading. 

 

18.  Provides the ability to view the stored documents directly in the 
application. 

 

19.  Provides the ability to prepopulate information where the 
information already exists in the system and wherever its 
possible as per security standards. 

 

20.  Provides the ability to handle field level validations for all input 
fields or during the gathering of details from the interfaces. 

 



 

 

21.  Provides the ability to add case notes automatically based on 
configurable events in the system. 

 

22.  Provides the ability to generate custom layouts to export data 
from the system. 

 

23.  Provides ability to mass email or text claimants or employers 
based on a configurable list of emails or phone numbers. 

 

24.  Provides ability to customize email and text messages to be sent 
to claimants and employers.   

 

25.  Provides ability to track email and text messages for reporting 
and analytics purposes.  

 

26.  Provides the ability to place alert indicator on claim based on 
State defined rules.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT F 
Glossary of Terms and Acronyms 

 
Relevant Project Terms: To assist you in your Response, the State has provided definitions for the following 
are terms that are relevant to the UI Benefits Project. This list will be updated as needed to ensure clarity and 
collaboration as the Project progresses. 
 

Term Definition 



 

 

 
 
 
 
 
 
 
 
A & A 

Able and Available – In order for a Claimant to be eligible for 
unemployment compensation benefits he must meet the Able and 
Available Eligibility requirements. A Claimant is “able” to work if he is 
physically and mentally capable of working. A Claimant must be able to 
work at the time he initially files for benefits. The Claimant does not 
necessarily need to be able to perform his or her past work in order to 
be considered able to work. If a Claimant can no longer perform former 
work, an assessment will be made of the Claimant's ability to work 
based on the following factors: (1) the type of work formerly done by 
the Claimant; (2) the type of work the Claimant is capable of 
performing at the time the claims in issue were filed; (3) the type of 
work sought in light of the medical restrictions on the Claimant; and (4) 
the existence of a market for the kind of work done by the Claimant. A 
Claimant who is free to accept a full-time job during the customary 
hours of that job is "available" for work. 

AB Additional Benefits 

Account Number An Account Number is a number that uniquely identifies a party. 

ACH Automated Clearinghouse 

 
ACS 

Affiliated Computer Services, Inc is the unemployment insurance 
Interstate Connection (ICON) contractor. 

 
Active Program 

An unemployment compensation program for which an individual may 
claim benefits. 

 
Additional Claim 

A claim filed for a new period of unemployment within a benefit year 
when a break of at least one week has occurred in the claim series due 
to employment. 

 
Agency Account 

The Agency Account is the charge account used to post credits/debits 
for paid benefits to a Claimant when neither an Employer nor a pooled 
account is charged. 

 
Agency Quality Review 

A review of unemployment activities that an agency conducts to 
assess the quality of activities. 

ANSI American National Standards Institute (EDI Standard) 

Term Definition 

 
 
Appeal 

Request for a hearing to be held by an appeals authority on a state 
agency’s determination or redetermination, or a request for a review to 
be held by a higher appeals authority on a decision made by a lower 
appeals authority. 



 

 

 
Appeal Decision 

The disposition of an appeals case by a written ruling that is issued to 
one or more parties. In a multi-Claimant case, only one decision is 
made which applies to all the Claimants involved in the appeal. 

 
 
Application Security 

One of the three main security layers for the new UI Benefits System, 
Application Security represents the security for users for the core UI 
Benefits System within the application and manages the level of 
access that the end user has to pages/fields/processes within the 
application. 

 
 
Artifact 

An artifact is anything necessary to run the system that should be 
under version control. These include, but not limited to, vendor 
supplied software packages, in-house developed software, 
development scripts, environmental configuration files and procedures, 
documentation, design models, and requirements. 

 
 
ATAA 

Alternative Trade Adjustment Assistance (ATAA) is a service to a pay 
wage subsidy to older workers who are covered under a certified trade 
petition. ATTA was replaced in the 2009 amendments with RTAA and 
is not applicable to petitions 7000 and above. 

 
 
Audit 

The Audit function also includes creating and managing information for 
federally required data validation (DV), Benefits Accuracy 
Measurement (BAM) and Benefit Timeliness and Quality Measurement 
(BTQ). 

 
AWARE 

ONPOINT Aggregate Workforce Analytics and Reporting Engine. 
(Query Tool). 

 
 
 
BAM 

Benefit Accuracy Measurement - The Unemployment Insurance (UI) 
Benefit Accuracy Measurement (BAM) program [formerly Quality 
Control (QC)] provides the basis for assessing the accuracy of UI 
payments. It is also a diagnostic tool for the use of Federal and State 
Workforce Agency (SWA) staff in identifying errors and their causes 
and in correcting and tracking solutions to these problems. 

 
Baseline 

A baseline is a record of the versions of artifacts that make up a stable 
configuration of one of more components. Artifacts are released (e.g., 
delivered into a non-development environment) only if they are 
identified as being part of a baseline. 

Term Definition 

 
Benefit Determination 

A determination of eligibility made by an authority of the agency that 
administers the state UI program based on facts related to an issue 
that affects an individual’s entitlement to benefits. 



 

 

 
 
Benefit year 

The period that begins when a person applies for benefits (e.g., opens 
a “benefit claim”). A person may have one or more episodes of 
unemployment during a single benefit year. When the year is up, the 
claim expires and the worker must re-apply to qualify for another 
benefit year. 

 
 
Benefits 

The monetary amount paid to an unemployed or partially unemployed 
worker under a state/federal program for all weeks compensated 
including partial payments. This includes all benefit charges to taxable 
employers, non-charged benefits, and benefit payments made to ex-
employees of reimbursable employers. 

 
 
BP 

Base Period - The four consecutive calendar quarters used in 
determining an individual’s eligibility for unemployment insurance. The 
Base Period is the first four of the last five completed calendar 
quarters; immediately preceding the first day of an individual’s benefit 
year. 

 
 
 
BPC 

 
Benefit Payment Control (BPC) is federally mandated to protect the 
Unemployment Insurance Trust Fund by preventing, discouraging, 
detecting, investigating, and recovering unemployment insurance 
benefit overpayments. BPC consists of two units, Fraud Investigations 
and Audit & Recovery. 

 
 
 
BTQ 

 
Benefit Timeliness and Quality - The Department is required to do a 
quarterly review of 50 nonmonetary determinations on separation 
issues and 50 nonmonetary determinations on non-separation issues. 
The selection method and the determinations included in the target 
population for a BTQ review are determined by federal guidelines. 

 
 
Build 

A build refers to all artifacts necessary to run the system, not just the 
complied items. A build is an operational version of a system that 
demonstrates the capabilities to be provided in the final product. All 
artifacts (complied and non-complied) associated with the build are 
base lined. 

 
Business Continuity 

The ability of a state agency to continue to function in the event that 
the agency offices are not useable (for example, the Nashville Flood of 
2010). 

Term Definition 



 

 

 
 
 
Business Process Reengineering 

Business process reengineering (BPR) is the analysis and design of 
workflows and processes within an organization. It is an approach for 
redesigning the way work is done to better support the organization's 
mission and reduce costs. BPR encompasses the envisioning of new 
work strategies, the actual process design activity, and the 
implementation of the change in all its complex technological, human, 
and organizational dimensions. 

 
BYE 

Benefit Year Ending (date)- A claimant's benefit year is the fifty-two 
(52) consecutive week period beginning the first day of the week in 
which individual files claim for benefits. 

 
 
Case 

A collection of related information (case details, documents, etc.) that 
is logically grouped and may be worked as needed. 
For example, information may be grouped by Claimant for a particular 
reason which requires additional staff involvement such as a Non-
Monetary Determination Issue or Appeal. 

 
 
Case File 

A collection of cases that is logically grouped and may be worked as 
needed. 
For example, a Case File may be for a single Claimant and would 
include all case histories for Non-Monetary Determination Issue and 
Appeals. 

 
CFR 

Code of Federal Regulations - codification of general and permanent 
rules published in the Federal Register by the Executive departments 
and agencies of the Federal government. 

 
Change Control 

The process for requesting, reviewing, approving, carrying out and 
controlling changes to the project's deliverables. Change Control is 
usually applied once the first version of a deliverable has been 
completed and agreed. 

 
 
Change Control Board 

Group consisting of at least one (1) member representing the State UI 
Benefits function with responsibility for evaluating legislative, policy, 
and process enhancements and their impact on the System, and one 
(1) member of the Information Technology staff with responsibility for 
analyzing the technical impact of the change. 

Change Order Work requested of the Contractor that is outside the scope of the 
project. 

 
Charge Adjustment 

A debit or credit transaction which adjusts a prior transaction to an 
Employer’s contributory or reimbursable account for UI benefits paid to 
employees. 

Term Definition 



 

 

CIO Chief Information Officer 

Claimant Any individual who has filed a claim for unemployment benefits. 

 
Claims Decision 

The disposition of an issue by a ruling that is issued to one or more 
parties who have a vested interest in the outcome. 

CM Configuration Manager 

Combined-Wage-Claim A claim filed in one state against wage credits earned in two or more 
states. 

 
 
Comma-delimited file 

A common electronic data exchange file format, supporting tabular 
data transfer between dissimilar and unspecified platforms. One of the 
most common of file formats for this type of data transfer, supported by 
most applications that can import tabular data. 

 
 
 
 
 
 
Commuter 

Commuters are persons who travel regularly across a State line from 
home to work. No fixed rule is applied to determine which person 
should be considered commuters, and adjoining States should enter 
into individual agreements concerning border areas in which 
commuters are of significant volume. The general principle to be 
applied should consider the main reason for excluding this group from 
the interstate benefit payment plan, i.e., individuals usually look for 
work in areas in which they have worked in the past. For this reason, 
their claims should be taken through intrastate procedures of the State 
in which they normally work. This has the effect of having claimants 
registered for work in the area in which they want to and usually do 
work. This general rule should not be used if its application would 
impose a hardship or cause excessive travel time or cost to a claimant. 

 
Companion Case 

Cases linked together across multiple Claimants for the purpose 
common determinations and decisions (for example, workplace 
incidents). 

 
 
Configurable 

The ability to establish site specific simple rules, or simple set of rules, 
within a system application that can be adjusted without performing 
any software programming. Typically, these settings are not complex 
and can be adjusted on a set of system parameter tables/screens. 

 
 
Configuration Management 

Technical and administrative control of the multiple versions or editions 
of a specific deliverable, configuration item or artifact, particularly 
where the component has been changed after it was initially 
completed. Most typically this applies to objects, modules, data 
definitions and documentation. 

Term Definition 



 

 

 
Continue a Hearing 

To postpone a hearing prior to its conclusion, usually upon the request 
of a party. 

Continued Claim Certification of eligibility for benefits during a seven-day period 
(calendar week) of total, partial, or part-total unemployment. 

 
Contributory Employer 

Contributory Employers pay unemployment insurance taxes at a 
specified rate on a quarterly basis. 

Correspondence The process of communicating between parties to provide information. 

 
COTS 

Commercial Off-The-Shelf is a software product that is developed for 
the general market and that is delivered to many customers in identical 
format. 

CRA Credit Reporting Agency or Customer Service Representative 

 
Cross Match 

Functionality to support programs designed to detect inappropriate 
payment of unemployment insurance (UI) benefits. 

Current Date – Today’s Date Occurring in or belonging to the present time. 

 
CWC 

Combined Wage Claim - A claim filed in one State against wage 
credits earned in two or more states. 

 
Data Conversion 

Data conversion is the process of converting data from one structural 
form to another to suit the requirements of the system to which it is 
migrated. 

 
Data Extract 

The process of pulling data from a system or source to be used in an 
outside system or process. 

 
Data Mining 

A system tool that will allow authorized Agency Staff to perform data 
analysis, anomaly detection and other data analysis on the reporting 
database 

DBA Database Administrator or Database Administration 

 
DBAL 

Diminishing Balance - The remaining benefit balance available for a 
Claimant for a particular UC program. 

DCA Denied Claims Accuracy 

 
DCI 

Data Collection Instrument identifies the specific instrument or tool 
(e.g., fact finding, survey questionnaire) used to collect the data in the 
dataset corresponding to the collection mode. 

DDL Data Definition Language is a syntax used to define data structures 
(database schemas) 

Term Definition 



 

 

 
Decision 

A ruling made by an Appeals Tribunal (Lower Authority) or Higher 
Authority (OAR) or Decision/Determination made by agency staff 
regarding the eligibility for UI benefits. 

 
 
Deduction 

A sum that is removed from a calculation. A sum that is removed from 
the weekly benefit amount balance after reductions are applied which 
decreases the net payment amount to the Claimant. Examples of 
deductions include overpayment offsets, federal withholding, child 
support obligations, and bankruptcy obligations. 

Deficiency (applied to Deliverables)  
The lack of expected capabilities or features. 

 
Deficiency Payment 

An additional payment issued for benefits due to a Claimant that were 
not paid when original payment was made. 

 
 
 
 
 
 
Determination 

 
An official decision regarding the unemployment claim of an individual 
or the tax status of an Employer without a hearing. 
A non-monetary determination is a written decision about any factor 
that could prevent an individual from receiving unemployment 
insurance benefits to which he is monetarily eligible. 
A monetary determination is the establishment of eligibility based on 
gross insured wages earned by the Claimant in the base period. It also 
reflects the maximum benefit amount, duration, and weekly benefit 
amount. 
This generally results in an agency-generated document that is 
appealable. 

 
Disaster Recovery 

The System is unavailable /unusable due to a disaster. The Disaster 
Recovery plan is activated and the system brought up with limited, 
mission critical functionality. 

 
 
Disqualification 

A situation where the Claimant is not entitled to receive unemployment 
benefits. Disqualifications may be for reasons such as separations 
from employment, receipt of separation pay, or personal circumstance. 

DOB Date of Birth 

 
 
Docket Number 

Docket Number - The docket number is a unique identifier for the 
appeal. It should indicate the level of appeal and provide other 
information that is essential or useful to staff, such as where the claim 
was in the process. 

Term Definition 



 

 

 
 
DOL 

Department of Labor – Cabinet-level agency that enforces laws 
protecting workers, promotes labor-management cooperation, 
sponsors employment training and placement services, oversees the 
unemployment insurance system, and produces statistics on the labor 
force and living conditions. 

 
 
 
 
Domain Model 

To communicate business concepts between business and IT project 
stakeholders. It visually displays business definitions of the major 
concepts, expressed as nouns, that are within the boundary of the 
business problem being addressed, a.k.a. the problem domain. The 
domain model is a UML static view of the major business concepts 
describing their roles, high level attributes and relationships. It is not a 
design level artifact but it can be used as the foundation in the solution 
domain from which object oriented and data entity relationship design 
artifacts can be created. 

DOT Dictionary of Occupational Titles 

 
 
DPM 

Determination Previously Made (DPM) is a determination/decision 
which was made as part of the either the Monetary or Non-Monetary 
process which may specifically be selected to appeal or reconsider. 

 
DUA 

Disaster Unemployment Assistance - Assistance to individuals whose 
unemployment was caused by a natural disaster. 

DV Data Validation acronym used to describe some Audit processes; can 
refer to the federally mandated Data Validation program. 

 
 
DW 

A former employee is considered a Dislocated Worker (DW) when 
terminated and unlikely to return to their usual occupation or industry 
because of a permanent plant closure, a substantial layoff, foreign 
competition and/or lack of demand for skills. 

EAI Enterprise Application Integration 

 
Earnings Allowance 

The amount prescribed by state unemployment compensation laws 
that a claimant may earn without any reduction in the weekly benefit 
amount for a week of total unemployment. 

 
 
EB 

Extended Benefits - The supplemental program that pays extended 
compensation during a period of specified high unemployment to 
individual for weeks of unemployment after they have exhausted 
regular compensation. 

 
Eligibility 

Conditions an individual must meet in order to receive unemployment 
compensation benefits. 

Term Definition 



 

 

 
 
Employment Services 

Beneficial activities provided to assist individuals in securing 
employment or acquiring learning skills that promote opportunities for 
employment. Employment Service is more commonly referred to as 
Workforce Investment. 

 
 
Enterprise Security 

One of the three main security layers for the new UI Benefits System, 
Enterprise Security represents the centralized security for agency/state 
resources and manages the access that all agency/state staff has to 
agency/state resources. 

ERI Eligibility Review Interview 

 
ES 

Employment Security - State departments which provide beneficial 
activities to assist individuals in securing employment or acquiring 
learning skills that promote opportunities for employment. 

ETA Employment and Training Administration 

 
 
 
 
 
ETA 931/931A 

The ETA-931 is a Federal form used to obtain Federal civilian 
employment, wage, and/or separation information from a Federal 
agency and is available in a paper format and an electronic format. 
The Form ETA-931 is used to obtain Federal civilian wage and 
separation information when the responding Federal agency is unable 
to provide any wage or separation information in electronic format. The 
electronic TC-ETA-931 is used when the responding Federal agency is 
able to provide either the Claimant’s wage or wage and separation 
information in the electronic format. The ETA- 931A is a Federal form 
used to request for separation information. 

 
ETA 934 Response 

The ETA-934 Response is used by Federal agencies to respond to 
ETA-934 Request from a state for additional Claimant information. 

 
 
EUC 

Emergency Unemployment Compensation (EUC) is a 100% federally 
funded program that provides benefits to individuals who have 
exhausted regular state benefits. The EUC program was created on 
June 30, 2008, and has been modified several times. Most recently, 
the American Taxpayer Relief Act of 2012 (P.L. 112-240) extended the 
expiration date of the EUC program to January 1, 2014. 

 
 
 
FAC 

The Federal Additional Compensation (FAC) Program is a temporary 
federally funded program which provided a supplemental payment of 
$25 for each week that an individual is eligible for an UI payment. The 
Recovery Act created the FAC program to remain in effect for a limited 
period of time. NOTE: Although the FAC program ended in 
December 2010, some states continue to report activity such as 
appeals reversals and overpayment recoveries for the program. 

Term Definition 



 

 

 
Fact Finding 

Information gathered during an investigation to determine eligibility for 
benefits. 

FAQ Frequently Asked Questions 

 
 
 
 
Federal Extended Benefits (EB) 
Program 

Program that is funded by federal government and the guidelines are 
set by the federal government. - Extended Benefits are available to 
workers who have exhausted regular unemployment insurance 
benefits during periods of high unemployment. The basic Extended 
Benefits program provides up to 13 additional weeks of benefits when 
a State is experiencing high unemployment. Some States have also 
enacted a voluntary program to pay up to 7 additional weeks (20 
weeks maximum) of Extended Benefits during periods of extremely 
high unemployment. 

FFATA Federal Funding Accountability and Transparency 

 
 
 
 
 
FIPS 

Federal Information Processing Standards - Under the Information 
Technology Management Reform Act (Public Law 104-106), the 
Secretary of Commerce approves standards and guidelines that are 
developed by National Institute of Standards and Technology (NIST) 
for Federal computer systems. These standards and guidelines are 
issued by NIST as Federal Information Processing Standards (FIPS) 
for use government wide. NIST develops FIPS when there are 
compelling Federal government requirements such as for security and 
interoperability and there are no acceptable industry standards or 
solutions. See background information for more details. 

FISMA Federal Information Security Management Act 

 
Fraud 

The willful misrepresentation of facts to receive unemployment 
insurance benefits. 

 
 
 
 
 
 
 
FUTA 

The Federal Unemployment Tax Act (FUTA) is a United States law that 
imposes a federal Employer tax used to fund state workforce agencies. 
Employers pay this tax by filing an annual Form 940 with the Internal 
Revenue Service (IRS). In some cases, the Employer is required to 
pay the tax in installments during the tax year. FUTA covers the costs 
of administering the unemployment insurance (UI) and job service 
programs in all states. In addition, FUTA pays one- half of the cost of 
extended UI benefits (during periods of high unemployment) and 
provides for a fund from which states may borrow, if necessary, to pay 
benefits. The FUTA imposes a 6.2% tax on the Employer for the first 
$7,000 of gross earnings of each worker. Once the worker's earnings 
reach $7,000, then the Employer no longer pays any Federal 
unemployment tax for that year with respect to that worker. Certain 
credits are allowed with respect to state UI taxes paid. 

Term Definition 



 

 

GAAP Generally Accepted Accounting Principles 

Gap Analysis A strategic assessment of the differences between the actual 
performance and expected performance. 

 
 
HCTC 

The Health Coverage Tax Credit (HCTC) makes health insurance 
more affordable for eligible trade-affected workers, Pension Benefit 
Guaranty Corporation (PBGC) payees, and their families by paying 
65% of health insurance premiums. The HCTC is available on a 
monthly basis. Available under the Trade Act. 

 
Higher Authority Reconsideration 

The higher of two administrative authorities provide by state Appeals 
unemployment insurance (UI) laws to make decisions with respect to 
appeals. 

 
 
 
Homeland Security 

Homeland security is an umbrella term for security efforts to protect the 
United States against perceived internal and external threats. The 
Systematic Alien Verification for Entitlements (SAV) program accesses 
immigration status information contained in the Department of 
Homeland Security databases, which includes information on over 100 
million records. 

 
 
Hosting 

Managed dedicated server hosting services that include the facilities, 
databases, storage, connectivity, security, architecture, and all of the 
support services for mission-critical applications with the ability to 
deliver superior 24x7x365 availability, backed by comprehensive 
Service Level Agreements (SLAs). 

HTTPS Secure Hypertext Transfer Protocol 

 
 
 
IB-13 

Interstate Request to resolve any issues or problems with the TAA or 
ATAA data. State Workforce Agencies (SWA) and Internal Revenue 
Service (IRS) contractors utilize the IB-13 system on the ICON network 
to resolve any issues or problems with the TAA or ATAA data 
submitted by the SWAs. The IB-13 is a batch mail delivery system 
utilizing freeform text. It is used to exchange information between 
parties on the ICON network. 

 
 
 
IB-14 

Interstate Request for Reconsideration of Monetary 
Determination/Wage Credits. The Interstate Request for 
Reconsideration of Monetary Determination/Wage Credits is a 
business process used when a Claimant indicates missing or incorrect 
out-of-state wages. The Claimant provides the wage information which 
is included in the IB-14 request that is sent to the appropriate state(s). 

 
IB-4 

IB4—Request Wage Transfer Data 
Request for Transfer of Wages from another state. 



 

 

Term Definition 

 
IB-4 Response Out 

same as IB-4R: Response Wage Transfer Data 
A response to another state’s request for wages. 

 
IB-4R 

IB4R—Response Wage Transfer Data 
Response to a request for other state’s transfer of wages. 

 
IB-5 

Determination of Combined Wage Claim 
Report on Determination of Combined Wage Claim (CWC) to or from 
another state. 

 
 
 
 
IB-6 Incoming 

Receipt of quarterly bills related to unemployment claims that combine 
wages from two or more states. 
When wages that were transferred from the state to another state are 
used to establish a Combined Wage Claim (CWC), the paying state 
will send an IB-6 to inform the transferring state of adjustments and/or 
charges for benefits paid on Combined Wage Claims in a calendar 
quarter. This notice serves as a billing statement to request 
reimbursement to the paying state by the transferring state. 

 
 
 
 
IB-6 Outgoing 

Submit of quarterly bills related to unemployment claims that combine 
wages from two or more states. 
When wages that were transferred from the state to another state are 
used to establish a Combined Wage Claim (CWC), the paying state 
will send an IB-6 to inform the transferring state of adjustments and/or 
charges for benefits paid on Combined Wage Claims in a calendar 
quarter. This notice serves as a billing statement to request 
reimbursement to the paying state by the transferring state. 

 
IB-8606 

ICON- Interstate Request for Overpayment Recovery (ETA Handbook 
392) 

 
IBIQ 

IBIQ—Interstate Inquiry - This allows the inquiry of workers’ wages 
based on Social Security Number (SSN) and state. This is a screen 
within the State Identification Inquiry (SIDI). 

IBWI Withdrawal / invalid claim information provided through ICON 

 
 
ICON 

Interstate Connection (ICON) is a network for transport. It is a secure 
national telecommunications network to facilitate the transmission of UI 
data. ICON is also used refer to the applications that provide for 
outgoing data preparation and incoming data handling, along with the 
actual data transmission. 

ICR Intelligent Character Recognition 



 

 

Term Definition 

 
Imaging 

The retrieval of digital images of UI benefit related information such as 
notices, correspondence, reports, forms, etc., for the purpose of 
archival, retrieving, printing, and display of such images. 

 
Inactive Program 

An unemployment compensation program no longer in a status that 
allows an individual to claim benefits. 

 
Initial Claim 

A new claim filed in person, by mail, telephone or electronically to 
request a determination of entitlement to and eligibility for 
unemployment insurance compensation. 

 
Interstate Benefit Program 

Provides unemployment insurance for persons who worked in another 
state during the base period. The state in which the claimant lives is 
the agent state and the state on which the claim is filed is the liable 
state. 

 
Intrastate Employer Charges 

Charges assigned to Employers in the state where a claim was filed 
and established under state unemployment compensation law. 

 
 
Intrastate Employers 

An employing unit for which an employee performs wage earning 
services in the state where the employee filed and established a claim 
under provisions of that state’s unemployment compensation law. 

 
 
IRORA 

Interstate Reciprocal Overpayment Recovery Arrangement (IRORA) is 
an agreement between states to provide methods whereby one State 
Employment Security Agency (SESA) can assist another in recovering 
overpayments from an individual. 

 
IRS 

Internal Revenue Service (IRS) is the Federal agency within the US 
Department of Treasury responsible for administering and enforcing 
Federal Revenue laws. 

ISO Information Security Officer 

 
Issue 

An act, circumstance or condition that under State/Federal law has the 
potential to affect an individual’s past, current or future unemployment 
insurance entitlement. 

 
Issue Detection 

Discovery process involving an act, circumstance or condition that 
under State/Federal law has the potential to affect an individual’s past, 
current or future unemployment insurance entitlement. 

IT Information Technology 

 
IUR 

Insured Unemployment Rate - Computed by dividing the insured 
unemployment for the current quarter by the covered unemployment 
for the first four of the last six completed quarters. 



 

 

Term Definition 

IVCL Identify Verification Check List 

 
IVR 

Interactive Voice Response (IVR) is a technology that allows a 
computer to interact with humans through the use of voice and dual-
tone multi-frequency signaling keypad inputs. 

 
 
 
Labor Dispute 

Any controversy concerning terms or conditions of employment, or 
concerning the association or representation of persons in negotiating, 
fixing, maintaining, changing, or seeking to arrange terms or conditions 
of employment, regardless of whether or not the disputants stand in 
the proximate relation of Employer and employee. 

LAN Local Area Network 

 
LO 

The Local Office (LO) is the closest unemployment office in proximity 
to a Claimant’s residence, usually determined by zip code. 

 
 
LOW 

Lack of Work – Reason for Separation when an employee is let go due 
to a reduction in force, downsizing, company shutdown, job 
elimination, company restructuring/reorganization, or a lack of 
company funds/orders. 

 
 
Mass Claim 

A claim filed as a result of a reduction in force that does not result from 
a plant closing; and results in an employment loss at the single site of 
employment during any 30-day period for at least 50-499 employees if 
they represent at least 33% of the total active full-time workforce or 
500 or more employees. 

 
Mass Separation Notice 

A formal notice/report filled out by an Employer to the State Agency 
providing a list of workers to be separated from their employment along 
with other required information. 

Mass Separation Type Indication of whether the separation is permanent or temporary. 

 
MBA 

Maximum Benefit Amount - The maximum amount of benefits an 
individual may receive during a benefit year (or duration of benefits). 

MRE Most Recent Employment 

NASWA National Association of State Workforce Agencies 



 

 

Term Definition 

 
 
 
 
NDNH 

The purpose of the National Directory of New Hires (NDNH) is to 
provide a national directory of employment and unemployment 
insurance information that will enable state Child Support Enforcement 
(IV-D) agencies to be more effective in locating noncustodial parents, 
establishing child support orders and enforcing child support orders. 
State Directories of New Hires (SDNHs), State Workforce Agencies 
(SWAs), and Federal agencies provide information to the NDNH. 

 
NIST 

National Institute of Standards and Technologies. The UI Benefits 
System minimum requirements are based on the National Institute of 
Standards and Technologies (NIST) Publications 199 and 200. 

 
 
Non-Charge 

Employers who pay quarterly premiums can request that their account 
not be charged for a particular claim. A non-charge may be granted if a 
Claimant voluntarily quits a base period Employer without a good work-
related cause, was discharged from the base period Employer for 
willful, work-related misconduct, or if the Claimant is still working part 
time for the base period Employer. 

 
O*Net 

National source of occupational information, with information on 
hundreds of standardized and occupation-specific descriptors. 

 
 
 
 
OAR 

Office of Administrative Review (OAR) is a part of the department of 
Labor and Workforce Development’s legal division. The OAR consists 
of Tennessee licensed attorneys designated and referred to as the 
commissioner’s designees. The commissioner’s designees review and 
adjudicate appeals of the decisions of the unemployment hearing 
officer. The OAR is the last step in the administrative appeals process 
before a case may be appealed to court. TCA 50-7-304(e) 
Commissioner's Designees 

 
Occupational Information Network 
Code Connector 

Software tool that provides accurate occupational coding through the 
online network O*NET (i.e., USDOL Autocoder System in Attachment 
G) 

OCR Optical Character Recognition 

 
Offset (Week) 

A week, or portion thereof, of benefit entitlement used to repay an 
overpayment of benefits for a prior week. 

OMB Office of Management and Budget 

OMR Optical Mark Recognition 

OP or OVP Overpayment 

Operating System The software that supports a computer's basic functions, such as 
scheduling tasks, executing applications, and controlling peripherals. 



 

 

 
Organizational Changes 

Normally used to mean the achievement of change in human behavior 
as part of an overall business solution. 

Term Definition 

 
 
OSOP 

Other States’ Overpayments -The business process that supports the 
collection of unemployment benefit overpayment to a Claimant on 
behalf of another state. (I.e., when a state collects overpaid monies on 
behalf of other state.) 

 
Overpayment 

An amount of benefits paid to an individual to which the individual is 
not legally entitled. 

 
Overpayment Case File 

A collection of related information to support the Overpayment process 
that is logically grouped and worked as needed. 

 
 
Partial Unemployment 

An individual still attached to their employer, but through 
circumstances beyond their control, did not work a full week; earned 
less than their weekly benefit amount; plant/work facility closed for 
retooling, etc. A claim for partial unemployment is filed by the 
employer. Weekly certifications are filed by the employer 

 
 
Paying State ( for CWC) 

The State in which a Claimant qualifies on the basis of employment 
and wages combined among that state and other states. - The state in 
which a Combined Wage Claimant files a Combined Wage Claim 
(CWC) and the Claimant qualifies in that state on the basis of 
combined employment and wages. 

PCA Paid Claims Accuracy 

PIN Personal Identification Number 

PKI Public Key Infrastructure 

POA Power of Attorney 

 
POC 

Pay Order Cards - The manual process to certify for weekly 
unemployment benefits require Claimants to complete a Pay Order 
Card and return to the Agency via mail. 

 
 
Pooled Account 

An account in which Employer contributions are mingled and undivided 
and from which benefits are payable to all eligible Claimants. Benefit 
costs are charged against a single account, thus spreading the costs 
among multiple Employers. 

 
Potential Renewal Indicator 

The Potential Renewal Indicator is a flag which is manually set on a 
Special Program by Agency Staff to designate that the program is 
pending renewal by the funding source. 



 

 

Project  

Project Management Plan (PMP)  Work plan detailing how the Contractor shall perform its project 
management responsibilities, which include how the Contractor shall 
organize, prioritize, coordinate, integrate, and monitor project activities 
in order to deliver the required Deliverables within scope, quality, time, 
and cost constraints 

Project Repository A centralized location on the network where documentation related to 
this project is kept. 

Project Schedule Project tasks, deliverables, milestones, dependencies, and resources 
compiled and tracked to ensure accurate project status reporting.  

PSC Project Steering Committee 

PWS Performance Work Statement 

Term Definition 

QAM Quality Assurance Manager 

 
Qualifying Claim 

A regular state UI claim for which other program entitlement is based 
(for example, a TRA claim is based on a regular state UI claim). 

 
REA 

The Reemployment and Eligibility Assessment (REA) initiative is an 
approach that combines in-person UI eligibility reviews with the 
provision of Labor Market Information (LMI) and referral to 
reemployment services. It is designed to ensure claimants are meeting 
the eligibility provisions of state laws and are exposed to 
reemployment services (i.e., job search assistance and placement 
services) so they may return to employment as quickly as possible. 
The ETA reports measure the REA impact by comparing the 
differences in outcomes of REA participants and non- participants. The 
data helps to determine what works well in getting claimants back to 
work as quickly as possible. 

RDBMS Relational Database Management System 

 
 
Re-consideration 

A reexamination of a determination or decision by the same unit, 
i.e., the same level of decision making, that made the initial 
determination or decision. (In contrast, an appeal involves a 
reexamination by a higher level.) In North Carolina, a “formal” 
reconsideration is made only at the Commission level, while “informal” 
reconsiderations are processed by managerial staff. 



 

 

 
 
Reduction 

A sum that is removed from the weekly benefit amount balance prior to 
applying deductions which decreases the net payment amount to the 
Claimant. Examples of reductions include earnings, vacation pay, 
holiday pay, bonus pay, pension/retirement pay and separation pay. 

 
Regular UI 

Initial unemployment insurance benefits payable to an individual under 
a state’s unemployment compensation law, but does not include state 
additional or extended benefits. 

 
 
 
 
Reimbursable Employer 

Employers who pay the amount of Unemployment Compensation 
benefits charged to their account and billed dollar-for-dollar on either a 
quarterly or monthly basis. - All governmental entities and nonprofit 
organizations with a federal exemption under 501(c)(3) of the Internal 
Revenue Service (IRS) code have the option to elect to reimburse the 
Unemployment Compensation Trust Fund (UCTF) for the amount of 
unemployment insurance (UI) benefits paid that were attributable to 
services in its employ. 

 
Re-open a Hearing 

To reconvene a hearing after its conclusion and the issuance of a 
decision to take new evidence. 

Term Definition 

 
Re-opened Claim 

A claim for unemployment insurance filed after a break in a claim of at 
least one week caused by something other than employment. 

Report File The output files from a scheduled job run by the UI Benefits System. 

 
 
 
 
Report Template 

Enables agency staff to configure the layout of Reports in Template 
format that can be used in generating reports and by other agency staff 
in designing new reports and templates. The Report Template allows 
the user to; configure data elements; specify filter criteria for sorting 
and grouping data; specify format; formulas; default options and 
default locations; and report categories in the Report Template. The 
system must enable the agency staff to configure any security 
restrictions that need to be placed on specific Report Templates. 

 
 
Requalification 

 
A process by which a claimant may re-establish eligibility for 
unemployment insurance through re-employment following a 
determination of ineligibility and a period of disqualification. 

 
 
RESA 

Re-Employment Services Act - Details the services and allowances 
provided to help adversely affected workers achieve reemployment. It 
includes Trade Readjustment Allowances, job search allowances, 
relocation allowances and other reemployment services. 



 

 

 
Re-schedule a Hearing 

To postpone a hearing prior to its conclusion, usually upon the request 
of a party. 

 
Reset a Hearing 

To change the date, time and/or venue of a scheduled hearing (also 
re-scheduled). 

 
 
Response Time 

The length of time for a transaction to process and return information 
to the user, under normal operating conditions and normal system 
load. There will be several different response times give, for example, 
real-time responses, interface responses, ad-hoc reporting, batch 
processes. 

RFI Request for Information 

RFP Request for Proposal 

 
 
RTAA 

Reemployment Trade Adjustment Assistance (RTAA) is a service for 
trade-impacted workers covered under a certified petition that pays a 
wage subsidy to older workers (age 50 or older) who accept new 
employment at a lower wage, but earn $55,000 or less annually in their 
new employment. 

Term Definition 

 
 
 
 
SAVE 

The Systematic Alien Verification of Entitlement system (SAVE) is an 
inter-governmental initiative designed to aid benefit-granting agencies 
in determining an applicant's immigration status, and thereby ensure 
that only entitled applicants receive federal, state, or local public 
benefits and licenses. The Program is an information service for 
benefit-issuing agencies (including unemployment benefits), 
institutions, licensing bureaus, and other governmental entities. 

 
Scope Change 

Where a request is considered to change the agreed scope and 
objectives of the project to accommodate a need not originally defined 
to be part of the project. 

SDA Service Delivery Area 

SE Separating Employer – The last employing unit of a Claimant. 

 
Search 

A system tool that will allow authorized Agency Staff to search data in 
the reporting database 

 
Security Roles 

Security role is a privilege granted to Users or groups based on 
specific conditions. 

 
Self Service User 

An individual (Claimant, Employer or Third-Party Administrator) that 
interacts directly with the system to input or obtain information. 



 

 

 
 
SESA 

State Employment State Agency (SESA) is a term no longer used. It is 
replaced by State Workforce Agency (SWA). A SWA is a state agency 
that administers and enforces state workforce programs, including 
unemployment insurance. 

 
 
SIDES 

The State Information Data Exchange System (SIDES) is used to 
electronically exchange a variety of claim information, including 
separation information and earnings verification data, between state UI 
agencies and Employers or third-party administrators. 

 
SIDI 

The State Identification Inquiry (SIDI) uses an employee’s Social 
Security Number to determine if wages were reported to another state. 

Skeleton Data For Appeals and BTQ: key identifying data sent to USDOL for quality 
review purposes. For example, transmit skeleton data for the appeals 
cases that are to be reviewed/scored for the quarterly quality review. 
This informs USDOL of the cases that will be reviewed and scored for 
the quality review period. 

Skip Trace The process of locating a person's whereabouts (for the purposes of 
collecting overpaid unemployment benefits).  BPC function. 

Term Definition 

SLA Service Level Agreement - A provision of a service contract in which 
the level of service is formally defined. 

SME Subject Matter Expert 

 
 
 
 
SOC 

The Standard Occupational Classification (SOC) system is used by 
Federal statistical agencies to classify workers into occupational 
categories for the purpose of collecting, calculating, or disseminating 
data. All workers are classified into one of 840 detailed occupations 
according to their occupational definition. To facilitate classification, 
detailed occupations are combined to form 461 broad occupations, 97 
minor groups, and 23 major groups. 
Detailed occupations in the SOC with similar job duties, and in some 
cases skills, education, and/or training, are grouped together. 

 
 
 
SOL 

Statute of Limitations - The term "Statute of Limitations" is usually used 
to describe the time period in which a suit can be filed in court against 
an individual for violating the law. Used colloquially, the term refers to 
the time period in which an individual is able to take a particular legal 
action. While there is usually no Statute of Limitations on 
unemployment benefits per se, a person must file before a certain date 
if s/he wishes to be eligible. 

SOW Statement of Work 

SOW / PWS Statement of Work / Performance Work Statement 



 

 

SP Special Publication 

 
SSA 

Social Security Administration - The UI Benefit System requires data 
validation with the Social Security Administration during the initial 
Claims process. 

SSN Social Security Number 

 
State Department of Revenue 

The UI Benefit System transmits annual 1099 information to the State 
Departments Review. 

State Extended Benefits (EB) 
Program 

Additional benefits paid to Claimant when ‘triggers’ set by law are met. 

State Lottery The State Lottery is involved with intercepting funds for a Claimant 
overpayment balance. 

 
 
State Unclaimed Property 

Property that a state revenue law requires the holder to turn over to the 
State because contact with the owner has been lost. The State serves 
as the custodian for the property remitted under the Act allowing the 
owners or their heirs an opportunity to claim their property in the future. 

Term Definition 

 
Sub Pay Plan 

Supplemental Unemployment Benefit Plan that pays benefits other 
than the state unemployment insurance compensation provided by 
Unemployment Compensation (UC) law. (Usually administered by the 
Employer.) – UC is not defined. 

Subsequent Claim A new claim for Unemployment Compensation (UC) benefits which 
begins after a previous initial claim has expired. 

 
Subsequent Program 

An additional unemployment compensation program for which a 
Claimant is eligible after s/he has expired regular unemployment 
insurance benefits. 

Supplemental Employment Plan A Claimant’s plan for employment created following an initial plan. 

 
SWA 

A State Workforce Agency (SWA) is a state agency that administers 
and enforces state workforce programs, including unemployment 
insurance. 

 
System Environment Security 

One of the three main security layers for the new UI Benefits System, 
System Environment Security represents the management to the level 
of access that technical staff have to the new UI Benefits System and 
system environment operations 

System Events Actions which occur as part of internal software application processing. 

 
TAA 

Trade Adjustment Assistance (TAA) is the entire Program, and Trade 
Readjustment Allowance (TRA) is a benefit under that program that 
also includes training, subsistence, relocation, etc. 



 

 

TAA Petition Petition/form that must be filed in order to determine eligibility for TAA. 

 
 
 
 
TAPR 

The Trade Act Participant Report (TAPR) establishes a core set of 
data elements, definitions, and specifications to describe the 
characteristics, activities, and outcomes of individuals served by the 
TAA program. In addition, the TAPR enhances program management, 
budget development activities, and evaluation of the TAA program by 
facilitating the collection and reporting of consistent and comparable 
data on TAA participants. Finally, the TAPR is used to Better inform 
the Administration, Congress and other stakeholders about TAA 
program performance results. 

 
Tasks / Activities 

A work effort that is defined by what, when, and by whom it is to be 
accomplished 

TCA Tennessee Code Annotated 

TDLWD Tennessee Department of Labor and Workforce Development 

Term Definition 

 
 
TEGL 

Training and Employment Guidance Letter (TEGL) is issued to state 
workforce agencies and other workforce development system entities 
(such as those that administer WIA) by the Employment & Training 
Administration (ETA) of the USDOL to announce ETA programs rules 
and guidance. 

Template An outline and or format that defines the structure and content of a 
work product or deliverable. 

 
TIPS 

The Telephone Information and Payment System (TIPS) is the TN IVR 
System which allows Claimants in the State of Tennessee to certify 
unemployment eligibility weekly via telephone. 

TPA Third Party Administrator on behalf of Employers 

 
 
TRA 

Trade Readjustment Allowance (TRA) is one of the benefits covered 
under Trade adjustment allowance programs. Trade Readjustment 
Allowance (TRA) is a special program created by the federal 
government to retrain workers who were either laid off or whose 
employment was moved to a different place. 

TRA BRI Trade Readjustment Allowance Benefits Right Interview 

 
 
Traceability 

The capability to trace project goals and objectives through succeeding 
levels of requirements definition, design, and software development. 
The purpose is to confirm that the resulting system properly supports 
the objectives and that time is not spent on features unrelated to the 
stated objectives. 



 

 

 
 
Transferring State ( for CWC) 

A State in which a Combined-Wage Claimant has covered employment 
and wages in the base period of a paying State, and which transfers 
such employment and wages to the paying State for its use in 
determining the benefit rights of such Claimant under its law. 

 
 
Transitional Claim 

 
A claim filed to request a determination of eligibility and establishment 
of a new benefit year having an effective date within the 7-day period 
immediately following the benefit year ending date and a week for 
which compensation or waiting period credit was claimed. (One of the 
three types of initial claims). 

 
Trust Fund (State) 

A special fund established under a State Employment Security law for 
the receipt and management of contributions and the payment of 
Unemployment Insurance benefits. Trust Fund Balance (TF). 

TSL Transport Socket Layer, a secured encryption protocol.  

TUC Tennessee Unemployment Compensation 

Term Definition 

 
 
 
TUR 

Total Unemployment Rate - An expression of all unemployed persons 
as a percent of the civilian labor force at a point in time. TUR = 
Unemployed/Total Labor force (unemployed + employed). The Total 
Unemployment Rate can represent the civilian labor force of a 
particular state or nationally, but the latter is more likely referred to as 
the National Unemployment Rate. 

UCFE Unemployment Compensation for Federal Employees 

 
 
UCFE Joint 1 

A Type 1 record is created and transmitted by the State when a joint 
claim is filed (a claim funded from the state trust fund and UCFE) and 
when assignable UCFE wages are in the lag period of the initial claim. 
This serves as the request for UCFE wage and separation information. 

 
 
UCFE Type 1 

A Type 1 record is created and transmitted by the State when a UCFE 
only claim is filed and when assignable UCFE wages are in the lag 
period of the initial claim. This serves as the request for UCFE wage 
and separation information. 



 

 

 
 
UCFE Type 2 Request 

A Type 2 record is prepared and transmitted by the State at the time 
that a benefit year is established that used UCFE wages in the 
determination of monetary entitlement to request assignment of UCFE 
wages. 

 
 
UCFE/UCX Type 1 

A Type 1 record is created and transmitted by the State when a 
combined new UCFE and UCX initial claim is filed and when 
assignable UCFE and UCX wages are in the lag period of the initial 
claim. This serves as the request for UCFE and UCX wage and 
separation information. 

 
 
UCFE/UCX Type 2 

A Type 2 record is prepared and transmitted by the State at the time 
that a benefit year is established that used UCFE and UCX wages in 
the determination of monetary entitlement to request assignment of the 
UCFE and UCX wages. 

 
 
UCFE/UCX Type 3 

A Type 3 record is prepared and transmitted when a UI Benefit Year is 
established which causes the assignment of lag period UCX or UCFE 
wages and when a benefit year is established by another State which 
causes a wage assignment in your State. 

UCFE/UCX Type 4 A Type 4 record cancels a previously transmitted Type 2 record. 

UCTOP Unemployment Compensation- Treasury Offset Program 

Term Definition 

 
 
UCX 

The Unemployment Compensation for Ex-Service members (UCX) 
program provides benefits for eligible ex-military personnel. In addition, 
former members of the National Oceanographic and Atmospheric 
Administration (NOAA) and U.S. Public Health Service (USPHS) 
Commissioned Corps are covered under the UCX program. 

UCX Type 5 A Type 5 record cancels a previously transmitted Type 3 record. 

 
UCX Type 6 

A Type 6 record is sent when a UCX claim is withdrawn or cancelled, 
or erroneous information on the Type 1 record caused an erroneous 
pending record to be created. 



 

 

 
 
 
 
 
UI 

Unemployment Insurance - Social welfare program first instituted in the 
Great Depression to provide temporary financial assistance to eligible 
unemployed workers. Unemployment insurance (UI) programs are 
administered by State Employment Security Agencies (SESAs) under 
state law, and are subject to federal minimum standards. 
An individual who is unemployed through no fault of his/her own is paid 
weekly unemployment insurance (UI) benefits based upon his/her past 
wage in employment covered by the state or federal unemployment 
compensation (UC) laws. 

 
UIPL 

 
Unemployment Insurance Program Letter 

UIR Unemployment Insurance Required Reports 

UML Unified Modeling Language 

 
 
 
Unemployment Trust Fund 

An endowment established in the Treasury of the United States pooled 
by all tax amounts deposited by state agencies to the credit of their 
unemployment fund accounts and Federal unemployment taxes 
collected by the Internal Revenue Service. - A federal trust fund that 
can be used to supply loans to states short of funds, or that are having 
difficulty paying claims for unemployment insurance (UI) benefits. 

 
Universe 

The entire population of Claimants to be measured during a DOL 
required for Benefit Accuracy Measurement (BAM), Benefits 
Timeliness and Quality (BTQ) and Data Validation (DV) audits. 

USDOL United States Department of Labor 

Term Definition 

 
 
 
 
Versioning 

Creation and management of multiple releases of a product, all of 
which have the same general function that are improved, upgraded or 
customized. In software versioning, subsequent releases of a product 
receive numerical identifiers consisting of two or three numbers 
separated by periods. The first number, called the major number, is 
increased when there are significant improvements or changes in 
functionality. The second number, called the minor number, is 
incremented when there are minor feature changes or significant fixes. 
The third number, if it exists, is called the revision number. It is added 
or increased when minor bugs are eliminated. 



 

 

 
Wage System 

The system that processes and owns individual wages reported by 
Employers for their employees that are subject to unemployment 
insurance tax and usable by the workers to establish unemployment 
insurance benefit entitlement. 

WAN Wide Area Network 

WARN Worker Adjustment and Retraining Notice 

WBA Weekly Benefit Amount - The amount payable to a Claimant for 
compensable week of total unemployment. 

 
 
WC 

Worker's Compensation (WC) is a no-fault insurance program funded 
by the Employer to provide wage replacement, medical and physical 
impairment benefits to workers who suffer work-related injuries or 
diseases. This benefit program has no relationship to the 
Unemployment Insurance (UI) Program. However, the UI claimant in 
very specific conditions can have a “Workers Comp Base Period” 

 
WED 

The week ending date (WED) is the week the request for relocation 
allowances was made. 

 
 
 
 
 
WIA 

The Workforce Investment Act (WIA) of 1998 is a United States federal 
law passed on August 7, 1998. The law was enacted to replace the 
Job Training Partnership Act and certain other Federal job training law 
with new workforce investment systems (or workforce development. 
Enacted during Bill Clinton's second term, it represented an attempt to 
induce business to participate in the local delivery of Workforce 
Development Services. The principal vehicle for this was Workforce 
Investment Boards (WIBs) which were to be chaired by private sector 
members of the local community. A majority of Board members were 
also required to represent business interests. 



 

 

Term Definition 

 
 
 
 
 
WICS/IBWI 

Withdraw Invalid Claim / Interstate Benefit Withdrawal Inquiry - 
Provides a method for immediate access to information pertaining to 
prior claims that have been withdrawn or that have resulted in ineligible 
monetary determinations with real-time transmission of data to the 
ICON HUB for access by other states. WICS/IBWI allows the state 
from which a Claimant has received an ineligible monetary 
determination, or the state against which a combined wage claim is 
withdrawn, to provide specific information pertaining to the claim for 
use by the state against which the Claimant files a substitute claim. 

 
Withdrawn Appeal 

 
An appeal which is withdrawn at Appellant’s request. 

 
Work Item 

 
A step within a modeled business workflow process which requires 
individual interaction for resolution. 

 
Work Sharing UI Program 

Under Work Sharing, employees collect a percentage of their 
unemployment insurance benefits equal to the percentage of the 
reduction in their wages and hours. 

 
 
 
 
 
WOTC 

The Work Opportunity Tax Credit (WOTC) is a Federal tax credit 
incentive that the Congress provides to private-sector businesses for 
hiring individuals from twelve target groups who have consistently 
faced significant barriers to employment. The main objective of this 
program is to enable the targeted employees to gradually move from 
economic dependency into self-sufficiency as they earn a steady 
income and become contributing taxpayers, while the participating 
Employers are compensated by being able to reduce their federal 
income tax liability. WOTC joins other workforce programs that help 
incentivize workplace diversity and facilitate access to good jobs for 
American workers. 

 
 
 
WP 

Waiting Period – The time period specified by the state for which 
Claimant certifies after filing an initial claim for which the state does not 
pay benefits unless the Claimant certifies and is eligible for specific 
consecutive weeks defined by the state. TN has a one week waiting 
period after which the Claimant must certify and be eligible for 4 
consecutive weeks of unemployment. 



 

 

Term Definition 

 
 
 
WRIS DDBI 

The Wage Record Interexchange System (WRIS) Distributed 
Database Index (DDBI) is an index of the social security numbers 
(SSNs), provided by WRIS participating states, of all individuals for 
whom Employers have reported wages for each specified quarter. The 
National Association of State Workforce Agencies (NASWA) is 
responsible for the governance of the WRIS DDBI. 

 
Write Off (for benefits) 

A Claimant’s benefit overpayment amount that is classified as written-
off under the provisions of state law in the Agency’s accounting 
records. 

 
XML 

Extensible Markup Language. A widely accepted method of 
communication and data transfer among systems. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

ATTACHMENT G 
 

To assist in your Response, the State is providing the following operational statistics for the current system during 
the three previous calendar years. 
 

Operational Statistics 

UI Benefits 2018 

 

Item Description      Statewide Metrics 

Agency Staff Users: 

UI Claims Agents       122 

UI Claims Adjudicators      48 

Other UI Benefits Staff      215 

Total        385 

 

Benefit Claims Processing: 

Initial Claims Filed      131,518 

Continued claims (Weekly Certifications)   802,383 

Non-Monetary Determinations      124,644 

Total Weeks Compensated     855,307 

Total UI Benefits Payments     $201,890,000 

Calls to claims staff      435,235 

 

Benefit Appeals Information: 

Number of lower authority appeals     19,662 

Number of higher authority appeals     1,577 

 

 

 

 

 

 



 

 

 

Operational Statistics 

UI Benefits 2019 

 

Item Description      Statewide Metrics 

Agency Staff Users: 

UI Claims Agents       121 

UI Claims Adjudicators      41 

Other UI Benefits Staff      220 

Total        382 

 

Benefit Claims Processing: 

Initial Claims Filed      132,071    

Continued claims (Weekly Certifications)   792,539 

Non-Monetary Determinations      67,123 

Total Weeks Compensated     783,461 

Total UI Benefits Payments     $186,219,000    

Calls to claims staff      507,538 

 

Benefit Appeals Information: 

Number of lower authority appeals     16,872 

Number of higher authority appeals     1,166 

 

 

 

 

 

 

 

 



 

 

Operational Statistics 

UI Benefits 2020 

 

Item Description      Statewide Metrics 

Agency Staff Users: 

UI Claims Agents       126 

UI Claims Adjudicators      46 

Other UI Benefits Staff      224 

Total        396 

 

Benefit Claims Processing: 

Initial Claims Filed      994,765    

Continued claims (Weekly Certifications)   7,330,361 

Non-Monetary Determinations      496,862 

Total Weeks Compensated     6,894,364 

Total UI Benefits Payments     $1,450,763,000  

Calls to claims staff      10,199,406 

 

Benefit Appeals Information: 

Number of lower authority appeals     31,344 

Number of higher authority appeals     1,629 
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Business Process Definitions 
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BRIEF DESCRIPTION: 

APPEALS PROCESSING 

 
T.C.A. 50-7-304 provides interested parties the opportunity to have a hearing on benefit issue(s) in question 
and to receive a written notice of the decision specifying the reason(s) for that decision. The Agency provides 
two levels of appeals: The Appeals Tribunal (Lower Authority) and the Office of Administrative Review (Higher 
Authority). Any monetary determination or nonmonetary issue which has resulted in an Agency Decision may 
be appealed. This includes separation issues, issues arising during the claims series, overpayment decisions, 
employer charge issues, etc. Appeal hearings can be conducted by telephone or in-person. 
 
Interested parties dissatisfied with an Agency benefit decision must file the appeal with the Lower Authority. 
Interested parties dissatisfied with the Lower Authority’s appeal decision must file appeal of the decision to 
the Higher Authority for reconsideration or review. 
 
 

FILE LOWER AUTHORITY AND HIGHER AUTHORITY APPEALS  
This describes the process of filing a Lower Authority appeal or requesting Higher Authority 
reconsideration/review. It includes the ability to enter all appropriate data for any appeal/reconsideration. 
 
 
BUSINESS RULES 

APPEAL 010.005: Allowed for Appeal 

All benefit programs allow an appeal to be filed. Employers are allowed to file appeals regarding benefits 
charged to their account. Employers and TPAs are allowed to file appeal concerning account tax liabilities. The 
system must allow appeal functionality for any new federally mandated benefit programs. 
 
APPEAL 010.010: Appropriate Filers for Appeals 

The individuals who can file an appeal or reconsideration of a determination or decision are “interested 
parties”; i.e., the claimant, the directly involved employer or the employer’s duly authorized agent or 
attorney of record, the Commissioner, or authorized staff acting on behalf of the Commissioner. 
 

APPEAL 010.015: Available Determinations 

Authorized staff can select any determination or decision. For others, i.e., claimants, employers, authorized 
agents or attorneys, the selection will be limited to more recent determinations or decisions, the most recent 
of which will be based on agency policy. 
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APPEAL 010.020: Agency Jurisdiction 

The Agency does not have jurisdiction after all appeals and other administrative remedies within the Agency 
have been exhausted. With a Higher Authority appeal of a DUA claim, the U.S. Department of Labor has 
jurisdiction and not the Higher Authority review unit of the State agency. 
 
If a UCX claimant is found monetarily ineligible as a result of a non-monetary determination  such as a 
dishonorable discharge, a bad conduct discharge or another-than-honorable discharge for example, the 
claimant must appeal to the appropriate branch of the military which has jurisdiction. The claimant also may 
file an appeal with the Lower Authority to preserve the timely appeal date, however, the Lower Authority 
does not have jurisdiction and must hold the matter in abeyance (set aside) until appropriate branch of the 
military makes its determination. 
 
 
APPEAL 010.030: Reconsideration vs. Appeal 

Reconsideration is a request for reexamination of an Agency determination or decision by the same unit: i.e., 
the same level of appeal that made the determination or decision. 

An appeal involves a request to a higher level. Any monetary or non-monetary determination can be 
reconsidered by the Agency within one (1) year of the Agency determination, absent an appeal. 

A Lower Authority appeals decision can be reconsidered by the appeals hearing officer within thirty (30) 
calendar days of the decision, absent an appeal to the Higher Authority. 

A Higher Authority appeals decision will be reconsidered if an interested party makes application for a 
rehearing within ten (10) calendar days of the decision. 

 
 

APPEAL 010.040: Proper Appeal Level 

Interested parties must file the appeal or reconsideration to the correct “level”. The Appellant must file at the 
proper level as appeals can be filed at the Lower Authority level and can be filed at the Higher Authority 
depending on the current status in the appeal process. 

Appeals levels are: 

1. Reconsideration of an Agency monetary or non-monetary determination 
2. Lower Authority (e.g., “Appeals Tribunal”) appeal 
3. Reconsideration of a Lower Authority appeal’s decision 
4. Higher Authority (e.g., “Office of Administrative Review (OAR)”) appeal 
5. Reconsideration of a Higher Authority (OAR) appeal decision 
6. Judicial branch appeal – Chancery Court 

 
APPEAL 010.060: Timely Filing 

Periods for filing timely appeals and reconsiderations are applicable based on the Level of Appeal: 
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1. Reconsideration of a monetary or non-monetary determination by the Agency when an 
appeal has not been filed: one (1) year from the determination.  

2. Reconsideration of a monetary determination when claimant files a protest: ninety (90) days 
from the mailing date of the determination.  

3. Lower Authority appeal of an agency determination: fifteen (15) calendar days from the 
mailing date of the determination.  

4. Reconsideration of a Lower Authority’s decision when an appeal has not been filed to the 
Higher Authority: thirty (30) days from the mailing date of the decision.  

5. Higher Authority appeal of a Lower Authority’s decision: fifteen (15) calendar days from the 
mailing date of the decision.  

6. Reconsideration of or Petition to Re-hear a Higher Authority’s decision: ten (10) calendar days 
from the mailing date of the decision.  

7. Chancery court appeal of a Higher Authority’s decision: thirty (30) days from the date the 
Higher Authority’s decision becomes final.  

8. An overpayment waiver request can be made within 90 days from the date of the 
determination of the overpayment.  

An override must be available for staff and hearing officers who may discover that an appeal was filed late 
after the initial docketing of a case, and if good cause is established in a hearing. 

 
 

APPEAL 010.070: Appeal of Determination 

A Party can file an appeal or reconsideration of an Agency determination or decision that was not favorable to 
that party, to either the Agency or a Higher Authority decision to the Courts. The standard processing for the 
system is to handle Agency appeals or to facilitate communication of information about the claim to the 
appropriate level (ex. Appeals Tribunal, Office of Administrative Review, etc. 
 

APPEAL 010.080: Create Case Folder and Materials 

The Appellant and interested parties are provided a confirmation of the receipt of the appeal request. A case 
folder is constructed that contains all case correspondence, case materials, and related notifications. 
Submitted documents must be associated and placed in the correct appeal case folder. Case documentation 
must be securely stored and fully accessible by all parties authorized to review it, including all materials filed 
with the Agency. 
 
 
UPDATE, WITHDRAW, OR CANCEL APPEALS  
This describes the process of canceling, remanding, transferring, withdrawing, or updating an appeal or a 
request for Higher Authority reconsideration. 
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BUSINESS RULES 

APPEAL 020.010: Appropriate Users to Cancel a Request 

The term “cancel” in this context means that the Agency has made a mistake and is correcting the mistake by 
removing an erroneously entered appeal or reconsideration. Consequently, the ability to cancel is limited to 
authorized staff. This is an internal matter within the Agency and other interested parties are not involved. 
 
APPEAL 020.020: Available Pending Reconsiderations or Appeals to be Updated / Withdrawn 

An appeal or reconsideration can only be canceled while pending, i.e., prior to the issuance of a decision. After 
a decision is issued, the error must be corrected by means of reconsideration. The claimant data must be 
automatically updated with an indicator or “flag” placed on the claim when the appeal is received to alert 
agency staff of the appeal and to prevent adjudication from issuing an agency corrected decision or 
redetermination while the appeal is pending. 
 
APPEAL 020.025: Update Appeals or Reconsiderations Data 

Authorized users can update or add additional case data. An audit trail of all changes is required. 
 
APPEAL 020.030: Workflow for Withdrawal 

Only the appealing party, i.e., the appellant, or its duly authorized agent or attorney of record can withdraw 
an appeal or reconsideration. Workflow is required for a withdrawal in certain circumstances such as the 
following: 

1. Appellant (i.e., appealing party) withdraws appeal or reconsideration 
2. One party case involving an able and available issue 
3. A request for waiver of repayment of overpayment case 

 
APPEAL 020.040: Workflow for Update 

Workflow authorization is not required for update in certain situations such as the following: 

1. Change of address prior to mailing the Notice of Hearing. 
2. Change from In-person hearing to telephone hearing for a one-party appeal hearing. 
3. Change of telephone number 
4. Notification of additional witnesses 
5. Notice of appearance of representation (i.e., attorney, TPA) 

 
APPEAL 020.050: Decisions Requiring Written Determination 

Written determinations must be issued for the Lower or Higher Authority appeal or reconsideration. A 
withdrawal of a Lower or Higher Authority appeal or reconsideration requires a written decision to be 
issued. If the transaction is a withdrawal of an Agency determination, either monetary or non-monetary, the 
action does not require a written decision/determination. Canceled appeals do not require a written 
determination. 
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APPEAL 020.060: Remand an Appeal 

The term “remand” means that a higher level has sent back a case to a lower level with instructions about 
further action. Typically, those instructions are to take additional evidence and render a 
decision/determination, taking into consideration the additional evidence. 

 
 

APPEAL 020.065: Transfer Appeal to Higher Authority 

The Higher Authority “may remove to itself” or “call up” a claim pending before the Lower Authority. The 
Higher Authority may also “transfer” to another hearing officer any  claim pending before a hearing officer. 
 

APPEAL 020.070: Generate Appropriate Documentation to Interested Parties 

With a withdrawal, a determination/decision must be issued to the parties. If an appeal or request for 
reconsideration has been canceled, no notification required if Agency error, otherwise parties must be 
notified. If case information is updated, in most instances, notification is not required. However, the system 
must allow for exceptions. For example, additional witnesses to participate in the hearing are added. A notice 
would be required to interested parties to prevent undue surprise. The system must generate all required 
notifications. 
 

 
SCHEDULE/CONDUCT APPEAL- HIGHER AUTHORITY RECONSIDERATION HEARING  
This describes the process of scheduling and conducting the hearing of Lower Authority appeal / Higher 
Authority reconsideration hearing or review. 
 
 
BUSINESS RULES 

APPEAL 030.005: Docket Number 

The case docket number is a unique identifier for the appeal. The docket number must be automatically 
system generated. A new docket number is not generated for cases that are rescheduled, continued, or 
postponed and require rescheduling. However, an identifier is required for reopens and remands. The 
generation of the docket number must include ability to determine the appropriate number assignment for 
the case based on the specifics of the appeal.  
 

APPEAL 030.020: Warrants a Hearing 

Higher Authority appeals do not always warrant the scheduling of hearings, although there are exceptions 
based on the specific case circumstances. Reconsiderations of Higher Authority decisions do not always 
require hearings. 
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APPEAL 030.030: Reassign Hearings to Appropriate Staff 

Based on the decision/determination under appeal and individual staff expertise, availability, and location, the 
remanded order of the Higher Authority to return to specific Lower Authority hearing officer cases involving 
issues of a more complicated nature, are assigned to experienced hearing officers who possess special 
knowledge or skills. Cases that involve more clear-cut issues are assigned to lesser experienced hearing 
officers. Cases that are remanded from the Higher Authority and rescheduled / reopened cases where a 
hearing officer has taken testimony are assigned to the same hearing officer. In-person hearings must be 
assigned to hearing officers located near the claimant’s residence. Workflow is required with ability for 
exceptions. 
 

APPEAL 030.035: Subpoena Process 

Certain cases will require the issuance of subpoenas for witnesses and/or documents or other case related 
items. The system must create the subpoena and allow the results of the issuance to be recorded. 
 
APPEAL 030.040: Duration of Hearing 

The “default” duration for each hearing is established at 60 minutes. Hearings that involve an attorney, a 
third-party agent, a subpoena for witnesses or documents, an interpreter, or complex issues are to be 
allocated additional time or must be scheduled as the last hearing in the morning or afternoon. The duration 
determination of the hearing also considers the type of employer business. The system must access employer 
codes (NAICS, SIC, etc.) to determine duration and scheduling availability based on the type of business (i.e., 
avoid breakfast, lunch, or dinner hours when scheduling restaurant employers). 
 
APPEAL 030.045: Dial-In Access for Hearings 

An unlimited number of hearing attendees (ex: claimant, employers, attorneys, etc.) must be allowed and 
tracked by the system with the ability to call into hearing “conference calls” using secure access PIN numbers 
with limited time parameters that are configurable by agency staff. 
 
Other advanced phone features are required including 3-way calling, easily modifiable attendee phone 
number lists, hearing logs of start/stop time and duration as well as recordings of all hearings, as required by 
Tennessee law. At the end of the call, the recording must be automatically stored by the system for retrieval 
by all authorized parties. 
 
APPEAL 030.050: Scheduling Considerations for the Hearing 

Hearings are scheduled based on: 
The merits of the decision/determination under appeal; availability of Hearing Officer/staff; the 
appropriateness and available locations (In-Person and Telephone); date of filing; timeliness of appeal; 
Notification timeliness requirements. 

Hearings for the oldest pending appeals must be scheduled first for compliance with Federal "promptness" 
measures to meet the mandated core measurements. In-person hearings are scheduled at the hearing 
location nearest the claimant’s residence. Hearing notices and confirmations are provided to all interested 
parties. 
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All hearings (telephone and in-person) must be recorded. The audio recordings must be retained for business 
and legal purposes. Audio files must be stored and purged according to law and based on configurable purge 
criteria. Interested parties must be provided a PIN for access to the telephone hearing. Hearing Officers are 
allowed remote entry to conduct hearing. 

Secure access must be provided to hearing recordings. Authorized staff must have an upload routine for 
storage and renaming of audio files that were recorded with handheld devices or other media which must be 
accessible by the system along with all other stored recordings. 

Regarding the appropriateness for the level of the review / appeal, the system provides the notification 
requirements, such as: Lower Authority Notice of Hearing; Higher Authority Acknowledgement of Appeal; 
Higher Authority Notice of Hearing. 
 

APPEAL 030.055: Transcriptions of the Hearing 

Transcriptions of hearings are provided if the case is ultimately appealed to Chancery Court. The System must 
provide the ability for the transcriber to access the hearing audio files.  It must also allow transcription files to 
be uploaded to the System for accessibility by interested parties. 
 
APPEAL 030.060: Warrants a Review 

A Lower Authority appeal requires a scheduled hearing and does not warrant a review. A Higher Authority 
appeal warrants a review. 
 
APPEAL 030.070: Appropriate Staff for a Review 

A reconsideration of a Lower Authority decision must be performed by the original hearing officer who 
conducted the hearing and rendered the decision. A Higher Authority appeal review and the reconsideration 
of a Higher Authority decision is performed by an available hearing officer with sufficient knowledge and 
expertise for the issue(s) involved. 
 
APPEAL 030.100: Proposed Schedule of the Hearing or Review 

For the Lower Authority, the System must automatically determine and generate a proposed schedule of 
hearings based on criteria established by other Business Rules pertaining to time, place, duration, staff skills, 
compliance with Federal timeliness measures, and other factors considered important by management. 

For the Higher Authority appeals /reviews, the System must create workflow and queue cases in a manner to 
facilitate compliance with Federal timeliness measures. 
 
APPEAL 030.110: Schedule Override 

A manual override is required for all scheduled hearings. The system will need to accommodate manual 
scheduling/rescheduling for cases/hearings that have agreed dates and times. For example, cases with 
attorneys will need to be assigned agreed-upon dates and times rather than the next available slot according 
to automated business rules. Manual override of any system scheduled hearing is required. Staff Schedulers 
will need the capability to override default or automated business rules for particular cases. For example, a 
case with two attorneys and several witnesses may require an entire afternoon be reserved. 
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UPDATE HEARING REVIEW DETAIL  
This describes the process of updating the details of a review / hearing prior to the conclusion of the review / 
hearing. 
 
 
BUSINESS RULES 

APPEAL 040.010: Hearing Details Updated 

After a hearing or review has been scheduled, information about the hearing/review or the parties may 
change. With telephone hearings, the most common change is the contact telephone numbers of the parties, 
their attorneys, representatives, or witnesses. Addresses of the parties may change requiring new Notices of 
Hearing or other documents to be mailed (e.g., subpoenas and hearing instructions). The hearing may also be 
reassigned to another hearing officer without rescheduling. The System must allow authorized staff to update 
such information about the hearing or review. Hearing determinations, however, cannot be changed. 
 
APPEAL 040.020: Requires Reschedule 

A hearing or review should be rescheduled if a party has made a timely request to reschedule and shown good 
cause. Also, a hearing or review should be rescheduled if there is an Agency- related reason to do so, e.g., the 
assigned hearing officer is not available, necessary telephone and computer equipment is not functioning 
properly, State offices are not open. Relevant cases will need to be placed into a queue for approval prior to 
any rescheduling. Based upon approval, cases will then go into auto-reschedule functionality and updated 
notifications are generated. 
 
 

APPEAL 040.050: Review Details Updated 

Reviews typically involve a Higher Authority appeal, although it could pertain to reconsideration of a Lower 
Authority decision or a Higher Authority decision. After the review, but prior to the issuance of the decision, 
staff must enter information about the review, including the review notes. The case can be remanded to a 
lower level to: 

a. take additional evidence, or 
b. schedule another hearing, or 
c. a Higher Authority can take ownership of the case (thus modifying jurisdiction), or 
d. transfer the case to another hearing officer 

Rebuttal evidence or briefs can be requested from the involved parties. 
 
APPEAL 040.060: Available Appeals / Reconsiderations for Update 
 
Only a pending hearing / review (i.e., one that has not been concluded) is available for update. Appropriate 
users are staff authorized to select and update information on such pending hearings /reviews. 
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APPEAL 040.070: Limits of what can be changed 

An update is limited to information that pertains to the hearing / review itself not to the resultant decision. 
Authorized staff must have the ability to modify hearing data; allow rescheduling; postponement and 
continuance. The system must generate all notifications if warranted for the updated hearing data. The 
system must provide the ability to change the hearing officer as needed or the venue. It should identify the 
nearest office automatically and be configurable in case a branch office is closed or moved. Workflow is used 
for required routing and approvals. 

 
RENDER DECISION  
This describes the process of generating a Lower Authority appeal or Higher Authority reconsideration decision. 
 
 
BUSINESS RULES 

APPEAL 050.010: Hearing / Review Information 

The hearing officer or other authorized staff will enter and/or update hearing / review information. Such 
information can include the participating parties, attorneys, representatives and witnesses present, the 
history of the claim, type of appeal or benefit program, notes regarding the proceeding, and if appropriate 
modification of issues and associated data. Relevant claim and hearing data must be pre-populated for the 
specific case. Correction of the pre-populated information is allowed by authorized users. 
 
APPEAL 050.015: Hearing Entry and Printing Features 

Associated with appeals and hearings are many types of documents and other attachments that must be 
stored and readily available to system users when reviewing the status of an appeal. This includes the ability 
to copy images and insert markups/annotations to identify specific content to the hearing, such as Exhibit A, 
etc., and then protected so that those annotations and markups cannot be removed, changed, or the 
documents/images deleted from the system without the proper authority. 

On entering comments, notes, decisions, etc. the system must incorporate the use of Word processing 
functionality to ensure spelling, grammar, and text are properly entered and formatted so they are ready to 
be presented as part of the legal proceedings. 

Also required are advanced printing features, including the ability to print envelopes, mass mailing notices and 
correspondence that is easily accessible to any system user. 
 
APPEAL 050.020: Hearing / Review Decision 

The hearing officer or other authorized staff must enter the “outcome” decision of the appeal proceeding 
/reconsideration/review. The types of allowable decision outcomes include: Affirm; 
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Affirm in part; Reverse (set-aside); Modify; Remand; Dismiss; Withdrawal; Modify in part; Untimely(accept or 
deny jurisdiction); Granted (waiver request); Denied(waiver request). Entry of the case summary, findings of 
fact and conclusion of law determinations are also allowable for the creation of the decision outcome. For 
business and legal purposes, decisions require redundant storage securely accessible. 
 

APPEAL 050.030: Need for Workflow 

Workflow is needed in situations that include: 

1. The decision to be rendered has remanded the case. 
2. Staff has manually indicated need for workflow. 
3. The case has been selected for an automated productivity review. 

 
APPEAL 050.040: Identification of New Issues 

New issue(s) can be discovered during the case preparation or in the conduct of the hearing/review. It is 
disposed of in one of two ways: (1) the hearing officer can  remand  the case to a lower level with instructions 
to take additional evidence and issue a new agency decision, or (2) if the issue is identified at a hearing, the 
hearing officer can obtain a waiver of notice from all the participating parties regarding the issue, take 
evidence and make a decision on that issue. 
 
APPEAL 050.050: Determination updated 

If the appeal / reconsideration decision changes the determination / decision under appeal as it pertains to a 
monetary, non-monetary, benefit charging or tax liability issue, the System must make the appropriate claim 
updates automatically. 
 
APPEAL 050.055: Issue Corrected/Amended Decision 

Authorized staff must have the ability to issue a corrected/amended decision. A corrected decision may 
correct the spelling on an interested party name, for example during review.  Once a decision is issued, staff 
can only amend or correct it as a “Corrected Decision.” 
 
APPEAL 050.060: Overpayment updated or created 

If the appeal / reconsideration decision changes the determination / decision under appeal as to establish an 
overpayment or change the amount of an existing overpayment, the System must make the appropriate claim 
updates automatically. This procedure must provide the ability to classify overpayments as fraudulent, At 
Fault or Not at Fault, together with the legal effect (period of disqualification, eligibility to apply for waiver). 
 
APPEAL 050.070: Payment Adjustment 

If the appeal / reconsideration decision, changes the determination / decision under appeal as to create a 
benefit payment adjustment, the System must automatically make appropriate claim updates. 
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BRIEF DESCRIPTION: 

AUDIT PROCESSING 

This process provides continuous assessments of the integrity and performance of the State’s Unemployment 
Insurance programs. This task is accomplished by performing federally mandated integrity reviews and 
performance management related to programs and activities in accordance with strict Federal and State laws, 
rules, regulations, and guidelines. 

In addition, provides for the sampling of the selection data received from the USDOL Tax Performance System 
(TPS) annually. 
 

PROCESS BAM RANDOM NUMBER  
This describes the processing of the sampling selection data received from BAM Office/USDOL annually. This 
process begins when agency staff enters BAM (Benefit Accuracy Measurements) sample selection 
information. Selection data process is provided  by USDOL for the random number sampling routine. This 
process ends when sample selection information is extracted and available. 

BUSINESS RULES 

Audit 010.010: Random Number Processing 

The system must provide the ability to enter the USDOL provided seed information by case type. The user is 
prompted for year- end by key week and the number of cases the agency is required to select for sampling. A 
“starting number” is entered to generate the random sample extract. The system must provide automatic 
case section according to USDOL guidelines. 

 
GENERATE BAM SAMPLE  
This describes the process to generate samples for the four weekly BAM audit types that measure the State’s 
accuracy in paying benefits and denying entitlement to benefits for UI claimants. These samples are used to 
construct the BAM cases for agency staff manual review. The USDOL prescribes methodology that must be 
followed to construct and evaluate cases drawn weekly. This process begins with a configured and scheduled 
function which creates the four BAM sample frames or agency staff entering a request to (re)generate 
samples. This process ends with BAM samples extracted and available. 

BUSINESS RULES 

Audit 015.010: BAM Universe Creation 

The function to perform the BAM sample extractions must be run at 12:01am each Sunday. The weekly period 
is defined as 12:00am Sunday to 11:59 pm Saturday. The BAM data extraction must be ready for processing as 
soon as possible after all transactions for the week have been extracted from the system, but no later than the 
following Monday morning. 
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Audit 015.020: Agency Staff Creation of Universe 

The system must provide an alert to staff if any errors occur in the processing so that Information Systems 
staff or Development can correct any issues/errors with the procedure and rerun if necessary. 
 
Audit 015.030: Error Determination 

The BAM functionality must generate an error report, which will include all records that fail one or more of 
the predefined edits. The data elements that “failed” must be flagged. 

 
 

Audit 015.040: Transaction File Construction 

The UI Transactions file, which must be created each week, is the initial task in the population definition and 
sampling process. Records must meet the criteria for inclusion in the UI benefits and denials sampling frames. 
Only records that meet the definition for inclusion in one of the four BAM populations (paid benefits, 
monetary denials. separation denials, and non-separation denials) should be included in the UI transactions 
file. Data Definitions for UI Transaction File are provided by USDOL. 
 

Audit 015.050: DOL Program Execution for Hit File 

Hit File: Consists of the records selected for the samples. The records in this file must be in the same format 
and sort sequence as the UI Transaction file. UI Paid claims records must be written first, followed by 
monetary, separation, and non-separation denials. The Hit File is used to query the system to identify 
information on an individual claimant including demographic characteristics, employment history, benefit year 
data, and information specific to the initial or continued claim. 

The system must provide the ability to store a history of the generated sample Hit file and allow the user to 
print the Hit file as needed. 
 

Audit 015.060: Claimant Data File Creation 

This data file consists of the claimant data obtained from the system for the cases selected for the four BAM 
samples. The system must provide required printouts of actual case files/data to be reviewed. 
 

Audit 015.070: File Transmission 

The System must provide functionality to create download files for use elsewhere. These files are stored on 
the System and in the UI database that resides in the State’s servers. 
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CONDUCT BAM AUDIT  
This describes the process to assign BAM cases. This  process begins when a sample selection is complete 
(Audit 015 Generate BAM sample). This process ends with BAM cases assigned to agency staff for 
investigation. 

 
BUSINESS RULES 

Audit 016.010: BAM Case File Creation 

The BAM selection functions must include Non Mon, wage determination, fact finding statement, DCI for 
coding with skeleton data elements , work history information, claimant questionnaire for BAM, BAM 
summary sheet, and NAICS Code, claims inquiry, payment records, Monetary determination, Income tax 
withholding , overpayment records, reason for separation, appeal information, National Directory of New Hire 
data, Out of State wage information, produce claimant information (BAM questionnaire), customer services 
information, non- separation issue information, potential charge information and weekly certification data. All 
information available in system for the selected case must be assembled by the system. This should shift 
partially to data. 

Audit 016.020: Assign BAM Cases for Investigation 

The system must provide automatic assignment of cases to investigators. The system must be able to 
determine investigators available each week, current caseload, and case variables for automated assignment 
with the ability for authorized users to override that assignment as needed. A list of cases for year-week is 
required. The user must have the ability to  select/extract audit cases and any documentation or data 
associated to the case. The user may also select the case category to be assigned. 

Case categories to assign must include: 

• Paid Claims 
• Denied Monetary 
• Denied Separation Non-Monetary 
• Denied Non-Separation Non-Monetary 

Audit 016.030: Scheduling Claimant and Employer Interviews 

The system must provide automatic scheduling of the interviews. The system must determine the schedule 
information- Year and Week Identifier with the ability to override if necessary. 
 
 
CONDUCT PCA BAM AUDIT  
This describes the process of conducting a Benefit Accuracy Measurement (BAM) Paid Claim Accuracy (PCA) 
Audit. This process begins when a BAM PCA audit is assigned via workflow. The system must determine if a 
pending/completed appeal impacts the outcome of a review and allow entry of comments for newly 
discovered facts. The system may determine the new discovery requires adjudication or reconsideration and 
that a base period wage adjustment is needed. Using automation, the system will determine the proper action 
and act accordingly by either creating the necessary issue(s) and routing them to the proper individuals 
through workflow or indicating no adjustments are needed and marking the audit complete. 
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The system generates applicable inquiries and notifications to the claimant, interested parties for the 
claimant, and all employers / Third Party Agents (TPAs) that are a party to the accuracy of payment for the key 
week. The agency staff reviews the claimant’s information and the employer wage and separation 
information. The agency staff verifies the work search contacts reported by the claimant for the key week. All 
nonmonetary determinations through the key week are reviewed. If the agency staff determines the issue was 
not adjudicated correctly and it can be reconsidered, the agency staff makes a redetermination or refers the 
case for reconsideration. Notification is sent if issue(s) adjudicated or finality has been reached. This process 
ends when the PCA Audit findings are documented and scheduled for Supervisory Review through workflow. 
 
BUSINESS RULES 

Audit 017.010: Audit Questionnaires 

Questionnaires are required for the specific reason. There are four claimant questionnaires (BAM claimant 
paid claim (PCA), denied non-monetary, denied monetary and denied separation) depending on the type of 
case, in addition to an employer questionnaire. 

Audit 017.060: Claimant Schedule and Notification 

Claimant Notification correspondence is required. The Notice informs claimant of scheduled interview and 
other appropriate documentation relevant to the interview (e.g., dependent allowance). The system must 
provide ability to schedule the claimant interview and allow the ability to view appropriate information in 
claims file (created in Audit 16). 

Audit 017.070: System Employer/ TPA Information Request 

Employer/TPA Information request Information must be based on USDOL policy and state law/policy. The 
system must ensure claimant provided Employer work searches in key week. Employer/TPA Notification 
correspondence is required. The Notice is requesting information from Employer/ TPA. The information 
requested would vary depending on the situation. 

Audit 017.120: Employer/ TPA Interview Notification 

Employer/TPPA Interview notification is required. The interview Notice informs employer/TPA of scheduled 
interview and requests other appropriate documentation relevant to the interview. The system must provide 
ability to schedule the employer/TPA interview. The information requested would vary depending on the 
situation. 

Audit 017.130: Employer Wage Audit 

Employer Wage Audits are required on paid claims but depends on employer type, i.e., separating versus base 
period. The system must have the ability to determine if the audit is required based on wage audit criteria. If 
the determination that the wage audit is required, the system must provide the ability to perform a wage 
audit. 

 

Audit 017.140: Employer Wage/Separation Request 

Employer Wage/Separation information requested must be based on USDOL policy and state law/policy. The 
system must provide the ability to send inquiries to request separation and wage data from Employers and 
Third-Party Administrators 



Audit Processing - Page 5 of 
 

Page 15 of 171 

 

 

Audit 017.150: Interested Party Notifications (Claimant) 

The system must determine additional Interested Parties for a claimant and send the proper notification 
correspondence as required. Notice is requesting information from the claimant interested party. The 
information requested would vary depending on the situation. 
 
Audit 017.160: Non-Monetary Decisions 

Non-Monetary Decision information must be retrievable and is required by USDOL. The system must be able 
to evaluate impact weeks through key week in a non-monetary determination. 
 

Audit 017.200: Gather NDNH Data 

Functionality is required to retrieve NDNH data and create a record to identify for audit. All appropriate data 
as required by USDOL must be included in the procedure. Information is obtained from record created in 
Audit 015 Generate BAM Sample. The weekly sample will be compared to New Hire Cross-match hit data over 
one-year to identify matches between sample cases and New Hire files and create a BAM file/report from 
National Directory of New Hire data. 
 

Audit 017.205: Gather NAICS Data 

Functionality is required to retrieve appropriate case classification information from the North American Industry 
Classification System (NAICS) database as required by USDOL. 
 

Audit 017.210: Gather Labor Services Data 

Functionality is required to retrieve Labor Services Data from In-State and Out-of-State Labor Exchange Services 
which is required by USDOL. 
 

Audit 017.220: Gather O*Net Data 

Functionality is required to retrieve information from O*NET data and add it to the case information as 
required by USDOL. 
 

Audit 017.225: Gather USDOL/BLS Data 

Functionality is required to retrieve USDOL-Bureau of Labor Statistics data and add it to the case information which 
is required by USDOL. 
 
 

Audit 017.230: Gather IBIQ/SIDI Data 

Functionality is required to retrieve IBIQ/SID1 (State Identification Inquiry) of wage data by SSN to be added 
to the case information which is required by USDOL. 
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CONDUCT BAM DCA MONETARY AUDIT  
This describes the process of conducting a Benefit Accuracy Measurement (BAM) Denied Claim Accuracy 
(DCA) audit on a monetary denial. This process begins when the system identifies a randomly selected DCA 
monetary denial audit case. The system must provide the ability to edit issue codes used to generate the 
Denied Claims Accuracy sample. The system generates inquiries to the claimant and Employer(s) selected for 
audit. The system must provide the ability to schedule DCA claimant interviews, if needed. The agency staff 
reviews the selected monetary determination. The system must provide the ability for agency staff to indicate 
additional information/notices are not required. If the agency staff finds the case was not determined 
correctly and it can be reconsidered, the agency staff makes a redetermination or refers the case to process 
the monetary redetermination. This process ends when the DCA Audit findings are documented and 
scheduled for supervisory review. 

BUSINESS RULES 

Audit 018.010: System Generated Questionnaire 

Questionnaires are required for the specific reason. There are four claimant questionnaires (BAM claimant 
paid claim, denied non-monetary, denied monetary and denied separation) depending on the type of case, in 
addition to an employer questionnaire. Need the ability to modify the questionnaires with USDOL approval. 
The System must generate the appropriate questionnaire. 

Audit 018.020: Employer Request for Wage Information 

Information requested must be based on USDOL policy and state law/policy. 

Audit 018.040: Addition of Employer for Wage Request 

Addition of Employer for wage request information is required. Additional wage request for wages must 
include: wages earned out of state, not reported by employer, not listed by claimant, wages out of the base 
period not used in establishing claim, wages reported by claimant but not showing on wage history and/or 
other wage information deemed necessary. 

Audit 018.050: Employer Request for Information 

Employer request for information correspondence is required. The notification is requesting information from 
Employer/TPA. The information requested varies depending on the situation. 
 

 
CONDUCT BAM DCA NONMONETARY AUDIT  
This describes the process of conducting a Benefit Accuracy Measurement (BAM) Denied Claim Accuracy 
(DCA) audit on a non-monetary denial. This process begins when the system  assigns a DCA non-monetary 
separation or non-separation denial audit case. The system generates applicable inquiries to the claimant and 
Employer(s) that are selected for audit. The agency staff reviews the selected determination. If the agency 
staff determines the issue was not adjudicated correctly and it can be reconsidered, the agency staff makes a 
redetermination or refers the case for reconsideration. This process ends when the audit findings are 
documented and scheduled for supervisory review through workflow. 
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BUSINESS RULES 

Audit 019.010: Claimant Questionnaire 

Questionnaires are required for the specific reason. There are four claimant questionnaires (BAM claimant 
paid claim, denied non-mon, denied monetary and denied separation) depending on the type of case, in 
addition to an Employer questionnaire. The system must provide ability to modify the questionnaires with 
USDOL approval. The System must generate the appropriate questionnaire. 

Audit 019.020: Employer Involved 

Employer involvement will be dependent upon the specific issue. For example, most Able & Available Issues 
will not involve an Employer. ET Handbook 395, VIII-1 & VIII-2 indicates allowance for Employer contact during 
DCA (Denied Claim Accuracy) investigations. 

Audit 019.030: Employer Notification 

Employer correspondence/notification is required which will be dependent upon the specific issue being 
addressed. The Issue identified will determine what Form/Notification is to be sent to an Employer. 

Audit 019.040: Additional Claimant Information 

Additional claimant information may be required. This is a Staff driven process. The System must allow for 
auto-generate/auto-mail of additional documents to claimant. 

 
PERFORM BAM SUPERVISORY REVIEW /CLOSURE  
This describes the process for the BAM supervisor to store completed BAM cases for auditing purposes. This 
process begins when the BAM supervisor completes a case by review. This process ends when the case is 
stored and the case closed. 

BUSINESS RULES 

Audit 020.010: BAM Supervisor Functions 

The BAM supervisor must be able to review, update, and re-route cases forwarded through workflow and 
submit documentation for the case file. They must be able to indicate the BAM case has been successfully 
reviewed and be able to process integrity reviews. 
 
 
RESCHEDULE BAM INTERVIEW  
This describes the process for the BAM supervisor to reschedule a BAM interview based on limited 
information available during the review. This process ends when the review is rescheduled. The workflow 
process will redirect the case back to the audit staff to gather additional information and the case reevaluated 
before being sent back for BAM supervisory review. 

BUSINESS RULES 

Audit 021.010: Schedule Interview 

The system must allow scheduling of subsequent interviews if the BAM supervisor finds the audit information 
insufficient to make a determination. 



Audit Processing - Page 8 of 
 

Page 18 of 171 

 

 

PROCESS BTQ RANDOM NUMBER  
This describes the process to receive and process the BTQ (Benefits Timeliness and Quality reporting) random 
number information provided by USDOL for use in the quarterly BTQ sample extraction. This process begins 
when the agency staff enters the information received from USDOL. This process ends when the information is 
updated in the system. 
 
BUSINESS RULES 

Audit 050.010: BTQ Number Entry 
The system must prompt for the required federally assigned random number and allow entry of that 
information by agency staff. It must also provide ability to modify the BTQ random number information and to 
select non-monetary and appeals cases for BTQ review. 
 
GENERATE BTQ SAMPLE  
This describes the process to select Benefits Timeliness and Quality (BTQ) samples for the nonmonetary 
determinations and appeals decisions to measure state-wide performance to comply with the assessment 
mandated by the USDOL. (These samples are used to construct the case files for the Federal Reports - extract 
files for ETA 9056 and ETA 9057.) This process begins when an agency staff enters a request to create the 
sample or the System runs a scheduled function. This process ends when the sample is selected, sample 
documentation is extracted, and extract file is created, and the case file stored for upload on the State’s 
servers. 

BUSINESS RULES 

Audit 051.020: BTQ Universe Creation 

Distinct universes created for separation, non-separation issues, and lower authority appeals decisions must 
be created and stored. The requirements for the creation of Universe files must be created for federal review 
as instructed or suggested in the USDOL ET Handbook 301. The system must have the functionality to 
create/recreate a file of the transactions that make up the universe. The resulting transaction files are to be 
used as input into a sample selection program such as PICKNMBR. The PICKNMBR routine is provided by 
USDOL. 

Audit 051.050: Validate Sample 

Sample data must be validated. The system must generate “Skeleton data file” that is used by the State to 
validate sample file. The “Skeleton data file” must be in the federally provided format. The State will process 
the Skeleton. When all edits and validations are passed in that system, the agency system must invoke a 
function to freeze or "lock" the data. Agency staff will perform the review and case results are entered. The 
official outcome is established. 

Audit 051.070: Scoring Documentation 

Scoring documentation must be generated. The forms are: ETA Form 9056-NonMon Determinations; Quality 
Data Collection Instrument/9057-Lower Authority Appeals Quality Review. All information available in the 
system for the selected case must be assembled by the system and audit documentation with regard to 
scoring cases must be stored for future access. 
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Audit 051.080: Create Extract File 

The system must generate the required extract files. The extracts must meet the file specifications as 
required: ET Handbook 402 Appendix B (B2) provides ETA Form 9056-NonMon Determinations; Quality Data 
Collection Instrument/9057-Lower Authority Appeals Quality Review 
 

MAINTAIN BTQ SAMPLE  
This describes the process to maintain the BTQ sample. This process begins when agency staff makes a 
request to update BTQ sample information. This process ends when the information is created and stored. 

BUSINESS RULES 

Audit 052.010: BTQ Sample Data 

The agency staff must be able to select the universe type for update and the sample size and time period that 
will be used to generate the record used to create the BTQ sample. 
 
GENERATE BTQ SAMPLE-STATE  
This describes the process to select Benefits Timeliness and Quality (BTQ) samples to measure state, office or 
adjudicator specific performance for state purposes. This process begins when authorized agency staff 
requests the sample or the system runs a scheduled function. This  process ends when the sample is selected, 
sample documentation is extracted, and extract file is created and the case file stored. 

BUSINESS RULES 

Audit 053.020: BTQ Universe Creation 

The Distinct universes created for separation, non-separation issues, and lower authority appeals decisions 
must be available for review. Universe created for state review are driven by selection(s) in data files 
identified within this document. 

Audit 053.070: Scoring Documentation 

Scoring documentation for Decisions to be scored, DCI, documentation/media files related to issue must be 
available for agency review. All information available in the system for the selected case must be assembled 
by the system. Agency staff must be able to enter scores and the system must maintain those scores for 
evaluation purposes. 
 
 
GENERATE DV EXTRACT FILES  
This describes the process to produce data extract files for the USDOL-mandated data Validation (DV) process 
which verifies that data reported on the federally required reports is correct. This process begins when agency 
staff makes a request to run the procedures to create extract files for the benefit populations that are 
uploaded to the State’s servers where the DV is performed. This process ends when the extract file is created 
and stored. The system must allow the ability to re-request extract files and to retain archived files for a 
minimum of three years. 
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BUSINESS RULES 

Audit 100.020: DV File 
Data Validation Sub-populations are created by the State outside of UI Benefits System. The Benefit System 
will create an extract files based on specifications provided by USDOL. These extract files are created for use 
by the State. Data Validation requirements state that State Agencies capture and store a 'snapshot' of the data 
“as is” at the time the record was captured for DV and Audit reporting. The system must provide the ability to 
resend the archived file or correct the stored file. 
 

MAINTAIN DV EXTRACT FILES EQ. ID: 105 
This describes the process to maintain Data Validation (DV) information for the USDOL- mandated DV process 
to validate that workload counts reported in USDOL- required reports. This process begins when an agency 
staff makes a request to update DV information. This process ends when the information is created and 
stored. 

AUDIT 105.010: TPS File 

The universe file of sample output records is created from benefit charge  records. Agency staff can enter a 
request to create the sample file or can re-request creation if necessary. 
 

PROCESS TPS SELECTION SAMPLING DATA  
This describes the processing of the sampling selection data received from TPS Office/USDOL annually. This 
process begins when agency staff enters TPS (Tax Performance System) sample selection information. This 
process ends when sample selection information is extracted and available. 

BUSINESS RULES 

AUDIT 110.010: TPS File 

The universe file of sample output records is created from output of benefit charge records. Agency staff can 
enter a request to create the sample file or can re-request creation if necessary. 
 

AUDIT 110.020: Select Type 

The staff can select the universe Type. The universe Type must be displayed. 

Audit 110.030: Universe Processing 

The staff is prompted for information specific to universe. The system must provide the ability for agency staff 
to enter the universe information. The system automatically selects the sampling records from the universe 
file. Cases selected for the TPS review is based on USDOL guidelines. Record selection is provided by random 
seed number information provided by USDOL. The system must gather and store all the information needed 
(charge and benefit claim history data) for the sample review. The documents must be provided for the 
sample review. 
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BENEFIT CHARGE PROCESSING 

BRIEF DESCRIPTION: 
Benefit charge process includes sending notification of all claims filed in which the employer has base period 
wages. To grant non-charges to employer’s accounts according to the Tennessee Code Annotated 50-7-403. 
To regularly provide employers with a statement of who has received benefits from their account. To check 
the accuracy of charges to employer accounts by monitoring and keeping records of daily charges and non-
charges, overpayments, canceled checks, re-determinations, transferred weeks and adjudication processes 
regarding overpayments and charges to employer accounts. 
 
IDENTIFY CALCULATE POTENTIALLY CHARGEABLE EMPLOYERS  
This describes the process to establish employers and/or agency accounts chargeable for benefits paid for the 
UI claim. This  process begins when a valid monetary is processed/reprocessed. The process identifies 
Employers/Accounts and their percentage of liability for charge/non-charge for benefits paid during benefit 
year. This process ends when the charge record(s) is created. 
 
BUSINESS RULES 

BENCHG 010.010: Wage Type ID 

Types of wages must be identified: 

Type of wages: CWC (Combined Wage Claim), UCFE (Federal), UCX (Military), intrastate wages. For EB 
(Extended Benefits) the system logic must identify what portion is sharable by State and will also need to 
identify CWC. 

Government reimbursing employers and Indian tribes are charged 100%. Otherwise, 

tax-paying employers are charged 50%. 

Tax system has identification specific record to help identify the UI account number. 
 

BENCHG 010.030: Wages Applicable to UCFE/UCX 

Wages applicable  to  UCFE/UCX  claims: The monetary does include any employer account 
number that is identified as a UCFE/UCX account number. 
 

BENCHG 010.040: UCFE/UCX Charge Calculation 

The system methodology must logically perform the UCFE/UCX Charge calculations. UCFE and UCX accounts 
are identified as potentially chargeable based on the percentages of wages used 
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to establish the claim. The required calculation is: MBA (Maximum Benefit Allowance) * (times) the 
percentage % of the UCFE/UCX wages used to establish the claim. 
 

BENCHG 010.050: CWC Charges 

CWC claim charges do not apply if the Monetary does not include any employer  account number that is 
identified as a CWC account number. Charges must be calculated if  the Monetary includes any employer 
account number identified as a CWC account number. 

BENCHG 010.060: CWC charges calculation based on IB-5 

CWC charges are calculated based on the IB-5. Charge processing functionality must logically determine and 
use the most recent IB-5 for the claim to perform re-calculation. 

Charge processing for the EB and CWC claim must send the IB-5 when the EB claim is established based 
specifically on the EB claim. The IB-5 related to the EB claim is what is used for  calculation. The Charge 
processing provides the functionally to perform the automatic charge calculation. The Monetary provides the 
total base period wages, the total by State of CWC wages; State total/total base period = percentage to be 
charged to that state * MBA = Maximum chargeable for that State. 
 
 

BENCHG 010.070: potential intrastate employer charges apply 

Potential Intrastate Employer charges can apply if monetary wages include an employer account number(s) 
that is identified as an intrastate account number. 

BENCHG 010.085: Intrastate Charge Calculation 

Intrastate charge calculations must be prorated based on wages in the base period. 

Dependent Allowance calculating logic is currently not notifying the employer of the liability. There is no 
provision in the law for this. Calculation logic can charge up to $50 extra per dependent allowance. However, 
it should be stated that the Dependent Allowance is federally tied to the period of EUC. When EUC ends – so 
does the Dependent Allowance calculation. EUC is currently set to expire December 31, 2013. 

Claimant base period means the first four (4) of the last five (5) completed calendar quarters. 
 
 

BENCHG 010.086: Identify Employer(s) for Calculation of Potential Charges 

The system must be able to identify employers for calculation of potential changes, at the time of claim filing. 
Base period employers (premium paying and reimbursing) must be identified. 

BENCHG 010.090: potential charge record creation 

The potential charge record must be created. System logic must determine the type of claim. 
Programmatically, certain processing determinations must be made. If UI, UCX, UCFE, CWC Claim is 
determined the process must evaluate all Employer Account Numbers used to establish claim to determine 
whether the Employer is Contributory or Reimbursable. The functionality 
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must set applicable charge percentages, determine the start date and set charge date if Reopen or Additional 
claim. 

Government agency wages used to establish claim charges may be applied to the percentage of potential 
charges to each account in relationship to the Claim and can be based on the dynamics of the EB program (ex, 
50%, 80% or claimant has worked in another state that may or may not be on EB). If CWC claim the process 
will use the most recent IB-5. 

If a monetary redetermination and employer's charge percentage changes and prior charges have already 
been applied the system will create appropriate debits and credits based on the redetermination. 

BENCHG 010.095: Determine Appropriate Employer Notification 

Employer notification is determined and generated. Employers must be notified when there is a monetarily 
eligible claim regardless if a decision is made or not. The Notice to be sent is determined by the type of 
employer distinction (separating employer; reimbursing employer; non-separating contributory employer). 
The determination for notice process also must  consider if there is a predecessor/successor situation. The 
determination process logic also considers employer data to determine there was a 100% successor and 
identify that new account. Notice will be sent to the successor's address. However, the notification process 
will would include both the predecessor and successor's account info including if the successorship was 
mandatory or voluntary. 

BENCHG 010.097: Determine Appropriate Employer Notification through SIDES 

Employer SIDES notification is determined and generated as an interface with SIDES to grant or deny non-
charges and request information. This includes the ability to enter decisions for relief of charges that will be 
sent to employers through the interface with SIDES. 

BENCHG 010.100: Identify Agency Account to be charged 

The charge process identifies the correct agency employer account to be charged. The System must also 
identify accounts that are not a State agency's account and are not charged to the UI Trust Fund. The purpose 
of this function is to identify the proper accounts to be charged. 
 
 

 
PROCESS EMPLOYER NON CHARGE  
This describes the steps to determine an employer’s potential relief (ex. allowance or disallowance of non-
charging) of charges. This  process begins when the user enters information requesting a relief of charging. 
This  process ends when the outcome is entered in the System and the Employer is notified. 
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BUSINESS RULES 

BENCHG 020.005: Select Charge Record for Relief 

The authorized user will select the identified charge record. This includes Third Party Administrator (TPA) 
granted access to an employer account by the employer. For Employer/TPA that was notified of potential 
charges, only the charge records that pertain to the Employer/TPA must be displayed and made available for 
selection within the appropriate time period. 

BENCHG 020.010: Claim qualifies for Relief 

The authorized user determines if the claim qualifies for the granting of the non-charge. The user will 
determine if no matching request for non-charge is already on file including predecessor/successor 
relationships or decisions previously made regarding relief and request was within the applicable time period. 
The time period can vary depending on the situation. 

BENCHG 020.020: Determine Request Received Timely 

The request must be received within fifteen (15) calendar days of the issuance of the charge notice to be 
considered timely. 

BENCHG 020.030: Determine Request Denied Due to Untimely 

The System must deny an untimely request for non-charge. See BENCHG 020.020. 

BENCHG 020.035: Sufficient Information for System to Determine 

The non-charge process must review the claim data. The system must determine if the claimant voluntarily 
quit due to the Military Spouse exception. Non-charges can be awarded if the claimant voluntarily quit their 
job to relocate with their spouse. 

BENCHG 020.040: System to Determine Relief Allowed 

The System must make the determination to allow the non-charge (relief). If the identified employer was the 
last employer as well as the base period employer, the non-charge is based on the outcome of the 
adjudication process for the separation. If the claimant is found disqualified for any length of time, employer is 
granted automatic relief. If relief was given to an employer  in a prior claim and the last day of work hasn't 
changed, automatic relief is granted in the subsequent claim. 

BENCHG 020.050: Employer Notification of Decision to Allow/Disallow 

When the non-charge determination is allowed the System must automatically generate a notice/letter to the 
employer stating protest of charges has been allowed or disallowed. No appeal rights are allowable. 
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CALCULATE BENEFIT CHARGES  
This describes the process to post benefit payment activity to potentially charged accounts. This process 
begins when benefit charge information is identified. This  process ends when the payment activity has been 
posted to the account(s). 

BUSINESS RULES 

BENCHG 040.010: Payment Activity Identification 

Payment Transaction activity has been identified. The system must automatically calculate the Claim Week 
Ending (CWE). Total Charged Amount by adding the Claimant Net Payment Amount 
+ All Intercepted Amounts + Claimant Offset Amounts. Payment Transaction Types include: payments; 
payments made by offset; cancellation of payment; monetary transfers of payments between program 
entitlements. The Program Type is determined from payments. Chargeability rules are determined from the 
special programs. 

BENCHG 040.015: Access potential chargeable account(s) 

The charge processing must access all active charge records for the time periods in which the payment 
occurred. 

BENCHG 040.020: Identify Pooled Account to post transaction 

The charge process must identify “pooled” account to post transactions. “Pooled Account” represents 
combined charges for multiple account numbers. This determination process must access the Tax System. 

BENCHG 040.040: Identify Reimbursable Employer(s) to post transaction 

The System must identify Reimbursable Employer(s) to post transactions. Determine the Reimbursable 
Employer(s) in the base period. Reimbursable Employer can be identified by a unique attribute of the account. 

BENCHG 040.050: Post Debit/Credit Transaction -Reimbursable Employer(s) 

The Charge determination process must post debit/credit transaction for the Reimbursable Employer(s) 
dollar for dollar. 

BENCHG 040.060: Identify Contributory Employer(s) to post transaction 

The System must identify Contributory Employer(s) to post transactions. The charge process considers all base 
period employers * amount of payment activity by % of charge liability. This process includes charge and non-
charge activity. 

BENCHG 040.070: Post Debit/Credit Transaction - Contributory Employer(s) 

The System must post debit/credit transactions to the identified Contributory Employer(s). 

BENCHG 040.080: Identify UCFE Employer(s) to post transaction 

The System must Identify UCFE Employer(s) to post transactions and the UCFE wages in the base period. The 
UCFE employers will be identified by a unique account indicator 
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BENCHG 040.090: Post Debit/Credit Transaction - UCFE Employer(s) 

The System must post debit/credit transactions. The UCFE Employer(s) Payment activity * the UCFE account(s) 
% charged dollar for dollar charge based on their percentage of wages used to establish the claim. Credit 
should only be applied to the account in amounts that are equal to or less than debits posted for the time 
period. 

BENCHG 040.100: Identify UCX Employer(s) to post transaction 

The System must identify UCX Employer(s) to post transactions. The process must determine  the UCX wages 
in the base period. The UCX employers will have a unique account indicator. 

BENCHG 040.110: Post Debit/Credit Transaction - UCX Employer(s) 

The System must post debit/credit transactions. UCX Employer(s) Payment activity * the UCX account(s) % 
charged dollar for dollar charge based on their percentage of wages used to establish the claim. Credit should 
only be applied to the account in amounts that are equal to or less than debits posted for the time period. 

BENCHG 040.120: Identify CWC Employer(s) to post transaction 

The System must identify CWC Employer(s) to post transactions. The process must determine the CWC wages 
in the base period. CWC employers will have a unique account indicator. 

BENCHG 040.130: Post Debit/Credit Transaction - CWC Employer(s) 

The system must post debit/credit transactions. Payment activity * the CWC account(s) percent from the most 
recent IB-5 Out. The process must charge dollar for dollar based on their percentage of wages used to 
establish the claim. Maximum chargeable amount cannot exceed maximum amount established by the IB-5. 
Credit should be applied to the account in amounts that are equal to or less than debits posted for the time 
period. 

BENCHG 040.140: Identify Agency Account(s) to post transaction 

The System must identify Agency Accounts to post transactions. These accounts are primarily used to socialize 
the charges to the UI Trust Fund. There can be multiple accounts to reflect the various types of non-charging. 
Credits as well as debits are associated with agency accounts. Agency Accounts will have a unique account 
indicator. The process will assess minimum amounts to the agency accounts in lieu of charging other accounts. 
The process must also assess charges for UI Disaster (DUA) related claims. 

BENCHG 040.150: Post Debit/Credit Transaction - Agency Account(s) 

The System must post debit/credit transactions. Any transaction which could not be posted to any of the 
above other accounts should be posted to the Agency Account(s) or the reversal of any transaction which was 
previously applied to an Agency Account(s) would be posted. 
 

CONDUCT SCHEDULED CHARGE RUN  
This describes the steps for the process to create periodic or supplemental charge statements. This process 
begins when the agency staff initiates the process or a scheduled function is performed. This process ends 
when the system creates charge statements. 
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BUSINESS RULES 

BENCHG 050.010: Current time period charge records Identification 

Charge processing and schedule of the processing time period must be determined. Once the determinations 
for the processing time period have been established, all activity related to charge, non-charge and 
adjustments to accounts will be required. 

BENCHG 050.020: Summarize Records for Current Time Period 

The Charge process must summarize the records for the charge time period. The Summary includes all activity 
related to charge, non-charge and adjustments for the current processing time period. The function must 
summarize all activity related to a claimant for the time period and for each employer. All debits on a claimant 
for the time period less all credits for the claimant for the time period must equal net debit or credit to the 
employer account. 

BENCHG 050.025: Summarize Records for Prior Time Period(s) 

The Charge Summary must summarize records for prior time period(s). The summary includes  all activity 
related to charge, non-charge and adjustments for the current time period that affects a prior time period. 
Summary will be on a total of claimant activity for each employer and time period(s). All debits on a claimant 
for the time period less all credits for the claimant for the time period must equal net debit or credit to the 
employer account. 

BENCHG 050.030: Active Employer Calculation 

The Charge processing must calculate active employers total charge data. This calculation is the total of debit 
activity for the account less credit activity. The System must detect and prevent duplicate transactions. 

BENCHG 050.040: Generate Notification of Charge/Credit for Contributory Employer 

The system must generate Notification of Charge/Credit for Contributory Employers. This process must be 
configurable as to whether a notification is generated. Employer has the right to request review of the charge 
determination. There are no appeal rights regarding charges. However, the employer may have appeal rights 
regarding non-monetary that resulted in charge. The generate Notice is on a claimant BYE level. 

BENCHG 050.050: Create Reimbursable Charge/Credit Record 

The system must generate Reimbursable Charge/Credit records. The system must perform this calculation for 
each time period with activity occurring in the current time period. Additionally, the record is identical to 
record for Contributory Employer. The Reimbursable Notice/Bill is summarized for all account activity and 
does not provided detail. Notice is attached to bill. 
 

BENCHG 050.060: UCFE/UCX Billing 

The system must generate UCFE/UCX Billing. The system must perform the  calculation each time period with 
activity occurring in the current time period. The record is identical to record for other employer types. Data is 
used for creation of the ETA-191 federal report and maybe used for reconciliation purposes. 
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BENCHG 050.080: CWC Billing (IB-6) 

The system must have functionality to perform the CWC (IB-6) Billing process. The system must perform the 
calculation for each time period with activity occurring in the current time period. The record is identical to 
record for other employer types. This may be used for reconciliation purposes. 

BENCHG 050.085: When to transmit to UI Tax System 

Rate Period: The Rate year process is July-June based upon charges from the previous calendar year (i.e., 
January through December). The transmittal to the UI Tax system is normally in May  or June. The process 
uses cumulative benefit charges. 

BENCHG 050.090: Information to Send to Tax System 

The system must be configurable to send charge data to the UI Tax system. For Contributory employers the 
system must send summary of debit/credit. For Reimbursable employers the system must send summary 
information. The CFE/UCX information is not transmitted. 

BENCHG 050.100: Notification regarding Charge Information 

The system must send Notification regarding charge information from time to time during the calendar year 
as deemed necessary. 
 
 

GENERATE CHARGE INFORMATION ON DEMAND  
This describes the steps for the process to view charge information. This  process begins when agency staff, an 
employer or Third-Party Administrator (TPA) initiates the process to view charge information. This process 
ends when the system generates the information. 
 
BUSINESS RULES 

BENCHG 055.010: Time Period Options 

The system must allow the user to select the charge time period to view associated charge data. Options 
include Weekly, Monthly, Quarterly, Annually, Bi-Annually. The user must have the option to change the time 
period values. Time period options must be configurable. 

BENCHG 055.015: Disclaimer Information 

Data Disclaimer- System must provide disclaimer information. The selected charge data view cannot be 
considered the official record of transactions to the account. The displayed data may not include all recent or 
pending activities such as: appeal decision released within a number of days; reversing charge decision; 
pending protests; request for non-charge, and any other related activity. 

BENCHG 055.020: Output Format 

The System must allow users to determine the method to receive the information. 
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BENCHG 055.030: Provide All Charge Records 

The display of data must include all data and activity which impacts employer account(s). The display function 
should access UI Tax system data to obtain information regarding payments. 

BENCHG 055.040: Summarize Records for Requested Time Period 

The System display must be able to summarize records for the requested time period. The display must 
include all activity related to charge, non-charge and adjustments for the requested time period for each 
applicable claimant. (All debits on a claimant for the time period less all credits for the claimant for the time 
period must equal net debit or credit to the employer account. 

BENCHG 055.050: Interface with SIDES 

The System must be able to transmit information about employer accounts for the requested time period 
through the SIDES interface. 
 

 
PROCESS ADJUSTMENTS  
This describes the steps to process updates to charge records when claims adjustments occur that affect an 
employer’s and/or agency account. This process begins when the system identifies any activity that creates an 
adjustment to charges. This  process ends when the system updates the charge record(s). 
 

 
BUSINESS RULES 

BENCHG 060.005: Determine Adjustment is from Overpayment activity 

The system must determine if charge adjustment resulted from overpayment activity. An overpayment has 
been established, modified, rescinded, cancelled or waived, or a payment has been received, modified or 
cancelled. 

BENCHG 060.010: Identify Affected Employer/Agency Account(s) for Overpayment Activity 

The System will identify affected Employer/Agency Account(s) for overpayment activity. The employer(s) 
charged for the paid week affected in the overpayment activity. 

BENCHG 060.020: Identify applicable time period(s) for Overpayment Activity 

The process must identify the applicable time period(s) for the overpayment activities. The overpayment week 
should be related to the time period (example: quarter) to which the employer was or should be charged. 
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BENCHG 060.030: Determine amount to post for Overpayment Activity 

Adjustment for Overpayments: 

The System must determine the amount to post for the overpayment activities. Employer must be allowed an 
appropriate adjustment in relationship to the percentage charged for that overpaid week. 

Reimbursable employer(s) do not receive credit at the time of establishment of an overpayment. Credit will be 
given as the agency receives repayment. Credit amount calculated based on % charged. 

Adjustments are based at the repayment level and are subject to change. 

If CWC claim, the other state would get full % of charge credit on their account when the overpayment was 
established. 

Premium paying (contributory) employers receive full % of charge credit when the overpayment is 
established. 

BENCHG 060.040: Determine Adjustment is from Monetary (re) determination 

The System must Identify the monetary (re)determination activity that occurred by program type. Based on 
the program type, the chargeability rules are applied from Special Programs. 

BENCHG 060.050: Identify Affected Employer/Agency Account(s) for Monetary (re)determination 

The System must identify affected Employer/Agency Account(s) for monetary (re)determination. Identification 
will include employers from the previous monetary determination and any new employers identified in the 
most recent monetary redetermination. 

BENCHG 060.060: Identify applicable time period(s) for Monetary (re)determination 

The System must identify applicable time period(s) for Monetary (re)determination. Employers can receive 
adjustment based on the relationship to previous charges and the most recent monetary (re) determination. 
However, cannot be prior to the monetary effective date. 

BENCHG 060.070: Determine amount to post for Monetary (re) determination 

The System must determine the appropriate adjustment amount to post for the monetary (re)determination. 
The adjustment will be the difference between the prior transaction posted to the account and the newly 
calculated percentage, based on the new monetary determination. 

BENCHG 060.080: Determine Adjustment is in moving payment from one program type to another 

The adjustment transaction must determine that the adjustment is from the moving of payment from one 
program type to another. The function will identify the program type from which the payment was moved and 
the program type to which the payment was transitioned. 

BENCHG 060.090: Identify Employer/Agency Account(s) moving payment to another program type 

The system must identify affected Employer/Agency Account(s) for the moving of payment from one program 
type to another. 

Employer(s) that were charged based on the Program Type at the time of payment issued may receive a credit 
posting. 
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Employer(s) that can be charged based on the Program Type to which the payment has been moved may 
receive a debit posting. 

The process must use chargeability rules from which payment was moved and chargeability rules to which 
payment is moved. 

Not all moves will result in debit/credit to specific employer's accounts. As an example, payment was made on 
UI Program originally and subsequently moved to TRA. Based on TRA chargeability rules, the employer's 
account(s) are not charged for TRA benefits and result is credit to employer's account(s), debit to Program 
Type. 

BENCHG 060.100: Identify time period(s) for moving payment from one program type to another 

The System must identify applicable time period(s) for the moving of payment from one program type to 
another. The determined will be based on when payment was originally issued. 

BENCHG 060.110: Determine amount to post moving payment from one program type to another 

The System must determine the appropriate amount to post for the moving of payment from one program 
type to another. The amount debited on original program type less amount which can be debited to the same 
account on the new program type must equal the debit/credit entry for the employer. 

BENCHG 060.120: Determine Adjustment is from an appeal decision 

The process must determine adjustment transaction is from an appeal decision. The function will identify the 
appeal activity which has occurred which affects charges to employer accounts. Not all appeal decisions affect 
employer account(s). The process will include Lower Authority, Higher Authority and Court dispositions. 

BENCHG 060.130: Identify Affected Employer/Agency Account(s) for an appeal decision 

The System must identify the impacted Employer/Agency Account(s) for the appeal decision. 

BENCHG 060.140: Identify applicable time period(s) for an appeal decision 

The System must identify applicable time period(s) for the appeal decision. The determination will be based 
on the start and end dates of the appeal decision information. 

BENCHG 060.150: Determine amount to post for an appeal decision 

The System must determine adjustment amount to post for the appeal decision. The determination will be 
based on appeal decision information and the adjustments to the payments: (ex: time period(s), charge/non-
charge status, allow or disqualified for benefits) and any related activity. 

BENCHG 060.160: Determine Adjustment is from a non-monetary (re)determination 

The System must determine the adjustment is from a non-monetary (re)determination. This can be 
determined by non-monetary activity. 

BENCHG 060.170: Identify Employer/Agency Account(s) for non-monetary redetermination 

The System must identify affected Employer/Agency Account(s) for a non-monetary (re)determination. The 
function must determine that non-monetary activity has occurred which affects the employer account(s). 
Non-monetary activity may result in an employer non-charge. 
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BENCHG 060.180: Identify applicable time period(s) for a non-monetary (re)determination 

The System must identify the applicable time period(s) for a non-monetary (re)determination. This 
determination can be based on the effective date, start date and/or end date as some decisions may have an 
indefinite end date. 

BENCHG 060.190: Determine amount to post for a non-monetary (re)determination 

The System must determine the adjustment amount to post for a non-monetary (re)determination. This 
determination is based specifically on non-monetary determination information and can be a debit or credit. 

BENCHG 060.200: Determine Adjustment is from granting a non-charge to an employer 

The System must determine that the adjustment is from granting a non-charge to an employer. The process 
must identify any non-charge activity that has occurred which affects employer account(s). Non-charge 
adjustments are allowed. However, the process cannot adjust charges prior to the effective date or after the 
end-date of the non-charge. 

The granting, removing and/or modifying adjustments are assumed in this Business requirement. 

BENCHG 060.210: Identify Employer/Agency Account(s) for granting non-charge to employer 

The System must identify affected Employer/Agency Account(s) for granting a non-charge to an employer. The 
process must identify employer account(s) that were allowed on a non-charge. 

BENCHG 060.220: Identify applicable time period(s) for granting a non-charge to an employer 

The System must be able to identify applicable time period(s) for granting a non-charge to an employer. This 
will be specified by the non-charge allowed correspondence. The function may allow for a non-charge for a 
number of weeks as related to the claim or may allow for a total non-charge for the entire benefit year. 
Additionally, allow for a percentage of the non-charge. 

BENCHG 060.230: Determine amount to post for granting a non-charge to an employer 

The System must determine adjustment amount to post for the granting a non-charge to an employer. The 
adjusted amount would be calculated based on the information in the non- charge correspondence. For 
example, the employer can be allowed total non-charge for particular claimant benefit year; the calculation 
would be all debits previously applied to the account would be credited to the account. 

BENCHG 060.240: Identify Affected Employer/Agency Account(s) for Cancelled Claim 

The System must be able to identify affected Employer/Agency Account(s) for a cancelled claim. This function 
must be able to identify the employer account(s) that has been charged or non- charged that was attached to 
the cancelled claim. 

BENCHG 060.250: Identify applicable time period(s) for Cancelled Claim 

The System must identify the applicable time period(s) for the cancelled claim. A total non- charge for the 
benefit year would be given. 

BENCHG 060.260: Determine amount to post for cancelled claim 

The System must determine adjustment amount to post for cancelled claim; including any previous charge 
made pertaining to the cancelled claim. 
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PROCESS EMPLOYER PROTESTS  
This describes the steps to process an employer’s protest of charges made to the employer account for 
benefits paid to a claimant. This  process begins when the user enters the protest information in the system. 
This  process ends when the outcome is entered in the system and the employer is notified. 
 
 
BUSINESS RULES 

BENCHG 070.010: Account review Validation 

The System must provide charge review validation prior to the allowance of protest. A Charge Protest must be 
associated to a particular charge to the employer. There can be various scenarios where the employer may 
initiate a protest of charges. 

BENCHG 070.015: Notify Party Protest Not Validated 

The System must notify Party that the protest is not valid. The system generated notice should provide 
information indicating the reason: untimely (configurable by State), protest already in process, previous 
decision regarding protest, insufficient information to process, Appeal pending, and any other protest of 
charges. 

BENCHG 070.017: Agency Staff Enter Outcome 

The System must provide functionality for the Agency staff to enter protest outcome. Credit given (will appear 
on next charge notification) including reason for credit, time period(s) for credit, full or partial credit; Credit 
will not be given including reason for denial (ex: failed to provide timely separation information, failed to 
protest in timely manner, charges determined appropriate for the account, and any other denied protest 
event. 

BENCHG 070.018: Determine Adjustment due to Employer 

The System must be able to determine if adjustment is due to the employer. If the Protest is denied, no 
adjustment is due. 

BENCHG 070.030: Notify UI Tax System of Outcome 

The System must be able to provide notification to the UI Tax system of the protest outcome specifics. 

BENCHG 070.040: Employer Notification 

The System must generate Employer Notification. The Employer will receive notice of outcome and will 
include the relevant details. 

BENCHG 070.050: Employer Request for Account Review 

The System must receive a request for review of an Employer account from SIDES. The  Employer will also 
receive notice of the outcome of the review through the SIDES interface. 
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PROCESS INCOMING IB6  
This describes the steps to process an incoming Statement of Benefits Charged, Form IB-6. When wages that 
were transferred from the state to another state are used to establish a Combined Wage Claim (CWC), the 
paying state must send an IB-6 to inform the transferring state of adjustments and/or charges for benefits 
paid on Combined Wage Claims in a calendar quarter. This notice serves as  a billing statement to request 
reimbursement to the paying state by the transferring state. This process begins when the system receives 
Incoming IB6 information [generally via the Interstate Connection (ICON)]. The system must provide the ability 
to receive/transmit information through ICON for processing Combined Wage Claims. Also provided is the 
ability to utilize UI Mail when possible for secure email transmissions. This process ends when the system 
authorizes payment. 
 
BUSINESS RULES 

BENCHG 080.005: IB-6 Data Fields 

The System must perform IB-6 data validation processes. The Validation procedure must  include all the fields 
provided in the federal vendor CWC model code. Validate data types match record layout and must verify all 
required fields have values entered as appropriate. 
BENCHG 080.010: Calculate IB-6 Information 

The System must provide for the calculation routines for the IB-6 bill generation. The approved calculation for 
charges: Benefits paid within the processing quarter of the bill * the most recent IB-5 charge percentage must 
match the charges. If the process determines there is not a ”match” and the calculated amount doesn't match 
and falls outside of each state's configured tolerance level, the system must detect a discrepancy. 

All adjustments should look at historical data to determine if the adjustment has been previously defined. If 
not, then the adjustment would fall out as a discrepancy. Adjustments will also have tolerance levels 
configured by each state. 
BENCHG 080.020: Verify IB-6 Information 

The IB-6 data must be verified. The process must verify the calculation performed in BENCHG 
080.010 above matches the information that is in-coming from the other State. Data that does not match is 
determined to be “discrepancies”. The function must verify the values of the data fields provided in the IB-6 
match the receiving state's records. 
BENCHG 080.030: Error Types 

The IB-6 processing must provide for error-type determinations. The IB-6 information maximum charged (historical 
data) cannot exceed the maximum benefit allowance (MBA). See BENCHG 
080.010 and BENCHG 080.020 for identified discrepancies. 
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BENCHG 080.040: Apply Adjustment to Historical Data 

Charge adjustments for IB-6 processing must be applied based on charge rules for each state. 
 

BENCHG 080.045: Additional credits 

The IB-6 charge procedure will need to consider additional credit processing. The function will need to 
determine if possible function is needed to combine all credits for the quarter into one document issued to 
the other state via UI mail or other method to be determined by the System. 
 

BENCHG 080.050: IB-6 authorization 

IB-6 payment authorization is a required function. The System must be issue payment via Fund Accounting 
Division from U.I. Trust Fund through "Edison". The payment must equal the full amount of the bill. 

Discrepancies are allowed to be protested. 
 
 

PROCESS OUTGOING IB6  
This describes the steps to send a Statement of Benefits Charged, Form IB-6, to a state that transferred wages 
to the state to establish a Combined Wage Claim (CWC). This form must be sent quarterly to inform the 
transferring state of accumulated charges and adjustments resulting from CWC claim(s) and request 
reimbursement to the paying state. This process begins when quarterly benefit charges or adjustments to 
transferring state(s) are identified. This process ends when the system compiles and transmits the IB-6 to 
Interstate Connection Network System (ICON). 
 

 
BUSINESS RULES 
BENCHG 090.010: transferring state(s) benefit charge and adjustments amounts calculation 

The System must determine and calculate the transferring state(s) benefit charge and adjustment amount(s). 
The IB-5 must be used as the source to determine charge percentage, maximum charge amount, and all 
required data to process/generate payment. The charges must equal total benefits paid in the billing quarter * 
most the recent IB-5 percentage for the transferring state. 

Adjustments must equal cancelled payments, overpayments, previous billing quarter(s) monetary or non-
monetary determinations that modified the IB-5, including cancelled claims. 
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BENCHG 090.020: IB-6 record creation 

The System must create an IB-6 record for each claim and must include all required data fields. 
 

BENCHG 090.030: Verify IB-6 Out Information 

The System must verify that the calculation performed in BENCHG 090.010 matches information that has been 
previously sent to the transferring State (both against IB-5 and cumulative charges). Any records that don't 
match are discrepancies/ errors. 

The process must verify that adjustment do not exceed benefits previously charged to a State. Adjustments 
that exceed benefits previously charged to that State are discrepancies/errors. 
 

BENCHG 090.040: Error Types 

The system must identify error types: The maximum charged (historical data) cannot exceed the MBA; No IB-5 
found. 
All errors are listed in the User Guide for the CWC Electronic IB6 Form provided by ACS. See BENCHG 090.030 
for identified discrepancies. 
 

BENCHG 090.050: Apply adjustment 

The System must provide functionality to apply adjustments. This processing may include adjustments for 
prior quarter charges, current quarter charge percentage change, overpayment adjustments, cancelled weeks, 
denied weeks, appeals, and other additional condition that may warrant an adjustment determination and 
calculation. 
 

BENCHG 090.060: Criteria to automatically release IB-6 

The System must allow for certain criteria to automatically release the IB-6. Functionality must be able to 
'switch' on and off from quarter to quarter, no discrepancies exist for the State, or all discrepancies have been 
resolved for that State. Additionally, the system must be able to determine how many claims are against a 
State, IB-6 workload and how many States are involved in a claim. 
 
 
MAINTAIN BENEFIT CHARGE  
This describes the steps to add or change employer charge information. This  process begins when agency 
staff identifies that a modification to charge information is needed for an employer’s account. This process 
ends when the system records have been updated. 

 



Benefit Charge Processing - Page 17 
  

Page 37 of 171 

 

 

BUSINESS RULES 

BENCHG 100.010: Charge Record Update 

Authorized Agency staff has the ability to perform charge record updates. Allow for modifications to add a 
new employer record, delete an employer record or change an existing record. This process must allow 
changes: Claim by Claim; Period of Time; Employer by Employer. 

BENCHG 100.020: Charge Information Validation 

The System must ensure the Charge data is validated. Employer account number, employer name, Begin Date 
for Charge, End Date for Charge, charge amount or percentage to move, are all allowed changes. However, do 
not allow changes to the charge amount. Charge amounts cannot be changed, but can be moved to another 
account and must reconcile changes. 

BENCHG 100.022: Effect of Modification 

Authorized staff and the System must consider the effect of modifications and should include information 
regarding the selected account and any other account(s), including Reconciliation and Balance. 

BENCHG 100.025: Post Adjustment 

Adjustment and modification reason must be posted to all accounts related to the change. 

BENCHG 100.030: Generate Notice to Appropriate Parties 

Notice to appropriate parties must be generated. Including but necessarily limited to Employer Account(s), UI 
Tax System, newly identified Employer Account(s), Employers, and Third-Party Administrators. 
 
 
RECONCILE BENEFIT CHARGE  
This describes the steps to reconcile that all benefits paid are properly charged to employer or agency 
accounts. Reconciliation can be by employer or agency account across program type(s) or by program type 
across employer and agency account(s). This process begins when a discrepancy is detected between 
payments and employer charges. The system must provide the ability to resolve discrepancies by reconciling 
benefit charges to payments and to prevent discrepancies due to cancelled payments, overpayments, and 
cancelled claims. This process ends when the system completes the reconciliation of all discrepancies and 
creates a work item for agency staff. 
 
 
BUSINESS RULES 

BENCHG 115.010: Discrepancies in Charge and Payments 

Discrepancies in Charges and payments must be identified. Charge amount(s) not equal to benefit payment 
amount(s). Discrepancies can be cancelled payments, overpayments, or cancelled claims. Discrepancies will 
be detected on a weekly, monthly, or quarterly basis, or as determined by state. 
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IDENTIFY EMPLOYERS FOR TRANSFERRED WAGES  
This describes the process of identifying potentially chargeable employers based on wages transferred and 
used. The process begins when an IB-5 is received by another state indicating the wages were used. The  
process ends when the potentially chargeable accounts have been  identified. 
 
 
BUSINESS RULES 

BENCHG 120.010: Identify reimbursable or contributory employer 

The system must identify reimbursable or contributory employer and process charges as appropriate 
for the contributory or reimbursable employers. 

BENCHG 120.020: Calculate potential contributory Employer charges 

The System must calculate potential contributory employer charges. This calculation must be based on IB-5 
received that the percentage applied the MBA times the state's proportion times the employer's percentage 
equals the maximum chargeable amount for that employer. 

BENCHG 120.030: Calculate potential reimbursable Employer charges 

The System must calculate potential reimbursable employer charges. This calculation must be based on IB-5 
received that the percentage applied the MBA times the state's proportion times the employer's percentage 
equals the maximum chargeable amount for that employer 
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BRIEF DESCRIPTION: 

CLAIMS PROCESSING 

When a claimant initiates a claim for benefits, the system must identify the type of claim that should be filed 
and collect the necessary information to process that type of claim. Claim types include those for: 
Unemployment Insurance (UI), Trade Readjustment Allowances (TRA), Alternative Trade Adjustment 
Assistance (ATAA), Reemployment Trade Adjustment Assistance (RTAA), Disaster Unemployment Assistance 
(DUA), Combined Wage Claims (CWC), Federal Employees (UCFE), Ex-Service Military (UCX), Extended 
Benefits (EB), Federal Extension (EUC), etc. The system must provide the ability to file claims by various 
methods including those filed directly by claimants, employer filed Mass Layoff or Partial Mass Layoff claims 
involving more than one claimant, Interstate claims involving more than one state, Joint Benefit Program 
claims involving more than one benefit program, etc., which make up the entire scope of what is defined as 
the Unemployment Insurance Program. 
 
The system must provide all of the validations and business rules associated with each specific type of claim 
and verify the claim follows the defined criteria for each program. Any issues identified by the System during 
this process must create a work item that is routed through workflow to the appropriate agency staff for 
resolution prior to adjudication and monetary determination. The process ends when the appropriate type of 
claim has been successfully submitted for processing after being thoroughly validated on entry and placed 
into the proper location within the System. 
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System Integrations and Interfaces 
These are among the systems to be integrated as part of the new UI Benefit Claims processing functions. 

 SSA 

 ICON 

 SAVE 

 ACH 

 Career Center, WIA, Employment Services 

 SIDES 

 ACS 

 USDOL AUTOCODER SYSTEM-O*NET 

 WRIS 

 1099 Application for Claimant View/Print via the Web 

 TN Automated Partials System (APS) 
 
 
FILE INITIAL CLAIM  
The system must allow claimants to access a web based self-service system to file initial claims which will 
prompt the claimant for all information required to process their UI benefit claim. This function includes the 
ability to display all information already in the system for the claimant and prompt the claimant for any 
additional information that is needed. In addition, information required from the separating employer of the 
claimant is built based on the SIDES interface requirements. 
 
Through a series of agency configurable questions and interactive responses, the claimant will provide a 
profile of their unique situation that meets all of the business rules that will be used to make the final 
determination as to their eligibility to receive UI benefits. The system must determine the effective date of 
the claim and perform the pre-monetary determination process included in the Monetary requirements. Any 
issues identified during this process will inform the claimant immediately and take alternative action as 
needed, including the ability to create a work item and route it to the appropriate agency staff for follow-up 
and/or resolution prior to adjudication. 
 
BUSINESS RULES 

CLAIMS 005.010: Previous Employment History 

Previous employment history must be considered. The last 18 months of employment history  is to be 
configured by the State. If an individual has previously provided history covering the last 18 months, the 
system must display history and separation information.  The claimant  must be allowed to select the 
separating employer from a list of known employers associated with the claimant and also to enter 
employer information for those that are not present in the system. The system must be able to process 
employer information from various base periods.  
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CLAIMS 005.020: Verify TRA Eligibility 

The System must determine if the Claimant meets eligibility requirements to file a TRA (Trade Assistance) claim as 
provided in the Code of Federal Regulations. 
 
CLAIMS 005.025: Verify Job Service Registration 

Job Service: The system must determine that claimant has registered with Job Services, if required, to 
maintain UI eligibility. An interface is required to check for Job Service registration and ensure the claimant 
is registered prior to accepting their claim. The requirements for Job Service registration must be 
configurable as requirements vary by Program type. Also, an interface to Job Services is required to send 
claimant information. The ability to determine work search requirements is based on specific criteria 
defined by Federal and State regulation.  

CLAIMS 005.030: Model IB-1 Support 

The System must refer to ICON IB-1 entry system requirements for information required of claimant for the 
filing of an initial Interstate claim. 
CLAIMS 005.040: Configurable Filing Options 

The System must display additional filing options including CWC, Interstate claim (e.g., IB-1 or filing in another 
state) as determined by the USDOL. 
 
 
ENTER UI CLAIM BY AGENCY STAFF  
The system must allow agency staff to file claims through a web-based interface that prompts for all 
information required to enter and process UI benefit claims. This function will gather and display all 
information already in the system and prompt for any additional information that is needed. Through a series 
of agency configurable questions and interactive responses, agency staff will enter claimant information that 
will provide a profile of their unique situation for the system to validate and determine their eligibility to 
receive UI benefits. Any issues identified in this process will create a work item that will be routed to other 
agency staff for resolution if necessary. All of the business rules associated with filing an initial claim also 
apply to entry of claims by agency staff, see Req. ID: 005. 
 
FILE REOPENED OR ADDITIONAL CLAIM  
To file a reopened or additional claim, the system must locate and display all of the claims associated to the 
claimant and capture any new/changed information to allow the claim to be considered for further review by 
the agency. This process will include all of the validation criteria needed to successfully enter an additional 
claim or reopen a prior claim for reconsideration and indicate the reason for the request. 
 
FILE TRANSITIONAL CLAIM  
To file a transitional claim, the system must locate and display all of the claims associated to the claimant and 
determine a new claim has been requested within recently expired BYE and supply information to allow the 
claim to be considered for further review by the agency. This process will include all of the validation criteria 
needed to successfully enter a new claim for consideration and indicate the reason for the request. 
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PROCESS MASS/EMPLOYER FILED CLAIMS  
This process allows employers to submit claims related to Mass (total) separations or layoffs for 
Unemployment Insurance (UI) benefits. The employer must be able to enter the information via the internet 
and upload a file containing the required information to allow the system to either store the information for 
later processing when a claim is submitted by the claimant or to automatically submit the claim for 
processing based on the type of claim. The employer may file an initial or additional claim for regular 
Unemployment Insurance (UI), or Federal Emergency Unemployment Compensation, or State Extended 
Benefits (EB). The system will assist the employer in filing the claim by providing help screens and presenting 
information that the user can easily select or enter manually. 
 
BUSINESS RULES 

CLAIMS 020.050: Display Disclaimer 

The System must display Disclaimer data. The display must include all information specific to employer filed claims. 
 
 
CLAIMS 020.060: Survey Function 

The System must provide a Survey function. This function is optional and must be asked only one time per 
event. Survey questions must be configurable by Agency staff and the responses stored for future access by 
authorized personnel. 
 
 
CLAIMS 020.070: Confirmation Message 

The System must create an employer Confirmation message. The Confirmation must state claim information 
has been successfully submitted. User must be provided a confirmation number upon completion that is 
stored for access by Agency staff. Additional information may be needed to determine eligibility under 
applicable UC programs. 

CLAIMS 020.120: Capture Personal Data 

The Employer filed claim must include all the required claimant personal data to establish the UI claim. For 
example, claimant name, date of birth, SSN, address, phone data and must be prepared to supply US 
citizenship data. The system must have functionality to collect all relevant data and allow revision of data as 
appropriate. 

CLAIMS 020.130: Verify Eligibility 

The System must have functionality to collect all benefit eligibility data including, but not limited to, 
employer information (name, address, and contact numbers), self-employment, dates worked, separation 
reason, job work site, gross wages, hourly rates, and number of hours worked in last full week. 
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VALIDATE UI CLAIM  
When a claim is entered for Unemployment Insurance (UI) benefits, Federal Emergency Unemployment 
Compensation or State EB, it needs to be validated against various data sources to ensure the accuracy of the 
data. For example, the claimant SSN must be validated with the SSA during claim filing. When potentially 
incorrect information is entered, the system must identify the specific condition and create the appropriate 
work item(s) before it is submitted for further processing. Based on the type of validation issue, the system 
must route the work item(s) to the appropriate agency staff members as defined in the role-based security 
within the system. Any condition that would prohibit the claim from being adjudicated must result in an issue 
being created and routed via workflow to the appropriate personnel for further review and correction. 
 
BUSINESS RULES 

CLAIMS 025.010: Verify Filing Options 

The System must provide filing options for the claimant. The display must offer additional filing options 
including CWC, Interstate claim (e.g., IB-1 or filing in another state), etc. 

CLAIMS 025.020: Multiple Claims Determination 

The System must provide functionality to determine potential multiple claims. If a claimant has base-period 
wages in multiple states, claimant has the option to file in any of these states, provided claimant has wages in 
the base period in the determined liable state. Federal extensions must be considered as well. If Federal 
extension for benefits is available, the claimant must exhaust Regular UI benefits. 
 
CLAIMS 025.030: Second Benefit Year Determination 

The System must determine if conditions are met to create a second or new benefit year. To establish a new 
BYE, the claimant must have paid wages for insured work performed after the establishment of previous BYE 
of at least 5 times the WBA of the preceding BYE. The System must be able to determine if the claimant has 
met the 5x re-earnings requirements and there is an active TRA claim if the claimant has an election option of 
UI or TRA. 
 
CLAIMS 025.040: Transitional Claim Determination 

The System must be able to determine “Transitional” claims. See Glossary for the definition of transitional claim. 
 
 

REQUEST UNEMPLOYMENT INSURANCE FOR EX-SERVICE  
This describes the process of obtaining information regarding active military service. This process begins 
when the system determines active military service applicable to the claim. This process ends when the data 
necessary to determine credible military service is obtained. Note: This requirement is performed in Claims 
005-claimant Filed, Claims 010-agency staff, Claims 015- Additional. Staff could use when IB-4 Request In is 
received in the CWC-20-Process IB4 Request requirement. 



Claims Processing - Page 6 
  

Page 44 of 171 

 

 

 

BUSINESS RULES 

CLAIMS 030.010: Determine Branch of Service 

The System must display for selection the list the branches of Military service: Armed Forces of the United 
States including the Army, Air Force, Navy, Marine Corps, Coast Guard, the National Oceanic and 
Atmospheric Administration (Department of Commerce) and the National Guard Reserve Components. 
 

CLAIMS 030.020: Process NOAA claim 

The System will need the information on Form 56-16 (form used in lieu of the standard DD-214 form) to 
process any NOAA claims: National Oceanic and Atmospheric Administration (Department of Commerce. 
 
 

CLAIMS 030.030: Verify National Call to Service Data 

When processing this claim type, the System must consider the National Call to Service data. This 
requirement must consider the 15-month enlistment term to begin upon completion of initial entry training 
and followed with additional service on active duty, in the Reserve Components, or in a national service 
program. 

CLAIMS 030.040: National Call to Service Guidelines 

For claim processing, ex-service members exiting the service from a 15-month enlistment contract must be 
subject to the same rules and requirements that are applicable to other periods of enlistment as outlined in 
federal Handbook ETA. 384. 
CLAIMS 030.050: Process DD-214 Form 

The System must be able to collect, print and store the required DD-214 form (Discharge/Separation form) 
data. This standard form has the required dates of service, character of service, accrued leave, narrative 
reason for separation, dates lost, pay grade, prior service (length), needed to establish the claim. 

CLAIMS 030.060: Calculate UCX Wages 

The System must have functionality to calculate wages for the UCX claim. The System must use pay grade 
and most recent pay scale table that is provided by the USDOL National Office. 
 
 

 
REQUEST UNEMPLOYMENT COMP FOR FEDERAL EMPLOYEE  
This describes the process of obtaining information regarding federal civilian employment. This process ends 
when a claim has been filed and a request for UCFE wages and/or separation information is completed. 
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BUSINESS RULES 

CLAIMS 040.010: Capture State of Assignment 

The System must be able to determine the “State of Assignment”. This includes the last duty station (from SF-
50 form) and whether there was any subsequent intervening employment (and in what state), for FEMA 
determine if the claimant was a full time permanent or part time disaster relief employee and the State of 
Residence at time of filing. 

Data Required: 
1. “Was your last official duty station outside the US?” 
2. “Was your last official duty station in your current state of residence?” 

3. “Please provide your Last Official Duty Station (City-County-State or Oversee location) (as 
shown on the SF-50 form box 39)” 

4. “Federal account identification information 
5. “Have you performed any subsequent intervening employment since separating from your 

last official duty station?” If so, in what state was that employment located? 
6. “If your Federal employer is FEMA were you a full-time permanent employee or part time 

disaster relief employee and what is your current state of residence at time of filing? 

CLAIMS 040.020: Determine Assignable State 

The determination of Assignable State must be made in accordance with Federal law, as cited. 
 
 
CLAIMS 040.030: Request Employment Information 

The Claimant is required to provide wage and separation information to process Federal employment. 

CLAIMS 040.040: Identify Appropriate Federal Agency 

FIC code and destination for employer to charge is determined based on information entered. 
CLAIMS 040.060: Import ES-931 

The system must import information from the ES-931 request for UCFE wage and separation information. 

CLAIMS 040.070: Upload ES-935 

The system must upload the ES-935 Claimant Affidavit of Federal Civilian Service Wage and Separation 
Information and store it with the associated claim. 
 
 
 
SUBMIT INITIAL DISASTER UNEMPLOYMENT ASSISTANCE  
This describes the process that occurs when a user files a claim for Disaster Unemployment Assistance (DUA). 
The information needed to submit an initial DUA claim is collected from the user. The system must be able to 
support overlapping disaster events for the same claimant. This process ends when the DUA information has 
been collected and held for processing. 
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BUSINESS RULES 

CLAIMS 060.020: Capture Eligibility Information 

DUA eligibility information must be provided to agency. The individual must provide a general statement as 
to why they are unable to work. This information includes: Other sources of income; any loss of wages due to 
illness or disability; time of private income protection; amount of supplemental employment benefits. 
 
CLAIMS 060.030: Determine Breadwinner 

“Breadwinner” eligibility determination is required. Refer to the ET356 handbook  (Ch 2, p2): An individual 
has become the breadwinner for a household because the other breadwinner  was killed as a result of the 
disaster, must share the household, related by blood, marriage, adoption or other legal means. Deceased 
must have provided half or more of household income utilized during base period declarations or would have 
except for unemployment. 
 
CLAIMS 060.040: Capture Employment 

The System must provide the ability to capture employment information and make certain eligibility 
determinations: Determine period of unemployment was a direct result of the disaster; determine if there 
was full time or part time employment; determine if full-time student; determine if "scheduled for work" (a 
job that was unable to begin due to the disaster); determine if Migrant or Seasonal employment (must create 
a workflow for follow up). 
 
CLAIMS 060.050: Automated Approval and Workflow 

The System must utilize workflow for monetary approval and notifications for DUA applicants depending  on  
the  characteristics  of  the  Special  Program  Declaration. Workflow may not require manual approval in 
some instances and the DUA Monetary should be automated by the System when a manual approval is not 
required and send appropriate notifications. Otherwise, monetary determination requires workflow routing 
to an authorized Agency staff for approval.  
 
CLAIMS 060.060: Capture Self Employment Information 

If Claimant has declared that he/she is self-employed, a copy of the SSN card is required along with the last 
completed tax year returns and any other documentation required to establish the DUA claim. Individual 
must attest to how the disaster affected the self-employment. 
 
CLAIMS 060.070: Capture Farming/Ranching Information 

The DUA claim established under the specific declared disaster must include information about the farming 
/ranching operation (types of crops, acreage, livestock type and quantity, other, and other quantity), proof of 
loss of income and any other documentation required by DUA policy. Refer to the ETA-81. 
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CLAIMS 060.080: Capture Fishing Information 

The DUA claim established under the specific declared disaster must include information about the fishing 
industry activities and any other documentation required by DUA policy. Refer to the ETA-81. 

CLAIMS 060.090: Include DUA Rules in Benefit Rights Interview 

All rules, regulations, and responsibilities relating to DUA must be included in the Benefit Rights Interview 
(BRI). 
 
 

SEND IB4 REQUEST OUT  
This describes the process to request out-of-state wages. This process begins when the state(s) where the 
wages were reported have been identified. This process ends when a request to transfer the out of state 
wages has been issued / reissued. 
 
BUSINESS RULES 

CLAIMS 070.010: Identify States to Issue IB-4 

The IB-4 processing function must maintain a list of all the Employment Security Agencies.  Each State Agency 
cooperates with every other State agency by implementing such rules, regulations, and procedures as may be 
prescribed for the successful operation of this arrangement (including, DC, VI and PR). 

CLAIMS 070.020: Send Electronic vs. Paper IB-4 

The System must provide the ability for staff to initiate a fax IB-4 through the System. (e.g.: ICON down, 
Virgin Islands). This functionality will require a process to store Paper/Electronic, fax numbers and contact 
information. The system must generate a document that can be sent electronically outside the ICON Hub. 
 
CLAIMS 070.030: Send IB-4 Reissuance 

There is no limitation for the instances that the IB-4 can be reissued. 
 
CLAIMS 070.040: Send Amended IB-4 

The System must allow for the creation of an amended IB-4. The amended IB-4 must be sent when the 
original request did not contain the necessary information for the transferring state to transfer the wages. 
 
 
CLAIMS 070.050: Entry of Quarters Requested 

The System must allow the user to indicate the wage quarters to be requested. The IB-4 transaction can only 
request regular, alternate or extended base period wages. The function 
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must send an IB-4 to all states that have potential base period wages within the filing state's regular, 
alternate or extended base period. 

This includes UI, UCX, UCFE, schools, and townships wages. The monetary will determine the quarters to be 
requested. The process will include wages from SIDI when determining whether to use regular base or 
alternate period wages. 

The paying State must request the transfer of a Combined-Wage Claimant's employment and wages in all 
States during its base period, and must determine the claimant's entitlement to benefits (including additional 
benefits, extended benefits, and dependent's allowances when applicable) under the provisions of the law 
based on employment and wages in the paying State, and all such employment and wages transferred to it 
hereunder. 
 
 
CLAIMS 070.060: Entry of States and Wage Types Requested 

The System must provide the functionality to determine and indicate the States and the types of wages to be 
requested. The indicator must reflect what required fields must be flagged on the outgoing IB 4. 
 
 
CLAIMS 070.070: Resend IB-4 Request 

The System must have the functionality to allow the resending of the IB-4 and change the time period. The 
agency must have the ability to modify the time period that has elapsed to re- request wages from another 
state (e.g., 5 days). 
 

SUBMIT INITIAL TRADE READJUSTMENT ALLOWANCE (TRA)  
This describes the process that occurs when a user files a claim for Trade Readjustment Allowance (TRA). The 
information needed to submit an initial TRA claim is collected from the user. This process will create a work 
item that will be routed to the appropriate agency staff for resolution prior to adjudication. This  process 
ends when the TRA information has been collected and is appropriately processed. 

BUSINESS RULES 

CLAIMS 080.010: Enter Separation Information 

Separation information is required to process and establish the TRA claim. The separation  must be within a 
certification period (i.e., prior 52 weeks from separation date). The Claimant is required to have worked for 
this employer 26 weeks in which they earned at least $30 per week. Employer authorized leave, time out for 
workers compensation and credible military service can be used to obtain the required 26 weeks. 
 
 
CLAIMS 080.020: Determine TRA Eligibility 

TRA eligibility must be determined by the System. The process must consider the recent qualifying 
separation date, first separation date, impact date, certification expiration date, number of weeks earned 
$30 in qualifying period and all other required eligibility conditions.  
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CLAIMS 080.030: Include TRA Benefit Rights Interview 

All rules, regulations, and responsibilities relating to TRA must be included in the BRI. 
 
 
CLAIMS 080.040: TRA Workflow 

TRA workflows must be created. Workflows must be generated for TRA claims that are not readily evident as 
valid (e.g., cannot be found on an employer supplied list, insufficient wages in base period). Workflows may 
involve requests for information from the employer. 
 
 
 

ESTABLISH AN INTERSTATE TRA CLAIM  
This describes the process that occurs when agency staff enters an Interstate claim for Trade Readjustment 
Allowance (TRA). The information needed to submit an initial TRA claim is supplied by the other state, and 
collected by the agency staff. This process will create a work item that will be routed to the appropriate 
agency staff for resolution prior to adjudication. This process ends when the TRA information has been 
collected and is appropriately processed. 
 

INTERNET CLAIMANT REGISTRATION FOR SELF SERVICE  
This describes the process that will allow a claimant to register for self-service access to the UI Benefit 
System to enter and track all processing and notifications associated with their claim. 
 
BUSINESS RULES 

CLAIMS 090.010: Establish Self Service Login 

The System must provide functionality for Self-Service activities. Initially, the Claimant must provide SSN and 
other required information to be able to access. Subsequent self-service will require the following:  a unique 
User ID and Password, as well as other security features such as a challenge to prevent an external 
application/system from generating accounts, e.g., picture of letters/numbers requiring the User to interpret 
the picture and entering the letters manually. Self- Service must be configurable to a single sign on 
environment. 
CLAIMS 090.015: Capture Personal Information 

The System must allow the entry of claimant personal data. Self-service requires the following data: SSN, 
Name (Last, First, Middle Initial, Suffix), Date of Birth, etc. Validation must be provided on the fields as 
entered (for example: valid dates, numeric SSNs, etc.) 

CLAIMS 090.020: Validate User Information 

The System must validate User provided data. (For example, SSN is numerical and is not a duplicate. Other 
numerical entries are in fact, numerical and within a specified range. ) 

CLAIMS 090.040: System Access Lockout 

The System must provide registration lock-out. The System must allow the user a system- configurable 
number of opportunities to respond correctly, after which the user will be given an appropriate error 
message, and the account will be locked requiring a reset. 
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CLAIMS 090.050: Identify Issues 

The System must create an issue alert any time there is invalid data detected. 

CLAIMS 090.060: Prevent Invalid Registration 

The System must prevent invalid registration and unauthorized access. Agency Login security rules will 
determine maximum number of failed logins. 
 
 
STATE AND FEDERAL EXTENDED BENEFITS  
This describes the process of determining if any State or Federal Emergency Unemployment Compensation 
programs are available on an additional/reopened claim that was not being paid under regular UI. 
 
CLAIMS 110.010: Determine Eligibility 

The System must determine the State EB/ Federal EUC eligibility requirements. 
 
 
CLAIMS 110.020: Verify Period 

The System must determine as appropriate the established Federal Extension program. The System must be 
able to determine that Agency is in “State EB/Federal EUC Period”. 
 
 
 

PROCESS RTAA  
This describes the process that occurs when a user files an initial Reemployment Trade Adjustment 
Assistance (RTAA) claim or the initial. Information not previously collected in filing for  other types of UI 
claims is collected from the user in order to file the RTAA claim. This process ends when an RTAA claim has 
been submitted. 
 
BUSINESS RULES 

CLAIMS 130.010: Disclaimer Notification 

The System must provide a configurable Disclaimer page. The Disclaimer must advise claimant that certain 
information is required in order to file, including check stub and/or letter of hire. Claimant must acknowledge 
that information provided is true and accurate with notice of penalties for fraud. 
  

CLAIMS 130.020: Capture Reemployment Information 

The System must have functionality for the claimant to provide eligibility data. Claimant must provide 
employer information (name, address, and contact numbers), including self- employment, dates work, 
separation reason, job work site, gross wages, hourly rates and number of hours last full week. 
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CLAIMS 130.030: Evaluate Eligibility Information 

The System must determine benefit eligibility. To be eligible for RTAA, an individual must meet certain 
conditions as set forth in TEGL 22-08 and TEGL 2-03.  For example, claimant must be  age 50 and earnings 
cannot exceed $55,000 per year for RTAA 2009. For RTAA 2011, claimant must be age 50 and earnings cannot 
exceed $50,000 per year. Claimant must have gone to work full-time (at least 32 hours per week) after the 
last qualifying separation from the trade- affected employer. 
 CLAIMS 130.040: Benefit Rights Information 

The System must provide for the Benefit Review Interview (BRI) and must be configurable. 
 
CLAIMS 130.050: Filing Confirmation 

The System must provide Confirmation Information to the claimant. Confirmation must state claim 
information has been successfully submitted. User must be provided a confirmation number upon 
completion. Additional information may include the need to contact the agency, identify outstanding issue(s) 
that require resolution, additional informational instructions, and supporting documentation as required. 

CLAIMS 130.060: Identify Issues 

The System must identify all relevant issues regarding the claim such as: age validation, back- date, 
citizenship, invalid SSN, program types, a claim in other states, and in state/out-of-state Child Support. The 
worker cannot be employed at the firm from which worker was separated. All RTAA claims require staff 
approval. 

CLAIMS 130.070: Identify Eligibility 

The System must determine that the Claimant is a trade-affected worker for a certified TAA petition and 
eligible for RTAA. 
 
CLAIMS 130.080: Capture Personal Information 

The System must allow for the entry of personal data for the RTAA claimant. 
 
CLAIMS 130.090: Evaluate Employer Petition Information 

The System must display a list of certified petitions, specifically applicable to claimant's separation, 
from the adversely affected employment, based on employment information supplied in Claims filing. 
 
CLAIMS 130.100: Identify Issues Preventing Monetary 

The System must identify issues that prevent the generation of monetary (such as age 49 or younger, 
earnings in excess of $55,000 per year for RTAA 2009 and $50,000 for RTAA 2011. 
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PROCESS ATAA  
This describes the process that occurs when a user files an initial Alternative Trade Adjustment Assistance 
(ATAA) claim. Information not previously collected in filing for other types of UI claims is collected from the 
user in order to file the ATAA claim. 
 
BUSINESS RULES 

CLAIMS 135.010: Disclaimer Notification 

The System must provide a Disclaimer page to advise claimant of certain information required in order to file, 
including check stub and/or letter of hire. Claimant must acknowledge that information provided is true and 
accurate with notice of penalties for fraud. 
 

CLAIMS 135.020: Capture Employment Information 

The System must have functionality for the claimant to provide eligibility data. Claimant must provide 
employer information (name, address, and contact numbers), including self- employment, dates work, 
separation reason, job work site, gross wages, hourly rates and number of hours last full week. 

CLAIMS 135.030: Evaluate Eligibility 

The System must determine benefit eligibility. To be eligible for ATAA, an individual must meet certain 
conditions as set forth in TEGL 22-08 and TEGL 2-03.  For example, claimant must be  age 50 at date of 
reemployment and earnings cannot exceed $50,000 per year for ATAA. Claimant must have gone to work 
full-time (at least 32 hours per week) after the last qualifying separation from the trade-affected employer. 
 

CLAIMS 135.040: Benefit Rights Information 

The System must provide for the Benefit Review Interview (BRI) and must be configurable. 
 
CLAIMS 135.050: Filing Confirmation 

The System must provide Confirmation Information to the claimant. Confirmation must state claim 
information has been successfully submitted. User must be provided a confirmation number upon 
completion. Additional information may include the need to contact the agency, identify outstanding issue(s) 
that require resolution, additional informational instructions, and supporting documentation as required. 
 

CLAIMS 135.060: Identify Issues 

The System must identify all relevant issues regarding the claim such as: age validation, back- date, 
citizenship, invalid SSN, program types, a claim in other states, and out-of-state Child Support. The worker 
cannot be employed at the firm from which the worker was separated. 

All ATAA claims require staff approval. 



Claims Processing - Page 15 
  

Page 53 of 171 

 

 

 

CLAIMS 135.070: Determine Eligibility 

The System must determine that the Claimant is a trade-affected worker for a certified TAA petition and 
eligible for ATAA. 
 

CLAIMS 135.080: Capture Personal Data 

The System must allow for the entry of personal data for the ATAA claimant. 
 
CLAIMS 135.090: Evaluate Employer Petition Information 

The System must display a list of certified petitions, specifically applicable to claimant's separation, 
from the adversely affected employment, based on employment information supplied in Claims filing. 
 
CLAIMS 135.100: Identify Issues Preventing Monetary 

The System must be able to identify issues that prevent the generation of monetary (such as age 49 or 
younger, earnings in excess of $50,000 per year. 
 

 
PROCESS CLAIM CHANGES  
The purpose of this process is to update, change, delete and add claim / claimant information to the UI 
database. This includes initial, additional, and reopened claims. 
 
BUSINESS RULES 

CLAIMS 140.010: Modify Personal Information 

The System must allow personal information on a claim to be updated by authorized Agency Staff or 
Claimant. This function must be based on User security level. 

CLAIMS 140.020: Effective Date Change 

The System must allow Agency Staff, with the proper security level, to change the effective date of the claim. 
Agency Staff, however, cannot move an effective date to a future date.  There is no limit on how far an 
effective date can be backdated provided it doesn't overlap a BYE on an eligible UI claim. 

CLAIMS 140.100: Identify Issues 

The System must provide intensive issue determination during the modification of data procedure(s). 
Potential issues must be identified and appropriate error message presented to user for resolution. These 
must be would be configurable by agency guidelines. 

CLAIMS 140.300: Waive Waiting Week 

The System must allow authorized staff to waive the waiting week. To waive the waiting week for DUA claim, 
staff must have received DUA waiting week waiver request. The benefit charge must be updated. 
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PROCESS REQUESTS FOR RECONSIDERATION OF CLAIM DECISIONS 
The system must allow a request to be entered for the reconsideration of monetary and non-monetary 
decisions. 
 
 
ICON DATA INQUIRY  
The system must allow agency staff to initiate a data inquiry request from the ICON System. This can  be an 
IBIQ wage and benefit inquiry, an SIDI wage inquiry, or a WIC Withdrawn/Ineligible claim inquiry. The 
information returned from the ICON inquiry is used to complete the claims processing procedures. 
 
 
LINK MULTI CLAIMANT ISSUES CLAIMS  
The system must allow linking together multiple claims from different claimants that potentially have the 
same separation issue and from the same separating employer, so that all of the claims can be adjudicated 
consistently. Linkage of claims would be used in the workflow process to assign the claims for adjudication 
and in further processing. 
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COMBINED WAGE CLAIMS PROCESSING 

BRIEF DESCRIPTION: 
An IB-4 is received through ICON from another state requesting available Tennessee wages to be transferred 
to that state to combine wages in order to determine monetary eligibility. If all data requested is a match for 
the name and SSN and quarters requested on the wage record file, the wages will be automatically sent via 
ICON to the other state. Errors will be reviewed to determine what error exists and if wages should be 
transferred to the other state. The  process is verified when the  other state sends an IB-5 using the wages or 
returning the wages. The system must also provide the ability for agency staff to manually create, 
generate/regenerate, and edit IB transactions to be sent via ICON. 
 
 
PROCESS IB-4 R (RESPONSE)  
This describes the process when the system has received an IB-4-R (Response) IN (wages in). The system 
either processes the Combined Wage Claim (CWC) or creates a work item. 

BUSINESS RULES 

CWC 010.010: Workflow 

The system must process the incoming IB-4 or provide a workflow when it has been determined: Wages are 
unavailable, more required information to follow, overpayments, documents to be mailed, holding until 
<date>, indefinite disqualification, standalone comments, existing BYE with available balance, Existing IB-4, 
name mismatch, and other determination required to process the IB-4. 
 
 

PROCESS IB4 REQUEST  
This describes the process when the system has received an IB4 Request IN or agency staff has entered an IB4 
Request. The system must provide the ability to change the base period of received IB-4 request.  The system 
either processes the Combined Wage Claim (CWC) or creates a work item.  This process ends when an IB4-R 
(Response) is sent. 

BUSINESS RULES 

CWC 020.010: Active Claim with Balance 

The system must determine if there is an active claim with existing/available balance. Claimant balance will 
not be deemed available if they are indefinitely disqualified, which can only occur if all appeal rights have 
been exhausted. 
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CWC 020.020: Available balance 
The System will determine if there is an available balance for the claim. Wages are available based on the base 
period of the requesting state. Available wages (wages that have not been used in a prior claim) will be sent or 
the process must determine if a “No Wage” response is appropriate, and will be returned. 

CWC 020.030: Additional request for wages from employer 
The process must allow for an additional request for wages from an employer. A work item will only be 
created if the request is for a quarter not available in the system, and the employment history coincides with 
the requested quarter. The employer must be identified and an address must be provided. This work item 
may require information from UI Tax to appropriately process the request. 

CWC 020.040: IB-4 Entry and Validation 
IB-4 request will be automatically entered into the system. No paper response would be generated if all pre-
determined data is correct. The System must validate the request and determine the response based on 
program specifics (ex: federal civilian or military wages, the need for wages from another state, etc.) Any 
mismatched information or comments entered on the IB-4 request would create a work item to be reviewed 
by agency staff. 
 

SEND IB4 RESPONSE  
This describes the process in which the system receives information to send an IB-4 Response Out. The system 
must identify wages to be transferred and track wages that are transferred  to another state. This process 
ends when the system receives an Interstate Connection (ICON) IB-5 IN response from the requesting state or 
work item is created. 
 
BUSINESS RULES 

CWC 030.010: Validate IB-4 In 
The IB-4 IN data must be validated. The process must validate the data according to ICON formatting. Refer to 
the ICON Model code for required validation of inbound request. 
CWC 030.020: Flag wages as used 
The System must allow the process to “flag” wages as indication that the wages have been 
used in claim processing. The function must post the date of transfer, receiving state FIPS code, wage amount, 
quarters, as a PENDING consumption of wages, and other required  data elements. 
CWC 030.025: IB Response OUT Message 
The System must determine appropriate IB-4 Response Out message, e.g. "More 
Information Needed". 
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CWC 030.030: Send IB-4 OUT 

The IB-4 Out response must be sent as required. Refer to the ICON Model code for proper response. 

CWC 030.040: Appropriate edits allowing transfer of wages 

The System must provide appropriate edits allowing the transfer of wages functionality. Refer to the ICON 
Model code for proper response. 

CWC 030.050: Determine wages to be sent 

The System must determine the wages that must be sent in the response (requesting State's Base period 
wages, or any changes to those wages). 
 
 
RESEND IB4 REQUEST  
This describes the process when an IB-4 Response has not been received within the identified time frame from 
the date of an IB-4 Request via Interstate Connection (ICON). This process ends when the system re-sends the 
IB-4 Request via ICON, or work item is created. 

BUSINESS RULES 

CWC 040.010: Create workflow for second IB4 request 

The system must create workflow item to allow processing of second IB-4 request. If a response to an IB-4 
request is not received within predetermined number of days, the System must create workflow and alert 
authorized Agency Staff regarding a second request. Initially, the period default should be set to 5 workdays, 
but should be configurable to business needs. 
 
 
ISSUE REQUEST TO EMPLOYER FOR WAGE INFORMATION  
This describes the process when an IB-4 Request is received indicating the need for additional wages. This 
process ends when the employer wage information has been requested. 

BUSINESS RULES 

CWC 050.010: Employer Wage Request 

The System must allow for employer wage request. The System must pre-populate data as much as possible 
and allow for override. Examples of data: employer data, claimant data, requested quarters, and to which 
state; requested base / alternate period quarters. 

CWC 050.020: IB-4 Response 

The System must provide for appropriate IB-4 responses. Refer to the ICON Model code for proper response 
requirements. 
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CWC 050.030: Time period for receipt of wage information 

Establishing a time period for receipt of wage information is a required function for IB processing. The System 
must determine wage information has been received within the appropriate time period. Appropriate time 
period is set at seven (7) days by default, but should be configurable to meet business needs. 
 
 
PROCESS IB-14 INTERSTATE REQ. FOR RECONSIDERATION OF MON DETERMINATION 
This describes the process when a claimant contacts the agency indicating missing or incorrect out-of-state 
wages. The claimant provides wage information, which is included on the ‘Interstate Request for 
Reconsideration of Monetary Determination/Wage Credits’ (IB-14). This process ends when the IB-14 has 
been sent to the appropriate state(s). 

BUSINESS RULES 

CWC 060.010: IB-14 Information 

The System must provide functionally for the IB-14 processing necessary information. System will provide 
instructions for the claimant to provide hard-copy documentation. 

User could be Claimant or Business User. If the User is the claimant, the IB-14 process cannot be utilized 
unless a corresponding IB4-R response has been received from the other state. 

Authorized staff must be allowed to generate IB-14s once an IB-4 has been issued, with or without receiving 
the associated response. Any user can generate IB-14s if the claim was an Interstate involving an IB-1. 

Refer to the ICON Model code for the necessary information 

CWC 060.020: Expected Response Period 

An expected response period is required for the IB-14. This period is approximately 6 weeks (30 business 
days). 

CWC 060.030: IB-4 needed 

If wages were reported to another state for which an IB4 Request has not been sent, the System must 
determine that an IB-4 is needed for continued processing. 

CWC 060.040: IB-14 Transmission 

Automation of the IB-14 transmission is required. The system must automatically generate the IB-14 and 
proof of wages via email or fax to the other state as determined by an internal state table. 
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PROCESS IB5 DETERMINATION OF CWC  
This describes the process when the requesting state has returned an IB-5 In indicating the status of the 
transferred wages. The system validates the accuracy of the IB-5 In data against the IB4-R (Response) 
previously transmitted. This process ends when correspondence is issued to the In State Employer. 

BUSINESS RULES 

CWC 080.010: No corresponding IB-4 found 

The System must provide functionality when there is not a corresponding IB-4 found during processing. Refer 
to the ICON Model code. 

CWC 080.020: Multiple IB5s 

Multiple IB-5(s) functionality is a requirement. It is common that multiple IB-5s will be received separated by 
days/weeks, and changing the intent of the other state’s use of the wages. For example, the agency received 
an IB-5 using the wages, then receiving another IB-5 days/weeks later returning the wages as unused due to a 
canceled claim in the other state. Benefit charging must be able to handle the change in wage status. See 
Benefit Charging requirements. 

CWC 080.030: IB-5 does not match IB-4 

The System must provide processing determinations when the IB-5 does not match the IB-4. Refer to ICON 
Model Code for requirements. 
 
 
 

IB5 NOT RECEIVED  
This describes the process when the system determines an IB-5 In has not been received in response to an IB-
4 Response Out. This process ends when the system sends notification to requesting state for IB-5. 

BUSINESS RULES 

CWC 090.010: IB-5 not received 

The System must provide a procedure to handle when the IB-5 is not received. The Acceptable time period is 
set to twelve (12) calendar days from the transmission of the IB4- R by default, but must be configurable by 
business needs. The system must provide the ability to generate notification IB-13 or UI Mail request for 
follow-up. 
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AMENDED IB-4 RESPONSE OUT  
This describes the process when the system receives information that wages have been modified and an 
amended IB-4 Response is necessary. When wages are added or decreased in a base period of an IB-4 
Response Out and there is no IB-5 returning the wages, the system must send an amended response to 
include all wages that were originally sent with any change. The system must  track wages that are transferred 
to another state. Wages may be modified due to adding of UCFE/UCX wages, completing of a wage 
investigation or other reasons (Monetary Apply Pending Wages). This process ends when the system sends 
the amended IB-4 Response. 

BUSINESS RULES 

CWC 100.020: Send IB-4 Response Out 

The System must provide functionality to send IB-4 Response Out. All original wages sent should be included 
unless modification removed wages or changed the amount 

 
 
 
 

GENERATE IB-5  
This describes the process when the system retrieves the appropriate data and generates an IB5 Out 
indicating the use or non-use of the transferred wages. Non-use occurs due to instances such as insufficient 
wages, withdrawn combined wage claim, effective date change, cancelled claim, or if wages do not increase 
benefits, etc. 

BUSINESS RULES 

CWC 200.010: IB-5 Reasoning 

IB-5 determinations: the IB-5 would have to be generated by the ICON model code. IB-5s  are generated to 
show use of or wages being returned that have been transferred by state(s) to be used on a UI claim. 

CWC 200.020: CWC Wages Not Used 

The system must provide functionality to process the situation of CWC wages not used in claim processing. If 
the CWC wages do not increase benefits, the System must generate an IB-5 to return the wages. If In-State 
wages are sufficient to achieve the maximum WBA and MBA for that state, no CWC wages will be used from 
any other state to establish entitlement. 
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BRIEF DESCRIPTION: 

MONETARY PROCESSING 

 

This process establishes the entitlement baseline for the unemployment claimant and determines the portion 
of the benefit that will be charged to the base period employer(s). It calculates the weekly benefit amount 
and the maximum benefit entitlement that will be allowed for the claimant. The system must have the ability 
to calculate monetaries for all current and future benefit programs. Additionally, the system must provide 
functionality to determine/re-determine Weekly Benefit Amount and the Maximum Benefit Allowance for all 
the benefit programs. 
 

 
ESTABLISH SYSTEM BENEFITS  
This describes the process of determining the benefits program hierarchy for calculating monetary payments 
for Unemployment Compensation (UC) benefits. The system must have the ability to determine monetary 
eligibility by program hierarchy in multiple states and establish dual active UI programs if appropriate. 
 
BUSINESS RULES 

MONETARY 010.005: Active UI Program Determination 
The System must recognize the active (payable) UI benefit program. The system must have the ability to 
determine the appropriate active benefit program. Unemployment Insurance (UI) is the basic entitlement 
program and traditionally the primary program for benefit distribution. 
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The system must have the ability to process monetary determination /redetermination by federal/state law. 
In general practice, the UI system will always be active, but may be inactivated and replaced with a new 
version in the future as dictated by Federal/State enactments and/or economically generated events. The 
system must allow staff to establish priorities/relationships between UI programs. 
 

MONETARY 010.010: Active Federal EB program 
The System must be able to produce/process any active Federal EB program mandated nationally and 
activated via Special Programs. The system must have the ability to determine there is an active Federal 
Extended Benefits period. When program is active, it traditionally precedes State EB for benefit payments. 
Additionally, will require a qualifying UI claim and will have start and end dates. Benefit program can have 
multiple periods defined and active, and each period may have multiple monetary determinations defined. 
(See Special Program definitions.) 

MONETARY 010.015: Active Federal / State EB program 
The System must be able to produce/process any active Federal /State or Federal/State combined program 
mandated on a national level, and triggered on/off by state basis activated via Special Programs. The system 
must be able to determine if active benefit period. When active will require a regular UI claim, and is 
traditionally subsequent to UI for monetary determination purposes. The benefit program will have start and 
end dates. Benefit program can have multiple periods defined (traditionally only one active plus historical 
periods), and each period may have multiple monetary determinations defined. (See Special Program 
definitions.)  

MONETARY 010.020: Active TAA (Trade Adjustment Assistance) Program 
The System must provide TAA functionality. TAA provides for relocation, training allowances, and other 
benefits as allowed by Federal requirements. The system must have the ability to determine there is an 
approved active TAA program. TAA benefits are not dependent on, nor precluded by, claims for any other 
program. It is possible to have multiple active TAA programs, and individuals may be eligible for more than 
one at a time (though traditionally only receive benefits from one at a time). Multiple TAA benefits are 
possible (exception: training benefits under TAA, then ATAA benefits are not available). 

MONETARY 010.025: Active Trade Readjustment Assistance (TRA) program 
The System must provide functionality for TRA. The system must determine there is an approved active TRA 
program. TRA provides continued weekly UC benefits under qualifying circumstances. TRA traditionally 
requires a qualifying UI claim and a qualifying condition under an active/approved TAA petition. Multiple 
active TRA programs are possible, though traditionally a claim only receives benefits from one TRA program at 
a time. 

MONETARY 010.030: Active ATAA Wage Subsidy Program 
The System must provide functionality for ATAA benefits. The system must have the ability to determine there 
is an approved active ATAA Wage Subsidy program. ATAA Wage Subsidy Program is not dependent on, nor 
precluded by, regular UI claims. Traditionally, Wage Subsidy Benefits are not paid for weeks when other UC 
benefits are paid (exception: TAA training), and 
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once claimant is receiving ATAA they cannot subsequently receive TRA benefits under the same petition. ATAA 
programs preceded RTAA, and as of Jan 2011 are limited to petitions dated prior to May 18, 2009 (numbered 
less than 70000). 

MONETARY 010.035: Active RTAA Wage Subsidy Program 
The System must provide functionality for RTAA benefits. The system must have the ability to determine there 
is an approved active RTAA Wage Subsidy program. RTAA Wage Subsidy Programs is not dependent on, nor 
precluded by, regular UI claims. Traditionally, RTAA Wage Subsidy Benefits are not paid for weeks when other 
UC benefits are paid (exception: TAA training), and once claimant is receiving RTAA they cannot subsequently 
receive TRA benefits under the same petition. RTAA includes petitions numbered greater than 70000 dated 
after  May 19, 2009 

MONETARY 010.040: Active Disaster Unemployment Assistance (DUA) Program 
The System must provide functionality for DUA benefits. The system must have the ability to determine there 
is an active DUA declaration. DUA traditionally is paid after all other available UC programs (except TAA). 
However, DUA can be paid even if the claimant has been  determined to be ineligible for any other UC 
programs. Multiple DUA declarations can be active at the same time. 

MONETARY 010.050: Other Programs TBD 
The System must be able to accept and Programs that must be created in the future (to be defined in Special 
Programs). The system must provide the ability to determine there is another active Special Program to 
consider. 

 
CALCULATE MONETARY FOR REGULAR UI  
 

This describes the process of calculating a monetary determination for a regular Unemployment Insurance 
(UI) initial claim. The process must access wages for the monetary  calculation. This process also includes the 
generation of the Monetary Determination notice to  Claimant. The system must have the ability to determine 
the claimant was deemed monetarily eligible. The system must have the ability to include notice of potential 
non-mon issue in the monetary determination. 
 
BUSINESS RULES 

MONETARY 020.240: Benefit Year Begin and End Dates 
The System must determine the Benefit Year Begin and End dates (BYE). 

MONETARY 020.010: Regular Period Eligibility 
The System must determine the regular period of eligibility – the Base Period. It is the first four, of the last 
five, completed calendar quarters as of the effective date of the claim. The system must determine claimant is 
eligible using regular base period wages. The system must have the ability to determine claimant entered 
employment, no base period wages. 
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MONETARY 020.020: Wages to Use 
The System must have functionality to determine the wages to be used. The wages used to establish the 
claim, (i.e., used in the base period) are wages that are from "covered" employment. The system must have 
the ability to determine UCFE/UCX wages included in monetary determination. These wages are used unless 
they have been used on previous claims, used by other states, or in other ways indicated/flagged as to be 
used. The system must update the wage indicator on wages as used or not used. The exceptions are 
educational wages, seasonal wages, and wages paid to professional athletes. The System must provide 
processes to correctly apply these exceptions. The system must have the ability to determine name/SSN 
match on the base period wage file. 
 

MONETARY 020.030: WBA, MBA, and Anticipated Duration Limits 
The System must consider the WBA, MBA, and the anticipated duration (weeks) limitations. The WBA/MBA 
maximum and minimum amounts can be established/modified periodically by state legislation.  A claim's 
WBA, MBA, and Anticipated Duration must not exceed the yearly maximum or fall below the yearly minimum. 
The system must provide the ability to calculate monetary for backdated claims based on prior business rules. 
 

MONETARY 020.031: Weekly Benefit Amount (WBA) 
The System must calculate the Weekly benefit Amount (WBA). This procedure must be based  on wages paid 
for insured work to individual. 

MONETARY 020.035: Maximum Benefit Amount (MBA) 
The System must calculate Maximum Benefit Allowance (MBA). This is the total amount of benefits allowed 
for the individual. 
 
Beginning with those benefit years established on July 4, 1983, and ending November 30, 2023, a claimant is 
eligible during a benefit year to a total amount of benefits equal to whichever is the lesser of: Twenty-six (26) 
times the claimant's weekly benefit amount; or One-fourth (1/4) of the claimant's wages for insured work paid. 
Beginning with those benefit years established on December 1, 2023, a claimant is eligible during a benefit year 
to a total amount of benefits: Equal to: Twelve (12) weeks, if the state average unemployment rate is at or below 
five and five-tenths percent (5.5%); and an additional week in addition to the twelve ( 12) weeks for each five-
tenths percent (0.5%) increment in the state's average unemployment rate above five and five-tenths percent 
(5.5%); and Up to a maximum of twenty (20) weeks if the state's average unemployment rate exceeds nine 
percent (9%). The total amount of benefits, if not a multiple of one dollar ($1.00), must be computed at the next 
lower multiple of one dollar ($1.00). A claimant is not entitled to benefits if the claimant's base period earnings 
are less than forty (40) times the claimant's weekly benefit amount. A claimant is not entitled to benefits if the 
claimant's base period earnings, outside the claimant's highest calendar quarter of earnings, are less than the 
lesser of six (6) times the claimant's weekly benefit amount or nine hundred dollars ($900).  The department 
shall determine the state average unemployment rate biannually, and the rate must be equal to the seasonally 
adjusted unemployment rate, as published by the United States department of labor. A claimant's maximum 
eligibility shall not be reduced or increased during a benefit year for a claim. 
 

MONETARY 020.045: Earnings Allowance 
The System must calculate the allowable earnings allowance for the individual. 

MONETARY 020.050: Anticipated Maximum Duration 
The System must determine and calculate the maximum duration (weeks) of the benefit claim. This cannot 
be more than 26 weeks. 
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MONETARY 020.052: Identification of Seasonal Wages 
The System must have functionality to identify and calculate Seasonal Wages. 

MONETARY 020.054: Identification of Educational Wages 
The System must have functionality to identify and calculate Educational-School Wages. The system must 
have the ability to set the Educational Wages Indicators if applicable and determine non-monetary issue for 
use of Educational Wages. 
 

MONETARY 020.055: CWC Wages 
The System must determine if other State wages. The system must have the ability to determine CWC wages 
were received for this claim. The system must have the ability to determine whether CWC wages increase 
WBA and/or MBA. If CWC wages do not increase benefits (generates an IB-5 to return the wages). If state 
wages are sufficient to achieve the maximum WBA and MBA for that claim, in which case no CWC wages will 
be used from any other state. 
The system must have the ability to request multiple copies of IB-4, IB-5, IB-6, IB-14 if necessary. The system 
must have the ability to generate a request/re-request for wages to another state.  

MONETARY 020.060: MonDet Fields for an IB-5 
The System must determine all required monetary determination data elements for the generation of 
the IB-5 sent to each state when appropriate. 

MONETARY 020.070: Wage Protest needed 
Claimant has indicated employment for which there are not wages on record for the base period or claimant 
has disputed wages displayed on System. The System must have functionality to determine if a Wage Protest 
is needed. The system must have the ability to determine pending wage requests by program, wage protest, 
etc. 

MONETARY 020.071: Worker Comp Base Period Entitlement 
The System must determine the establishment of base period for cases involving individuals receiving Workers 
Compensation benefits. The System must calculate a Worker’s Compensation base period claim using the four 
completed calendar quarters of wages prior to the quarter wherein the injury occurred. 
 
 
 
SEASONAL WAGES  
 

This describes the process of calculating a monetary determination for a regular Unemployment Insurance 
(UI) initial claim. The system must have the ability to create monetary decision notices of potential Seasonal 
issue(s). The system must calculate percent of seasonal wages in monetary determination and calculate 
monetary entitlement for Seasonal employees. 
 
BUSINESS RULES 

MONETARY 021.010: Seasonal Period 
The System must determine the Seasonal benefit period. Benefits cannot be paid outside the employers' Active 
Season. The system must determine this time frame. The system must 



  Monetary Processing  - Page 6 of 16  

Page 66 of 171 

 

 

 

provide ability to identify seasonal periods on claim per benefit year begin date. The system must determine 
employer’s seasonal period(s) (Active and Inactive) and set the seasonal ineligibility period(s). If the employer 
is a base period employer, the benefits for a seasonal worker must be calculated for any BYE established on or 
after the employer’s seasonal status determination date as if that status had been effective during the base 
period. 
The system must determine seasonal wages are 100% of total base period wages. 

MONETARY 021.020: Non-Seasonal Period 
The System must determine the Inactive Season and the benefit. The system must calculate non-seasonal 
MBA available in non-seasonal period. Multiply the UC claim MBA by the % of seasonal wages in the base 
period. The difference is MBA available during the Inactive Season. The system must set the appropriate non-
seasonal allocation parameters. 

MONETARY 021.030: Payment during Non-Seasonal Period 
The System must determine the payment amount during Inactive Season. Benefits calculated using Seasonal 
wages cannot be paid outside the employers’ seasonal period. Claimants can only be paid with the non-
seasonal allocation during the Inactive Season. 
 
 
 

PRE-MONETARY  
 

This describes the process of calculating an estimated monetary determination (pre- monetary) for 
Unemployment Compensation (UC) benefits by the claimant. It is intended this process will be made available 
to claimants prior to the filing of an initial claim. 
 
BUSINESS RULES 

MONETARY 022.020: Calculation of Pre Mon 
The System must provide the potential Claimant with the calculated eligibility for the UI claim. The system 
must have the ability to calculate pre-monetary determinations. The system must determine the claimant is 
eligible for the regular base period. The System must provide  claimant with the projected WBA, MBA, 
duration (in weeks), earnings allowance, and dependent allowance (if still applicable). The system must 
prevent pre-monetary calculation when  an active UI claim exists and present a message to user when an 
active UI claim exists. 
 
The user must be allowed to enter their identifying information. The system must have the ability to prevent 
claimant performing pre-monetary on SSN that is not their own. 

MONETARY 022.030: Disclaimer to Potential Claimants 
The System must present to the potential Claimant a Disclaimer along with the projected eligibility. The 
information must be clear and unmistakable. THIS IS NOT A CLAIM FILING. Also, regarding the accuracy (or 
potential inaccuracy) of the data, the limitations of the data used in the projected calculations must not 
include CWC, UCFE, UCX, Lag Quarter, data about potential interstate claims, wages earned in multiple states. 
The System should reference the USDOL site, or the other state web/phone contacts data. 
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MONETARY 022.040: Presentation of Pre Mon- Claimant 
The System must provide a presentation of the pre-monetary. The system must present the calculated 
estimated monetary to the user. IF determined ineligible, the system must have ability to display ineligibility 
message of WBA = $0 and duration = 0 week. The System must provide Staff with the WBA, MBA, duration (in 
weeks), earnings allowance, dependent allowance (if still applicable), wages and estimated wages. 
 
 
PRE-MONETARY – STAFF  
 

This describes the process of calculating an estimated monetary determination (pre- monetary) for 
Unemployment Compensation (UC) benefits. It is intended this process will be made available to staff prior to 
a claimant’s filing of an initial claim. 
 
MONETARY 023.010: Presentation of Pre Mon – Staff 
The system must allow staff to determine pre-monetary. The system must allow the entry of  the benefit 
program and enter new information if applicable. The system must have the ability to prorate claim for staff. 
 
MONETARY 023.010: Access to SID1 and IBIQ 
The system must provide the ability to access the SIDI and IBIQ interface. The system must provide the ability 
for user to enter wages that are not in the filing state system. 
 
 
 

DETERMINE EDUCATIONAL BENEFITS AND PERIODS  
 

This describes the process of calculating a monetary determination for a regular Unemployment Insurance 
(UI) initial claim that includes educational wages. The Separating Employer must be an educational system 
employer. The non-educational WBA and MBA is calculated based on the effective date of the claim. 
 
BUSINESS RULES 

MONETARY 024.010: Determine Educational Periods 
The system must have the ability to determine/store starting and ending dates for educational period. The 
system must have the ability to store non-educational WBA separately from the regular WBA and to store 
non-educational MBA separately from the regular MBA. 
 
 
 

APPLY WAGES  
This describes the process of applying wages when new wages have been received for or a change has been 
made to wages applied to an existing claim. The system must determine BYE and the Base Period did not 
change and have the ability to apply wages to the claim and recalculate Monetary Determination. The system 
must provide the ability to hold the wages until all expected/pending wages are received. Additionally, the 
system must determine/re-determine usable wage credits. 
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BUSINESS RULES 

MONETARY 030.005: Staff Supplied Supplemental Data 
The System must allow staff supplied supplemental wage data. Generally, the addition of wages is limited to 
within the base period (regular, or extended), and may be specific to a Program. 
There are certain conditions, however, when wages outside the base period can be added. Adding wages 
from some sources may be limited to specific periods of time, e.g., UCFE 13 days from submission of the ES-
931. The SESA will use the Form ES-935 affidavit to establish benefit eligibility when the form ES-931 is not 
returned by the Federal Agency within 12 workdays. 
 

MONETARY 030.010: UCFE / UCX Wages Timely 
The System must determine data received timely. Timeliness can be determined if received within the Benefit 
Year. Timeliness law and regulations refer to all wage types (e.g., regular, UCFE/UCX).The system must 
determine new/revised wages are from UCFE or UCX employment. The system must have the ability to 
determine need to request additional UCFE or UCX wages. The system must have the ability to determine the 
inclusion of CWC wages will benefit the claimant. 

MONETARY 030.015: Wages associated with IB-4R 
The System must consider all wages associated with IB-4R. Wages transferred: wages that would have been 
transferred had they been available, wages are within a base period of an existing IB-4R out. (See ETA 
Handbook 399 for acceptable response indicators.) The system must determine new/revised wages are 
from previous IB-4R Response. The system must have the ability to determine claim BYE matches BYE on the 
IB4 Response and that the claim base period matches base period of response. 

MONETARY 030.020: CWC Wages Acceptable 
The System must determine if CWC wages are acceptable. Timely if received within 45 days of the most 
recent IB-6 transmittal. The system must determine new/revised wages are from CWC employment and has 
the ability to determine the need to request additional CWC wages if necessary. 
 

MONETARY 030.030: Regular Wages Timely 
The System must determine if timely received within the Benefit Year. The system must have the ability to 
determine new/revised wages are from regular employment. The system must determine all expected 
wages have been received. The system must have the ability to determine need to request additional in-
state Tax/Wage data. 
 
MONETARY 030.040: Correct and Process Discrepancies 
The system must provide the ability to correct and process any wage data discrepancies; including SSN and 
Claimant Name discrepancies. The system must have the ability to determine an adjustment of alien status 
has been detected and create work item/issue when adjustment of alien status detected. 
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CANCEL CLAIM  
 

This describes the process of cancelling an unemployment compensation claim. The system must have the 
ability to determine the cancelled claim is a regular UI Claim; cancelled claim includes CWC Wages; cancelled 
claim includes UCX or UCFE Wages. This process must be able to cancel all subsequent UI claims when 
cancelled claim is qualifying or determine cancelled claim non-qualifying for subsequent UI claims. The system 
must process a withdrawn or cancelled monetary determination. 
 
BUSINESS RULES 

MONETARY 040.005: Claims that can be cancelled 
The System must determine if a claim can be canceled. A claim can only be cancelled if; no payment has been 
issued; no adjudication has occurred; an Agency error has occurred. The claim cannot be cancelled if benefits 
have been paid. Also, if claimant was not given the proper CWC option (even when there is a payment or a 
decision has been rendered). The system must allow the user to cancel the selected claim. 

MONETARY 040.010: Reasons a claim can be cancelled 
The System must allow for appropriate conditions for the cancelling of the claim: request or error; Agency 
error; claim in another state; eligible in a prior or subsequent quarter; SSN error; determines claimant 
establish a more favorable claim in another state (usually only considered at the initial claim stage); any other 
condition Business determines as appropriate. The user must be able to indicate the reason the claim is being 
cancelled. 

MONETARY 040.020: Wage Indicators to be updated 
The System must provide functionality to have Wage Indicators/Flags updated. In-state and out-of-state 
wages that were originally flagged as used should be "un-flagged" as not having been used and be available 
for future use. 

MONETARY 040.030: WIC Screen Update 
The System must be able to present/display the update. Refer to ICON Model code (WIC). Display updated 
only when Claimant desires to file in another state. The system must have the ability to update the WIC 
system to indicate the Withdrawal of the claim. 

MONETARY 040.040: IB-5 Creation 
The System must generate IB-5 if a CWC claim is canceled. Wages from the other state(s) that were 
transferred via the IB-4 process must be returned via IB-5. 
Refer to ICON Model code (IB-5). 
 
 
RECALCULATE MONETARY DETERMINATION  
This describes the process when a monetary redetermination is needed following the application of new or 
revised wages, or when changes to other determinations have occurred. This requirement ends when 
workflow is created or all available wages have been appropriately used to re- determine the monetary. 
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BUSINESS RULES 

MONETARY 050.020: Re-request of wages based on new effective date 
The System must provide all functionality to process re-request of wages based on a new calculated effective 
date. The system must determine the base period and determine the wages that are to be used. The System 
must determine the wages from another state should be re- requested based on the new effective date. The 
system must access the claim payment history and determine if any payments made will be affected by the re-
request and the newly computed entitlement. The system must determine if the recalculation will create an 
overpayment for the affected weeks; determine potential overpayment may exist. The system must 
determine that weeks have been filed (on this claim) and determine there are previous benefit charges (on 
this claim). The system must have the ability to process wage discrepancy. 
 
The system must determine the effective date has been changed on a CWC claim and ability to set the IB-4 
Enabled Indicator based on the revised claim data. 
 
MONETARY 050.030: Redetermine Claim Monetary Balance 
The system must have the ability to determine/re-determine the monetary balance and have the ability to 
determine/re-determine usable wage credits. The system must provide ability to determine subsequent 
monetary claim based on qualifying claim. 
 
 
 

CALCULATE MONETARY FOR OTHER UC PROGRAMS  
This describes the process after an initial claim for a program other than UI has been filed, or modified, to 
calculate the monetary determination for a Federal-State Extended Benefit (EB), Disaster Unemployment 
Assistance (DUA), Trade Readjustment Assistance (TRA), or other additional non-UI programs as may be 
defined in the future. This process is driven on the hierarchy of programs that has been defined and 
established within Special Programs. 
 
BUSINESS RULES 

MONETARY 060.010: Parent Claim (Qualifying UI Claim) 
The System must determine the “Parent” or Qualifying claim. The Parent UI Claim is the active claim at the 
time the claimant applied for or automatically transitioned into Extended Benefits, where the benefits in the 
active UI claim have been exhausted. 
 

MONETARY 060.012: Federal / State EB Start and End Dates 
The System must determine the Federal/State EB start and end dates. Start Date: For EB claims filed in week 
after prior program exhausts, the day after exhaust, otherwise the Sunday of the week the EB claim was filed. 
End date is the end of the specific EB program. 
 

MONETARY 060.020: Federal / State EB WBA 
The System must calculate Federal/State EB WBA equal WBA of the qualifying regular UI Claim. 
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MONETARY 060.025: Federal / State EB MBA 
The System must calculate the Federal/State EB MBA. Traditionally equals the lesser of 13 times WBA, or 50% 
of the MBA. However, the System must have functionality to change the calculations based on Federal or 
State law changes. 

MONETARY 060.030: Federal EB WBA 
The determination of the Federal EB Weekly Benefit Amount will be governed by Public Law and interpreted 
by relevant UIPLs and other Federal instructions. The System must provide allowances for this governance. 

MONETARY 060.035: Federal EB MBA 
The determination of the Federal EB Maximum Benefit Amount will be governed by Public Law and 
interpreted by relevant UIPLs and other Federal instructions. The System must provide allowances for this 
governance. 

MONETARY 060.037: Federal EB Start and End Dates 
The determination of the Federal EB start and end date will be governed by Public Law and interpreted by 
relevant UIPLs and other Federal instructions. The System must provide allowances for this governance. 

MONETARY 060.040: TRA WBA 
The TRA WBA must be calculated; this equals the WBA of the associated qualifying regular UI claim after the 
first separation past the impact date. The calculation must consider the UI claim in effect at the time of the 
first qualifying separation from the employer after the impact date. 

MONETARY 060.041: TRA associated qualifying regular UI claim 
The System must determine the associated UI claim in effect at the time of the first qualifying separation from 
the employer after the impact date. The system must have the ability to determine TRA Benefits claim 
(defined in 2002, 2009, 2011 law). 

MONETARY 060.421: TRA Basic Start and End Dates 
The System must calculate TRA Start Date: Most Recent Total Qualifying Separation Date from Impacted 
Employer; and TRA End Date: 104 weeks minus one day from Start Date (can be extended by staff for good 
cause). 

MONETARY 060.422: TRA (2002) Additional Start and End Dates 
The System must be able to determine Start/End dates according to the TRA 2002 guidelines. If in training, the 
start date of the eligibility period is the day following the exhaustion of basic TRA benefits or the day after the 
basic eligibility period expires. If not in training when the claimant exhausts basic TRA or the basic eligibility 
period expires, the additional period starts the date the claimant starts approved training. The end date is 52 
weeks minus 1 day from the start date.  
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MONETARY 060.423: TRA (2002) Remedial Start and End Dates 
The System must consider the TRA 2002 Remedial Start/End dates when performing these calculations. The 
2002 Act allows up to 26 weeks of TRA for workers who must complete some remedial education before 
beginning their retraining programs. Therefore, the intent of the statute is interpreted as allowing a maximum 
of 130 weeks of training in cases where workers require remedial education before they can enroll in 
occupational training. The number of weeks that are between 104 and 130 cannot be paid more than the 
number of the weeks of the remedial training. Even if the remedial training is more than 26 weeks, the 
maximum number of weeks for the total retraining plan cannot exceed 130. The remedial training starts after 
the exhaustion of additional TRA. 
 

MONETARY 060.424: TRA (2009) Additional Start and End Dates 
The System must perform these calculations according to the TRA (2009) Additional Start/End date guidelines. 
If in training, the start date of the eligibility period is the day following the exhaustion of basic TRA benefits. If 
not in training when the claimant exhausts basic TRA, the additional period starts the date the claimant starts 
approved training. Change: Section 1823 of the 2009 Amendments amends Section 233(a)(3) of the 2002 Act 
to read: (3) Notwithstanding paragraph (I), in order to assist the adversely affected worker to complete a 
training program approved for the worker under Section 236, and in accordance with regulations prescribed 
by the Secretary, payments may be made as trade readjustment allowances for up to 78 additional weeks in 
the 91-week period that (A) follows the last week of entitlement to trade readjustment allowances otherwise 
payable under this chapter; or (B) begins with the first week of training, if such training begins after the last 
week described in subparagraph(A). Payments for such additional weeks may be made only for weeks within 
91-week period during which the individual is participating in such training. 
 
 

MONETARY 060.425: TRA (2009) Remedial / Prerequisite Start and End Dates 
The System must determine the TRA (2009) Remedial – Prerequisite Start/End dates according to these 
guidelines: Start- Exhaustion of the Additional MBA (78 weeks total) or end of the 91-week period. (Note* 
have 91 weeks to draw 78 to allow for 13 weeks of breaks) End: Up to 26 weeks depending on 
remedial/prerequisite approved. 
 
The System must be able to determine Start/End dates according to the TRA 2011 guidelines. If in training, the 
start date of the eligibility period is the day following the exhaustion of basic TRA benefits or the day after the 
basic eligibility period expires. If not in training when the claimant exhausts basic TRA or the basic eligibility 
period expires, the additional period starts the date the claimant starts approved training. The end date is 78 
weeks minus 1 day from the start date. 
 
The System must consider the TRA 2011 Completion TRA Start/End dates when performing these calculations. 
The 2011 Act allows up to 13 weeks of TRA for workers who 
 

1. The requested weeks are necessary to complete a training program that leads 
to completion of a degree or industry-recognized credential; and 

2. Are participating in training in each such week; and 
3. Have substantially met the performance benchmarks established in the 

approved training plan (must have maintained satisfactory academic standing 
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and are scheduled to complete training within training plan’s specified timeframe); and 
4. Are expected to continue to make progress toward the completion of the 

approved training; and 
5. Will be able to complete the training during the period authorized for receipt of 

Completion TRA 
 
The System must determine the Completion TRA (2011) Start/End dates according to these guidelines: Start- 
Exhaustion of the Additional MBA (65 weeks total) or end of the 78-week period. (Note* have 78 weeks to 
draw 65 to allow for 13 weeks of breaks) End: Up to 13 weeks depending on completion TRA approved. 

MONETARY 060.045: TRA Basic MBA 
The System must calculate the TRA Basic MBA. Basic MBA equals (WBA * 52) - (MBA of the associated 
qualifying regular UI claim) - (Federal EB MBA (if appropriate)) (subject to eligibility provisions (104 weeks 
from most recent qualifying separation from the impacted employer)). 

MONETARY 060.046: TRA (2002) Additional MBA 
The System must calculate the TRA (2002) Additional MBA: MBA = WBA * 52. This calculation is only available 
if claimant is attending TAA approved training. (Subject to eligibility provisions (52 weeks from [date to be 
specified based on laws])) Payments may be made as trade readjustment allowances (TRA) for up to 52 
additional weeks in the 52-week period ( 52*WBA).  

MONETARY 060.047: TRA (2009) Additional MBA 
The System must calculate the TRA (2009) Additional MBA: MBA = WBA * 78. This calculation is only available 
if claimant is attending TAA approved training. (Subject to eligibility provisions (91 weeks from when the 
claimant exhausted (or would have exhausted) basic TRA)) Section 233(a)(3) allows workers participating in 
training to receive additional TRA. The 2009 Amendments increase the number of weeks for which a worker 
may receive additional TRA from 52 to 78. (78*WBA equals Additional MBA). 
 

MONETARY 060.048: TRA (2002) Remedial MBA 
The system must determine TRA (2002) Remedial Start and End Dates. The System must calculate the TRA 
(2002) Remedial MBA: RMBA = 26 * WBA. This calculation is only available if claimant is attending TAA 
approved training and required remedial training (subject to eligibility provisions ) Notwithstanding any other 
provision of this section, in order to assist an adversely affected worker to complete training approved for the 
worker under Section 236 which includes a program of remedial education (as described in section 
236(a)(5)(D)), and in accordance with regulations prescribed by the Secretary, payments may be made as 
trade readjustment allowances for up to 26 additional weeks in the 26 week period that follows the last week 
of entitlement to TRA otherwise payable under this chapter. 
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MONETARY 060.049: TRA (2009) Remedial / Prerequisite MBA 
The system must determine TRA (2009) Remedial / Prerequisite Start / End Dates. The System must calculate 
the TRA (2009) Remedial MBA: RMBA = 26 * WBA. This calculation is only available if claimant is attending 
TAA approved training and required remedial / prerequisite training. (Subject to eligibility provisions) A total 
of up to 26 weeks of Additional TRA is payable for a worker to participate in remedial and/ or pre-requisite 
education (26*WBA). 

The System must calculate the TRA (2011) Additional MBA: MBA = WBA * 65. This calculation is only available 
if claimant is attending TAA approved training. (Subject to eligibility provisions (78 weeks from when the 
claimant exhausted (or would have exhausted) basic TRA)) The 2011 Amendments decreased the number of 
weeks for which a worker may receive additional TRA from 78 to 65. (65*WBA equals Additional MBA). 

The System must calculate the Completion TRA (2011) Completion TRA MBA: CMBA = 13 *  WBA. This 
calculation is only available if claimant is attending TAA approved training and needs additional weeks to 
complete training and can complete that training in 13 weeks. (Subject to eligibility provisions) A total of up to 
13 weeks of Completion TRA is payable for a worker to participate complete training (13*WBA). 
 

MONETARY 060.060: ATAA Weekly Subsidy Amount 
The System must calculate the ATAA Weekly Subsidy amount. The initial Weekly Subsidy  amount calculation 
must average weekly wages from affected employment minus wages from reemployment divided by 2. 
(Calculations performed in Pay Benefits to determine value each week) TEGL 02-03 Section G (Wage 
Calculation Methodology) -- Annualized Separation Wages minus Annualized Reemployment Wages divided by 
2 equals 50% of the difference between the two periods of wages. 50% of the difference between the two 
periods of wages divided by 12 equals the monthly ATAA wage subsidy. If, as a result of the monthly 
verification exercise, the participant's hourly wage and/or hours are determined to have changed in such a 
way as to affect the ATAA wage subsidy, the process must repeat the above calculation and adjust the ATAA 
payment accordingly. 
 

MONETARY 060.065: ATAA Maximum Subsidy Amount 
The System must provide functionality to process the ATAA maximum subsidy amount. According to federal 
law the MBA is $10K with a 104-week max eligibility from the date of reemployment. (TEGL 02-03 Section F 
(Continuing Eligibility). Once approved for the ATAA program, individuals who continue to meet the eligibility 
criteria are paid ATAA benefits until a total of $10,000 in benefits has been received, or a period of two years 
(104 weeks) has elapsed since their first qualifying reemployment, whichever occurs first. 
 

MONETARY 060.067: ATAA Start and End Dates 
The system must determine the claim is for ATAA Benefits. The System must determine and calculate the 
ATAA Start/End dates. Start: Date of reemployment; End Date 104 weeks minus one day from Start Date TEGL 
02-03 Section E (Eligibility Requirements). For purposes of the ATAA program, the eligibility determination 
date, which establishes the two-year period (104 weeks) during which ATAA benefits can be paid, will be the 
date of the first qualifying reemployment. TEGL 02-03 Section F (Continuing Eligibility.) Once approved for the 
ATAA 
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program, individuals who continue to meet the eligibility criteria are paid ATAA benefits until a total of 
$10,000 in benefits have been received, or a period of two years has elapsed since their first qualifying 
reemployment, whichever occurs first. 
 

MONETARY 060.070: RTAA Weekly Subsidy Amount 
The system must determine the claim is for RTAA Benefits. The System must provide functionality to 
determine the RTAA weekly subsidy amount. Calculations must be processed according to the most current 
revision to the Federal guidelines. There are two different calculations that the System must provide full 
functionality for: One for full time employment and one when there is training involved and part-time 
employment. SEE: TEGL 22-08 H.7.1. 
 

MONETARY 060.075: RTAA Maximum Subsidy Amount 
System must provide functionality to process the RTAA maximum subsidy amount. Calculations must be 
processed according to the most current revision to the Federal guidelines. There are two different 
calculations that the System must use to determine this value: One where TRA has been received and one 
where TRA has not been received. (TEGL 22-08 Change 1 A. RTAA, Section 246 of the Trade Act of 1974, as 
amended (the Trade Act) 
 
 

MONETARY 060.077: RTAA Start and End Dates 
The System must calculate the RTAA Start/End dates for the eligibility period (TEGL 22-08 H4). Eligibility Period 
for a worker who has not received TRA it is a two-year period beginning the earlier of "the date on which the 
worker exhausts all rights to unemployment insurance based on the separation of the worker from the 
adversely affected employment that is the basis of the certification", or reemployment. For a worker who has 
received TRA, it is a 2-year period beginning with the date of reemployment, reduced by the number of weeks 
the worker  received TRA. 
 

MONETARY 060.090: DUA WBA 
The System must calculate the DUA WBA. SEE: MONETARY 060.098. System must determine  the DUA 
weekly benefit assistance amount. 
 

MONETARY 060.095: DUA MAA 
The System must calculate the DUA MAA. The Maximum Assistance Amount for DUA must be captured in the 
system, but not included in the DUA monetary determination to Claimant. 
 

MONETARY 060.097: DUA Start and End Dates 
The System must calculate the DUA Start/End Dates for the eligibility period. The Effective date of the claim 
(cannot be before the Sunday after the date of the disaster). The End Date is 26 weeks after the date of the 
declaration (can cause payments for greater than 26 weeks if declaration was delayed). 
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MONETARY 060.098: DUA Calculation to be used 
For the DUA calculation, the System must use the wages or the net profit / loss from the most recent 
completed tax year for the individual and use the same calculation for UI WBA. If that does not establish 
monetarily, then the System must use minimum from Federal UIPL. The system must determine the base 
period to use (Claimant last completed tax year). 

MONETARY 060.099: Eligible for other Special Program 
The system must have the ability to determine the claim is eligible for another active Special program; 
determine the monetary data associated with identified program; determine claimant monetarily eligible 
subsequent benefit program(s); ability to allow staff to define associated monetary calculations; ability to 
determine parent regular UI claim to establish subsequent benefit. 
 
 

IN STATE WAGE PROTEST  
This describes the process of collecting the data to create a wage protest. 
 
BUSINESS RULES 

MONETARY 070.010: Process Data for In State Wage Protest 
The system must have the ability collect data; process request for redetermination received from another 
state; and allow users to enter information required for a wage protest. The system must have the ability for 
users to upload/attach supporting documents. The pending wage protest must be recorded. The system must 
provide the ability to create appropriate interfaces to state UI Tax System if necessary. 
 
 

ESTABLISH A TRA CLAIM WITH NO QUALIFYING REG. UI CLAIM  
This describes the process of manually creating a TRA claim when there is no qualifying Regular UI Claim. The 
user is allowed to enter all required data. 
 
BUSINESS RULES 

MONETARY 080.010: Create TRA Claim without Associated UI Claim 
The system must allow the user to establish the TRA claim with the associated UI claim; must have the ability 
to determine the most recent qualifying separation date; and determine the  TRA weekly benefit amount and 
the TRA maximum basic benefit amount from pre-monetary process. 
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NON-MONETARY PROCESSING 

BRIEF DESCRIPTION: 

When a non-monetary issue is identified, the system must determine the type of issue that should be 
addressed and collect the necessary information to process that type of issue. The system must determine if 
the issue is separation or non-separation. All of the validations and business rules associated with the specific 
type of issue must be incorporated into the process of verifying that the issue follows the defined criteria. Any 
issues identified during these processes must create a work item that will be routed through workflow to the 
appropriate agency staff for resolution in a timely manner as required. The system must have the ability to 
prevent duplicate issues. The process ends when the appropriate type of non-monetary issue has been 
decided. 
 

 
ESTABLISH WORK ITEM ISSUE  
This describes the process of establishing an issue and creating the appropriate work item for staff. The 
system must have the ability to determine Interested Parties for all work items. It must also determine the 
issue details (status/effect on monetary/programs, etc.) and identify when an issue affects payment or benefit 
eligibility. The system must provide a complete list of reasons/codes to define all monetary/non-monetary 
issues and be able to automatically detect new issues. 
 
BUSINESS RULES 

NONMON 010.001: Work item/issue triggered by Initial / Additional / Reopened claim for Regular UI, 
Federal / State EB, Federal Extension Program - Employment 
The System must generate work items when issue detections are realized by events that are triggered by 
Initial/Additional/ Reopened claim for Regular UI, Federal/State EB, Federal Extension Program employment 
issues and any other event that results in the detection of a 
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claim issue. The system must provide determination work item is due to filing initial/additional/reopened 
claim for a Regular UI, Federal/State EB, or Federal Extension Program with an issue. The System must have 
functionality to detect issues that have the potential to affect payments and work items/issues that need to 
be addressed by Agency staff. The System must record the Issue, the Issue Detection Date, the Time Lapse, 
the Response Due Date, and all required elements deemed as necessary by the Agency. Some examples are: 
Quit, Discharge, Labor Dispute, Lack of Work, Still Employed, Retired, Education, Refusal to Work, Leave of 
Absence, Seasonal, Temp Agency, Self Employed, Corporate Officer, Reduced Hours, Reduced Pay, Last Day 
Worked subsequent to Effective Date, Separation previously considered, Agency Employee, Question in 
Identifying correct Separated Employers, Wage Protest. 
 
NONMON 010.002: Work item/issue triggered by Initial / Additional / Reopened claim for Regular UI, 
Federal / State EB, Federal Extension Program - Availability 
The System must generate work items when issue detections are realized by events that are triggered by 
Initial/Additional/Reopened claim for Regular UI, Federal/State EB, Federal Extension Program availability 
issues. The System must detect issues that have the potential to affect payments and work items/issues that 
need to be addressed by Agency staff. The System must record the Issue, the Issue Detection Date, the Time 
Lapse, the Response Due Date, and all required elements deemed as necessary by the Agency. Examples are: 
Transportation, Child Care, Reporting Requirements, Medical, any Disqualifying Income, Citizenship, Profiling, 
Reasonable Assurance, Disability, Excessive Wage Demands, Part Time Hours, Work Search, and Attended 
Training/School. 
 
NONMON 010.003: Work item/issue triggered by Initial / Additional / Reopened claim for Regular UI, 
Federal / State EB, Federal Extension Program - Other 
The System must detect issues triggered by Initial/Additional/Reopened claim for Regular UI, Federal/State 
EB, Federal Extension Program and Other benefit programs that have the potential to affect eligibility and 
payments, and create a work item for staff. The System must record the Issue, the Issue Detection Date, the 
Time Lapse, the Response Due Date, and all required elements deemed necessary by the Agency. Examples 
are: SSN/Name mismatch, Double Dip (Re-qualifying), Reason for back-dating of Claim, In-state Child Support 
(Interface), out-of-state Child Support, Wage Garnishment. 
 
NONMON 010.006: Work item/issue triggered by Initial / Additional / Reopened claim for DUA The System 
must detect issues triggered by an Initial/Add/Reopened DUA claim that have the potential to affect eligibility 
and payments, and create a work item for staff. The system must provide determination work item is due to 
filing initial/additional/reopened claim for a DUA Program with an issue. The System must record the Issue, 
Issue Detection Date, Time Lapse, Response Due Date, and all required elements. Examples: Disaster 
information, timeliness of filing, Disaster impact on Claimant's ability to work, Disqualifying Income (e.g., 
insurance payments), self-employment, head of household due to death. 
 
NONMON 010.007: Work item/issue triggered by Initial / Additional / Reopened claim for TRA 
The System must have functionality to detect issues triggered by an Initial, Add, Reopened TRA claim that 
have the potential to affect eligibility and payments, and create a work item for staff. The system must 
provide determination work item is due to filing initial/additional/reopened claim for a TRA Program with an 
issue. The System must record the Issue and all relevant data. Some examples are: Sufficient weeks of 
employment in qualifying period for adversely effected 
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employer, claimant is not listed on the employer provided list of impacted employees, any separation reason 
other than lack of work. 
 
NONMON 010.008: Work item/issue triggered by Initial / Additional / Reopened claim for RTAA The System 
must have functionality to detect issues triggered by an Initial, Add, Reopened RTAA claim that have the 
potential to affect eligibility and payments, and create a work item for staff. The system must provide 
determination work item is due to filing initial/additional/reopened claim for an RTAA Program with an issue. 
State law or policy defines part-time and full-time. Some examples are: Claimant is not listed on the employer 
provided list of impacted employees, any separation reason other than lack of work, age requirement, 
claimant returns to adversely effected employer, self-employment, part time employment without training. 
 
NONMON 010.009: Work item/issue triggered by Initial/Additional/Reopened claim for ATAA 
The System must have functionality to detect issues triggered by an Initial, Add, Reopened ATAA claim and 
create a work item for staff. The System must detect issues that have the potential to affect eligibility and 
payments, and work items/issues that need to be addressed by Agency staff. The system must provide 
determination work item is due to filing an initial, additional, or reopened claim for an ATAA Program with an 
issue. Some examples are: Claimant is not listed on the employer provided list of impacted employees, any 
separation reason other than lack of work, age requirement, claimant returns to adversely effected employer, 
part time employment, received any funds from TAA or TRA. 
 
NONMON 010.011: Work item/issue triggered by Weekly Certification for Regular UI, Federal / State EB, 
Federal Extension Program 
The System must have functionality to detect issues triggered by weekly certifications for Regular UI, 
Federal/State EB or Federal benefit extensions programs that have the potential to affect eligibility and 
payment, and must create a work item for staff. The system must provide determination work item is due to 
filing Fed/State program certification with an issue. Some examples are: Total Employment separation, 
Earning issues (excessive, discontinued, earning variance, "incorrect" earnings [e.g., worked 40 hours reported 
$40]), standard ability and availability issues, refusal of work/job offer/job referral, holiday/vacation pay 
(dependent on job attached and whether working that week), Work Search Requirements, and Training 
Attendance Requirements. The System must record the Issue, the Issue Detection Date, the Time Lapse, and 
the Response Due Date and other data elements determined by agency. 
 
NONMON 010.012: Work item/issue triggered by Weekly Certification for DUA Program 
The System must have functionality to detect issues triggered by weekly certifications for DUA. System must 
detect issues that have the potential to affect eligibility/ payments and must create work items/issues that 
need to be addressed by Agency staff. The system must provide determination work item is due to filing 
certification of DUA program with an issue. Some examples are: Availability, self-employed, location. The 
System must record the Issue and all required data elements as deemed necessary by the Agency. 
 
NONMON 010.013: Work item/issue triggered by Weekly Certification for TRA Program 
The System must have functionality to detect issues triggered by weekly certifications for TRA. The System 
must detect issues that have the potential to affect eligibility/payments and create work items/issues that 
need to be addressed by Agency staff. The system must provide determination work item is due to filing 
certification of TRA program with an issue. Some examples are: Work Search Requirements, Training 
Attendance Requirements (Waiver Dates). 
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NONMON 010.014: Work item/issue triggered by Weekly Certification for RTAA Program 
The System must have functionality to detect issues triggered by weekly certifications for RTAA. The System 
must detect issues that have the potential to affect eligibility and payments and work items/issues that need 
to be addressed by Agency staff. The system must provide determination work item is due to filing 
certification of RTAA program with an issue. Some examples are: Employment Status (full/part time), Training 
requirements. The System must record the Issue and all required data elements as deemed necessary by the 
Agency. 
 
NONMON 010.015: Work item/issue triggered by Weekly Certification for ATAA Program 
The System must have functionality to detect issues triggered by weekly certifications for ATAA. The System 
must detect issues that have the potential to affect eligibility/payments and create work items/issues that 
need to be addressed by Agency staff. The system must provide determination that the work item is due to 
filing certification of ATAA program with an issue.  An example is that the qualifying Work < 30 hours. The 
System must record the Issue and all required data elements as deemed necessary by the Agency. 
 
NONMON 010.016: Work item/issue triggered by Fact Finding 
The System must have functionality to detect issues triggered by Fact Funding actions. The System must 
detect issues that have the potential to affect eligibility/payments and create work items/issues that need to 
be addressed by Agency staff, including responses to specific questions that should create work item/issues. 
The system must provide ability to determine work item was triggered by the fact-finding process. The system 
must have the ability to determine fact-finding questions are based on issue/Interested Parties. Some 
examples are: claimant voluntarily quit due to lack of childcare, claimants’ reason for work refusal. The System 
must record the Issue and all required data elements as deemed necessary by the Agency. 
 
NONMON 010.020: Work item/issue triggered by Appeals 
The System must detect issues that have the potential to affect eligibility and payments due to triggered 
events relating to Appeal decisions. The System must create work items/issues that need to be addressed by 
Agency staff, including responses to specific questions that should create work item/issues. The system must 
provide ability to determine work item was triggered by the Appeals process. Some examples are: Failure to 
report, remands for adjudication. The System must record the Issue and all required data elements as deemed 
necessary by the Agency. 
 
NONMON 010.025: Work item/issue triggered by Employer Provided Information 
The System must detect issues triggered by Employer provided information. The System must also detect 
issues that have the potential to affect eligibility/payments and create work items/issues that need to be 
addressed by Agency staff, including responses to specific questions that should create work item/issues. The 
system must provide ability to determine work item was triggered by subsequent Employer information. The 
Employer can provide any information that may be relevant to the processing of a claim. Could be (but not 
limited to) resulting from an employer protest of charge or non-charge as examples. Other examples of 
events: Employer requested relief of charges due to claimant’s refusal to return to work and availability issues. 
The System must record the Issue and all required data elements as deemed necessary by the Agency. 
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NONMON 010.030: Work item/issue triggered by Overpayments 
The System must detect issues triggered by Benefit Overpayments. The System must detect issues that have 
the potential to affect eligibility/payments and create work items/issues that need to be addressed by Agency 
staff, including responses to specific questions. The system must provide ability to determine work item 
triggered by the Overpayment process. Some examples are: Issues with covered employment vs. non-covered 
employment, new separations; availability issues. The System must record the Issue and all required data 
elements. 

NONMON 010.035: Work item/issue triggered by Labor Disputes 
The System must detect issues triggered by Labor Disputes. The System must detect issues that have the 
potential to affect eligibility/payments and create work items/issues that need to be addressed by Agency 
staff, including responses to specific questions. The system must provide ability to determine work item 
triggered by the Labor Dispute process. Some examples are: Anytime a separating employer or base period 
employer with an active Labor Dispute is associated with the claim; Claimant is on the Employer provided list 
of affected employees in an identified Labor Dispute. The System must record the Issue and all required data 
elements. 

NONMON 010.040: Work item/issue triggered by Agency Quality Review 
The System must have functionality to detect issues triggered by Agency Quality Reviews. The System must 
detect issues that have the potential to affect eligibility/payments and create work items/issues that need to 
be addressed by Agency staff, including responses to specific questions. The system must provide ability to 
determine work item triggered by Agency Quality Review process. This process must include any issue 
detected via BAM (Audit function) or Internal Audit (example: multiple payments to one address or bank 
account, claims by agency employees or families). The System must record the Issue and all required data 
elements. 

NONMON 010.045: Work item/issue triggered by Failure to Report 
The System must detect issues triggered by Failure to Report as directed by Agency. The System must detect 
issues that have the potential to affect eligibility/payments and must create work items/issues that need to be 
addressed by Agency staff, including responses to specific questions. The system must provide ability to 
determine an issue was created due to a failure to report event. This detection procedure must include Failure 
to report for any agency-wide required scheduled event. The System must record the Issue and all required 
data elements. 

NONMON 010.050: Work item/issue triggered by some other event/reason 
The System must detect issues triggered by any other event or reason determined by the Agency. The System 
must detect issues that have the potential to affect eligibility/payments and must create work items/issues 
that need to be addressed by Agency staff, including responses to specific questions. The system must provide 
ability to determine the work item was triggered by other events/reasons. Some examples are: New Hire 
Interface (Federal and State), employment the claimant did not indicate (e.g., quarterly wage reports), 
Incarceration, Deceased, Interface with Employment Services, Expired Authorization for Employment 
(Homeland Security) ; Changes to Business Rules or Program Guidelines that affect existing cases retroactively 
; Other or newly mandated Benefit Program Eligibility. The System must record the Issue and all required data 
elements as deemed necessary by the Agency. 

NONMON 010.100: Unique identifier for Work Item / Issue 
The System must generate and assign a unique, coded identifier for the Work item/Issue that has specific 
meaning to the viewer. (See the Unique ID definition for Appeal Cases / Dockets). The process must ensure 
conformity to Federal Standards for case identifiers where applicable. 
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NONMON 010.120: Work item/issue triggered by Claim Trend or Variance 
The System must have functionality to detect issues triggered by Claim trends and/or variances and create the 
appropriate issue. The System must detect issues that have the potential to affect eligibility/payments and 
must create work items/issues that need to be addressed by Agency staff, including responses to specific 
questions that should create work item/issues. The system must provide ability to determine the work item 
was triggered by claim trends/variances. Some examples are: claimant reports earnings for a number of weeks 
and then submits a weekly claim with no employment; seasonal history (e.g., off every July 4). 
 
NONMON 010.150: Initial Work Item/Issue Attributes 
The System must determine and identify all the information necessary to schedule the work item/issue. 
 
NONMON 010.175: Detection of Duplicate Work Item / Issues 
The System must have functionality to perform duplication detection tasks for the work items/issues. 
Duplication can be based on Claimant, SSN, Claim, Employer, Program, Issue, Dates, Initial Fact Finding and 
Provided Information, and other factors such as same account number, same last day worked, same week, 
same availability issue for exact same weeks or other identifiable conditions deemed necessary by Agency. 
 
NONMON 010.200: Determine fact finding questions based on issue and user 
The System must determine Fact Finding questions based on issue and user. The identified issue generates a 
predetermined set of questions that can be modified as Agency Staff deem appropriate. The questions are 
directed to the appropriate issue participant (e.g., claimant, employer). Predefined questions must have 
predefined response expectations (yes/no, free form, closed response set, to name a few), and have other 
attributes that drive processing (rebuttal allowed, impact on Audit, auto-closure timeframes and outcome and 
other required items). The System must allow the ability to modify and/or add questions based upon 
responses. 
 
 
 
STAFF ESTABLISH WORK ITEM ISSUE  
 

This describes the process of agency staff manually establishing an issue. The system must allow all 
authorized staff to identify and create work item/issue. 
 
BUSINESS RULES 

NONMON 015.010: Create/Modify Issue 
The system must provide staff the ability to manually establish and/or modify an issue. The system must 
determine the issue does not duplicate an issue already recorded and assign the manually created issue a 
unique identifier. The staff creation of an issue must follow all the functional requirements as the automated 
system creation rules and provide the ability for agency staff to choose not to conduct fact finding and allow 
staff to generate fact finding questions to Interested Parties, tracking all attempts to contact the Interested 
Parties. 
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CONDUCT FACT-FINDING  
This describes the process of conducting fact finding associated with particular work issue. The system must 
have the ability to indicate all fact finding for the issue was gathered and update the issue to indicate the fact 
finding is complete. The system must be able to determine type of Interested Party and must be able to 
determine all interested parties to the issue.  The system must provide the ability to request any necessary 
documentation from  an Interested Party to conduct and complete the fact finding. Fact finding processes 
must provide the ability for rebuttal/follow up statements when appropriate. The system must provide ability 
to identify for adjudicators new issues based on questions/answers 
 
BUSINESS RULES 

NONMON 030.004: System displays available Work Item / Issues 
The System must display/present all available Work Item/Issue. Potential issues detected during the filing of 
an initial, additional, reopened, continued claim for any Claim Program, the issues/questions must be 
automatically displayed. Issues created as a result of Fact Finding must be automatically displayed. 
Additionally, the system must display fact finding questions, display attempts to contact Interested Parties and 
display all relevant supporting data. Examples are: Quit, Discharge, Labor Dispute, Employment Status, Alien 
Status, A&A, Disqualifying/Deductible Income, Job Refusal, Back Dating, Educational Worker, Athlete, New 
Hire, Requalification Requirements, Fraud, Work Search, Failure to Apply/Accept ES Referral, REU Referral 
Refusal, Profiling, EB Work Search, EB Job Refusal, EB A&A, Social Security Number Mismatch, DUA Eligibility, 
ATAA Eligibility/Issues, RTAA Eligibility/Issues, TRA Eligibility. 
 

NONMON 030.005: User selects Issue 
The System must allow authorized user to select Issue to process. Users can only select to update issues that 
have not been adjudicated or resolved. The system must allow the user to enter the fact-finding information; 
indicate that rebuttal information is not necessary; to indicate scheduling is needed and generate fact finding 
questions based on specific issue. 
 
NONMON 030.010: Schedule Fact- Finding 
The system must have the ability to schedule fact-finding and follow-up interviews. The system must general 
all appropriate notifications and alerts. 
 
NONMON 030.015: Relevant Supporting Data 
The System must provide all relevant supporting data including information in addition to fact finding that 
allows an adjudicator to render a decision and can include documents submitted by either party; imaged 
documents, digital recordings, and other types of media. The system must provide the ability for the user to 
attach supporting documents or media as appropriate. 
 
NONMON 030.020: Automated Adjudication of Issue 
The System must provide automated adjudication of specific Issues. Issues which the System can 
automatically adjudicate include, where sufficient and appropriate information is available: lack of work, job 
performance without employer response, able and available, disqualifying income, pension, failure to report 
(e.g., claimant not responding to request for information), re-earnings requirement (e.g., 5, 6, 8, 10 times 
WBA), voluntary quit, and fraud disqualification. The Agency will make the determination if process is to be 
restricted certain answers. The system must be able to determine the issue cannot be automatically 
adjudicated based on agency criteria. 
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NONMON 030.030: Automated Update of Status 
The System must provide for the automated update of statuses. SEE: 010.200 above. 
(One of the many attributes in issues/questions that drive processing). Status values such as Open, Pending, 
Closed, Elapsed, Rebuttal, Assigned, will be determined by the Agency. Clarifications to answers do not change 
a status. 
 
NONMON 030.040: Allowed Status Changes by Staff 
The System must allow an authorized User to change a status. Generally, a User cannot change the status of a 
work item that has been resolved or an issue that has been decided. However a User with the proper security 
authorization (e.g., Agency staff) must have the ability to change a resolved work item or modify a 
determination/decision if the Agency determines that the item, determination, or decision requires 
correction, amendment, or modification if the change is made within an allowed time period that is 
determined by the Agency. 
 

NONMON 030.050: Fact finding does not warrant establishment of new issue 
Fact Finding does not warrant the establishment of a new Issue or update. Based on  the answers to fact 
finding questions, no new issue(s) was raised. The Fact-Finding system component must be able to determine 
if any new issue(s) are detected. (See 10.200 above.) 
 
 
RENDER DECISION  
 

This describes the process of rendering a decision on an issue. The system must provide the ability to reflect 
impact of all rendered decisions and open issues on claim. The system must have the ability to send 
appropriate documentation to all Interested Parties. The system must have the ability to determine 
decisions be identified and resolved in a timely manner. 
 
BUSINESS RULES 

NONMON 040.005: Automatically render the decision 
The System must have the required functionality to render a decision. The system must provide the ability for 
issues to be automatically adjudicated without staff involvement. Issues which  the System can automatically 
adjudicate include, where sufficient appropriate information is available: lack of work, job performance 
without employer response, able and available, pension, failure to report, re-earnings requirement (e.g., 5, 6, 
8, 10 times WBA), voluntary quit, fraud disqualification. The system must have the ability to determine the 
appropriate qualification/disqualification determination. The system must automatically  adjust/update claim 
when nonmonetary issued. The Agency will make the determination if the process will be restricted to issues 
with certain answers to certain questions. (See NONMON 010.200) 
 
NONMON 040.008: Selection of Work Item / Issue to Resolve 
The System must supply User a selection of Work Items/Issues to resolve. Agency staff must have displayed 
available work items / issues that their security level will allow them to resolve. The system must allow the 
ability to select the appropriate issue to be resolved and adjudicated. 
 
NONMON 040.010: Decisions 
The System must ensure the members of Staff have the authority to resolve work items without rendering a 
decision. Staff must also have the authority to adjudicate an issue and render a decision or have the ability to 
remove or clear the issue. The system must provide staff the 
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ability to render non-monetary determinations. Possible decisions include: Allow  benefits, Deny, Disqualify 
(indefinite, or for one or more time periods), Clear (remove) a disqualification, Close a disqualification (set the 
end date). The system must determine the details of the decision. A decision may also pertain to a period of 
ineligibility. Multiple disqualifications for specific issues must reflect various disqualification levels. When 
decisions are made, the Status of the Issue is updated based on the decision. A single decision may address 
multiple issues. 
 
NONMON 040.015: Limited Resolution (CWC) 
The System must allow for limited CWC resolution. If the paying state has received wages from a transferring 
state that has previously adjudicated a decision, it cannot be re-adjudicated. If the decision is contrary to the 
paying state's law, then employer in the paying state may be given a non-charge. The system must have the 
ability to limit adjudication if other wage state issue is resolved (Sect 6168). 
 

NONMON 040.017: Affected Programs 
The System must identify all affected programs. Programs include UI, Federal Extension, Federal/State EB, 
Federal extensions, TRA, DUA, RTAA/ATAA, and DUA. The system must provide the ability to determine 
program(s) on the claim that are affected by the resolution/decision. The system must provide the ability to 
determine the impact of resolved issues, decisions, and open issues. 

NONMON 040.020: Interested parties in resolution 
The System must determine and include all interested parties in the resolution. This may include (but is not 
limited to) the claimant, other interested parties such as the employer / TPA, other representatives, other 
units within the Agency, other individuals from fact-finding. 

NONMON 040.080: Disqualification characteristics 
The System must be able to determine and identify disqualification characteristics. Primarily duration (begin 
and end dates with multiple periods possible) and may also include reductions of MBA and a re-earnings 
requirement and other considerations. 

NONMON 040.090: Issue resolution affects Monetary 
The System must determine if the Issue resolution affects Monetary. This process must include any decision 
that impacts base period wages, the effective date of the claim or alters the MBA. 

NONMON 040.100: Issue resolution affects Payments 
The System must determine if the Issue resolution affects Payments. Any weeks filed on the claim after the 
start date and before the end date of the decision. 

NONMON 040.120: Issue resolution affects Benefit Charging 
Any benefit charging made on the claim/program after the start date and before the end date of the decision. 
Additional reasons include some able and available issues, refusal of suitable work, leaving work for personal 
health reason, military spouse relocation, and other reasons. If the decision creates an overpayment, the 
premium paying employer would receive a credit for any benefit charges that have been assessed. 
Reimbursing employers would not be given credit. If deficiency/ adjustment payment is due the claimant, 
then the base period/ liable employers’ charges are adjusted. The system must have the ability to determine 
the decision warrants granting a non-charge. 
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NONMON 040.130: Issue resolution affects Overpayments 
The System must determine if the Issue resolution affects Overpayments. Any payments made on the claim 
after the start date and before the end date of the decision. Any Overpayments established on the claim in 
the same period. The system must have the ability to identify if a determination will result in an overpayment. 
 
NONMON 040.150: Linking decisions to single determination 
The System must provide the functionality for linking multiple decisions to a single determination. Limited to 
issues for the claimant, decisions made on the same day, and any other as determined necessary. Various 
programs need to be grouped (Linked) on the determination. The system must provide the ability to group 
associated decisions for a claimant into determination(s). The process is driven by how many decisions are on 
the program, issue, etc. Example: non-disqualifying separation but not able and available. 
 
NONMON 040.160: Notifications and Disclaimers 
The System must provide for Notifications and Disclaimers. Provide narrative description of the decision that 
may include findings, conclusions, appeal, and waiver rights. However,  some issues are decided without 
requiring notifications; e.g., confirmed lack of work lay off. The System must consider if to include a Summary 
Statement factoring in all Rendered Decisions and Open Issues (pay, no pay, disqualified, etc.) 
 
NONMON 040.170: Work Item Determinations 
Any resolution of a work item that is detrimental to either the claimant or the employer requires a 
determination. Examples: negative wage protest, employer protests to potential charging. 
 
 
MODIFY ISSUE  
This describes the process of modifying an issue. (Note: Modifying an issue may change  the time lapse, 
detection date, due dates, and other important data.) 
 
BUSINESS RULES 

NONMON 060.010: System Detected Changes 
The System must detect changes that affect the claim, e.g., a change in the effective date of the claim, 
changes to a weekly certification response, or a change in recall status. 
 
NONMON 060.020: Work Item / Issues that can't be modified 
The System must provide functionality to determine Work Items/Issues that cannot be modified. Some 
examples of work items/issues that cannot be modified: time lapse of an issue; altering start dates prior to 
the effective date of the claim; detection date only allowed to change for manual receipt of documents, not 
Self Service and limited by security profile; change an issue that has been decided or work item that has been 
resolved; modification in violation of statute, regulation. These restrictions will be determined by Agency. 
 
NONMON 060.025: Status Updates 
The System must allow Agency Staff with appropriate security profile the ability to select and update the 
relevant data fields to reflect modifications. The system must have the ability to determine issue is not 
affected based on changes to the claim status. 
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NONMON 060.030: Fact-Finding changes needed 
The System must allow for modifications to the Fact-Finding process. Examples: Change of interested parties; 
change in work item/issue. 
 
 
SCHEDULE ISSUE  
 

This describes the process to schedule/reschedule Work Items/ Issues. 
 
BUSINESS RULES 

NONMON 070.010: Work Item/Issue can be automatically scheduled 
The System must have the functionality to automatically schedule/reschedule Work Item/Issue when 
appropriate. The System must also be able to determine when the Work Item/Issue cannot be automatically 
scheduled or rescheduled. For example: no established claim,  no weeks have been filed, etc. 
 
NONMON 070.030: Assignment of staff to work item/issue 
The System must have procedures to assign Work Item/Issue to appropriate staff. This function will be based 
on the Work Item/Issue type, organization of the agency, staff attributes such as skill level, experience, 
workload, languages spoken, and other criteria as determined by Agency. The system must have the ability to 
generate appropriate notices and alerts to assigned agency staff. 
 
NONMON 070.040: Duration of work item/issue 
The System must have the functionality to determine and monitor the duration of Work Items/Issues. These 
determinations will be based on Work Item/Issue type, Number and the complexity of associated Work 
Item/Issues, staff attributes and other determined factors; for example: the more Interested Parties, the 
longer the duration. Multiple Issues being adjudicated simultaneously will add additional time, but may 
reduce the overall duration needed. A Potential Design Issue that the functionality must consider is that the 
automated scheduling should allow for claimant contact including providing automated voicemail messaging, 
providing requests to contact staff, and consequence notices for failure to comply. System must then be able 
to extend item duration to include implemented consequence period. 
 

NONMON 070.050: Scheduling of work item/issue 
The System must consider the Staff Availability, Staff Skills, and Staff Skill Level when scheduling Work 
Items/Issues, and also must include ability for authorized staff to reassign after scheduled by individual case 
and by groups of cases. The system must have the ability to determine the Work Item warrants (re)scheduling. 
 

NONMON 070.090: Confirmation and generation of all appropriate notices/alerts 
The System must provide confirmation and generation of all appropriate Notices. These would include the 
appropriate Notices to all Interested Parties of the issue (claimant, employer, TPA, etc.); Addition of items to 
various staff work queues; Alerts (when appropriate) to appropriate staff including alert to notify staff of early 
response to separation information allowing for immediate actions. 
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STAFF SCHEDULE WORK ITEM/ISSUE  
 

This describes the process of agency staff (re)scheduling Work Item/Issue. The Agency staff determines an 
issue needs to be (re) scheduled and is allowed to manually schedule/reschedule the issue. 
 
BUSINESS RULES 

NONMON 071.010: Staff Schedule Work Item 
The system must have the ability for staff to determine the Work Item can be (re)scheduled. This process 
must follow all the requirements that the automated scheduling functions perform. User is allowed to select 
issue and enter the appropriate data for the scheduling/rescheduling. 
 
MONITOR PROGRESS TO RE-QUALIFY  
 

This describes the process of tracking progress towards potential requalification and the ability to 
automatically lift disqualifications if appropriate. 
 
BUSINESS RULES 
 

NONMON 080.010: Alert Warranted 
When a new claim (initial/additional or reopened) is received, and the system shows additional earnings 
after the disqualification with reported earnings the system will determine if earnings requirement has been 
met. The system will generate an alert after the claim is received. The system must have the ability to create 
an alert concerning potential requalification. 
 
NONMON 080.015: Generation of Alert 
The System must be able to determine if an alert is warranted and generate such alert. Agency Staff should be 
alerted at the time claimant files a new initial, additional or reopened claim. Alert should be visible to staff 
immediately. Once claimant has submitted a claim, a message should display advising him/her that a previous 
disqualification existed, and it will be necessary to provide proof of earnings/wages to attempt to satisfy an 
earnings requirement. 
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MODIFY DECISION  
 

This describes the process of modifying a decision. Information associated with an issue changes, 
warranting a modification to a decision. 
 
BUSINESS RULES 

NONMON 090.010: Automatic modification of Decisions 
The System must allow automatic modifications of decision or determine the decision cannot be automatically 
modified. Do not allow automatic decision modification if record indicates an appeal exists with a higher 
authority decision pending or a decision is being reconsidered and other criteria to be determined. The system 
must determine the modification is a result of an appeal. The system must determine the details of the 
modification and update the status of the decision based on the modification. 
 
NONMON 090.020: Automatic Rendering 
The System must allow for the rendering of the decision, i.e., change of effective dates with a resultant change 
in the disqualification period, modify a pension amount, and other criteria to be determined. 
 
NONMON 090.030: Selection of Decision 
System must display decisions that can be modified; cannot modify decision that is being (or has been) 
appealed or reconsidered unless remanded back. 
 
NONMON 090.040: Staff Update of Decisions 
The System must allow authorized staff ability to select and modify/update the decision, i.e., disqualification 
periods, status; must provide a reason for the modification. 
 
NONMON 090.050: Interested Parties 
When decision changed due to requalification based on wages, the System must not notify the employer. The 
system must determine the Interested Parties. 
 
NONMON 090.060: Determinations and Documentation 
In some situations, as determined by the Agency, determinations will not require additional documentation to 
be reproduced (e.g., requalification, etc.). 
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OVERPAYMENTS PROCESSING 

BRIEF DESCRIPTION: 

Establishing, detecting and collecting unemployment compensation overpayments (improper payments). 
Employs a wide variety of computer cross-matching programs to identify individuals who have received 
unemployment benefits to which they were not entitled. 
 

 
PROCESS CROSS-MATCH  
 

This describes the process of running cross matches of unemployment insurance (UI) records against 
employer wage reports, employer new hire data, other government agency records, etc. Based on match 
criteria determined by business users, the system identifies claimants who may have failed to properly report 
earnings/employment and other potential instances of non-eligibility while claiming UI benefits. The system 
also identifies current address and employment information on claimants with outstanding UI benefit 
overpayments to assist in collection efforts. The crossmatch process must be able to identify suspicious claims 
for integrity reviews. The crossmatch process must allow the ability to process all overpayments for the 
Unemployment Insurance benefit programs. The system must provide functionality to schedule Crossmatch 
reviews and processes. 
 
BUSINESS RULES 

OVRPAY 010.005: Profile Definition 
The System must provide all the required functionality to run cross match processes. The system must have 
the ability to configure Crossmatch profile(s)/criteria for data validations.  The  System must allow authorized 
staff the ability to change thresholds/selection data for parameters of cross match run and/ or the ability to 
run crossmatches both on a regular automatic schedule and on a manual basis. Profile definition items must 
include all  identification sources of the data. Staff must be able to add optional attributes as required to 
include/exclude information request at the profile level. The system must have the ability to specify output 
format/frequency of Crossmatched results. Additional notification will be required for the source of data. 
 
The State UI Agency must cross match quarterly wage information with UI payment information in identifying 
ineligibility for benefits and preventing or discovering incorrect payment. 



Overpayments Processing - Page 2 
  

Page 91 of 171 

 

 

 
Additionally, the system must process crossmatch of claim data to UI wage to identify 
improper/overpayments. 
 
The system must have the ability to provide process for crossmatch of claim data to benefit charge data, 
crossmatch of claim data to certifications and crossmatch of claim data to payments to identify 
improper/overpayments. 
 
 

OVRPAY 010.005a: Profile Definition: Wage 
The System must identify source of data for wage cross matching functions. The frequency and function 
parameters will be determined by the Agency. Additionally, notification may be required for each employer as 
needed. The system must have the ability to generate Wage Audit Notice to Employer(s)/TPA(s). 
 
OVRPAY 010.030: Release Crossmatch 
The System must be configurable to the extent possible to allow for processing changes; must allow for auto 
and manual runs. 

OVRPAY 010.040: Process Data from data source entities 
The System must have functions and procedures to process the data received from the crossmatch source 
entities and allow user interaction with data. (System Requirement). The system must have the ability to 
perform Crossmatch and interface data with external entities. Some external entities may include but not 
limited to ICON IB8606 for interstate functions; interface with Attorney General to update bankruptcy status. 
 
OVRPAY 010.050: Make Cross match data available 
The System must provide authorized staff access to the crossmatch data. The System must store the data and 
allow agency staff to print, store, view, export. Staff should not have to go back through the extract process. 
Include ability to add and sort requested data and provide ability for staff to print, save, and export the 
crossmatch data. 
 
 
RECEIVE WAGE AUDIT NOTICE  
This describes the process of receiving and processing wage audit notices from employer(s)/TPA(s). These 
wage audit notices were generated during the overpayments crossmatch process. The data on the wage audit 
notice must be compared week to week against the benefit payment history. This process ends when any 
potential issues are sent to fact finding. 
 
BUSINESS RULES 

OVRPAY 012.010: Potential issue exists 
This function pertains to wages reported by the employer. If a discrepancy exists, the System must create a 
work item/issue for staff to perform fact-finding tasks. The System must allow the Agency the ability to 
establish the threshold for the discrepancy (e.g., $20 or more in wages reported). The system must have the 
ability to allow the user to enter wage audit notice data. 
 
OVRPAY 012.010: Notify Auditor 
The system must have the ability to notify the auditors if a response is not received. 
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TIPS AND LEADS  
 

This describes the process for comparing tip/lead information against payment history to determine if a 
potential overpayment/improper payment exists. This process begins when the information is received in the 
system or by an agency staff member. The system must have the  ability  to determine tip/lead information is 
valid or requires follow-up. This process ends when a work item is created for fact-finding, or the 
system/agency staff determines there is not enough information to pursue tip/lead. 
 
BUSINESS RULES 

OVRPAY 015.010: Import or Enter Tip/Lead Investigation Information 
The System must have the ability to accept/import Tips/Leads and provide access to Agency staff. The system 
must have the ability to process tips/leads of potential fraud in receipt of UI benefits. Users must be defined 
and may include: Employer/TPA: self-service, hotline, IVR, letter, email Claimant: same as above, Anonymous 
Source same as above. 
 
The System must provide authorized staff different input abilities to review/enter/update/add additional 
tip/lead information and determine issue type based on responses. 
 
OVRPAY 015.020: System validation of Tip/Lead Information 
Upon entry of viable tip information (e.g., all information entered can be confirmed/validated against data in 
the system), the System must identify potential duplicate tips and/or leads for Agency Review and have the 
ability to create work items/issues for investigation of tip/lead information. 
 
 
PROCESS ADJUSTMENTS AND CORRECTIONS  
 

This describes the process for determining if any action creates a potential overpayment. This process begins 
when determination information is received, for example monetary, non- monetary, appeal. This process 
ends when the system determines whether an overpayment exists. 
 
BUSINESS RULES 

OVRPAY 020.010: Monetary/Non-Mon/Appeal Information 
The System must have functionality to process Monetary/Non-Mon/Appeal information. For Monetary - an 
earnings change, law change, program change, wage change, effective date of determination, effective date of 
claim, week eligibility; 
For Appeal and Non Monetary - week eligibility, effective date of determination, penalty period. 
 

OVRPAY 020.020: Payment History 
The System must be able to consider the payment history and make determinations. Data to consider: WBA, 
weeks paid, gross payment amount for each week, earnings reported, other earnings/wage changes, 
adjustments, deductions and reductions. The system must have the ability to receive and process claim 
adjustments/corrections. 
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OVRPAY 020.020: Pay History to New Amount Comparison 
The System must be able to make comparison: compare claim history to new amount comparison. The 
comparison is week to week, dollar to dollar, eligible to not eligible. 
 
OVRPAY 020.030: Determine and Apply Correct Claim Adjustments 
The system must have the ability to determine and apply the correct claim adjustments. The system must 
have the ability to include canceled weeks, child support, tax deductions in recalculations. The system must 
have the ability to determine cause of the overpayment adjustments for same weeks/reason. The system 
must be able to generate overpayment record for excess benefits paid. 
 
 
 
OVERPAYMENT DETERMINATION  
 

This describes the process of determining that an overpayment has occurred on an Unemployment Insurance 
(UI) benefit claim. This process begins when agency staff receives a case file from fact finding on a potential 
overpayment. The system must receive and process fact finding results to assist in the determination. This  
process ends when it has been determined the claimant has been overpaid or not overpaid. 
 
BUSINESS RULES 

OVRPAY 025.020: Determine Overpayment 
The system must identify potential overpayments based on fact finding results. The System  must determine 
the Overpayment conditions under which the system can make a determination including: monetary 
redetermination to the claim that reduces claimant's benefit amount, assuming benefits have been paid; 
adjudication or appeals decision, that denies a claim that had been paid previously; an earnings or pension or 
other claim change. The system must have the ability to create a work item for any potential overpayment 
identified in the determination. 
 
OVRPAY 025.030: Select Overpayment Case File from Work Queue 
The System must provide functionality to allow authorized staff members to select and review potential 
overpayment case files/work items from queue. The System must be able to determine the levels of cases that 
people could handle, scheduling/staff availability, assignment based on skills and/or roles. Additionally, the 
System must provide a manual override routing of work items process for the Managers/Supervisors as 
necessary. 
 
OVRPAY 025.040: Correspondence 
The system must have the ability to generate appropriate correspondence to all parties, including the ability 
to send correspondence when no overpayment determined. The system must be able to send second Notices 
when initial request was not received. The  system provides ability to maintain accessible electronic “copies” 
of all correspondence and allow the data to be viewed electronically. 
 
OVRPAY 025.050: Initiate Overpayment 
The system must allow entry of outcomes from overpayment decision/determination and create an 
overpayment without an attached claim. The system must allow multiple overpayment decisions to be 
rendered as necessary. 
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ESTABLISH OVERPAYMENTS  
 

This describes the process of establishing an Unemployment Insurance (UI) benefit overpayment. This  process 
begins when the system has determined that there is an overpayment. The system must have the ability to 
collect appropriate information to calculate the overpayment. This process ends when the system establishes 
an overpayment; appropriate penalties and interest are applied, and continues to the employer benefit 
charges process. 
 
BUSINESS RULES 

OVRPAY 030.010: Information needed to Calculate Overpayment 
The System must have process to gather all the information required to create and establish the overpayment 
record(s) and calculate the overpayment. Some of the basis data elements are: Benefit year date (BYE), weeks, 
earnings involved, payment history, WBA, DBAL, fraud/non fraud, fault/non fault, method of detection, 
source, earnings allowance, earnings type, dependents allowance (if applicable). 
 
OVRPAY 030.020: Determine funding/program source 
The System must have the ability to capture method and funding source for the overpayment and 
determine/establish the appropriate funding /program source for each overpayment. Program source: week 
in which overpayment was made, the benefit program that the week was paid under. The system must have 
the ability to allow multiple overpayments for a BYE and separate benefit programs. The system must have 
the ability to determine claimant has prior overpayment(s) and type 
 
OVRPAY 030.030: Determine method of detection and cause 
The System must be able to determine the method of detection and cause. Some Methods of detection: Cross 
match, tips/leads, monetary recalculation/determination, appeals, nonmonetary issue. Some Cause reasons: 
claimant error, agency error, TPA error, employer error, program change, wage recalculation, unreported 
earnings, and underreported earnings. There can be many “cause” reasons for the overpayment. The system 
must have the ability to proactively identify potential fraud activity. 
 
OVRPAY 030.035: Claimant Fault 
The System must have the ability to determine and set an indicator identifying whether Overpayment was 
Claimant fault or not. Overpayment created by monetary redetermination would not be fault, nor would 
Agency error or failure to act on available information, employer error. The procedure must be able to 
determine if an overpayment is fault or no-fault on the part of a claimant in order to determine if the claimant 
is potentially eligible for a waiver of the overpayment. 
 
 

OVRPAY 030.040: Calculate Overpayment 
The System must calculate the overpayment amount. Some data elements to consider include: Weeks, Data 
source, payment history, reported earnings initially, period of disqualification, WBA, earnings allowance, 
pension/retirement, separation/severance pay, vacation/holiday, earnings in lieu, bonus pay and pay 
incentives that might affect the UI eligibility. 
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OVRPAY 030.050: Calculate Penalties and Interest 
The system must have the ability to calculate and apply overpayment to include penalties/interest. The 
System must calculate the amount of penalties and interest as determined by state law. Additionally, the 
system must be able to allow configuration of interest/penalty due to law changes Criminal penalties must 
considered also (misrepresenting facts to obtain benefits under Tennessee law). 
 

OVRPAY 030.060: Calculate Fines 
The System must be able to determine the Disqualification period. 
 
OVRPAY 030.065: Create/Establish OP record 
The System must automatically create/establish the overpayment record and has the ability to establish an 
overpayment for an existing issue on a claim. The system must be able to create an overpayment without an 
attached claim. The system must determine if overpayment is  Fraud or Non-Fraud. Data elements can 
include: BYE associated to the overpayment, weeks overpaid, earnings involved, payment history, WBA, 
Diminishing Balance (DBAL), fraud/non fraud, fault/non fault, Method of detection, Detection/Establish Date, 
Discovery Date Source, Federal/Non Federal/Joint, Funding Source, Program code, SSN, Claimant Name, 
Claimant Address, Legal Status, Disposition Date, Pay Agreement Information, Offset Indicators, Repayment 
Method (e.g. for other state); waivable/non-waivable, appealable/non-appealable. Complete Data elements 
of the record will be determined by the agency. 
 
OVRPAY 030.070: Update Claim information 
The Overpayment processing functions must be able to automatically update the UI claim data, as 
appropriate. The system must analyze the cause and effect of overpayments on the benefit claim. 
 
OVRPAY 030.080: Information needed to assist in fraud prosecution 
The System must have the ability to capture information required to assist in the investigations/prosecution 
and have the data available for users. Some of the data elements are: the number of weeks, claimant 
statement, dollar amount of overpayment, recommendation/statement, previous fraud or prosecution; 
number/multiple overpayments, fault/non-fault, program code and others as determined by the agency. 
 
OVRPAY 030.090: Determine repayment information 
The System must capture and store repayment information. Information must be provided to claimant about 
the repayment process, for example, an installment payment agreement, information on contacting agency to 
setup a payment plan, future offsets. The system must have the ability to consolidate new overpayments into 
one single overpayment. 

OVRPAY 030.100: Claimant Correspondence 
The System must generate all appropriate notification of overpayment to claimant correspondence regarding 
the overpayment procedures where required. This may be with the "Agency Decision" or "Corrected Agency 
Decision" (whichever is applicable) containing the total or total corrected amount overpaid, waiver 
information as applicable, appeal rights, repayment information, disqualification period, and any other 
information deemed relevant must be provided. 
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PROCESS ADJUSTMENTS/CORRECTIONS TO EXISTING OVERPAYMENTS  
 

This describes the process for adjusting /correcting an existing overpayment. This process begins when the 
system or agency staff identifies information that potentially results in adjustment/correction to an 
existing overpayment. The system must have ability to access payment history to determine 
modifications. This process ends when the overpayment information is updated in the system and 
generates notifications including a summary of changes to all appropriate parties. 
 
BUSINESS RULES 

OVRPAY 035.010: Prompt Agency Staff for Adjustment information 
The System must provide the staff user prompts for adjustment information such as: Claimant Name, SSN, 
Reason for Adjustment(i.e., Wage Change, Change in Law, Appeal Decision), period of disqualification, 
Overpayment to adjust, earnings. Agency staff will be prompted for different fields based on Reason For 
Adjustment. 
 
OVRPAY 035.020: Recalculate existing overpayment 
The System must allow for the recalculation of an existing overpayment. Adjustment revisions must be 
calculated on a week by week basis. The system must be able to compare payment history to new information 
to compute the payment. The system must consider  canceled weeks, child support and withholding taxes in 
the recalculation process. The function must create separate overpayments for these benefits paid on behalf 
of claimant for each type. The system must have the ability to recalculate an overpayment to include penalties 
and interest and determine the total amount due claimant. The system must 
 
OVRPAY 035.030: Remove Overpayment 
The system must allow authorized staff the ability to remove an overpayment if necessary. 
 
EXECUTE FRAUD PROCESS  
 

This describes the process of prosecuting Individuals with fraudulent Unemployment Insurance (UI) benefit 
overpayments. This process begins when a fraud overpayment meets the current criteria for prosecution. 
This process ends when the court’s disposition is received and entered on the case and an update is made to 
the claim record to reflect any actions taken by the court when appropriate. 
 
BUSINESS RULES 

OVRPAY 040.010: Criteria to determine prosecution for fraud overpayment 
The System must determine the record meets the criteria for prosecution of the fraud overpayment. The 
system must have the ability to determine potentially fraudulent overpayments based on rules. The system 
must provide the ability to accept or reject potential fraud based on configurable rules. The system must 
determine the collection status of the overpayment in this process and update the collection status of the 
overpayment. The data can be the number of weeks, Total Overpayment, Previous/prior fraud cases, statute 
of limitations, and bankruptcy. The criteria is reviewed and fraud investigator will recommend and 
supervisor(s) will authorize. The authorization cannot be an automated process. 
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OVRPAY 040.015: Electronic Overpayment Case File (Prosecution) 
The System must be able to produce an electronic overpayment case file that can be exported to appropriate 
end users. The case file must include all benefit data, imaging documents -UI claim, weekly certifications, 
payment data, overpayment decision details, details of the repayment agreement, staff notes and 
documentation, Benefits, Rights and Responsibilities claimant handbook, acknowledgement receipt of 
claimant handbook and return receipt. The system must maintain historical prosecution overpayment status 
case file. 
 
OVRPAY 040.020: Required Court Documentation 
The System must produce all the Court required documentation. This documentation can include: Summons, 
affidavits and warrants needed for court documentation in addition to all benefit data, imaging documents -UI 
claim, weekly certifications, direct deposits, payment history, overpayment decision details, details of the 
repayment agreement, staff notes and documentation, Benefits, Rights and Responsibilities claimant 
handbook, acknowledgement receipt of claimant handbook and return receipt from certified mail. The system 
must send alert when the case file is ready to be submitted to court. The system must have the ability to track 
court disposition to identify aged fraudulent cases. 
 
OVRPAY 040.021: Additional documentation staff can add to Case file 
The System must allow authorized staff to add any additional documents/data or other documentation as 
needed. 
 
OVRPAY 040.025: Prioritization of cases 
The System must provide the ability to prioritize submission of the overpayment cases for prosecution. This 
may include: Cases near the expiration of Statute of Limitations; cases where claimant working and thus 
greater chance of collections, cases involving larger overpayments. Other factors for consideration include: 
claimant currently not making payments on overpayment, does not have current garnishment in process or 
have other restitution process in progress; has prior and/or pending prosecution or prior large fraud 
overpayment. 
 
OVRPAY 040.060: Suspend billing criteria 
The System must provide for the suspension of the Billing process for case sent to prosecution. The Billing 
process will continue unless claimant is in bankruptcy or is being prosecuted. 
 
OVRPAY 040.070: Summons and Warrants 
The system must have the ability to initiate summons and warrants for prosecution if appropriate. 
 
 
 
PROCESS PAYMENT  
 

This describes the process to apply repayments toward an overpayment(s) on the system. This process begins 
when repayments are received from claimant, an external source, or recouped from compensable weeks. The 
repayment is accepted by the system, processed and the funds distributed to the correct program 
types/funding sources. The system adjusts the overpayment balance for the claimant. This process ends when 
the payment information is updated in the system. 
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BUSINESS RULES 

OVRPAY 050.005: Receive Payment information 
The System must be able to receive, accept and process payments from various sources/variety of 
mechanisms/media (including all external entities). The system must have the ability  to refuse payment when 
overpayment has not been established. The system must provide the ability to stop accepting a claimant 
repayment when appropriate. 
 
 
OVRPAY 050.020: Validate Claimant Overpayment Information 
The System must provide functionality to validate the overpayment information. The process must match the 
individual SSN to the Overpayment for Claimant ID, edit appropriate fields on the input record. 
 
 
OVRPAY 050.021: Suspense Record information 
The System must create a suspense record for information processing. The system must be able to retain the 
data, such as: SSN (if known), Amount of Payment, Name of Claimant, Address, Type of payment, reason for 
suspense, source of receipt, date of receipt, date of deposit. 
 
OVRPAY 050.022: Transaction history for excess payment 
The System must create transaction history for excess payments. 
 
OVRPAY 050.023: Excess Payment Workflow 
The system must have the ability to determine and calculate excess payment amount from the claimant 
overpayment. For excess payment processing, the workflow must be configured with the time required 
(business days) for a payment to clear a banking institution and amount of excess overpayment. 
 
OVRPAY 050.030: Determine O/P to Apply Payment Against 
The System must determine the correct payment hierarchy and ensure that the payment is applied 
appropriately to the correct overpayment record. As an example, apply to court order first and secondly, 
oldest overpayment. The system must determine if recovered funds are eligible for apportionment. 
 
OVRPAY 050.035: Deduct payment against O/P 
The System must determine the correct order to deduct the payment against the correct overpayment record. 
The system must have functionality to determine the appropriate sequence to ensure that interest and 
penalties are handled properly to satisfy. The procedure applies and resolves the full balance of the interest 
on the first overpayment before going to the second overpayment if applicable. 
 
OVRPAY 050.040: Determine Program to distribute funds 
The System must determine proper program(s) to distribute funds. The System must determine the payment 
application process based on the program(s) when the overpayment was established; When multiple 
programs in a single payment and an overpayment is established for 
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a payment paid on more than one program, apply portion/percentages paid by program. The procedures must 
apply portion of the payment to the programs based on the original portion/percentage of the program(s) 
paid to Claimant. 
 
OVRPAY 050.046: Transaction details for payment 
The System must capture and create the transaction history details for the payment. This can include the SSN, 
Claimant Name, Type of Payment (Source), Date of Receipt, Date of posting, payment status, current 
overpayment balance, overpayment(s) Id to which payment was applied, and other data elements to be 
determined by agency. 
 
OVRPAY 050.070: Claimant/Claim information updated 
The System must update the UI claim as appropriate with the overpayment data. The system must add 
payment amount to claimant overpayment recovery amount balance. 
 
 
OVRPAY 050.080: Receipt for Payment 
The System must generate a receipt of the repayment when appropriate for the interested party. The system 
must have the ability to retain receipt of payment information. 
 
OVRPAY 050.090: Notification to Interested Parties for O/P payment 
The System must provide notification to interested parties for the overpayment repayment receipt. The 
purpose is to keep interested parties informed of the status of repayment. In addition, the system must have 
the ability to notify all parties when overpayment balance is satisfied. 
 
OVRPAY 050.100: Repayment of Another State 
The system must determine the overpayment was collected on behalf of another state or determine 
overpayment recoupment requested from a state. The system must have the ability to issue the collected 
overpayment monies to the other state. The system must send  notification of the adjusted balance to the 
other state. The system must provide the ability to request an overpayment from another state as necessary. 
 
 
PROCESS SUSPENSE  

This describes the process to apply a payment received without identifier information from a claimant or 
other entity on behalf of a claimant to a suspense account. This process begins when improperly identified 
payment information is received. This is needed after a payment for repayment is received and there is not 
sufficient information to process the payment. This process ends when the payment information is updated in 
the system, the payment is refunded to the party who submitted the payment or the payment is transferred 
to an appropriate account. 
 
BUSINESS RULES 

OVRPAY 054.010: Agency Staff Work Item 
The system must have the ability to suspend unidentified monies submitted to repay overpayment. The 
system must have the ability to confirm that the payer remittance is unidentifiable, and that the suspense 
item meets all agency defined rules. The System must 
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create the agency staff a Work Item/issue for this occurrence. The Work item needs to include identifying 
information regarding the suspense record and payment; copy of what the system was unable to 
recognize/reason for being unable to complete the automated processing of payment and attached to Work 
Item. The system must have the ability to check all claim  records to obtain possible matching claimant(s) 
 
OVRPAY 054.030: Payment Application Information 
The System must retain and provide ability to display the payment information. For example: Claimant Name, 
SSN, Address, telephone number, Overpayment ID, Amount of payment, Date Received or date payment 
should be applied (could have been a lapse while in suspense). The system must allow the user the ability to 
select Apply Payment function. The system must allow for the entry requested application information and 
prompt the user for payment application information where required. 
 
OVRPAY 054.040: Payment Additional Info from Payer 
The System must allow for additional payment information. The System should allow communication with 
payer via mail or email and allow payer to respond in like manner or via Self Service. 
 
OVRPAY 054.050: Suspense Item Days 
The Suspense items days and processing rules must be configurable by the agency, such as the ability to 
suspend the item for “X” days. Personal checks is the only concern for 'bad checks'. 
 
OVRPAY 054.055: Verify/Validate the Payment can be refunded 
The System must provide procedures for staff to verify/validate the payment can be processed and applied 
correctly – including refund abilities if determined. Interface may be required (banking institution 
information). The system must have the ability to determine payer of remittance. The system must have the 
ability to authorize system to issue refund if necessary. 

OVRPAY 054.060: Workflow to Staff for Further Processing 
The System must have optional workflows for agency staff to continue with suspend processing, authorize 
issuance of refund, enter information to process the payment, update to trust fund accounting. The system 
must have the ability to notify Paying System to transfer payment to agency account and configure timing of 
transfer from suspense to Trust Fund account. The system must update the appropriate account with the 
payment status. 
 
 
 
 
PROCESS EXCESS PAYMENT  

This describes the process to refund an overpayment of monies sent by a claimant or other entity on behalf of 
a claimant to restore an overpaid amount. This process begins when an excessive payment is identified by the 
system and the system determinations that a refund is due. This process ends when the payment information 
is updated in the system and the payment authority is notified to issue the refund. 
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BUSINESS RULES 

OVRPAY 055.010: Claimant Overpayment Information 
The System must provide sufficient claim overpayment data to process received excessive repayment 
amounts. The system must provide the ability to allow return of payments to claimants when appropriate. 
Some values would be: Amount of excess, claimant name, SSN, type of payment (money order, personal 
check, and credit card), Payment Source-from whom the money comes- (offsets, personal check), Program 
funding source, Active Overpayment ID to which excess is applied and any data elements determined by the 
agency. The system must  

OVRPAY 055.025: No Active Investigation Exists 
The System must have functionality in place to determine that no active overpayment investigation exists 
when the payment is received. This business rule is necessary when the claimant sends a payment and there is 
a pending active investigation -that repayment is held until the investigation is completed 

OVRPAY 055.030: Update Claim Record Information 
The System must be able to update and apply/record repayment data to the overpayment balance to reflect 
the refund/payment, refund/payment status and other required updates. The system must update the claim 
data if determined necessary. 

OVRPAY 055.040: Notification for Entity Issuing Payment 
The System must generate Notification for Entity that issued the repayment (e.g., Treasury, Benefit Payment 
Control, Agency Finance, Fund Control) and the System must retain this data for the business users. In 
addition, the system must have the ability to enter and/or update payment info received from entity issuing 
payment. 

OVRPAY 055.041: Issue Deficiency Payment 
The System must be able to provide the ability to establish and issue Deficiency Payment(s) for total amount. 
The system must also establish a deficiency payment for total amount previously offset if applicable. 

OVRPAY 055.045: Payment Information to Update 
The System must have the functionality to update all required repayment data, including the amount 
refunded to the Payer as determined by the agency. The system must update the electronic case file with the 
additional overpayment data. The system must provide the ability  to track reconciliation of payment 
information. 

OVRPAY 055.050: Offset Determinations 
The system must provide ability to determine overpayment offset was used to recover overpayment. The 
system must determine total weeks used to offset overpayment is < excess payment or the process must 
determine weeks used to offset overpayment are > or = excess payment. The system must have the ability to 
differentiate excess payment as reversal of a previous offset. 
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MANAGE WAIVER  
This describes the process for an overpayment waiver request submitted by a claimant or by agency staff on 
behalf of claimant. This  process begins when the claimant requests a waiver for an overpayment. This  
process ends when a decision is rendered regarding the waiver request and the information is updated in 
system. 
 
BUSINESS RULES 

OVRPAY 060.005: Receive request for Waiver 
The System must provide the ability to receive and process a waiver request of the overpayment. Claimant 
can request waiver via self-service or Agency Staff can enter based on information provided by Claimant via 
fax, email, form. The system must have the ability to determine waiver request was timely as defined by 
agency. The system must allow for agency review of the waiver request and must create a work item for 
follow-up when necessary. 
 
OVRPAY 060.006: Information to display for Claimant Overpayment Debt 
The System must be able to display for Claimant the overpayment debt data and business rules. The system 
must have the ability to enter required information to complete overpayment waiver request. 
 
OVRPAY 060.007: Validate Waivable OP Amount 
The System must have functionality to validate if a waiver of the overpayment can be considered. The system 
must have the ability to process different rules based on the various types of waivers. The function must 
include indicators during the establishment of the overpayment – as not all overpayment situations can be 
waived. Overpayments that are claimant error cannot be considered for a waiver. For example, DUA cannot 
be waived regardless of State Law on waiver. Fraud overpayments are not eligible for waivers. 
 

OVRPAY 060.008: Additional information required to complete Waiver request 
The System must provide the ability to add additional information required to complete the waiver request. 
The process requires some form of documentation from claimant regarding their inability to repay (financial 
statement or equivalent). 
 

OVRPAY 060.010: System auto approves overpayment waivers 
The System must provide the functionality to automatically approve certain overpayment waiver requests 
based on factors determined by the agency; all conditions must be met. The system must have the ability to 
display an appropriate message to the user for this occurrence. 
 
OVRPAY 060.020: Determine and process temporary stop on claimant overpayment billing 
The System must determine and process temporary stop on claimant overpayment billing for waiver review. 
The Billing process ceases upon receipt of waiver request and bankruptcy. 
 
OVRPAY 060.025: Information to release approved or denied waiver request 
The System must be able to process the overpayment information correctly to release approved or denied 
waiver requests. The System must provide all relevant claim information such as OP amount, OP waived 
amount, claimant name, SSN, BYB and BYE of claim affected by overpayment. 
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OVRPAY 060.030: Waiver approved/denied - Information to update 
The System must have functionality to update as appropriate if the waiver was approved/denied and must 
update appropriate data elements based on waiver decision information. 
 
OVRPAY 060.040: Waiver approved/denied - generate correspondence 
The System must generate Waiver approved/denied notices/correspondence to inform claimant of Agency 
decision regarding request of waiver. If approved, amount waived and balance due, if any. If denied, reason 
for denial. The system must have the ability to update overpayment waiver request and claim history with 
final decision. 
 
OVRPAY 060.050: Waive overpayment debt 
The System must adjust the overpayment balance to approved waived amount. Provides ability to waive the 
appropriate amount of the overpayment debt. Provides ability to verify overpayment balance is zero after 
waiver approved. 
 
 

PROCESS OTHER STATE’S OVERPAYMENTS  
This describes the process to accept/establish/modify an overpayment to collect on behalf of another state. 
The system must notify other state(s) of an overpayment for collection. The process begins when the agency 
receives a request to collect overpaid monies on behalf of other state. The process ends when the 
overpayment is established/modified. Modification of an established state overpayment request can only be 
done by agency staff. 
 
BUSINESS RULES 

OVRPAY 070.005: Receive OSOP Request 
The System must receive, and process received OSOP Request. This is functionality is required  for ICON 
processing. The Other State Overpayment can have the ability to enter/modify the other state’s overpayment 
request. The system must have the ability to reject another state’s overpayment request. The system must 
have the ability to create a work item for follow-up of other state overpayment if determined necessary. 
 

OVRPAY 070.010: Out of State Overpayment (OSOP) Information 
The System must accept and process OSOP data. The system must have the ability to create/update other 
state overpayment request records. Some data elements are: State name, claimant name, SSN, Amount, 
Address, Date of receipt, Date of other state overpayment, weeks involved, type of overpayment, fraud/non 
fraud, Payment method for state/Remittance Type, Contact person name, Contact person phone number, 
Contact person email; Number of weeks, Total Overpayment, Previous/prior fraud cases, statute of 
limitations, double jeopardy, bankruptcy. The System must indicate that it is another State's overpayment. 
 

OVRPAY 070.020: Information Validation 
The system must validate the information provided in the request. Must be a valid claim, must have existing 
DBAL (remaining), certain disqualifications (to be determined), Are wages used in Claim from the requesting 
State, accept. If not, check if an IRORA state. If not, reject. If any pending wages the request will be held until 
wages received or pending wages are resolved  
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OVRPAY 070.030: Generate OSOP Notification 
The System must have functionality to perform data validation/edits regarding the OSOP data. Same 
notification goes to Other State and claimant; Notification for OSOP to claimant is different from the 
notification sent to Claimant in Establish Overpayment. ET Handbook NO 399 requires that the notice sent to 
the claimant shall be made only in accordance with the same procedures related to notice and opportunity for 
a hearing as apply to the recovery of regular unemployment compensation paid by such state. IRORA requires 
the notice to include the statutory authority for the offset, the name of the State requesting recoupment, the 
date of the original overpayment determination, type of overpayment (fraud or non-fraud), program type, 
total amount to be offset and the right to request redetermination and appeal of the determination to recover 
the overpayment by offset. The system must also have the ability to ability to generate overpayment rejection 
notification to the other state. The system must provide a history of notifications to other state(s) for 
overpayment collection. 
 

OVRPAY 070.040: Issue Monies to Other state 
Must provide ability to remit payment to appropriate state for an OSOP. The System must have processes to 
determine method of payment for the Other State and issue monies. The System must retain all relevant data. 
The method of how the monies are transmitted is left to the state in IRORA cases and should be transmitted 
no less than once a month. Quarterly CWC recoveries in accordance with ET Handbook No 399 should be 
forwarded to the transferring state no later than 30 days following the end of the quarter or credited against 
the Statement of Benefits paid to Combined Wage Claimants, Form IB-6, for the quarter in which the benefits 
were withheld. This process must meet the rules and regulations set forth in the Handbook. 
 

OVRPAY 070.050: Collect Intercepts 
The system must provide priority to collect intercepts if multiple intercepts are on same account; must 
provide unique priority across all claimant intercept types. The  system must allow multiple occurrences of 
intercept types. 
 
GENERATE CLAIMANT BILLING  
 

This describes the process to bill a claimant for outstanding amount of an established overpayment including fines, 
penalties and interest. This process begins when the billing cycle commences. This process ends when the billing 
notice is generated to the claimant. 
 
BUSINESS RULES 

OVRPAY 090.010: Scheduled Billing Process 
The System must generate and process a monthly billing process cycle. The time of the billing cycle must be 
configurable by the agency. Also provides ability to initiate the scheduled billing process for the current cycle 
if necessary. 

OVRPAY 090.020: Calculate Interest Due 
The billing process must calculate if any interest is due. Interest is chargeable only for Fraud overpayments. 
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OVRPAY 090.030: Calculate Penalties Due 
The billing process must calculate if any penalties are due. Penalty charges are for Fraud overpayments only, 
but must be configurable 
 
OVRPAY 090.040: Calculate O/P Due 
The billing process must calculate the total balance of overpayment due including interest and penalties, if 
applicable. The system must determine there has been payment in “X” days and factor into the calculation of 
amount due. 
 
OVRPAY 090.050: Determine Bill Due 
The System must have functionality to determine and calculate the amounts correctly for monies due for the 
billing cycle. This event must be configurable by the agency regarding frequency and reason for stopping of 
billing cycle. The system must have ability to determine when it is necessary to stop the billing cycle. 
 
OVRPAY 090.060: Generate Bill 
The System must generate the bill. The process must determine if bill should be generated. The process must 
separate self-service generation/request by claimant for current bill from Automated/ scheduled function. 
Only 1 bill should be generated either through self-service or scheduled process. The system must have the 
ability to validate claimant zip code to reduce potential invalid addresses for the bill and must verify address 
changes were applied to overpayment records. 

The System must be configurable to support future eBilling and notification options. 

Must allow agency staff to suspend billing for a particular group/population or a particular Claimant(s) when 
deemed necessary. 

OVRPAY 090.080: Billing cycle amount due- Other State 
In the case of other state billing, each state bills for remaining balance owed. 
 
 
BILL ON DEMAND  
This describes the process to generate a duplicate copy of a bill for a claimant’s outstanding amount of an 
established overpayment. This process begins when the request is received by user for a duplicate bill. This 
process ends when the billing notice is generated to the claimant or agency staff. Provides ability for user to 
request a billing statement 
 
BUSINESS RULES 

OVRPAY 095.010: Billing statement period to generate 
The System must determine the Billing statement period to display. The System should show all but not 
necessarily print all. 
 
OVRPAY 095.020: Generate Bill To Claimant 
The System must regenerate the overpayment bill for the claimant via various methods (Phone, email, self- 
service screen or mail) as determined by the agency, on demand, based on configurable criteria and display 
generated bill for billing statement period selected by the user. 
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EXECUTE CIVIL COLLECTION PROCESS  
 

This describes the process to initiate civil action to collect claimant Unemployment Insurance (UI) benefit 
overpayments. The system must provide prosecution functionality. This process  begins when an 
overpayment meets the current criteria for civil collection. The system must allow the import/retrieve of 
the court disposition. This process ends when the court’s disposition is received on the case and update is 
made to the claim record to reflect any actions taken by the court. 
 
BUSINESS RULES 

OVRPAY 110.010: O/P criteria for civil collection 
The System must have the functionality to determine the overpayment criteria for civil collection processes 
and ability to determine that overpayment record meets criteria. The system must be able to determine the 
collection status; allow for update of collection status data and enter required information to continue 
collection process. The system must have the ability to exclude accounts from collection per configurable 
rules. The system must create work item for staff if unable to determine collection status or criteria. 
 
OVRPAY 110.015: O/P electronic case file for collection 
The System must create an electronic overpayment case file for collection purposes. The electronic case file 
must include all date elements as determined by agency. Such as: overpayment determination, payments, 
claimant name, SSN, decision that caused the overpayment, letter to set up installment plan, copy of 
installment agreement, copies of all warrants and executions, any correspondence with claimant. The system 
must allow for the ability to add documents to electronic overpayment collection case file. The system must 
send an alert when the case file is ready to be submitted to court and update electronic overpayment case to 
reflect court actions and track court disposition to identify aged civil collection cases. The system must 
maintain historical data of civil collection status. 
 
OVRPAY 110.020: Documentation required by Court 
The System must produce all documentation required by Court. As each county court has different 
documentation requirements the system must be able to identify and determine the proper documentation 
as required to support the civil action initiation by each court. The system must be able to generate legal 
documents for court proceedings. 
 
OVRPAY 110.030: Prioritize submission of case file 
The System must prioritize submission of case file documents. The agency will determine prioritization rules. 
These rules may include prosecution of overpayments in which the statute of limitation is nearing expiration, 
overpayments of a large amount, fraud overpayments, and older overpayments as determined by agency. 
 
OVRPAY 110.050: Interface to court system 
The System must have functionality to interface with court system(s).Based on specifications of each court 
that supports an electronic interfaces for a case file. 
 
OVRPAY 110.070: Suspend Billing 
The system must have the ability to suspend claimant billing due to civil collection. The system must have 
ability for an Update indicator for staff to suspend billing. 
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RECOVER OVERPAYMENTS  
 

This describes the recovery process from external sources. An overpayment may have more than one 
recovery method. The system determines the repayment options for overpayments in the establish 
overpayments process. This process begins when there is an existing overpayment balance and there are 
external sources for collection options. This process ends when recovery processes are initiated from all 
potential external sources. 
 
BUSINESS RULES 

OVRPAY 130.001: overpayment in recoverable status 
The System must determine that overpayment is in recoverable status. Overpayments established can be 
recoverable from outside sources. OSOP is not recoverable from external sources. Other factors that would 
affect recoverable status would be certain bankruptcy conditions, claim under appeals, deceased claimant, 
waiver request pending and other conditions as determined by agency. 
 
OVRPAY 130.005: Claimant Not in Compliance with an Existing Payment Plan 
The system must have the ability to determine if the claimant has a payment plan. The System must have 
functionality to determine if Claimant is not in compliance with an Existing Payment Plan – installment repay 
plan and send the staff alerts when repayment is not received in timeframe determined by agency. The 
System must be able to proceed with collection efforts from an external source if claimant not in compliance 
with repayment agreement. 

OVRPAY 130.006: Claimant in Compliance with an Existing Payment Plan 
The System must determine if Claimant is in compliance with an existing payment plan and will have process 
that will not pursue collection from an external source if claimant in compliance with payment plan. Claimant 
is not in compliance if payment has not been made within the number of days as determined by agency 
policy. 
 
OVRPAY 130.010: Wage Garnishment 
The System must have wage garnishment abilities. The System must determine the amount of wages and if 
not in compliance of payment plan; if installment agreement is not returned and wages in excess of 
predetermined value, the system must create a notification letter. A Notice can be sent via certified mail and 
must have receipt of that certified letter if agency determines necessary. If the system determines a “skip 
trace" situation, the notification letter must be automatically sent. The system must send the staff alerts if 
payment is not received via garnishment. 
 
OVRPAY 130.020: State Department of Revenue Fees 
The Tennessee Dept. of Revenue currently does not collect administrative fees but the system must be 
configurable to support future functionality and legislation. 
 
OVRPAY 130.030: State Lottery Review 
The agency currently does not collect from state lottery winnings but the system must be configurable to 
support future functionality and legislation as this is currently being considered. 
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OVRPAY 130.040: UCTOP Requirements 
The System must have functionality to interface with the TOP program for overpayment recovery. Tennessee 
began this collection process in 2012 and the system must have all the interfacing functions for the TOP 
processing as permitted according to IRS guidelines. Due to IRS security requirements, TOP provided 
information must be securely located on state data repository. Vendor or Contract personnel are strictly not 
allowed access to this sensitive data. Must have the ability to abide by all IRS rules and regulations for the TOP 
interface. 
 

OVRPAY 130.050: Other External Sources Recovery 
The System must be configurable to have the ability to add other means of overpayment collection interfaces 
and/or new legislation thru other external sources. The system must provide ability to setup configurable 
collection process per state policy or law. The system must have the ability to determine payment plan(s) 
allows external means of recovery. 
 
 
ESTABLISH PAYMENT PLAN  
This describes the process to establish an overpayment payment/installment plan for a claimant. A claimant 
may establish a payment plan via self-service or agency staff may establish the plan on behalf of the claimant. 
The system must have the ability to track payment agreements/garnishments. The system must provide an 
interactive payment plan calculator to assist with payment plan options and has the ability to print the results 
from the payment plan calculator. The claimant must also be able to print a blank payment plan from a 
configurable template. This process begins when the user initiates the creation of a new payment plan for a 
claimant’s particular overpayment. This process ends when the overpayment plan is established for the 
claimant for a particular overpayment. 
 
BUSINESS RULES 

OVRPAY 140.006: Initiate/Modify Payment Plan 
The System must allow the user to initiate/modify payment plan. For processing if the Claimant is the user, 
the system must automatically display only Claimant's overpayment information and display information of 
potential remedies to recover the overpayment. If Agency staff, the system must prompt entry of claimant 
identifying information to select a particular Claimant. 
 
OVRPAY 140.010: Establish Payment Plan Information 
The System must retain and have the ability to display the established payment plan data. This data should 
include data elements such as: Claimant Name, SSN, Address, Phone number, Overpayment Balance, Payment 
Amount and other data as determined by agency. The system must display claimant’s recoverable 
overpayment information. The system must provide confirmation of the selected payment plan. 
 
OVRPAY 140.015: Payment Plan Permissible/Modifiable 
The System must allow the correct establishment of an installment payment plan. The system allows the 
ability to enter the required information to establish the payment plan. The System must perform calculations 
to determine total amount of all existing overpayments to be considered and must be configurable as 
determined by agency policy. The system must have the ability to indicate claimant is allowed a repayment 
plan. The system must also determine if not allowed to make repayments- determined not eligible for 
payment plan. 



Overpayments Processing - Page 20 
  

Page 109 of 171 

 

 

 
OVRPAY 140.020: Calculate Payment Due Date 
The System must be able to calculate the payment due date as determined by the agency. This typically can be 
30 days from date payment arrangement is established. The system must allow the ability to set payment plan 
agreement date to the current (today) date if appropriate. 
 
OVRPAY 140.025: Calculate Minimum Payment Amount 
The System must be able to calculate the minimum payment amount as determined by the claimant’s 
overpayment expiration/statute of limitations based on fraud or non-fraud and other relevant factors as 
determined by the agency. 
 
OVRPAY 140.040: Options for repayment 
The System must have the functionality required to process the various options for repayment. This may 
include activities such as: Offset, recovery of tax refunds, recovery of lottery winnings, renegotiate acceptable 
payment plan, garnishment, potential court actions, other external sources as determined. 
 
 
MANAGE PAYMENT PLANS  
 

This describes the maintenance of a claimant overpayment payment plan, overpayment payment plan. 
Maintenance functions include modify, cancel, default, reinstate, or defer a payment(s) for an existing 
claimant’s payment plan. The system must retain a history of the payment plans in their entirety. This 
process begins when the claimant or agency staff initiates a maintenance function for an existing payment 
plan for a claimant’s particular overpayment. This process ends when the overpayment payment plan is 
updated. 
 
BUSINESS RULES 

OVRPAY 145.010: Payment Plan Information to Cancel 
The System must allow for the cancellation of the payment plan. Payment Plan information to cancelled must 
include the cancellation reason(s) and other relevant data as determined by agency; must allow ability to 
select option to cancel and enter the cancel date and other required information. 
 
OVRPAY 145.020: Payment Plan Information to Modify 
The system must determine if the payment plan can be modified. The Claimant must only be allowed to 
modify plan if current with payments. The System must not allow any modifications if Claimant needs to 
modify payment below minimum, must speak with a Fraud Investigator/Benefit Payment Control staff. The 
System must limit the number of allowed changes to payment plan information as determined by agency. If 
additional attempts are made to change payment plan information the System must alert staff. The system 
must display descriptive message if payment plan can't be modified. The system provides the ability to enter 
required information to modify claimant’s payment plan. The system must have the ability to print 
updated/modified payment plan information if necessary. 

OVRPAY 145.030: Payment Plan Information to Default 
The System must allow for payment plan information to default. For example, if payment hasn’t been made 
according to established plan and wages are below agency determined acceptable 
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level. The system allows the ability to select the option to default a payment plan; enter default date and 
other required information. The system must have the ability to default Payment plan if not received in 
configurable # of days; if incompliant to prescribed agreement; allow default Payment plan if payment is 
cancelled. 
 
OVRPAY 145.040: Payment Plan Information to Reinstate 
The System must provide for the payment plan information to be reinstated. For example the claimant has 
become current with payments. The system must allow for option to reinstate a payment plan; enter a 
reinstate date and other required information. 

OVRPAY 145.060: Untimely Payment Processing 
The System must have functionality to process payments that miss the defined threshold. For example, one 
missed payment for fraud, or two for non-fraud. The system must allow the  ability to defer one or more 
payments for a payment plan if appropriate; determine specified number of missed payments based on rules; 
enter all the required information to defer a payment. 
 
OVRPAY 145.070: Compliance Parameters 
The System must have the ability to process payment plan compliance parameters. For  example: payment 
plan hasn't been modified within "X" days, claimant current with payments, and modifications within 
acceptable range. (E.g., due dates, payment amounts, how often modifiable). The system must have the 
ability to determine information entered meets compliance parameters and generate correspondence/alerts 
for non-compliance. 
 
MANAGE UNCOLLECTIBLE  
 

This describes the process to declare overpayments as doubtful collections per criteria. This process 
begins with a configured and scheduled batch process which analyzes claimant overpayments and selects 
overpayments to apply the state’s doubtful collection policy. This process ends with overpayments 
updated as doubtful. 
 
BUSINESS RULES 

OVRPAY 150.005: Doubtful Collection Process 
The System must provide a function to identify the collection of an overpayment as doubtful; to determine 
overpayment is classified as doubtful for collection. This must be achieved via a scheduled process to identify 
the records. 
 

OVRPAY 150.010: Status for Existing Collectable Overpayment 
The System must determine the status for existing collectable overpayments. All overpayments are 
considered collectable, even those captured on the federally required ETA 227 Report. The system must have 
the ability to determine age of overpayment indicates repayment is doubtful; must have the ability to change 
the status of the overpayment to doubtful if necessary. The system must create a work item to be route to 
staff if issues are detected in the doubtful collection determination. 
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OVRPAY 150.020: Age of the Overpayment meets Doubtful Collection requirement for Overpayments 
The System must have function to update the record with a doubtful collection indicator. The indicator may 
be placed on claim if no wages in the last five quarters or as determined by agency. 
 
OVRPAY 150.025: Determine Claimant Deceased 
During overpayment processing if the process determines that the claimant is deceased, collection efforts 
would cease; overpayment should write off following the agency defined rules. 
 
OVRPAY 150.026: Workflow to Agency Staff for Deceased Claimant 
The System must generate a Work Item/Issue for the agency staff when the deceased claimant identified. The 
system must provide the ability to determine agency will pursue  claimant's estate for collection; the 
determination must be marked as such. 

OVRPAY 150.027: Determine Collection Requested from Another State 
The system must have the ability to determine collection of overpayment requested from a state and must 
provide the ability to generate and send notification of the adjusted balance to the other state if necessary. 
 
 
MANAGE WRITE-OFFS  
This describes process for writing overpayments off when they meet established criteria. This process 
begins with a configured and automatically scheduled process that analyzes the claimant overpayments 
and selects the appropriate overpayment(s) to apply the Agency’s write off policy. The ability to apply write 
off policy must be based on state law. This process ends with overpayment(s) updated as written off and all 
data updates have been made. 
 
BUSINESS RULES 

OVRPAY 155.010: Appropriate status for write off 
The System must determine that the appropriate status/age for write off has been reached and has the ability 
to determine claimant has an overpayment in appropriate status. Disposition must be active or reactivated, 
not waived, total overpayment balance must be > $0, specific overpayment balance must be >$0 and 30 days 
from last payment on balances under a certain 
$$ amount as determined by agency policy as well as other agency determinations for the write- off 
processes. The system must be able to determine the claimant has appeal pending for aged overpayment. The 
system must change the status of the overpayment written off. The system must determine if the 
overpayment is from a state and process appropriately. 
 
OVRPAY 155.020: Bankruptcy Write off 
The System must have procedures to make determinations when bankruptcy records are identified; provides 
ability to determine the claimant is in bankruptcy. If claimant is in bankruptcy status, do not write off 
overpayment. Also, statute of limitations for  collection tolled for period in which claimant is in bankruptcy. 
The overpayment cannot be written off if claimant's wages are being garnished and other rules as defined by 
the agency. 
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OVRPAY 155.030: Age of the Overpayment meets Write-Off requirement for Fraud Overpayments the 
System must determine the age of the overpayment meets Write-Off requirement for Fraud as defined by 
business rules and has the ability to verify the claimant’s overpayment type is fraud. The System must be 
configurable for the benefit program type of the overpayment. 
 

OVRPAY 155.040: Age of the Overpayment meets Write-Off requirement for Non-Fraud Overpayments 
The System must determine the age of the overpayment meets Write-Off requirement for Non- Fraud as 
defined by business rules and has the ability to verify the claimant’s overpayment type is non-fraud. 
 
OVRPAY 155.050: Deceased write off policy 
The System must determine if claimant is deceased and ensure that the agency write off policy is followed. 
Collection efforts will cease and the deceased data is based on data received from SSA, other interfaces or 
received death certificate from family. 
 
 
MAINTAIN OVERPAYMENTS  
 

This describes the process for system or authorized agency staff to update an existing overpayment. This 
process begins when system or authorized agency staff receives information which justifies a change in the 
existing overpayment. Additionally, the system must have the ability to identify and correct overpayment 
errors This process ends when system or agency staff updates the overpayment. 
 
BUSINESS RULES 

OVRPAY 160.005: Information received by System to adjust Overpayment 
The System must receive and process new information that will require a modification to the overpayment 
record and has the ability to manually generate additional notification if required as a result of the 
adjustment. Some instances may be: cancelled/returned payment, Dept. of Revenue adjustment, TOP, 
adjustment of bankruptcy payment, void an offset and other conditions as defined by the agency. The system 
must maintain a history of the overpayment records and all adjustment/updates. 
 
OVRPAY 160.010: Overpayment Maintenance 
The System must update the overpayment record and must retain all changes. 
 
OVRPAY 160.020: Process Adjustments to Overpayment 
The System must Process Adjustments to Overpayment records as determined by agency policy; ability to 
create adjustments to overpayment for employers/claimants. 
 

REQUEST RECOUPMENT OF AGENCY OVERPAYMENT  
 

This describes the process to request recoupment of our overpayment from another state. This process begins 
when the claimant attached to our overpayment has an unemployment claim in another state. This process 
ends when the request for recoupment is sent to the other state. 
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BUSINESS RULES 

OVRPAY 170.010: Request Recoupment 
The system must determine claimant has existing and collectible overpayment and a claim in another state. 
The system must format and generate the appropriate request for recoupment from another state. The 
system must also allow the staff to manually create the request if necessary. 
 
 
MATCH WAGES TO OVERPAYMENTS  
This describes the process for matching wage data to existing overpayments, to determine if a claimant with 
an overpayment is currently employed. The system must determine if qualifying match exists and process per 
regulations. This process begins when the quarterly wage data is loaded into the system. This process ends 
when a match is found between the wage data and existing overpayment, and correspondence to the 
employer requesting information is generated. 
 
BUSINESS RULES 

OVRPAY 175.010: Process Cross-match with Claim Data 
The system must have the ability to perform crossmatch of claim data to UI wage to identify improper 
payments/overpayments. 
 
OVRPAY 175.020: Process Crossmatch with Existing Overpayments 
The system must have the ability to crossmatch quarterly wage data against existing overpayment records. 
 
OVRPAY 175.030: Create Notification to Employer 
The system must have the ability to generate a request to reporting employer for claimant data to assist in 
the determination of improper payment as identified in the crossmatch. 
 
OVRPAY 175.040: Retain Pending Garnishment Data for Tracking 
The system must retain pending garnishment data for tracking/processing the request. 
 
 
 
MANAGE PENDING GARNISHMENTS  
 

This describes the process to manage the pending garnishment data, by updating the claimant data and the 
pending garnishment data when responses are returned by employers. The system must determine the 
qualifying overpayment has existing garnishment. This process begins when responses are received from 
employers. This process ends when the system generates correspondence to the claimant for payment. 
 
BUSINESS RULES 

OVRPAY 180.010: Update Overpayment Data with Employer Response 
The system must have the ability to update claimant overpayment data provided by employer in the returned 
responses and update the pending garnishment data. The system must determine wages for the quarter are 
more than predetermined. 



Overpayments Processing - Page 25 
  

Page 114 of 171 

 

 

 
OVRPAY 180.020: Cessation of Wage Garnishment 
The system must have the ability for the cessation of the wage garnishment according to rules and 
regulations. 
 
 
MATCH NEW HIRE DATA TO OVERPAYMENTS  
 

This t describes the process for matching New Hire data to existing overpayments, to determine if a claimant 
with an overpayment is currently employed. This process begins when New Hire data is loaded into the 
system. This process ends when a match is found between the New Hire data and existing overpayment, and 
correspondence to the Employer requesting information is generated. 
 
BUSINESS RULES 

OVRPAY 185.010: Perform Crossmatch Process 
The system must have the ability to perform the New Hire crossmatch and update overpayment records. The 
system must have the ability to interface with the appropriate external entities. The system must have the 
ability to determine qualifying match exists and process per regulations including the ability to safeguard all 
New Hire sensitive data per Federal regulations. If match is identified the system must generate request for 
information to the reporting New Hire employer for additional claimant data. 
 
 
INITIATE WAGE GARNISHMENTS  
 

This describes the process to initiate wage garnishments when the claimant has not responded to a request 
for repayment within a predetermined length of time. This process begins when the time period for the 
claimant to respond has lapsed. This process ends when the wage garnishment process is initiated. 
 
BUSINESS RULES 

OVRPAY 190.010: Determine Time Frame 
The system must have the ability to determine time period for claimant response has passed as determined by 
agency. The system must determine a qualifying overpayment still exists. 
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BRIEF DESCRIPTION: 

PAYMENTS PROCESSING 

 

The Payment processing performs all the calculations that are required to create the payment to the claimant. 
This process performs all the complex determinations to ensure that the claimant was issued the correct 
payment. Certifications are processed, allowable deductions are made, appropriate claim balance is updated, 
and the payment is delivered timely. The system must allow payment for the same week on two or more 
programs and allow a weekly payment with multiple funding sources. The system must provide the agency all 
configurable code definitions/descriptions where assigned/utilized throughout. 
 
 
 
DETERMINE PROGRAM TYPE FOR CERTIFICATION  
 

This  describes the process involved in determining the program type the individual is eligible for under the 
UI claim. The program type can be regular UI, Joint claims, Federal Extended Benefits (EUC), State/Federal 
Extended Benefits, Trade Readjustment Allowance (TRA) or Disaster Unemployment Assistance (DUA), 
Alternative Trade Adjustment Assistance (ATAA), Reemployment Trade Adjustment Assistance (RTAA). This 
process begins when the user selects the option to file a weekly certification and ends when the correct 
program for the weekly certification is identified. 
 
BUSINESS RULES 

PYMNTS 001.010: Select Option to File Weekly Benefit Certification 
The system has the functionality to allow the user to select the option to file a weekly certification. The 
certification process must identify the user as either agency staff or claimant and provide appropriate 
processes. 
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PYMNTS 001.020: Program Type to File Weekly Benefit Certification 
The system must determine the program type the user is allowed for weekly certification. Program type can 
be regular UI, Joint claims, Federal Extended Benefits (EUC), State/Federal Extended Benefits, Trade 
Readjustment Allowance (TRA) or Disaster Unemployment Assistance (DUA), Alternative Trade Adjustment 
Assistance (ATAA), Reemployment Trade Adjustment Assistance (RTAA), and any new mandated benefit 
program. The system must have the ability to process claimant’s weekly certifications for all UC programs. 
 
PYMNTS 001.030: Certification for TAA Training 
If claimant is certifying under the TRA 2011 Trade Act, the certification must determine that the claimant is in 
approved TAA training. The system must track receipt of weekly certifications  from TAA training claimants 
 
PYMNTS 001.040: Change Program Type 
The program type must be allowed to be changed if necessary, during the claim cycle. 
 
PYMNTS 001.050: Generate Notices to Claimant Mailbox 
The system must create appropriate notices/messages to claimant mailbox. These messages must be 
configurable. 
 
DETERMINE ELIGIBLE WEEKS FOR CERTIFICATION  
 

This describes the process involved in determining the weeks that a claimant is eligible to certify for, and for 
handling the change in quarter for claims that are not regular UI. The system must have the ability for user to 
select the appropriate week(s) for which to certify. Additionally, if the claimant has exhausted benefits on 
their existing program, a determination will be made if the claimant is eligible for a new program, either under 
the current claim or a new claim. If a new claim is needed,  the claimant will proceed to the appropriate claims 
filing requirements. This process begins when the User selects the option to file a weekly certification under 
regular UI, Federal EUC and/or State EB, TRA, ATAA, RTAA, or DUA. This process ends when eligible weeks for 
the weekly certification are determined for the claimant to certify. 
 
BUSINESS RULES 

PYMNTS 005.010: Determine Eligible Weeks 
The system must determine that the BYE on the active/payable program is not expired or that claimant is 
certifying for Federal or State benefit extension program. The claim must be monetarily eligible for the 
week(s). The system must make the determination if the claim is monetarily ineligible pending wage protest 
or if CWC. 
 
The system must determine the unpaid week(s) that the user can certify for: must be within 2-week period 
and must have no break in the claim. 
 
PYMNTS 005.020: Determine Continued Eligibility 
The certification process must determine and confirm that the claimant meets continuing eligibility 
requirements in order to certify for payment. 
 
PYMNTS 005.030: Issues During Certification 
The system must identify and capture the reason(s) for a potential issue(s) during the weekly certification activities. 
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EXPIRED BYE  
This describes the process involved in determining if a claimant is eligible for a new program if the BYE on the 
active program has expired. If a new claim is needed, the claimant will proceed to the appropriate claims filing 
requirements. This process begins when the system determines that the BYE on the active program has 
expired. This process ends when the process to establish a claim under a new benefit program has been 
initiated. 
 
BUSINESS RULES 

PYMNTS 006.010: Determine New Eligibility Option(s) 
If the system determines that the BYE for the claimant has expired, the process must determine if new benefit 
eligibility/option is available in the filing state if there is a determination of work/ residence indicated in other 
state in the initial claim filing. The system must determine if the claimant is eligible for new benefit option 
based on the program hierarchy established by agency policies. The MBA and DBAL are calculated on the new 
benefit program rules. The system must also determine if no options for a new benefit program is available to 
be displayed. 

The system must determine eligibility before issuing payment in for UI dependent and provide notice of 
potential entitlement to UI dependent program. 
 
PYMNTS 006.020: Determine Claimant Eligibility 
The system must determine if the week is following the change of quarter week with no overlapping base 
period. The system must determine eligibility for new benefit program is  based on new quarter wages and 
determine if the back-to-back weeks with duplicate BYE date is in agency base period – BYE calendar. 
 
 
DETERMINE NEW PROGRAM  

This describes the process involved in determining the weeks that a claimant is eligible to certify for when 
there is an active claim with a DBAL = 0. This process begins when the system determines that there is an 
active claim with a DBAL = 0. This process ends when eligible weeks for the weekly certification under a new 
program are identified for the claimant to certify. 
 
BUSINESS RULES 

PYMNTS 007.010: Determine New Program 
The system must determine the claim is active and has a DBAL equal zero. This determination must include if 
claimant is eligible to be paid for the UC program. The system must have ability to issue payment on UI 
dependent program if determined eligible for the new benefit program. 
 

PROCESS CERTIFICATIONS / RE-CERTIFICATIONS  
This describes the process of filing/updating a weekly certification claim for Unemployment Insurance (UI), 
Federal and/or State Extended Benefits (EB), and Disaster Unemployment Assistance (DUA) programs. This 
process begins when the system determines the user is filing a weekly certification for UI; Federal EUC or 
State EB; or DUA, TRA, ATAA, RTAA. The system generates the certification questions required for the correct 
program(s) and the user provides information regarding the week(s) for which to file a certification.  This 
process ends when the certification is submitted by the user and program eligibility is determined for the 
claimant. 
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BUSINESS RULES 

PYMNTS 010.010: Time Period Elapsed Criteria for UI, State Extended Benefits, Federal Extension or DUA 
Certifications 
The System must be able to identify and verify the time period elapsed criteria for UI, State Extended Benefits, 
Federal Extension or DUA Certifications. Certification is for a 1-week period. "Week" means such period of 
seven consecutive calendar days. The first week of  unemployment following the filing of an initial claim shall 
begin at 12:01 a.m. of the Sunday on which the initial claim is effective and continue for seven (7) consecutive 
calendar days until 12:00 midnight of the following Saturday. Subsequent continued weeks of unemployment 
shall consist of periods of seven consecutive calendar days Sunday through Saturday. A week shall be deemed 
to be within a current benefit year or for extended benefit programs, individuals can be paid on an expired 
benefit year. For TRA/RTAA/ATAA, no week shall be displayed that is prior to the beginning of the eligibility 
period or that is after the eligibility end date. A week is defined the same as for U.I., i.e., Sunday 12:01 am to 
Saturday 12 midnight. 
 

PYMNTS 010.015: Alerts/Notices 
If the System determines claim is in a pending status, the System must provide the appropriate notification(s). 
If the User is the Claimant, display a relevant message. If User is Agency Staff, a notice will be generated to the 
Claimant. 

PYMNTS 010.020: Determine next week(s) to be claimed 
The System must determine appropriate next weeks(s) to be claimed. The next week to be claimed has a 
Saturday W/E date. The next week to be claimed has to be within 14 days of week-ending date of last certified 
week, otherwise system will prompt/facilitate user intervention. 
 
For RTAA/ATAA, the next week to be claimed has to be within 8 weeks of week-ending date of last certified 
week within the eligibility period. Multiple weeks must be allowed to be filed at one time. 
 
PYMNTS 010.030: Determine eligible to file certification for UI, State Extended Benefits, Federal Extensions 
Certification or DUA 
The System must determine if Claimant is eligible to file certification for UI, State Extended Benefits, Federal 
Extensions Certification or DUA. The System must determine: 

o Claimant must have a claim on file for the program and cannot have been paid on the 
week attempting to certify. 

o DUA - Disaster week cannot be outside of the DUA beginning and ending date. DUA, it's 
unlikely but possible for certification to be eligible but outside of the UI benefit period, 
must be ineligible for UI whether a non-mon issue or monetarily ineligible. 

o EUC - must have exhausted UI Claim 
o EB - must have exhausted UI and EUC. This can vary based on legislation. 
o If Claimants benefit year has ended, claimant can still certify for benefits if there is 

eligibility for EB or EUC or pending legislation of federal extensions; if no new claim 
eligibility in any State. Week can be claimed and data is stored but claim is not paid. If 
Claimant's BYE has not ended, and no other program has a balance available, individual 
should be allowed to certify for U.I. and the data stored. 
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PYMNTS 010.031: Determine eligible to pay certification for UI, State Extended Benefits, Federal Extensions 
Certification or DUA 
The System must determine if eligible to pay certification for UI, State Extended Benefits, Federal Extensions 
Certification or DUA: 

o UI- Must have a claim on file for the program and cannot have been paid on the week 
attempting to certify. 

o An individual, who is separated from employment, in order to claim benefits, files a 
claim by Internet or telephone which shall constitute registration for work. 

o DUA - Disaster week cannot be outside of the DUA beginning and ending date. DUA, it's 
unlikely but possible for certification to be eligible but outside of the UI benefit period, 
must be ineligible for UI whether a non-mon issue or monetarily ineligible. 

o Must have an available balance with which to pay; must consider if pending wage 
request or wage protest to increase entitlement. 

o EB - Must have exhausted UI and EUC. 
o EUC - must have exhausted UI Claim 

 

PYMNTS 010.035: Determine certification period has not been previously paid on other program The System 
must determine the certification period has not been previously paid on other benefit programs. Based upon 
program requirements, an individual may receive payment(s) that equal the WBA and any supplemental 
payment to which he is entitled. Generally, claimant can only receive payment from one program at a time; 
however, this is subject to the benefit program requirements. If the week has been paid on another program 
other than TRA or is not  a supplemental payment, then it would not be paid again on TRA. If individual 
certifies on RTAA/ATAA and that week has been previously paid on another program, the System must not 
allow payment for that week as this action may result in an overpayment/improper payment. 
 
PYMNTS 010.040: Job Contacts 
The System must be able to determine if the claimant has fulfilled the Jobs contacts eligibility requirements. 
With each weekly certification, the claimant must certify that he/she has made a reasonable effort to secure 
work. Claimants are required to document work searches. Certain claim provisions do not require work 
searches. For example: Injured as a result of DUA does not need to provide job contacts; approved training, 
union, definite recall to work. If work search has been waived, the System must not display the relevant 
questions. 
 
PYMNTS 010.045: Job Contacts Updates 
The claimant must be allowed to update job contacts required based on the benefit program. 
 
PYMNTS 010.051: Criteria to schedule Eligibility Review 
The System must have the functionality to detect, schedule and perform ERI - Eligibility Reviews. The System 
must not allow the ERI review on certain claimant characteristics in accordance with 
U.S. DOL instructions that they were no longer mandatory, effective 10/20/2009. These are the “10 weeks” 
interval reviews on certain ERI code. The agency will determine other ERI Codes and their definitions and 
functions. 

For a basic TRA recipient on training waiver, eligibility review must be conducted every four weeks. No 
payments are made for any week after the fourth week until eligibility review has been completed. Periodic 
verification of school attendance is performed by staff that must verify individual is continuing to participate 
in order to determine continuing eligibility for TRA. 
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PYMNTS 010.055: Work Search Certification Questions 
The system must provide Work Search related Eligibility Review certification questions for the claimants that 
are required to perform Work Searches. 
 
PYMNTS 010.060: Certification Questions for Benefits 
The System must display Certification questions for the particular benefit program. Examples: weekly 
earnings, able and available, etc. The user is allowed to enter responses for program certification questions; 
allows the ability for user to review/correct questions before submitting certification. The system must 
validate that the user has answered all the certification  questions. Provide determination response to weekly 
certification question(s) raise an issue. 
 
PYMNTS 010.061: Certification questions for DUA 
The System must display Certification questions for DUA if appropriate. 

PYMNTS 010.062: Work Performed and Last Separation Date 
The System must determine if work has been performed and consider the last separation date. Claimant was 
separated, had excess earnings and filed claim within the same week. When claimant certifies for that week, 
the system validates this and allows the certification and allows the subsequent certification without staff 
intervention because of excess earnings in this week. The system must determine if claimant has excessive 
earnings. 
 
PYMNTS 010.070: Certification Responses that Raise a New Issue for NonMon 
The certification process must have functionality to process claimant responses that indicate a new issue 
(disqualifying answers). 
 
PYMNTS 010.080: Determine Earnings in excess of allowable earnings 
The System must have functionality that must collect and calculate earnings reported equal to or in excess of 
the WBA. The procedure must also have function to stop/suspend the payment to address possible separation 
or excess earnings issues. 
 
PYMNTS 010.090: Determine no existing/open issue or stop-pay for the week being certified 
The System must determine if there are existing/open issues or potential stop-indicators. When a question 
concerning continued eligibility for benefits a given week is detected, the Agency conducts an investigation of 
the facts and makes a determination of eligibility or ineligibility. While such a determination is pending, the 
Agency need not issue payment for the week in question until it issues a determination regarding eligibility, 
provided the determination is timely. The system must determine there is no existing/open issue or stop-pay 
for the week being certified. The payment must be held until issue is resolved (Requirement). 
 
 

PYMNTS 010.100: Generate Notice when Claimant has potential UI entitlement 
The System must automatically generate a Notice when it processes a potential payment certification. The 
Claimant should be notified any time the certification is denied, including when they have made certification 
for benefits on UI dependent program and their UI Benefit Year has ended. 
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PYMNTS 010.160: Denied Certification Reasons 
The system must assign the appropriate reason (not code) to a disqualified week based on specific 
disqualifications that are not eligible reasons. For claimants filing and providing a disqualifying answer, these 
are some reasons why claimant may not be eligible include: non- monetary decision pending, prior 
disqualification, claim exhausted, BYE expired, certification was not filed timely, pending appeal, excessive 
earnings for the week. For TRA/RTAA/ATAA, eligibility period expired. For DUA, disaster assistance period 
ending date has expired. 
 
PYMNTS 010.170: Certification timely 
The System must determine if the certification was timely for the claimant’s benefit program. 
 
PYMNTS 010.180: Eligibility Questions 
The system must have ability to generate list of weekly eligibility questions for each week claimed. The system 
must have the ability to add eligibility questions required based on the particular benefit program. 
 
 
 
PROCESS EMPLOYER FILED CERTIFICATIONS- PARTIALS  
 

This describes the process involved when an Employer/Third Party Administrator (TPA) files a claim for 
Unemployment Insurance (UI) benefits on behalf of a claimant that  is not totally separated from the 
employer.  
 
BUSINESS RULES 

PYMNTS 015.020: Claimant information required for Employer Filed Claims 
The System must have functionality to process payments initiated by the Employer Automated Partial System 
(APS). This function allows the Employer to submit claims for the “Partial Claimant” on behalf for UI benefit 
receipt. The System must be able to process all Claimant/Employer required information. The system must 
determine the claim effective date – this must always be a Saturday date for the partial claim. 
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PYMNTS 015.050: Determine Max Number of Weeks for Employer to file on behalf of Claimant The System 
must provide automatic function that will transition the claim from partial to total unemployment status. The 
System must determine Maximum Number of Weeks for Employer to file on behalf of Claimant after 10 weeks 
of consecutive payments. The system must determine   time   period   elapsed   meets certification  
guidelines. The Claimant should be 
converted from partial to total after there is no longer evidence of being job attached. After this determined 
time frame, claimant needs to perform work searches in customary manner for TUC claims. Maximum number 
of weeks allowed to be processed by System is Agency policy. The current policy states that after 10 
consecutive week-ending dates with no earnings, no vacation or holiday pay will result in the conversion to a 
Total Claim. If Claimant were to make it to EUC without being converted, then they are converted when they 
go to EUC Tier 1. 
 
PYMNTS 015.090: Determination of active claim with available balance 
The system must determine benefit year ending date is the current or future date and DBAL is greater than 
zero. 

PYMNTS 015.100: Determine Chargeable Employer 
Establishment of an initial partial claim does not yet affect the separating chargeable employer because no 
payments have been made. The system must determine other tax-paying or reimbursing employers in the 
base period. The system must determine if the benefit charging information requires an update. 
 
CALCULATE PAYMENTS  
 

This describes the process of determining the proper payment amount when a weekly claim for benefits is 
filed. This process begins when weekly certification for Unemployment Compensation and dependent 
programs (if applicable) is received or a determination has been made on a previously disqualified week. The 
information required for the claimant to claim a week varies with  the program involved. The system has the 
ability to determine payment due claimant for each week claimed. This process ends when the correct 
payment amount is determined for the week. 
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Note: The system utilizes information provided on the certification and reads information on the claim record 
then applies any open determinations in the claim record to assign an appropriate value to the week being 
claimed. If the claimant is due a benefit payment for the week the system determines the impact of any 
outstanding overpayment, tax withholding request, and child support order on the amount due the claimant. 
 
BUSINESS RULES 

PYMNTS 020.005: Determine Waiting Week 
The System must determine if the week being claimed is the Waiting Week. Benefits are  payable to a claimant 
for the waiting period, provided the claimant has made a claim for benefits and is determined to be eligible 
and certified for benefits in the waiting period and in each of the three (3) consecutive weeks immediately 
following the waiting period. Otherwise, the System must not pay the waiting week. 
 
 

PYMNTS 020.020: Determine Program(s) entitled for certified weeks 
When a claimant certifies, the System must determine, based upon the Hierarchy, to which program the 
certification should apply/which program the claimant is entitled weeks for certification. Program types 
include: Regular UI (including joint program claims), UCX and UCFE; EUC; RTAA; ATAA; TRA; DUA; EB. In some 
circumstances, multiple programs will cover one week and the System must be able to make this 
determination. Refer to Requirement Monetary 10-- Establish Benefits Hierarchy. 
 
PYMNTS 020.030: Process Previously Filed Weeks 
The System must cycle through all pending certified weeks of entitlement and generate payments based upon 
the program hierarchy and covered by the decision (i.e., appeals, reconsideration, non-monetary) that 
authorizes payment, if otherwise eligible to correctly process previously claimed weeks as necessary. 
 
PYMNTS 020.040: Update Claim Record with Payment Information 
The System must update the Claim record with the calculated payment data. Updating the  claim record 
would include the payment and all related information such as the amount, the date, and the payment 
delivery method (debit card or direct deposit). It would also reflect adjustments to the payment and the 
diminishing balance (DBAL) if appropriate. 
 
The system must also have functionality to update the overpayment master record in the event the 
overpayment was on current BYE. 
 
PYMNTS 020.050: Payment Codes 
The System must apply appropriate reasons a claimant is not eligible to receive payment after all the 
determinations regarding eligibility have been made. These should include: non- monetary decision pending, 
prior disqualification, claim is exhausted, BYE expired, certification not filed timely, monetarily ineligible, fraud 
disqualification period, inactive benefit year in another state, excessive earnings, excessive holiday or vacation 
pay, excess wages/earnings, rejected, under appeal, pending wage protest/request and other reasons 
determined by Agency that must not allow/hold the payment. 
For TRA/RTAA/ATAA the Eligibility period expired (EPE) must not be expired. 
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PYMNTS 020.055: Claimant responses that require Additional/Reopening Claim Processing 
The System must determine based on the Claimant’s responses that an Add/Reopen claim is required. When 
certifying, if claimant answered "yes" to: quit, discharged, or laid off from job during calendar week; refused 
work; start or change to receipt of pension, start college, and all other pertinent questions as defined by the 
Agency. If claimant answered "no" to: able,  available and seeking work and answered “no” to required work 
searches. 

When initial claim or additional claim, claimant’s separation date and excess earnings all occur in the same 
weekending date, system must establish reopen claim effective Tuesday of next week annotated prior WK 
excess. This RC process will retain same decision issue as previous claim and allow claimant to certify for next 
week ending date. 
 
PYMNTS 020.060: Process Low DBAL 
The system must provide the ability to determine the proper amount when the WBA is greater than the DBAL. 
If the remaining balance is reduced to less that the WBA, the system must be able to generate the payment at 
the lower amount, not the full WBA. The system must be able to determine the correct amount if the 
remaining amount is to be used for the offsetting of a previous overpayment. 
 
 

PROCESS RTAA-ATAA CERTIFICATIONS  
This describes the process involved in filing a certification for Reemployment Trade Adjustment Assistance 
(RTAA) or Alternate Trade Adjustment Assistance (ATAA). The user provides information regarding the 
certification and the system generates the certification questions required for the correct program(s). This 
process ends when the certification is submitted by the user and program eligibility is determined for the 
claimant. 
 
BUSINESS RULES 

PYMNTS 030.010: Determine eligibility to file RTAA Certification 
For a RTAA claim, there is an existing RTAA claim on file, eligibility period has not expired and there is a 
balance available. The claimant is required to be aged 50 or greater at the time of Re- employment; Must not 
exceed earnings of more than $55,000 annually; Cannot return to the Trade Affected Firm; Return to work full 
time or return to work Part-time and in TAA approved training; system must provide ability to determine 
claimant currently enrolled in training program. The System must also evaluate if claimant has received TRA 
payments when determining the allowance of the payment. 
 

PYMNTS 030.015: Update RTAA Certification Questions 
The system must allow user to correct or update RTAA training or RTAA certification questions. The system 
must determine the claimant has answered all the required certification questions. 
 
PYMNTS 030.020: Determine if Claimant is working full time 
A minimum of 32 hours per week - For RTAA/ATAA, the System must total all hours worked from all 
employment to determine full time (e.g., hours worked from two part-time jobs might equal full-time. The 
system must be able to determine claimant has worked full time for each week certified; must have ability for 
user to enter the number of hours the claimant worked. 
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PYMNTS 030.030: Certification questions for RTAA 
RTAA certification questions must include wages earned per hour and hours worked; must display appropriate 
certification questions for RTAA certification. If working part time, the System must ask if they attended and 
made adequate progress in training. Once a month, are required to submit some type of 'proof' that they have 
attended training. Claimant  must provide weekly paystubs in order to review hours worked weekly in order to 
determine eligibility for weekly subsidy. Part time is defined as at least 20 hours/week. Questions must  also 
include wages per day, type of wages (e.g., regular, OT, sick, holiday, vacation). The system must have the 
ability to include certification questions for training program to certification list; 
 
The system must have the functionality to allow the claimant to attach/upload documentation to prove hrs. 
worked/wages/training. This functionality provides the ability to complete and approve a review of the RTAA 
certification. 
 

PYMNTS 030.040: Verify period claimed for RTAA is within eligibility period 
For a period not to exceed two years beginning on the earlier of the date which the claimant exhausts all 
rights to UI based on the separation from adversely affected employment or two years from start date of 
reemployment minus TRA eligibility. 
 
 

PYMNTS 030.050: Annualized Wage Calculation for RTAA 
To properly process the RTAA type of payment certifications, the System must be able to calculate the 
annualized wages for the claimant. To calculate annualized wages: new employment hourly wage x 40 x 52. If 
annualized wages are equal to or greater than $55,000, or annualized wages for new employment equal to or 
greater than annualized wages for old employment, claimant not eligible for RTAA. 
 

PYMNTS 030.060: Calculate Cumulative RTAA Payments 
The System must calculate all cumulative payments to claimant for RTAA to ensure that they are equal to or 
less than the MBA established for the RTAA claim. If this calculation determines  prior payments are equal to 
the MBA of the RTAA claim, the claimant in no longer eligible and payments must stop. 
 

PYMNTS 030.080: Determine eligibility to file ATAA Certification 
The System must determine the eligibility for the ATAA certification for payment. For an ATAA certification, 
there must be an existing ATAA claim on file, eligibility period has not expired and there is a balance available. 
Claimant is ineligible for ATAA if they have received training assistance under TAA. Workers who take 
advantage of ATAA cannot receive 3 of the regular TAA benefits and services (Training, TRA, and Job Search 
Allowances). They are however eligible to apply for relocation allowance and HCTC. 
 

PYMNTS 030.085: Determine eligibility to pay ATAA Certification 
The System must consider additional factors when determining the eligibility for the ATAA certification for 
payment: New Reemployment wage must be less than the Trade affected wage and cannot exceed annualized 
wages of $50,000. For ATAA, earnings cannot exceed $50,000. 
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(Requirements are same as PYMNTS 030.080). Be aged 50 or greater at the time of Re- employment; Must not 
exceed earnings of more than $50,000 annually; Must return to work full time within 26wks of separation 
from adversely affected employment. 
 

PYMNTS 030.090: Certification questions for ATAA 
Certification questions for the ATAA claim must include: Hourly wage periodically verified by paystubs via 
staff. System must allow claimant to enter information for multiple employers for the same certification. 
 
PYMNTS 030.110: Annualized Wage Calculation for ATAA 
To properly process the ATAA type of payment certifications, the System must be able to calculate the 
annualized wages for the claimant. To calculate annualized wage-- new employment hourly wage x 40 x 52. If 
annualized wages are equal to or greater than $50,000, or annualized wages for new employment equal to or 
greater than annualized wages for old employment, claimant not eligible for ATAA. 
 

PYMNTS 030.130: Issues raised on ATAA Claimants Responses 
The System must calculate all cumulative payments to claimant for ATAA to ensure that they are equal to or 
less than the MBA established for the ATAA claim. If the prior payments are = 10k, the individual is no longer 
ATAA entitled. 
 
 

PYMNTS 030.140: Full time versus part time employment 
The System must be able to determine the full-time/part-time work requirements related to the specific 
benefit program. For ATAA, individual must be working full time to be paid. For RTAA, individual can work part 
time while going to school and be paid. If all hours worked in employment do not equal Agency policy 
definition of "full time" and there is no TAA approved full-time training, claimant cannot be paid. See PYMNTS 
030.020. 
 
PYMNTS 030.150: Identify Issues and Create Work Item 
They system must identify any existing open issue for claimant for period being certified. 
The system must have the ability to determine if answers to question(s) on ATAA/RTAA certifications raise an 
issue; if issues are identified during the certification process the system must create a work item for staff. 
 
 
 
CALCULATE RTAA-ATAA PAYMENTS  
 

This describes the process of calculating benefit payment or determining the proper value when a periodic 
claim for benefits is filed for Reemployment Trade Adjustment Assistance (RTAA) and Alternate Trade 
Adjustment Assistance (ATAA). If the claimant is due a benefit payment for the period the system determines 
the impact of any outstanding overpayment, tax withholding request, and child support order on the amount 
due the claimant. This process ends when the correct payment value is determined for the certification 
period. 



  Payments Processing  - Page 13 of 30  

Page 127 of 171 

 

 

BUSINESS RULES 

PYMNTS 040.010: Determine Claimant has RTAA or ATAA payment due 
The System must determine if payment is due to the Claimant. In order for payment to be due, claimant must 
be TAA eligible and determined to be eligible for RTAA/ATAA, have worked full time, claimant's hourly wage 
has not exceeded what claimant made with the TAA affected employer, claimant has not been paid on 
another program, eligibility period has not expired and RTAA/ATAA balance is not zero. The payment cannot 
exceed the MBA/DBAL. When all determinations are valid, the System can allow the process to begin. 
 
PYMNTS 040.020: RTAA/ATAA Full Time Employment Payment Calculation 
The System must perform the functions necessary to calculate the payment. Payment calculation requires: 
number of hours worked, whether wages per hour have changed, the amount of the wage subsidy, whether 
claimant is working for the same or a new employer, and type of hours (e.g. regular, overtime, paid vacation). 
 
PYMNTS 040.025: RTAA/ATAA Part Time Employment Payment Calculation 
RTAA claimant must work at least 20 hrs./week and be in full-time TAA approved training. 
 

PYMNTS 040.030: Deduction hierarchy for RTAA/ATAA 
The System must perform the deduction hierarchy for all required deductions for the claim. This process must 
include Fed/State Tax Withholding, Child Support obligations, Overpayments, and any other deduction 
associated with the claim; prior overpayments.  The system must maintain history of all deductions and 
percentages (withholding taxes, child support, overpayment offsets, etc.). 
 
PYMNTS 040.040: Determine and Process Overpayment Adjustment for RTAA/ATAA 
The System must be able to determine and process Overpayment Adjustment(s) for RTAA/ATAA payments. 
 
PYMNTS 040.050: Process RTAA/ATAA Adjustments and Calculate Payment 
The System must apply adjustments (as listed above steps) and calculate payment amount; must have ability 
to receive all claims adjustment information. 
 
APPLY ADJUSTMENTS/DEDUCTIONS  
This describes the determination, processing of all received claim adjustment information and application of 
deductions/adjustments to the claimant’s Weekly Benefit Amount (WBA) to determine the weekly payment 
amount due. This process ends when the total adjustments are calculated and adjustments to the WBA are 
applied properly. 
 
BUSINESS RULES 

PYMNTS 050.005: Rounding Rules for Payment Amounts 
The System must perform Rounding rules/requirements for the calculated payment amounts. This must 
include Earnings and Pensions: Earnings benefit, if not a multiple of one dollar ($1.00), must be computed to 
the next lower multiple of one dollar ($1.00). For pensions: After calculating a deductible pension amount, any 
amount in excess of one dollar will be rounded up to the next whole dollar. This will have the same effect as 
rounding benefit payments down. 
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PYMNTS 050.010: Determine Deduction Hierarchy for UI 
The System must determine the Deduction Hierarchy required for the claim. Benefits deductions are taken 
from Weekly Benefit Amount (WBA) as follows: 
(The list below is not all inclusive of the complexity of determining the proper hierarchy; it is provided as 
the baseline for this requirement). 
Normal Check Calculations: Not Adj. Benefits; No Dependent Benefits; Assuming there is a balance > 
zero remaining. 

1. Begin with the WBA 
2. If Earnings are equal or greater WBA, then no check 

3. Adjusted WBA = WBA - Retirement Amount 
4. If WBA < zero, then WBA = zero and no check 

5. Subtract Allowed Earnings from Reported Earnings 
6. Gross Amount = Adjusted WBA from #4 – Adjusted Earnings from #5 

7. Compute W/H Tax amount = 10% of Gross Amount rounded to next whole dollar 
8. Subtract Adjusted WBA in #4 from Declining Balance 

9. Subtract Child Support amount from Adjusted WBA. (Child Support amount or 50% (not 
rounded) of adjusted WBA whichever is less) 

10. Subtract W/H Taxes from Adjusted WBA 
11. Check amount is result of #10. 

12. Offsets taken due to an overpayment balance are subtracted and check amount is adjusted 
and could result in no check. 

PYMNTS 050.020: Determine and Process Earnings 
The System must determine and process earnings reported and apply adjustments as appropriate. 
 
TRA, 2002 law requires 60 days have lapsed from the filing before an individual can receive payment on TRA. 
The 2009 law, eligible to be paid week following the first claim week >= certification date. The system must 
process the TRA Act of 2011 as well (see TEGL No. 10-11). 
 
Weekly benefit amounts of $30 through$50 have an earnings allowance of one penny less than WBA; weekly 
benefit amounts of $51 through $200 have an earnings allowance of $50; weekly benefit amounts of $201 
through $275 have 25% for the earnings allowance. In the instance when a partial claim is filed by the 
employer and voluntary loss is reported, these wages will be calculated as deductible earnings from the 
weekly benefit amount (WBA). 
 
In order to be paid for the waiting period, claimant must certify and remain eligible for four consecutive 
weeks with the first week being the waiting period. 
 
There are types of income that are not to be reported as earnings such as Tennessee National Guard 
wages, certain types of workers compensation, Social Security benefits. However, able and available issues 
must be addressed. 
 

PYMNTS 050.021: Determine Vacation and Holiday Pay 
The System must be able to determine if vacation or holiday pay and apply adjustments as appropriate. If the 
claimant is on a permanent layoff or does not expect to return to work with same employer within 21 days of 
this calendar week ending date having vacation or holiday pay, 
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the claimant would not report holiday or vacation pay. Employers report assignable holiday pay and vacation 
pay on partial claims. Whether or not it is deducted is based on the return-to-work date provided by the 
employer and how it compares to the 21-day formula. 
 

PYMNTS 050.022: Determine Bonus Pay 
The System must be able to process reported Bonus pay and apply adjustments as appropriate. The following 
should be explored when considering whether a company bonus is reportable by a claimant as wages during a 
week of unemployment compensation. Bonus payments are considered to be taxable wages under 
Employment Security law §50-7-213 and the employer must report the bonus payment to the Agency and pay 
taxes accordingly. Bonus payments are defined like other wage issues when a claimant is applying for or 
certifying for a week of unemployment compensation benefits. The primary consideration is when the 
claimant performed the service for which the bonus is being paid. Usually, the service is performed while the 
claimant is at work. For example, profit sharing, safety and/or attendance bonus payments are earned when 
the claimant is at work. Therefore, if the bonus is paid during a UC week, it would not be disqualifying or 
deductible earnings. Other considerations involve whether the bonus is paid as a replacement for vacation or 
holiday pay. Did the employer have a policy that designated the bonus pay to a vacation or holiday period? If 
the bonus payment was designated to replace a vacation pay or holiday pay by the employer’s written policy 
or bargaining unit agreement, then the bonus payment would be treated according to Agency policy. The 
earnings would be deductible or disqualifying if the claimant has a return-to-work date within twenty-one 
(21) days of the ending date of the vacation or holiday period. 
 

PYMNTS 050.023: Determine Pension/Retirement Pay 
The System must determine if pension/retirement earnings and apply adjustments as appropriate. These are 
both Non-Monetary issues. It must be decided if there is a retirement/pension that meets qualifications for 
payment to be reduced, and non-mon will tell payments what reduction should be Gross monthly pension 
amount times 12 divided by 52 (weeks). This is applied to each effective week reducing the WBA for the 
duration of the pension. The system must allow for Prorated weeks where pension begins on day other than 
Sunday. This only applies to employers within the base period, per Agency policy. 
 
When a new pension/retirement is detected the claimant is notified to contact the agency, or upon filing an 
initial claim, additional claim, or re-open claim and a pension/retirement is reported, a fact-finding interview 
will be conducted to determine if the pension/retirement is deductible. In instances where one hundred 
percent of the contributions to a pension, retirement, annuity, or similar plan (hereinafter referred to as a 
pension) was provided by a  base period employer and retirement benefits are being paid to a claimant at the 
same time he is receiving unemployment insurance benefits, a pension decision will be issued, and the 
pension amount will be deductible on a weekly basis. NOTE: If the claimant contributed any amount toward 
the plan during the base period, the pension is not deductible. 
 
Once a decision has been issued and reported on the claimants benefit history, the system will then 
automatically deduct the amount of reportable pension from the claimant’s weekly benefit amount (WBA). 
This amount will remain the same throughout the claim, unless a change in pension amount the claimant is 
receiving occurs. 
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PYMNTS 050.040: Determine and Process Overpayment offsets 
The System must be able to determine if overpayment offsetting functions are required and apply 
adjustments as appropriate. Once an overpayment decision is issued there will be an offset delay on non-
fraud overpayments to allow for appeal rights. Absent an appeal or request for waiver of repayment within 
the designated appeal period (15 days), the Agency’s overpayment decision will become final and collection 
efforts, including offset of future benefits will begin twenty-one (21) days after overpayment decision mail 
date (known as 21 day offset period). 
 
Offset delay does not apply to decisions finding fraudulent overpayments with a mailing date of 01/01/10 or 
later. However, the offset does occur with decisions finding fraudulent overpayments with a mailing date of 
12/31/09 or earlier. Ensure that overpayment offsets are only applied to new payment the difference in the 
original payment and the adjusted amount. 100% of Overpayment offset amount will be deducted for all 
programs. Benefit overpayments offset in the same benefit year will not affect the diminishing balance. 
Benefit overpayments offset from a previous benefit year will reduce the diminishing balance. Generally, the 
entire amount that is payable on a week will be used for overpayment credit. If the original payment was 
applied to an Offset and we cancelled payment, the Offset amount needs to be re- established. 
 
 

PYMNTS 050.060: Determine and Process Federal Withholding 
The System must determine if Federal withholding is applicable for the claim and apply proper deduction. An 
individual filing a new claim for unemployment compensation may elect to have Federal income tax deducted 
and withheld at the flat rate of 10 percent from the weekly payment of unemployment compensation (the 
system must apply rounding rules). An individual is permitted to change a previously elected withholding 
status at any time. Deductions cannot be made retroactively; claimants cannot get a refund of IRS 
contributions from TDLWD. Refunds can only be collected from the Internal Revenue Service (IRS). Federal 
Income Tax deductions at the flat rate of 10 percent must be deducted and withheld only after amounts are 
deducted and withheld for any overpayments of benefits, child support obligations, or any other amounts 
required to be withheld and deducted from UI weekly benefit amount (WBA). Federal income tax deduction of 
a flat 10 percent is applied to all UI remaining payable WBA’s, Dependent Allowances (if applicable). Withheld 
amounts are sent to the IRS as required and to State Agencies for processing. 
 
Payments under future supplemental programs would be subject to Federal income tax withholding and taxes 
would be withheld at the option of the claimant. 
 

PYMNTS 050.070: Determine and Process Child Support Obligations 
The System must determine if child support obligations are applicable for the claim and apply deductions as 
appropriate. The automated process must only deduct up to 50% of individuals WBA. Through a contractual 
agreement between Department of Human Services (DHS) and the Tennessee Department of Labor and 
Workforce Development (TDLWD), an automated weekly cross match of social security numbers of individuals 
with child support obligations is made against the unemployment insurance benefit history file. All non-IV-D 
cases and out-of-state orders are processed by Central Office Special Services Unit. Child support deductions 
will be determined by the Department of Human Services. Child support deductions allows for an 
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income assignment of unemployment benefits not to exceed 50% of the income. Once DHS has reported the 
amount of Child Support to be deducted, it will then be a consideration for weekly claim processing. The 
priority for the deduction is as follows: 
 

1. Earnings 
2. Child Support 
3. Any Overpayment 

 
Child support can be deducted from the ATAA/RTAA subsidy if the claimant/employee is not having child 
support deducted from payroll by the employer. 
 
This process must be automated, and child support deduction processing must balance weekly. The system 
must incorporate the ability to balance with interfaced deductions according to DHS agreement. Withheld 
amounts must be prepared and sent to DHS as required. 
 
 

PYMNTS 050.080: Determine and Process Bankruptcy Adjustment 
The System must be able to determine and process any Bankruptcy adjustments and apply appropriately. The 
system must determine the payment recipient and process accordingly. 
 
PYMNTS 050.090: Determine and Process Separation/Severance Pay 
The System must be able to determine and process any separation or Severance pay reductions/ adjustments 
and apply appropriately. Severance pay is disqualifying. Separation pay is not the same as Severance. 
Separation pay is not disqualifying. Separation Pay is any type of remuneration for which the employer has not 
identified as severance pay wages in lieu of notice, holiday pay or vacation pay, following a separation. 
Separation pay is not disqualifying for any week in which a claimant is receiving unemployment compensation. 
 
PYMNTS 050.100: Maintain History of Reductions/Adjustments 
The system must maintain a history of all reductions/adjustments for each claim (earnings, vacation pay, 
bonus pay, holiday pay, pension/retirement, overpayment offsets transactions, child support, bankruptcy, tax 
withholding, etc.). 
 
PYMNTS 050.110: Adjusted Benefit Payments 
Provide ability to process adjusted benefit (AB) payments to prior weeks. An AB payment is an extra/catch-up 
payment for specific week ending dates that may have previously been paid at a lesser amount for various 
reasons. The system must allow staff to enter data to process the AB. 
 
PYMNTS 050.120: Benefit Charging Maintenance 
The application of processed claim adjustments has the potential of affecting the benefit charges to employer 
accounts. The system must be able to capture the adjusted claim amounts to be processes correctly in the 
benefit charging processes. 
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PROCESS SUPPLEMENTAL PAYMENTS  
This describes the determination, processing and application of any Federal / State supplemental payments to 
the claimant payment amount. This process ends when the supplement payments are calculated. 
Note: This requirement returns to PYMNTS 020 - Calculate payments, where the claims record is then updated 
with payment information and the payment is processed and generated via the claimant’s preferred payment 
method. 
 
BUSINESS RULES 

PYMNTS 055-BR-000010: Determine eligibility for Federal/State Supplemental Benefits 
The System must be adaptable to add any new or future supplemental payments as they relate to the UI 
program. Future Supplemental Payments Programs may have differing requirements; therefore, system 
functionality must be adaptable. Based on the historical eligibility requirements, a future program might 
require the following: Claimant must be eligible for UI; has earned sufficient wages from prior recent 
employment (TBD); has been separated from employer for non-disqualifying reason as determined by state 
law; any new entitlement requirements for receiving supplemental benefits. 
 
The System must be able to process any new Supplemental payments will be based upon future legislation 
and the corresponding instructions 
 

PYMNTS 055-BR-000030: Process Supplemental Overpayments 
The System must be able to process any new Supplemental payments-overpayments and must be based upon 
future legislation and the corresponding instructions. Overpayment can occur with any benefit program and 
the system must be able to detect and process. 
 
PYMNTS 055-BR-000040: Dependent Allowance Determination 
The UI Dependent Allowance is currently a supplemental payment for the System must be able to process 
dependent allowance if applicable with new Supplemental payments and will be based upon future legislation 
and the corresponding instructions. This functionality must  include all applicable and lawful deductions. 
 
 
 
 
GENERATE PAYMENT  
 

This describes the process for generating payments to UI claimants. The system must maintain a complete 
payment history. The system must 
 
BUSINESS RULES 

PYMNTS 060.010: Deduction notice 
The System must generate a Deduction Notice to notify claimant when a deduction is applied to a payment. 
This must be configurable by benefit program and deduction type. 
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PYMNTS 060.020: Benefit Pre-exhaustion notice 
The System must provide prompt notification to claimant regarding the pre-exhaustion of certain benefit 
events. The Notification would provide notice to a claimant at a specific time (e.g., 2 weeks) before exhaustion 
of benefits. Pre-exhaustion would also include the ending of a benefit year; when diminishing balance is 
exhausted. System generated Notification would also need to include information that claimant is eligible for 
a subsequent tier if benefit extension programs are “on”. 
 
PYMNTS 060.030: Determine Payment Method 
The System must allow for the delivery of benefit payment option. The Claimant may select Direct Deposit or 
select to receive payments on Agency UI Debit Card. Paper check receipt is not an option. However due to 
certain UI requirements, there are authorized claim conditions where the creation of a paper check is required 
(certain bankruptcy situations, claimant without bank accounts and inability to use debit card and recouping 
overpayment for another state). 
 
The claimant is allowed the ability to update payment method and update payment data (account 
information). The system must store and maintain payment selection and update information. 
 
The Claimant payment delivery method should carry forward from one program to another and one benefit 
year to the next. The system must provide ability to determine payment method (Direct Deposit/Debit 
Card/paper ck) when processing payment. 
 
PYMNTS 060.040: Payment information updated on Claimant record for ACH 
The System must be able to update the payment information on the claimant record. Updating the claimant 
record includes the payment and related information such as the amount, the date, status (e.g., issued) and 
the method. There should be a unique identifier for each payment. It would also reflect adjustments to the 
payment and the diminishing balance. 
 
PYMNTS 060.050: Payment information for External Entity Files 
The System must have functionality to generate payment and update information for external entities (such 
as child support and Federal withholding). This payment information is written to check files. Provide the 
ability to write a record to the file(s) for appropriate external entities. 
 
PYMNTS 060.070: Payment information for Check File 
The System must provide for updating information regarding a payment by paper check if appropriate, debit 
card, direct deposit and various factors, including deductions, reductions and adjustments. 
 
PYMNTS 060.080: Single payment transaction limit 
System must combine payments for multiple weeks into a single transaction. Limit must be set by Agency 
policy. The system must have the ability to create a single payment transaction for all weeks being paid 
according to policy. 
 
PYMNTS 060.090: Process Accounting Details 
Provides ability to send accounting details to TN Dept of Finance F & A-EDISON. All payment transactions must 
be fully accounted for and data related to payment processing is sent electronically to entities for account 
posting/balancing functions and required reporting. 
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PYMNTS 060.091: Process ACH Files via State Treasury Interface 
The system must have the ability to transmit bank/debit card/check payment via State Treasury interface and 
provide functions to maintain debit card and bank data. The system must have  the ability to allow authorized 
staff to change payment authorization before transmit to financial institution. The system must provide 
tracking processes to verify all activity/actions related to debit/bank transactions. The system also must 
provide the ability to issue/authorize payments by transferring info to paying vendor. 

 
TRANSITION A TRA CLAIM FROM ONE PAYMENT LEVEL TO ANOTHER  
This describes the process of transitioning a TRA claim from one TRA payment level to another (Additional 
TRA). 
 
BUSINESS RULES 

PYMNTS 065.010: Transition TRA Claim from Payment Level 
The system must determine the current TRA payment level. The payment level may be Basic, Additional, 
Remedial/Prerequisite or Completion. The system must determine if approved training is timely and/or 
conditional under the correct Trade Act before the transition. 
 
CANCEL PAYMENT  
This describes the process of canceling a payment previously issued to a claimant. This process must also 
include functionality to process adjustments if prior UI payments cancelled or adjusted and the ability to 
accept/process data for missing, duplicate and replacement payments. 
 
BUSINESS RULES 

PYMNTS 070.010: ACH Information required for payment reversal /cancellation 
The System must process and maintain ACH information required for payment reversals.  Agency Staff will 
provide required ACH information and reason(s) for reversal/cancel. The system must have the ability to 
determine the transaction was to cancel an ACH payment. The System must also be able to process 
returned/canceled payments for the UI Debit Card processing according to the contract with JP Morgan Chase. 
 

PYMNTS 070.012: Bank rules/contract terms on when payments can be reversed 
All Banking rules and regulations must be adhered to for canceled payments transactions according to 
contract and Agency rules and regulations. For example, the system must determine reversal falls within 
timeframes for bank ‘contract’. The system must have the ability to process all required bank reconciliation 
functions, including the ability to process a data file of “scanned” returned checks (import file created by 
agency receipt unit). 
 
PYMNTS 070.015: ACH Reversals/Authorizations 
Banking laws vary by state and each bank has its own rules for procedures and period for the reversal of funds 
payments. This must be configurable. The system must provide the ability to request the ACH Reversal, 
receive confirmation of ACH reversal of full/partial amount, prompt for confirmation to initiate the reversal 
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PYMNTS 070.020: Validate ACH payment reversal information 
The System must verify that Agency Staff has entered valid information, including a correct transaction 
number and week-ending date. The System should only 'reverse' the actual amount that was paid to the 
claimant. "Adjustments" should not be reversed.  If the canceled payment  is part of an overpayment, the 
amount of the overpayment should be decreased by the amount of the canceled check. The system must have 
the ability to update claimant record associated with reversed ACH payment. 
 
PYMNTS 070.022: Check/ Update Payment Status 
The System must make available all data related to the status of the payment. (Examples: Issued, Cleared, 
Check outstanding, Cancelled, Stop Payment). The system must display  claimant payment information to 
agency staff. 
 
PYMNTS 070.030: Update weeks claimed with ACH reversal information 
The System must update claim information with payment status, payment amount, diminishing balance, and 
other relevant data including adjustments to 1099 information. 
 
PYMNTS 070.040: Stop Payment/Check information required for payment reversal 
The System must make available required information to stop payment, including reason for 
reversal/cancellation, in accordance with Agency policies and state banking laws and regulations. Agency Staff 
shall provide required information to stop payment, including reason for reversal, in accordance with Agency 
policies and state banking laws and regulations  

PYMNTS 070.050: Validate Stop Payment/Check information 
The System must provide functionality to verify that Agency Staff has entered valid information, including a 
correct check number and week-ending date. The System should only 'reverse' the actual amount that was 
paid to the claimant. "Adjustments" should not be reversed. If the canceled payment is part of an 
overpayment, the amount of the overpayment should be decreased by the amount of the canceled check. 
 
PYMNTS 070.055: Check already has stop payment or has been cashed 
Provide ability to import “stop” payment of paper checks from Treasury interface. The Treasury Department 
has a process that will cancel (stop payment on) paper checks over 60 days old. Treasury sends agency a file of 
canceled checks, which is used to cancel the payment in the system. To manually cancel a payment, there is 
no interface to the Treasury system; agency staff logs onto the Treasury system to determine if the check has 
cleared or not. If the check has not cleared, agency staff cancels the check in Treasury, then goes to the 
system to cancel the payment and reissue if necessary. 
 

PYMNTS 070.060: Update weeks claimed with Stop Payment/Check information 
The System must update weeks claimed with Stop Payment/Check information. 
 
PROCESS STALE DATED CHECKS  
 

This describes the process of identifying potential stale dated checks. This process ends when a Stale Payment 
has been issued to the bank or financial institution and the benefit charging process is initiated. 
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BUSINESS RULES 

PYMNTS 071.010: Enter Stale Dated Checks 
Determining stale dated checks must be configurable. Treasury receives daily files of checks issued and 
cancelled. After 60 days, Treasury Department will generate stop payment on checks not cashed or cancelled. 
This file must be sent back to system with this information for processing. U. I. Funds are handled by the TN 
Department of Treasury. Note: Agency has converted from paper checks to debit card and direct deposit for 
payment of benefits- however, we still have paper checks issued under specific authorized conditions and 
those must be handled and processed properly. Checks that were not cashed timely are received in a data file 
from Treasury on a monthly cycle. The system must have the ability to receive and update payment 
status/claimant record for payments which were identified as “stale dated”. The system must also provide the 
ability for staff to reissue payments. 
 
TRANSFER PAYMENT  
This describes the process for agency staff to manually adjust a claimant payment transaction(s) already on 
file and complete; allows for transfer payments/weeks between programs and benefit years. It ends when a 
payment(s) transfer is completed between Programs/Benefit Years and the funding source and claim 
information are updated. 
 
BUSINESS RULES 

PYMNTS 075.020: Required information to transfer payment from one Claimant to another 
The System must have functionality for authorized staff to input required information to transfer payments 
between claimants; provides ability to verify the requested data. The data includes: Effective date of claim; 
Claimants' Names; SSNs; weeks paid; amounts paid on weeks; Claimants' WBAs; Claimants' earning 
allowances; overpayment amounts; programs paid. 
 
PYMNTS 075.031: Part-Time Work Payment Calculation 
The System must provide calculation of payment for part-time work. An individual who is partially 
unemployed or part-totally employed may be paid a portion of the individual's weekly benefit amount. This 
process must follow the hierarchy of the benefit payment formula. If the claimant chose to have the option 
of taxes being deducted from their claim, taxes will only be deducted on the payable amount. 

PYMNTS 075.040: Required information to transfer payment from one Program to another 
The System must have functionality to allow the transfer of payments from one benefit program to another. 
The system must present for selection only program(s)/benefit year(s) to which claimant is eligible to receive 
payment. 
 
PYMNTS 075.050: Apply Program to Program Transfer Adjustment and Update Claim Information the 
System must include the functions to apply program to program transfer for adjustments and update the 
claim record accordingly. Once weeks have been transferred to the correct program/benefit year (BYE), the 
declining balance of the originally paid program paid in error must be restored. In turn the declining balance 
of the corrected program where the weeks were transferred must be reduced accordingly. If a smaller weekly 
benefit amount exists on the corrected paid weeks, the system must determine an overpayment for each 
week where weekly benefit amount owed was less than the original weekly benefit amount paid. If the 
claimant reported wages, remained eligible for weekly benefits, and qualified for a reduced weekly 
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benefit amount, but once week was transferred to the correct program/benefit year, and the claimant’s 
wages exceeded the correct weekly benefit amount (WBA), the claimant would not be entitled for that 
week of benefits. The system must prompt agency staff for claimant and paid week(s) to transfer; if excess 
wages are found, the system must display an appropriate error message to Agency Staff with detailing 
weeks with excess wages found. A Nonmonetary Adjudication Issue may need to be performed on initial 
claim or additional claim if an intervening employment or reopen claim if uncovered employment to 
determine continued eligibility for benefits. In these circumstances, the system must have the functionality 
for retroactive decisions/determinations. Additionally, the system must be able to process multiple 
payment transfers. 
 
The system must have functionality to process “under payments” after the transfer of weeks has occurred and 
the determination verified claimant is entitled to increased payment. Provide the ability to determine that a 
deficiency payment is required. 
 
 
AUTOMATED PAYMENT TRANSFERS  
 

This describes the process to automatically adjust a claimant payment transaction(s) already on file and 
completed; allows for automated transfer payments/weeks between programs and benefit years. The system 
must be able to schedule the automatic transfer process. It ends when a payment(s) transfer is completed 
between Programs/Benefit Years and the funding source and claim information are updated. The system must 
generate a summary statement/report on the completed process. 
 
BUSINESS RULES 

PYMNTS 076.010: Parameters to identify originally paid program/benefit year 
The System must allow automatic transfer of payment. Parameters include incorrect program payment made 
to the claimant, or to the incorrect employer account. Some examples follow: The following are some of the 
scenarios where there can be need for transfer of weeks. Identification of original incorrect program starts 
the process. 

1. When TRA payments have been made because new Federal/State EB tier was enacted late by 
Congress which results in TRA payments being transferred back to show as federal extension 
weeks. 
2. When Federal/State EB payments have been made in error when claimant had new initial 
claim eligibility where re-earnings amount was met, and claimant chooses new claim for option 
on a new benefit year. 
3. Where Federal/State EB payments have been made in error and claimant should have been 
on a Federal/State EB tier on another benefit year. 
4. Where Federal/State EB payments have been made in error on wrong benefit year when 
Federal/State EB entitlement was on earlier or later benefit year. 
5. Where a large number of initial claims are monetarily re-determined to be not eligible as 
employer used stimulus money so base period wages are not covered and weeks need to be 
transferred back to Federal/State EB on a former benefit year. 
6. Where claimant certified on a new initial claim for standard or alternate base period awaiting 
wage protest or combined wages or alternate base period wages and outcome is low weekly 
benefit amount and claimant chooses Federal EB option instead of new claim so weeks need to 
be transferred back to Federal EB benefit year. 
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PYMNTS 076.020: Parameters to identify originally paid weeks 
The System must provide User the ability to identify all weeks to be transferred, beginning with the first week 
ending date (WED) paid on incorrect program/benefit year (BYE) and ending with last week ending date (WED) 
paid on incorrect program/benefit year and what program/benefit year (BYE) from which to transfer the 
weeks. Once it has been determined that a claimant is drawing from an incorrect program/benefit year, an 
indicator will be placed on the appropriate initial claim, additional claim, or re-open claim, of the effective 
date of such determination that claimant(s) became ineligible to continue to draw benefits from that 
program/benefit year. 
 

PYMNTS 076.030: Parameters to identify claimants 
The System must determine all claimants who have been paid incorrectly or from the wrong employer 
account or the wrong program, or other erroneous payment condition using parameters determined by the 
Agency. 
 
PYMNTS 076.040: Parameters to identify newly paid program/benefit year 
The System must identify newly paid program/benefit year using Agency defined parameters. 
 
PYMNTS 076.050: Apply Overpayments/Offsets 
The system must have the functionality to determine if overpayment resulted in the transaction. The system 
must have the ability to apply overpayments/offsets when moving weeks between programs and between 
weeks. 
 
PYMNTS 076.050: Automate Benefit Charge Process 
The system must have ability to perform automated Benefit Charging adjustments after processing the 
transfer if appropriate. 
 
TRANSFER PAYMENTS BETWEEN CLAIMANTS/CLAIMS  
This describes the process for agency staff to manually adjust claimant payment transaction(s) already on file 
and completed; includes wage, claimant name and SSN type transfers. This process ends when payment(s) 
transfer is completed between claimants/claim and the funding source and claim information updated. 
 
BUSINESS RULES 

PYMNTS 077.010: Select and Process Data Transfers 
The system must provide the ability for the user to determine the type of transfer based on agency 
preconditions. The user must enter the required information for the transfer to  claimant. The transfer 
determinations/transactions may include: 

o Transfer claim and payment data to another SSN 
o Wage data moved to new claimant SSN 
o Claim data moved to new claimant SSN 
o Unpaid certification moved to new claimant SSN 
o Wage data is unavailable for use in another claim 
o Wage data to be un-flagged (use of wages) 
o Transfer benefit history information 
o Determination that an overpayment has been created with the transfer 
o Determination that the claim must be re-determined 
o Determination that employer charges need to be adjusted 
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REISSUE PAYMENT  
 

This describes the process of reissuing payment(s). A request to reissue may be generated by a returned 
payment. This process allows the user to determine payments that may be eligible to be reissued due to 
cancellation reason/status. 
 
BUSINESS RULES 

PYMNTS 080.030: Elapsed Time for Payment Reissue 
Reissue payment to be performed the day following cancellation of original payment if DBAL is greater than 
zero and claimant is otherwise eligible. 

PYMNTS 080.040: Reissue Payments 
The system must have the ability to determine the payment cancellation reason and if the payment must be 
reissued. The BYE and DBAL must always be checked/verified prior to reissue. The system must be able to 
reissue payment to someone other than claimant and provide the ability to generate initial payment to third 
party versus claimant. The system must determine if payment cancellation reason requires recalculation 
before the reissue of the payment. The claimant record must be updated. 
 
CALCULATE REISSUED PAYMENTS  
 

This describes the process of determining the proper payment amount when a previously cancelled payment 
is being reissued. This would occur when information is entered during the Cancel Payment process that 
impacts the original payment amount. 
 
BUSINESS RULES 

PYMNTS 085.010: Determine Deductions and Adjustments 
The system must determine and apply the deduction/reduction/adjustments hierarchy for UI; apply state 
rules regarding rounding on payment adjustments; determine and process: 

o Earnings 
o Vacation /Holiday/Bonus/Pension-Retirement Pay 
o Additional Overpayment Offsets 
o Withholding/Child Support/Bankruptcy 

The system must determine WBA exceeds diminishing balance of program(s) certified; and determine that the 
reductions/adjustments are less than WBA and properly apply reductions/adjustments to the WBA. 
 
PYMNTS 085.020: Determine Original Payment 
The system must have the ability to determine deductions applied to the original payment and deduct from 
original payment only additional amounts from WBA change. The system must determine payment due 
claimant for each week claimed. 
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GENERATE FORM 1099-G  
 

This describes the process for generating Form 1099-G. This process begins with a scheduled process for most 
recent tax year. The system determines the benefits paid during the tax  year on all programs. The system 
must store images of generated Form 1099-G for access by claimant. This process ends when Form 1099-G is 
generated for the current tax year and the Form-1099-G history file is created. 
 
BUSINESS RULES 

PYMNTS 090.005: Payment status types to include in 1099-G 
The System must have the annual functionality to automatically calculate and generate the federally required 
1099-G tax form. Payments in calculation include: Regular UI, EUC, State 
/Federal EB, DUA, TRA, ATAA, RTAA, with amounts paid to federal taxes noted. Provide ability  to include 
only benefits paid in tax year by specific payment status. 
 

PYMNTS 090.040: Determine annual TRA benefits paid to Claimant 
The System must calculate and determine the annual TRA benefits paid to claimant. If Claimant amount is less 
than $600 and no federal withholding, then do not include on 1099-G. This must be configurable as the IRS 
may make adjustments to these benefit programs and tax requirements. 
 
PYMNTS 090.065: Determine Federal or State Supplemental Benefits 
The system must have the ability to determine annual Fed/State supplemental benefits paid claimant for the 
most recent tax year if applicable. This must include the ability to determine dependent allowance benefits 
paid during tax year. 
 
PYMNTS 090.080: Determine annual benefits paid on behalf of the Claimant 
All 1099-G calculations must include Child Support and Overpayment offsets. Overpayment repayments are 
not included. The system must omit claimant payment amounts cancelled/stale dated in tax year. 
 
PYMNTS 090.090: Determine annual benefits withheld for Federal Taxes 
The function must include all Federal withholding. 
 
PYMNTS 090.100: Validation of 1099-G information by Agency Staff 
The System must provide Agency Staff with sufficient information to validate each payment program (display 
individual and total records). The system must create history file of 1099-G data. 
 
PYMNTS 090.100: Format of Claimant information to transmit to IRS 
The System must transmit 1099-G information to the State Revenue agencies for transmittal to the IRS in the 
format required by the IRS. 
 

PYMNTS 090.110: Format Data for Transmission to IRS 
The system must have the ability to format the Claimant information according to the IRS requirements. The 
system must have the ability to transmit 1099-G information to IRS and transmit 1099-G information to State 
Revenue Departments. 
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PROCESS REQUEST FOR DUPLICATE FORM 1099-G  
 

This describes the process for generating a duplicate Form 1099-G. This process begins when a request is 
received for a duplicate Form 1099-G. The system reads from the history file generated during the PYMNTS 
090 – Generate Form 1099-G and displays the information to the user. The user will have the ability to print 
the 1099-G. This process ends when Form 1099-G is re- generated for the requested tax year. 
 
BUSINESS RULES 

PYMNTS 095.010: Information required to request a duplicate 1099-G 
The information required to request a duplicate 1099-G includes Claimant ID/SSN and tax year. The System 
must retain accessible 1099-G data for six (6) years. The system must be able to retrieve the data from the 
1099-G history file and display for the claimant. The system must provide options for claimant to receive the 
duplicate form (email, mail, etc.). The Claimant must verify current address and confirm all personal data. The 
claimant must be allowed to enter predetermined identification data for access to request duplicate form. 
 
PYMNTS 095.020: Receive Duplicate 1099-G 
The system must supply the functionality for the claimant to request and receive a duplicate copy of the 1099-
G tax form. The system must have the ability to provide validation that the claimant has entered all the 
required data to initiate the request and display the requested form. The system must determine the 
requested form is within the available time period. The system must have the ability to print the form when 
claimant chooses a mailed copy. 
 
 
 
PROCESS ADJUSTMENTS FOR PREVIOUSLY CLAIMED WEEKS  
 

This describes the process involved in adjusting a benefit week/payment on any unemployment program. This 
process begins when an adjustment for a week previously claimed is entered in the system. The system must 
be able to determine if there is an amount that can be adjusted or if there is an amount owed to the claimant. 
This process ends when System adjusts the week(s) as appropriate and the system continues with the 
calculate payment or the calculate RTAA/ATAA payment requirements. 
 
BUSINESS RULES 

PYMNTS 100.015: Determine Amount of Child Support for Week Adjusted 
The System must calculate the amount of Child Support for the week(s) adjusted. Weekly interface with DHS 
provides electronic information adding deleting modifying child support deduction. Maximum deduction 
cannot exceed 50%. This process must include reconciliation with DHS processes. 
 
PYMNTS 100.016: Determine Amount of Overpayment Offsets for Week Adjusted 
The System must determine the amounts of the overpayments offsets for the week(s) adjusted. The offsets 
process is up to 100% of WBA depending on amount of the overpayment balance. Fraud overpayment balance 
or fraud disqualification period, no offset can be taken unless overpayment created prior to 01/01/2010. 
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PYMNTS 100.020: Determine Adjustment can be made 
The System must determine logically if the adjustment can be made. Adjustments cannot equal or exceed 
WBA, DBAL, or the % capped on amounts that can be withheld from the payment.  The system must be able to 
process multiple weeks separately start at oldest week ending date. The system must determine diminishing 
balance for week paid has balance > 0. Adjustments vary by benefit program- the system must have the 
intelligence to determine the adjustment according to the benefit program rules and limitations, including the 
benefit payment hierarchy requirements such as federal withholding. The system must maintain a history of 
all payments and adjustments. 

 
CORRECT UNPAID CERTIFICATIONS  
This describes the process of correcting weekly certification information. This could only  be done if the 
week has not been paid. 
 
BUSINESS RULES 

PYMNTS 110.010: Correct/Modify Weekly Certification 
The system must have the ability to determine the weekly certification to modify/correct and determine if 
payment is due claimant for the week(s) claimed. The system must provide the ability to enter weekly 
certification and allow input of more weeks as needed. The system must also allow ability to enter a 
correction to the claimed week on the same day claimant certifies. The system must provide functionality to 
correct certification data and update. 
 

PROCESS TRA CERTIFICATIONS  
This describes the process involved in filing a weekly certification for Trade Readjustment Allowances (TRA) 
claims. This process begins when the system determines the user is filing a weekly certification for the TRA 
Program and that the user is eligible to be paid for week(s) certified. The system must determine if ERI should 
be scheduled for the claimant. The process ends when the appropriate TRA payment level is determined, and 
the certification process is appropriate for the payment level as determined. The system must determine if 
there are pending certifications for the TRA claimant. 
 
BUSINESS RULES 

PYMNTS 115.010: Hold period for receipt of Training Attendance Sheets 
The System must determine the holding period for the receipt of Training attendance sheets. TRA recipients 
are required to attend training unless a training waiver has been issued. The system must be able to 
determine training attendance sheet received for week certified. 

PYMNTS 115.020: Determine Payment Level 
The system must have the ability to determine current level for eligibility to certify: 
The system must determine if: Basic TRA, Additional TRA, Remedial/Prerequisite or Completion TRA. The 
system must determine that there are no issues for the week being certified and claimant meets continuing 
eligibility requirements. The system must capture the reason for a potential issue during weekly certification. 

PYMNTS 115.030: Add Training Questions 
The system must have the ability to add training program eligibility questions to weekly certification. The 
system must provide the ability determine if all questions answered correctly. 
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BASIC TRA CERTIFICATION  
 

This describes the process involved in filing a weekly certification claim for Basic Trade Readjustment 
Allowances (TRA). This process begins when the system determines the user is filing a weekly certification for 
Basic TRA Program and meets continuing eligibility requirements. This process ends when the TRA certification 
questions for Basic TRA are generated. 
 
BUSINESS RULES 

PYMNTS 120.010: Determine Claimant Eligibility 
The system must determine the claimant has met the following TRA Basic requirements: 

o Determine the training waiver deadline period for TRA petition 
o Claimant is within the appropriate deadline period 
o Claimant does have an approved training waiver 
o Enrolled in  approved training program for TRA 
o Completed approved training program for TRA 

 
 
ADDITIONAL TRA CERTIFICATION  
 

This describes the process involved in filing a weekly certification claim for Additional Trade Readjustment 
Allowances (TRA). This process begins when the system determines the user is filing a weekly certification for 
Additional TRA Program and claimant meets continuing eligibility requirements. This process ends when the 
TRA certification questions for Additional TRA are generated. 
 
BUSINESS RULES 

PYMNTS 125.010: Determine claimant in Approved training program 
The system must determine claimant is in an approved training program for Additional TRA 

 
 
REMEDIAL/PRE-REQUISITE/COMPLETION TRA CERTIFICATION  
 

This describes the process involved in filing a weekly certification claim for Remedial/Pre- 
Requisite/Completion Trade Readjustment Allowances (TRA). This process begins when the system 
determines the User is filing a weekly certification for Remedial/Pre-Requisite/Completion TRA Program. This 
process ends when the TRA certification questions for  Remedial/Pre-Requisite/Completion TRA are 
generated. 
 
BUSINESS RULES 

PYMNTS 130.010: Determine TRA – Trade Act 
The system must determine that the claimant is eligible under the appropriate Trade Act: 

o Determine claimant is under a 2002 Petition 
o Determine claimant is under a 2009 Petition 
o Determine claimant is under a 2011 Petition 
o Determine Claimant has attended Completion training for TRA 

Each Trade Act has specific guidelines for claimant eligibility such as whether claimant can complete the 
training in the allowed timeframe. 
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ENTER TRA CLAIMANT TRAINING INFORMATION  
 

This describes the process in entering TRA claimant training information. This information can consist of 
several types of training information: Training Status Report, TRA Training Attendance sheets, Enrollment in 
TRA remedial classes, breaks in training, enrollment data. 
 
BUSINESS RULES 

PYMNTS 130.010: Enter Training Data 
The system must have the ability to enter all required training data for the claimant. The system must have 
the ability to determine training information is a Training Status Report or training information is Training 
Attendance sheets. 
 
 
ELIGIBILITY REVIEW  
 

This describes the process of tracking a claimant’s compliance/noncompliance with Eligibility Review 
requirements. The process begins when it is determined the claimant has responded incorrectly in the 
scheduled ERI and the action resulted in an issue that suspended eligibility. The process ends when payments 
are suspended, and an Issue has been created on the eligibility review. 
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REPORTS PROCESSING 
 
 

BRIEF DESCRIPTION: 

This process describes the requirements for supporting all Unemployment Insurance Benefit Program 
reporting through Federal Regulatory Reports, State Management Reports, Ad Hoc Reports, Workload 
Performance Reports, and Trend Reports. It also covers the ability for agency staff to access templates used in 
the creation of all system generated reporting and to create their own templates from which new reports can 
be run on a regular or ad hoc basis. The reporting tool delivered with the system must accommodate users at 
all skill levels in the performance of their regular job duties with responsibilities for managing their own report 
repository and/or sharing reports and templates with other agency staff from the common report repository. 
The System must provide ability to create and store PDF images of all System generated reports in the Reports 
Repository and to associate them to the appropriate System records/events for real-time access by authorized 
users. 
 

 
PRODUCE FEDERAL REPORTS  
As part of the responsibility of the Contractor, all Federal regulatory reporting must be provided throughout 
the life of the contract and any extension to the contract term. This includes supporting agency staff in testing 
updates and modifications to all Unemployment Insurance Benefit Program federal reports. Reports include 
but are not limited to USDOL Handbooks, 401 and 402, Employment and Training Administration (ETA) 
reports, Unemployment Insurance Required Reports (UIR), and Trade Activity Participant Report (TAPR). The 
process begins when agency staff configures a federal report or selects the option to generate an on demand 
federal report from a template available in the report repository. This process ends when the federal report, 
data extract file, etc., is generated, transmitted, and successfully processed through the system to the 
intended destination. 
 
BUSINESS RULES 

RPTS 010.010: Add/Update Configurable Report Parameters 
The System Reporting function parameters must be configurable by agency staff. Certain report parameters 
may include frequency, run date and time, output format, agency staff notification details for approaching 
scheduled report, agency staff notification details for generated report, data source (online, offline), name of 
report template and all other requirements  as determined by federal and state policy. 
 

RPTS 010.020: Generate All Federally Mandated Reports 
The On-demand Federal Reports must include, but not be limited to all the federally mandated ETA reports. 
These ETA reports cover all the UI benefit programs and supporting subprograms. 
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PRODUCE STATE MANAGEMENT REPORTS  
This describes the requirements for supporting State Management Reports for Unemployment Insurance 
Benefits. This process begins when agency staff configures a State Management report function or selects the 
option to generate an On Demand State Management Report from a template available in the report 
repository. This process ends when the State Management Report file is generated and processed. 
 
BUSINESS RULES 

RPTS 020.010: Reporting by Account Code and Grant Number 
The System must provide the ability to define/maintain the accounting structure to which each of the UI 
Benefit programs and services are to be allocated (ex: account codes, grant numbers, etc.). This information 
must be stored in configuration tables that allow authorized agency staff to add/update the information, as 
needed. Historical views of this information must be maintained in order to create accurate statistical 
reporting by period and across multiple years. 
 

CREATE AD HOC REPORTS  
This describes the process for creating and generating Ad Hoc Reports for Unemployment Insurance Benefits. 
This includes the ability to define the data sources and all of the criteria which the report will use to generate 
the report from the live data and/or from historical data sources. The  System must provide the ability to set 
filters and evaluation criteria for the data selected and display comments, notes, annotations and other 
markups in the report based on various conditions identified during report execution. This process begins 
when agency staff selects criteria to be used for the  Ad Hoc Report. This process ends when the Ad Hoc 
Report file is generated and processed. 
 

CREATE WORKLOAD PERFORMANCE REPORTS  
This describes the requirements for supporting Workload/Performance Reports for Unemployment Insurance 
Benefits. This process begins when agency staff configures Workload and Performance report run or selects 
the option to generate an on-demand Workload/Performance Report from a template available in the Report 
Repository. This process ends when the Workload/Performance Report file is generated and processed. 
 

CREATE TREND REPORTS  
This describes the requirements for supporting Trend Reports for Unemployment Insurance benefits. This 
process begins when agency staff configures a Trend report job or selects the option to generate an on-
demand Trend Report from a template available in the report repository. This process ends when the Trend 
Report file is generated and processed. 
 

CREATE REPORT TEMPLATES  
This describes the necessities for creating Report Templates for Unemployment Insurance Benefits. This 
process begins when agency staff selects criteria for the Report Template, clones an existing Report Template, 
or imports a Report Template. This process  ends when the Report Template is published and available in the 
Report Repository. 
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BUSINESS RULES 

RPTS 060.010: Advanced Report Template Functions 

The system must enable agency staff to select the data source for the Report Template and must enable 
agency staff to configure the layout of the Report Template; title of the Report Template; configure the data 
elements; filter criteria ; sorting, grouping; formatting; formulas; default options; default location; report 
categories for the Report Template. 
 
RPTS 060.020: Define Report Template Security 

The system must enable agency staff to configure the security restrictions for the Report Template and the 
availability for the Report Template. 
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SPECIAL PROGRAMS PROCESSING 

BRIEF DESCRIPTION: 
This process covers the additional and supporting processes and programs that are required to administer the 
Unemployment Insurance program. Special programs are often mandated by Federal and/or State laws and 
regulations. U.S. Congress can activate or inactivate programs which require the agency to implement special 
programs and processes. Special programs may be required for any of the benefit programs (i.e., UI, TRA, 
DUA, etc.). The system must allow agency staff to activate and inactivate all types of benefit programs and 
notify claimants of their potential eligibility for each specific program. 
 
 
PROCESS REGULAR-BASE UI PROGRAM  
This describes the process of establishing the regular/base Unemployment Insurance (UI) program. This 
process begins when the agency staff initiates the process to establish the regular/base UI program in the 
system. This process ends when the regular/base UI program is established and activated in the system. 

BUSINESS RULES 

SPCPRG 001.010: Regular/Base UI Program Required Information 
The System must allow the ability for agency staff to create the Regular/Base UI Program required 
information. The parameters / requirements that would be used to establish a Regular/Base UI Program will 
be part of the law that is enacted. This information must be configurable. 
 
PROCESS FEDERAL-STATE EXTENDED BENEFIT PROGRAM  
This describes the process of creating a new program when the United States (US)  Congress passes into law a 
new Federal-State Extended Benefits (EB) program and instructions are received from the US Department of 
Labor (USDOL). This process begins when the agency staff initiates the process to establish a new Federal 
and/or State EB program in the system. This  process ends when the Federal and/or State EB program is 
established and activated in the system and potentially eligible claimants are identified. 

BUSINESS RULES 

SPCPRG 010.010: Federal-State EB Program Required Information 
The System must have the ability to accept new federal and/or state benefit programs.  Required information 
to set up Federal-State EB must be pursuant to 20 CFR 615. The program must follow guidelines in relevant 
UIPLs. 
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SPCPRG 010.020: Identify Potential Claimants for Federal-State EB 
The System must be configurable to allow authorized staff to identify potential Claimants for new Federal-
State EB programs. The parameters and requirements to be used to identify potential claimants will be part of 
the law that is enacted. This information cannot be pre- defined at this time. Much of this information will 
need to be configurable. The System must include a configurable option to automatically establish a claim for 
eligible claimants when appropriate according to laws enacted and notify claimants of their potential 
eligibility. The system must allow changes to existing programs and the ability to activate/deactivate 
programs.  
 
 

PROCESS STATE SPECIAL PROGRAM  
 

This describes the process for preparing to file state Additional Benefit Program claims when the criterion for 
the state Additional Benefit Program has been met. This process ends when the state Additional Benefit 
Program is created and activated in the system. 

BUSINESS RULES 

SPCPRG 020.010: State Additional Program Required Information 
The System must be configurable to insert any new Additional Benefit program. Program Required 
Information Definition: solely state-financed programs for extending the potential duration of benefits during 
periods of high unemployment for claimants in approved training who exhaust benefits, or for a variety of 
other reasons(USDOL Website); 20 CFR 615.2(f) defines additional compensation. Required information to set 
up State Additional Benefit program should also include a configurable option to automatically establish a 
claim for eligible claimants. 
 

SPCPRG 020.020: Identify Potential Claimants for State Additional Program 
The System must be configurable to allow the establishment of Additional Benefit Program. The 
parameters/requirements that would be used to identify these potential claimants will be part of the state 
law that is enacted. Thus, this information cannot be pre-defined at this time. This information will need to be 
configurable. 
 

PROCESS FEDERAL ADDITIONAL PROGRAM  
 

This describes the process for preparing to file Federal Additional Program claims when the criteria for the 
Federal Additional Program have been met. This process ends when the Federal Additional Program is created 
and activated in the system. 
 
BUSINESS RULES 

SPCPRG 025.010: Federal Additional Program Required Information 
The Agency staff must enter required information to establish a new Federal Additional Program. Information 
will be performed per Federal Guidelines at the time Legislation has been approved. Required information to 
set up Federal Additional program should also include a configurable option to automatically establish a claim 
for eligible claimants. 
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SPCPRG 025.020: Identify Potential Claimants for Federal Additional Program 
The parameters/requirements that would be used to identify potential claimants will be part of the Federal 
law that is enacted.  Thus, this information cannot be pre-defined at this time.  Much of this information will 
need to be configurable. The System must identify potentially eligible claimants. Information will be provided 
by USDOL and the program requirements must be implemented timely per Federal Guidelines at the time 
Legislation has been approved. 

PROCESS FEDERAL EMERGENCY UNEMPLOYMENT COMPENSATION PROGRAM  
 

This describes the process of creating a new program when the United States (US)  Congress passes into law a 
new Federal Emergency Unemployment Compensation (EUC) Program and instructions are received from the 
US Department of Labor (USDOL). This process begins when the agency staff initiates the process to establish 
a new Federal Emergency Unemployment Compensation Program in the system. This process ends when the 
Federal EUC Program is established and activated in the system. 
 
BUSINESS RULES 

SPCPRG 030.010: Federal EUC Program Required Information 
The System must allow for new or amended federal EUC benefit programs. The parameters / requirements 
that would be used to establish a Federal EUC Program will be part of the law that is enacted. Thus, this 
information cannot be pre-defined at this time. Much of this information will need to be configurable. 
Required information to set up Federal EUC must also include a configurable option to automatically establish 
a claim for eligible claimants. 
 

SPCPRG 030.020: Identify Potential Claimants for Federal EUC 
The System must be able to identify claimants with potential eligibility. The parameters/requirements that 
would be used to identify these potential claimants will be part of the federal law that is enacted. This 
information cannot be pre-defined at this time. Much of this information must be configurable. 
 
 
 
PROCESS TRADE ADJUSTMENT ASSISTANCE PETITION PROGRAM  
 

This describes the process for creating a new Trade Adjustment Assistance (TAA) program. This process 
begins when the agency staff initiates the creation of a new Trade Readjustment Allowance (TRA), Alternate 
Trade Adjustment Assistance (ATAA), Reemployment Trade Adjustment Assistance (RTAA) program or new 
TAA Petition Program. This process ends when the new TAA petition program is established in the system. 
 
BUSINESS RULES 

SPCPRG 040.010: TRA Program Required Information 
The System must be configurable to allow the entry of new Trade Assistance (TAA/TRA) program. The System 
must be able to receive and process all the data elements required to establish the program. The System must 
be able to generate new program according to the federal guidelines. 
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SPCPRG 040.020: RTAA Program Required Information 
The System must be configurable to allow the entry of new RTAA program. The System must be able to 
receive and process all the data elements required to establish the program. The System must be able to 
generate new program according to the federal guidelines. 
 

SPCPRG 040.030: ATAA Program Required Information 
The System must be configurable to allow the entry of new ATAA program. The System must be able to 
receive and process all the data elements required to establish the program. The System must be able to 
generate new program according to the federal guidelines. 
 
 
PROCESS TRA PETITION  
This describes the process for entering a new TAA/TRA petition based on information from the United States 
Department of Labor (USDOL). When petition information is received, agency staff will enter the information. 
This requirement ends when new TAA/TRA petition is entered in the system. 
 
 
MAINTAIN TRA PETITION  
This describes the process for updating an existing TAA petition. When an amendment is received, the agency 
staff will update the petition information. The agency staff may update petition information without an 
amendment. This process ends when an existing TAA petition is updated in the system. Note: Petition 
amendments may involve multiple employers, multiple groups of workers, and multiple separation dates. 
 
 
PROCESS LIST OF TRADE AFFECTED WORKERS  
This describes the process for an employer or agency staff to enter updates or upload / import List of Trade 
Affected Workers. This process begins when the system notifies the Employer that a TAA Petition has been 
entered in the system, thus requiring a List of Trade Affected Workers to be entered. The system must be able 
to process claims for a claimant covered under multiple petitions. 
This process ends when individuals who are potentially eligible for TAA are notified. 
 
BUSINESS RULES 

SPCPRG 047.005: Trade Affected Workers List entered in 'X' days 
The System must allow for the Trade Affected Workers List to be entered. This function is based d upon 
petition being certified and the first anticipated layoff; If list received after "X" days, Agency staff will have the 
ability to use it regardless. 

SPCPRG 047.010: Extract Potentially Eligible Trade Affected Workers 
In the event that a list of potential workers in not available, the System must provide the functionality to 
extract potentially eligible Trade Affected Workers. The System must run automated query to determine all 
workers under that employer number (or other identifiers) were separated due to a lack of work after the 
impact date of the petition and before the  impact end date of the petition. 
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PROCESS DISASTER UNEMPLOYMENT ASSISTANCE PROGRAM  
 

This describes the process of creating the Disaster Unemployment Assistance program.  This process begins 
when the agency staff initiates the process to establish the DUA program in the system. This process ends 
when the DUA program is established in the System. 
 
BUSINESS RULES 

SPCPRG 050.010: DUA Program Required Information 
The System must have functionality to establish the DUA program. The function must allow the entry of all the 
required data elements that are necessary for this special type of benefit program. The DUA is established 
through an interface with the USDOL based on a Declaration from Dept. of Homeland Security/Federal 
Emergency Management Agency (FEMA) and signed by the President. The States, including the Tennessee 
Emergency Management Agency (TEMA), coordinate with FEMA to establish emergency declarations that are 
submitted by USDOL. This requires the creation of an updateable table of the Minimum Disaster 
Unemployment Assistance (DUA) Weekly Benefit Amount (provided by the USDOL, ETA quarterly in the form 
of an Unemployment Insurance Program Letter (UIPL). The System must be able to identify people who would 
potentially qualify for DUA based on this information and to estimate potential DUA activity. 
 
 

PROCESS AMENDED DUA DECLARATION  
 

This describes the process of updating an existing Disaster Unemployment Assistance declaration. This may 
occur when an amendment of a previous DUA declaration has been received by a State or the declaration 
requires an update by agency staff. This process begins when the agency staff selects a declaration to update. 
The System must allow an amendment declaration to be uploaded and attached to the original declaration. 
This process ends when the DUA declaration is updated and the extended DUA filing end date has been 
updated. This may involve redetermination of the Monetary. If the DUA declaration is amended in the system, 
then potential claimants are also identified. 
 
BUSINESS RULES 

SPCPRG 056.010: Identify Claimants who have Established DUA claims 
The System must be able to identify Claimants that have established DUA claims. Claimants who have a DUA 
claim must be associated with the specific declaration. The System must identify claimants who have 
established DUA claims for the declaration and be able to identify all claims processed prior to the amended 
DUA declaration. The DUA claim is directly related to the disaster number. The system must use the DUA 
number to identify all claims. 
 
 
CREATE PROGRAM  
 

This describes the process of capturing information required to establish a new Special program. Program 
eligibility rules are established by agency staff which can be imported, cloned or manually entered. This 
process is initiated from the use cases which establish specific Special programs. This process ends when the 
required information to create the program is entered by the agency staff. 
 
 

BUSINESS RULES 

SPCPRG 060.010: Program Date Information 
The System must receive and process the special program date information. Past or future  dates must be 
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accepted when entering program date information. 
 
SPCPRG 060.012: UI Sources of Wage Data 
The System must be able to process all UI sources of Wage data. Employers within and outside the state 
(CWC); Federal Government (UCFE); Military (UCX) 
 

SPCPRG 060.012: DUA Sources of Wage Data 
DUA is a direct reimbursement (dollar-for-dollar) through FEMA and requires specific documentation for self-
employment. 
 
 

SPCPRG 060.013: DUA Funding Sources 
The System must consider all DUA funding sources. Employers within and outside the state (CWC); Federal 
Government (UCFE); Military (UCX) 
 

SPCPRG 060.013: RTAA Funding Sources 
RTAA – Funding Sources: RTAA is a direct reimbursement (dollar-for-dollar) through USDOL 
 

SPCPRG 060.013: ATAA Funding Sources 
ATAA Funding Sources: ATAA is a direct reimbursement (dollar-for-dollar) through USDOL 
 

SPCPRG 060.013: TRA Funding Sources 
TRA Funding Sources: TRA is a direct reimbursement (dollar-for-dollar) through USDOL 
Law/Policy: 20 CFR 617 
 

SPCPRG 060.020: Cloning Rule 
The System must be able to “clone” data from another special program. Rule can be cloned  from another 
program, or from within the same program 
 

SPCPRG 060.021 UI Chargeability Rules 
The System must adhere to all the UI Chargeability rules and regulations. Base period  employers are 
proportionately charged, based on amount of wages reported by specific employers in the base period as 
compared to the total wages in the base period. 
 

SPCPRG 060.021: Federal EUC - State EB Chargeability Rules 
The System must adhere to all the Federal EUC/State EB Chargeability rules and regulations and must be 
configurable. 
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SPCPRG 060.021: DUA Chargeability Rules 
The System must adhere to all the DUA Chargeability rules and regulations. DUA claims are not chargeable to 
an employer but are charged to the Feds. UI claims that are disaster related may be state specific as to 
chargeability. 
 

SPCPRG 060.021 RTAA: RTAA Chargeability Rules 
The System must adhere to all the RTAA Chargeability rules and regulations. RTAA claims are  not 
chargeable to an employer but are charged to the Feds. 
 

SPCPRG 060.021: ATAA Chargeability Rules 
The System must adhere to all the ATAA Chargeability rules and regulations. ATAA claims are not chargeable 
to an employer but are charged to the Feds. 
 

SPCPRG 060.021: TRA Chargeability Rules 
The System must adhere to all the TRA Chargeability rules and regulations. TRA claims are not chargeable to an 
employer but are charged to the Feds. 
 

SPCPRG 060.030: UI Eligibility Provision Rules 
The System must adhere by UI Eligibility Provision Rules- for UCFE, UCX must follow state law 
 

SPCPRG 060.030: DUA Eligibility Provision Rules 
DUA Eligibility Provision Rules: Must be unemployed as a direct result of the disaster, or under other unusual 
circumstances (e.g.: became head of household due to death of primary breadwinner as a direct result of the 
disaster) 
 

SPCPRG 060.030: RTAA Eligibility Provision Rules 
RTAA Eligibility Provision Rules Full time employment requirement, part time requirement with training, 
totally separated from adversely affected employment; age and earning limits. Must be US citizen or 
otherwise have satisfactory immigration status 
 

SPCPRG 060.030: ATAA Eligibility Provision Rules 
ATAA Eligibility Provision Rules: The certified petition must include ATAA; Full time employment, totally 
separated from adversely affected employment, cannot have received any funds for TAA training, TRA 
Benefits or job search for the petition, reemployment obtained within 26 weeks from the most recent 
qualifying separation from the adversely affected employer, Must be US citizen or otherwise have satisfactory 
immigration status; age and earning limits 
 

SPCPRG 060.030: TRA-2002 Eligibility Provision Rules 
TRA 2002 Eligibility Provision Rules: Qualifying info includes 26 weeks from earning 30 dollars or more; has to 
be from the certified petition employer; must be lack of work separation; has to be between the impact and 
expiration date of the certified petition; must be a part of the covered group in the petition. 
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SPCPRG 060.030: TRA-2009 Eligibility Provision Rules 
TRA 2009 Eligibility Provision Rules: Qualifying info includes 26 weeks from earning 30 dollars or more; has to 
be from the certified petition employer; must be lack of work separation; has to be between the impact and 
expiration date of the certified petition; must be a part of the covered group in the petition. Follow link below 
for specific information/rules. 
 

SPCPRG 060.030: TRA-2011 Eligibility Provision Rules 
TRA 2011 Eligibility Provision Rules: Qualifying info includes 26 weeks from earning 30 dollars or more; has to 
be from the certified petition employer; must be lack of work separation; has to be between the impact and 
expiration date of the certified petition; must be a part of the covered group in the petition. Follow link below 
for specific information/rules. 
 

SPCPRG 060.040: UI Allowable Earnings Rules 
UI Allowable Earnings Rules: For UCFE, UCX must follow state law. 
 

SPCPRG 060.040: DUA Allowable Earnings Rules 
UI Allowable Earnings Rules are the same for DUA and UI. 
 
 

SPCPRG 060.040: RTAA Allowable Earnings Rules 
RTAA Allowable Earnings Rules: Allowed to make up to the wages earned in adversely affected employment to a 
limit of 55k annually. 
 

SPCPRG 060.040: ATAA Allowable Earnings Rules 
ATAA Allowable Earnings Rules: Allowed to make up to the wages earned in adversely affected employment to a 
limit of 50k annually. 
 

SPCPRG 060.040: TRA-2002 Allowable Earnings Rules TRA 2002 
Allowable Earnings Rules: Same as U.I.  
 

SPCPRG 060.040: TRA-2009 Allowable Earnings Rules 
TRA 2009 Allowable Earnings Rules: Allowable earnings while in TAA-approved training can equal the weekly 
benefit amount before deductions are made. Subsequently, then U.I. earnings allowance applies. Follow link 
below for specific information/rules. 
 

SPCPRG 060.040: TRA-2011 Allowable Earnings Rules 
TRA 2011 Allowable Earnings Rules: Allowable earnings while in TAA-approved training can equal the weekly 
benefit amount before deductions are made. Subsequently, then U.I. earnings allowance applies. Follow link 
below for specific information/rules. 
 

SPCPRG 060.050: UI Work Search Rules 
UI Work Search Rules: The System must follow state law for UCFE, UCX. 
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SPCPRG 060.050: DUA Work Search Rules 
DUA Work Search Rules: Must be able and available unless self-employed or injured as a direct result of the 
disaster. 
 

SPCPRG 060.050: RTAA Work Search Rules 
RTAA Work Search Rules: N/A to program. 
 
SPCPRG 060.050: ATAA Work Search Rules 
ATAA Work Search Rules: N/A to program. 
 
SPCPRG 060.050: TRA Work Search Rules 
TRA   Work  Search  Rules: If Claimant is on waiver or completed training, must meet 
Federal/State EB work search requirements. 
 

SPCPRG 060.060: UI Qualifying Wage Rules 
UI Qualifying Wage Rules: See USE CASE Monetary 20 Calculate Monetary for Regular UI and related Business 
Rules for covered employment and base period definitions. 
 
SPCPRG 060.060: DUA Qualifying Wage Rules 
DUA Qualifying Wage Rules: Base Period = last completed tax year for the claimant; wages from self-
employment acceptable with supporting documentation 
 

SPCPRG 060.060: RTAA Qualifying Wage Rules 
RTAA Qualifying Wage Rules: N/A to program 
 
SPCPRG 060.060: ATAA Qualifying Wage Rules 
ATAA Qualifying Wage Rules: N/A to program 
 
SPCPRG 060.060: TRA Qualifying Wage Rules 
TRA Qualifying Wage Rules: Same as UI Qualifying Wage Rules. 

SPCPRG 060.070: DUA Qualifying Employer Provision Rules 
DUA Qualifying Employer Provision Rules: When tied to employment requires verification from the employer; 
When tied to anticipated employment will require verification of impending employment other circumstances 
do not involve employment and require no verification (lost spouse, etc.) 

SPCPRG 060.070: RTAA Qualifying Employer Provision Rules 
RTAA Qualifying Employer Provision Rules: Must be separated from an employer with a certified petition 
within the impact and expiration date of the petition 

SPCPRG 060.070: ATAA Qualifying Employer Provision Rules 
ATAA Qualifying Employer Provision Rules: Must be separated from an employer with a certified petition 
within the impact and expiration date of the petition 
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SPCPRG 060.070: TRA Qualifying Employer Provision Rules 
TRA Qualifying Employer Provision Rules: Must be separated from an employer with a certified petition within the 
impact and expiration date of the petition 
 

SPCPRG 060.080: UI Disqualification Rules 
UI Disqualification Rules: The System must be configurable for these rules. 
 

SPCPRG 060.080: DUA Disqualification Rules 
DUA Disqualification Rules: Untimely filing; unemployment not tied to disaster. 
 

SPCPRG 060.080: RTAA Disqualification Rules 
RTAA Disqualification Rules: Age, Earnings, FT employment or PT with training, self- employment, cannot 
return to the trade affected employer from which separated, untimely filing of the RTAA application 
 

SPCPRG 060.080: ATAA Disqualification Rules 
ATAA Disqualification Rules: Age; earnings; less than full time employment; received benefits under TAA for 
training or job search; cannot return to the trade affected employer from which separated; untimely filing of 
the ATAA application 
 

SPCPRG 060.080: TRA Disqualification Rules 
TRA Disqualification Rules: Failure to meet deadlines; must work 26 weeks at wage of $30 or more per week; 
must maintain UI eligibility; failure to attend scheduled training or drop below full-time training; failure to 
maintain waiver reviews. 
 

SPCPRG 060.090: UI Able & Available Rules 
UI Able & Available Rules: Will be captured in Non-Monetary. 
 
SPCPRG 060.090: DUA Able & Available Rules 
DUA Able & Available Rules: Must be A&A unless self-employed or injured as a direct result of the disaster. 

SPCPRG 060.090: RTAA Able & Available Rules 
RTAA Able & Available Rules: N/A to program. 
 
SPCPRG 060.090: ATAA Able & Available Rules 
ATAA Able & Available Rules: Must be working FT; if not FT they are not eligible therefore the Able and 
Available does not apply 

SPCPRG 060.090: TRA Able & Available Rules 
TRA Able & Available Rules: Must be A & A to seek and accept employment; if in Full Time TAA training, Able and 
Available does not apply. 
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SPCPRG 060.095: UI Referral/Job Refusal 
UI Referral / Job Refusal rules must be configurable. 
 

SPCPRG 060.095: DUA Referral /Job Refusal 
DUA Referral / Job Refusal: The System must follow Federal guidelines. 
 

SPCPRG 060.095: RTAA Referral / Job Refusal 
RTAA Referral / Job Refusal: N/A to program. 
 
SPCPRG 060.095: ATAA Referral / Job Refusal 
ATAA Referral / Job Refusal: N/A to program. 
 
SPCPRG 060.095: TRA Referral / Job Refusal 
TRA Referral / Job Refusal: Can include a referral to training; if it meets the definition of "suitable work" will 
disqualify. 
 

SPCPRG 060.100: UI Re-Qualification Rules 
UI Re-Qualification Rules will be captured in Non-Monetary. 
 
SPCPRG 060.100: DUA Re-Qualification Rules 
DUA Re-Qualification Rules: No provisions to re-qualify. (Can suspend DUA claim if assisting  with "clean up" 
and resume after.) 
 

SPCPRG 060.100: RTAA Re-Qualification Rules 
RTAA Re-Qualification Rules: Whenever an individual has met the requirement of the law within their RTAA 
eligibility period 
 

SPCPRG 060.100: ATAA Re-Qualification Rules 
ATAA Re-Qualification Rules: Whenever an individual has met the requirement of the law within their ATAA 
eligibility period 
 

SPCPRG 060.100: TRA Re-Qualification Rules 
TRA Re-Qualification Rules will depend on why claimant was disqualified. 
 

SPCPRG 060.110: DUA Re-employment Participation Rules 
DUA Re-employment Participation Rules: No participation required. Access services as needed. 
 

SPCPRG 060.110: RTAA Re-employment Participation Rules 
RTAA Re-employment Participation Rules: No participation required. Access services as needed. 
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SPCPRG 060.110: ATAA Re-employment Participation Rules 
ATAA Re-employment Participation Rules: No participation required. Access services as needed. 
 

SPCPRG 060.110: TRA Re-employment Participation Rules 
TRA Re-employment Participation Rules must be the same as for UI re-employment participation rules. Not 
applicable if in TAA-approved training. 
 

SPCPRG 060.120: UI Benefit Computation Rules 
UI Benefit Computation Rules are captured in Monetary business rules. 

SPCPRG 060.120: DUA Benefit Computation Rules 
DUA Benefit Computation Rules are captured in Monetary business rules. 

SPCPRG 060.120: RTAA Benefit Computation Rules 
RTAA Benefit Computation Rules are captured in Monetary business rules. 
 
SPCPRG 060.120: ATAA Benefit Computation Rules 
ATAA Benefit Computation Rules are captured in Monetary business rules. 
 
SPCPRG 060.120: TRA Benefit Computation Rules 
TRA Benefit Computation Rules are captured in Monetary business rules. 
 
SPCPRG 060.130: UI Appeals Rules 
UI Appeals Rules: must be configurable and are governed by state law and federal guidelines. 
 

SPCPRG 060.130: DUA UI Appeals Rules 
DUA Appeals Rules must be configurable and are governed by state law and federal guidelines. 
 

SPCPRG 060.130: RTAA Appeals Rules 
RTAA Appeals Rules: must be configurable and are governed by state law and federal guidelines. 
 

SPCPRG 060.130: ATAA Appeals Rules 
ATAA Appeals Rules: must be configurable and are governed by state law and federal guidelines. 

SPCPRG 060.130: TRA Appeals Rules 
TRA Appeals Rules: must be configurable and are governed by state law and federal guidelines. 

SPCPRG 060.140: UI Reporting Rules 
UI Reporting Rules are governed by federal guidelines. 

SPCPRG 060.140: DUA Reporting Rules 
DUA reporting rules: System must create the DARIS report for the Regional office; Claims on an ETA 902 
report; etc. 
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SPCPRG 060.140: RTAA Reporting Rules 
RTAA reporting rules – must generate the TAPR report and other federally mandated reports. 
 

SPCPRG 060.140: ATAA Reporting Rules 
ATAA reporting rules – must generate the TAPR report and other federally mandated reports. 
 

SPCPRG 060.140: TRA Reporting Rules 
TRA reporting rules – must generate the TAPR report and other federally mandated reports. 
 

SPCPRG 060.145: UI Training Requirement Rules 
UI Training Requirement Rules: Approved training which provides a waiver of the A&A requirement. 
 

SPCPRG 060.145: DUA Training Requirement Rules 
DUA Training Requirement Rules: Initial applications filed by full-time students must be carefully scrutinized by 
authorized staff to ensure they qualify under the disaster. 
 

SPCPRG 060.145: RTAA Training Requirement Rules 
RTAA Training Requirement Rules: PT employment and FT training can be combined to meet RTAA 
requirements 

SPCPRG 060.145: ATAA Training Requirement Rules 
ATAA Training Requirement Rules: If individual has participated in training paid for under this petition they are 
ineligible. 

SPCPRG 060.145: TRA-2002 Training Requirement Rules 
TRA 2002 Training Requirement Rules: Must attend full-time and make satisfactory progress in training. 
Claimant must meet timely request deadline. 

SPCPRG 060.145: TRA-2009 Training Requirement Rules 
TRA 2009 Training Requirement Rules: Must attend full-time and make satisfactory progress in training. 
Claimant must meet timely request deadline. Follow link below for specific information/rules. 
 
 

SPCPRG 060.145: TRA-2011 Training Requirement Rules 
TRA 2011 Training Requirement Rules: Must attend full-time and make satisfactory progress in training. 
Claimant must meet timely request deadline. Follow link below for specific information/rules. 
 

SPCPRG 060.150: UI Program Prioritization and Hierarchy 
UI Program Prioritization and Hierarchy rules are captured in Monetary business rules. 
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SPCPRG 060.150: DUA Program Prioritization and Hierarchy 
DUA Program Prioritization and Hierarchy rules: DUA traditionally follows all other programs. 
 

SPCPRG 060.150: RTAA Program Prioritization and Hierarchy 
RTAA Program Prioritization and Hierarchy rules: The individual would not be eligible for RTAA for any week 
they received unemployment compensation 
 

SPCPRG 060.150: ATAA Program Prioritization and Hierarchy 
ATAA Program Prioritization and Hierarchy rules: The individual would not be eligible for ATAA for any week 
they received unemployment compensation 
 

SPCPRG 060.150: TRA-2002 Program Prioritization and Hierarchy 
TRA 2002 Program Prioritization and Hierarchy rules: Claimant must exhaust all other UI eligibility. 
 

SPCPRG 060.150: TRA-2009 Program Prioritization and Hierarchy 
TRA 2009 Program Prioritization and Hierarchy rules: Claimant must be allowed to elect to continue TRA 
rather than establish a new UI claim. 
 

SPCPRG 060.150: TRA-2011 Program Prioritization and Hierarchy 
TRA 2011 Program Prioritization and Hierarchy rules: Claimant must be allowed to elect to continue TRA 
rather than establish a new UI claim. 
 
 

MAINTAIN PROGRAM  
This describes the process of updating information for an existing special program. This process begins with 
the agency staff selects the program to update. This process ends when the required information is entered 
by the agency staff and the program is updated. 
 
BUSINESS RULES 

SPCPRG 070.010: Other Required Program Information 
The System must allow the ability to maintain other required program information. For  example, Quarterly 
minimum weekly benefit amount applicable for DUA; changes could be made to any program that requires 
weekly/quarterly updates. 
 
 

PROCESS EB PROGRAM INACTIVATION  
This describes the processing of Federal and/or State EB program inactivation information (trigger dates) 
received from the US Department of Labor (USDOL), as well as potential state specific EB 
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inactivation information (trigger dates) received from State Legislature. This process begins when the agency 
staff initiates the process to inactivate an EB program in the system. The System must  display a notification 
and prevent filings after the inactivation of a Program. This process ends when the EB program is inactivated 
and claimants are notified of the EB program’s expiration. 
 
BUSINESS RULES 

SPCPRG 080.010: Phase out Federal-State EB program inactivation 
The System must have the functionality to “phase-out” Federal/State EB- programs. This requirement is driven 
by federal law. USDOL will release the relevant UIPL and /or documents that detail the phase-out instructions 
and all important dates and events. 
 

SPCPRG 080.020: Phase out State EB program inactivation 
The system must be configurable to the extent possible to support a timely phased-out inactivation of the EB 
Program. 
 
ESTABLISH LABOR DISPUTE  
This describes the process of handling the report of a Labor Dispute. This process begins when information is 
received regarding a potential Labor Dispute. This process ends when all required information has been 
collected from the employer(s) and/or union(s) and the Labor Dispute report is either activated or excluded in 
the system. 
 
BUSINESS RULES 

SPCPRG 090.020: Send Notification to Employer(s) and/or Union(s) due to insufficient Labor Dispute 
information or activation of Labor Dispute 
The System must generate notification to Employer(s) and/or Union(s). All determinations will be released by 
Unemployment Insurance Policy and Procedures once the strike has ended. 

SPCPRG 090.030: Request for Additional Employer or Union Information 
The agency staff must request additional/complete information from Employer(s) and/or Union(s) regarding 
the potential Labor Dispute and track all information required by law. 

SPCPRG 090.040: Acceptable Timeframe for Receipt of Additional Information 
The System must be configurable to allow the determination for the acceptable timeframe for receipt of the 
additional Employer and/or Union information. 
 

PROCESS LABOR DISPUTE CLAIMS  
This describes the process involved in identifying claimants involved with a Labor Dispute. Claimants are 
matched to a Labor Dispute based on their employer and job grade/class. This process begins when the 
claimants are identified who have an existing claim with an employer and job class that matches an active 
Labor Dispute. The System must display an appropriate message to the user of the status of the claim based 
on the specific Labor Dispute and process multiple claim disputes. The system must track claimants that 
remain part of the Labor Dispute, for whatever reason. This process ends when the claimants identified as 
matched are associated with the Labor Dispute. 
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BUSINESS RULES 

SPCPRG 100.010: Associate Claimants with Matched Labor Dispute 
The System must be able to associate Claimants with matched Labor Dispute information. After claimant files, 
association needed to determine their involvement in the Labor Dispute for the Non-Monetary process. 
 
 
DEACTIVATE LABOR DISPUTE  
 

This describes the process involved in deactivating a Labor Dispute. This process begins when agency staff 
selects the option to deactivate a particular Labor Dispute. This process ends when the Labor Dispute is 
deactivated with the information provided by the agency staff. 
 
 
MASS SEPARATION NOTICE  
This describes the process of notifying the agency that a mass separation has occurred or will occur. This 
process begins when agency staff, employer or Third-Party Administrator selects  the option to enter or 
upload affected employee information for a new Mass Separation Notice which is stored for future validation 
against incoming claims. The System must provide the ability for non-agency users to take a configurable 
“optional” brief survey to assist with future enhancements of the System. This process ends when the Mass 
Separation Notice is either accepted or rejected and appropriate notification/confirmation sent to the 
Employer. 
 
BUSINESS RULES 

SPCPRG 120.010: Activate Additional Processes 
The system must allow staff the ability to insert additional processes relevant to separations including Labor 
Disputes. Agency Staff may alert Rapid Response Team depending on circumstances (e.g., TRA petition)- Rapid 
response 'to provide’ core and intensive services available under WIA and other Federal programs to workers 
filing a TAA petition This affords  the agency an important opportunity to stress early intervention and more 
rapid reemployment.  
 
 

PROCESS SUB PAY PLAN  
This describes the Supplemental Unemployment Plan (Sub Pay) process when information is received from 
an employer. This process begins when the User enters the Sub Pay Plan information. This process ends 
when the Sub Pay Plan is either approved or denied and the requesting employer is notified of the decision. 
 
BUSINESS RULES 

SPCPRG 140.010: Notify Employer of Sub Pay Plan Request Decision 
The System must notify Employer of Sub Pay Plan request decision. The Decision Letter must be mailed to 
Employer to inform that Sub-Pay Plan has been approved or denied. 
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CREATE HCTC POTENTIALLY ELIGIBLE CLAIMANTS FILE  
This describes the process for creating the Health Coverage Tax Credit (HCTC) export file  for claimants who 
are potentially eligible for HCTC. This process begins with a scheduled function that must process daily. The 
system identifies claimants who are potentially eligible for HCTC and creates an export file. This process ends 
when the HCTC export file is created and the file is transmitted via the Interstate Connection Network (ICON) 
to the Internal Revenue Service (IRS) HCTC Office or the entity responsible for making the HCTC Bridge 
Premium Payment. 

BUSINESS RULES 

SPCPRG 150.010: Identify TAA Eligible Recipients 
The System must have daily function to identify all eligible TAA/TRA recipients that have the eligibility to 
receive the HCTC credit. This process Includes recipients who have received UI or TRA benefit payments for 
any eligible week within last month. The process must also consider any payments received via federally 
extended benefit programs and recipients of Wage Subsidy programs (RTAA/ATAA). This function must strictly 
follow the federal guidelines to process this TAA program benefit. 

SPCPRG 150.020: Create ICON HCTC Export File 
The System must have functionality to determine if the claimant becomes ineligible for the month. This record 
must also be included in the export file and the HCTC record must be updated as such. The System must omit 
recipients previously transmitted during the month, since this file is sent daily, unless they become ineligible 
and a transaction is then sent to mark the claimant ineligible. The System must store history of all HCTC export 
files and access/view a history by claimant of their eligibility/ineligibility for each month. 

SPCPRG 150.030: Transmit HCTC Export File 
The System must create the ICON – HCTC export file. The HCTC export file must be sent to Accenture through 
ICON. The time period for transmission must be configurable. 

SPCPRG 150.030: Transfer HCTC export file to the entity responsible for making the HCTC Bridge premium 
payment 
 
 
PROCESS REEMPLOYMENT SERVICES ACTIVITIES  
This describes the process for integrating with the Job Services System to verify claimant participation in 
services provided to the claimant that assist in obtaining reemployment. The system must be tightly 
integrated with the Employment/Job Services and Labor Exchange system. This process begins when the 
system identifies claimants eligible for Reemployment Services and sends that information to the 
Employment/Job Services and Labor Exchange systems, as appropriate. The System must automatically 
schedule Reemployment Service activities and provide notification of the event to the claimant. Claimant 
participation information in the Employment/Job Services and Labor Exchange systems may create a non-
monetary issue, for example, when a claimant does not attend a required agency sponsored activity. This 
process ends when Reemployment Services information for claimants has been successfully exchanged 
between these Systems and any issues discovered through verification and validation activities create work 
items that are routed to the appropriate staff for follow-up review and resolution. 



  Special Programs Processing  - Page 18 of 19  

Page 165 of 171 

 

 

 

BUSINESS RULES 

SPCPRG 160.005: Identify Claimants Eligible for Reemployment Services 
The System must identify all claimants eligible for reemployment services. Each totally separated claimant 
who receives a first payment is profiled and evaluated using a computer statistical model which captures and 
evaluates data elements such as the claimant’s last employment; the length of that employment; the 
claimant’s occupational classification(s), educational level, and county of residence. The model also 
incorporates local unemployment rates and employment trends for the claimant’s occupation and industry 
and others as determined by federal and state policy. This is a requirement for States, as a condition for 
receiving Title III grants, to implement and utilize a system of profiling all new claimants for regular UC (UIPL 
13-94). This requirement applies to both RESA & REA and must be validated to ensure compliance prior to 
issuing any benefit payment or services to the claimant. 
 

SPCPRG 160.006: Send Reemployment Service Activity Information 
The system must send reemployment service activity information to the Employment/Job Services or Labor 
Exchange system. For profiled-identified claimants, the system must send claimant identifying information; for 
example Claimant’s SSN, Name, effective date of the claim, mailing address and telephone number, assigned 
ES office, mailing date of notice to report. 
 

SPCPRG 160.010: Capture Reemployment Service Activities 
The System must capture Reemployment Service Activities information required to process claims for any 
individual. After each scheduled reemployment service activity, the system must send updated 
participation/attendance status and activity. 

SPCPRG 160.020: Capture Claimant Participation in Required Agency Sponsored Activity 
The System must determine claimant participation and ensure claimant has attended required agency 
sponsored activity(s). The system must use that information transmitted to track participation in required 
reemployment service activities. This automated participant tracking function will provide the ability to 
monitor continued participation in required reemployment activities to ensure compliance with federal 
guidelines and to facilitate the seamless exchange of information without the need for additional processing 
and downstream procedures.  Tracking begins when the claimant is initially identified as profiled for 
reemployment services. 

SPCPRG 160.030: Capture Positive Referral/Activity in ES 
The System must capture positive referral information from Employer Services when a profiled- identified 
claimant has participated in a required reemployment activity, accepted and started employment, successfully 
completed the RESA program. Data information includes: Claimant’s SSN, first and last name, date of positive 
referral, and type of positive referral, RESA Participation Status: Active or Non-Active, and other data as 
determined by the agency. The Employment Services System must be examined for positive claimant referral 
information without the need for additional processing. Workflow processing will be used to enable agency 
staff to resolve any issues discovered during this process that the System is unable to fully automate due to 
lack of information that requires additional research or review. 
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SPCPRG 160.040: Capture Negative Referral/Activity Received from ES 
The System must capture negative referral information from Employment Services if a profiled- identified 
claimant refuses a job with an employer, refuse a job referral, fails to report for an interview, refuses to 
participate in training, refuses to participate in reemployment services or fails to participate in a 
reemployment services activity. The Employment Services System must be examined for any negative 
claimant referral information without the need for additional processing. Workflow processing will be used by 
the System to enable agency staff to resolve any issues discovered during this process that the System is 
unable to fully automate due to lack of information requiring additional research or review. 
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UCFE/UCX PROCESSING 

BRIEF DESCRIPTION: 

This process describes handling of UCFE and UCX initial, additional, and reopened claims for individuals who 
have been separated from a Federal civilian employer or branch of the U. S. military. Once the Federal civilian 
wages are received from the Federal agency, either electronically or in paper form, the wages are added to 
the appropriate claim with the employer number which is a specific Federal Identification code (FIC). UCX 
eligibility is determined based on the DD form 214, which is generated by the branch of the military and given 
to the ex-service member. If all criteria are met, the military wages are added with the specific employer 
number that identifies the particular branch of the military. 

 
PROCESS ELECTRONIC ETA 931/931A RESPONSE  
 

This describes the process that must occur when the system receives an ETA 931 or 931A response from a 
federal agency. The system must identify an exact duplicate of a previous response and create a work item for 
resolution by agency staff to determine if UCFE wages were previously added. Other information collected 
includes separation due to lack of work, FEMA employee for disaster relief, State of residency at time of filing, 
last duty station, etc. This process ends when the system is updated as necessary: applies pending wages, 
generates Type 2 response, and/or creates workflow. 
 
BUSINESS RULES 

UCFE/UCX 010.005: Paper ETA 931 
The System must receive and process the ETA 931/931A form. The System must also ensure it is an approved 
document and includes all the required data for processing. 
 
 

UCFE/UCX 010.010: Wages on 931 Do Not Correlate 
The System must determine that there is a direct correlation based on an exact match of employer (FIC), ETA 
931 wages to UCFE wages, and quarters. 
 
 
 
PROCESS UCFE-UCX RESPONSE  
 

This describes the process that occurs when the system receives an Unemployment Compensation for 
Federal Employees (UCFE) or Unemployment Compensation for Ex-Service Members (UCX) type response 
from the Federal Claims Control Center (FCCC) via Interstate Connection (ICON). This process ends when the 
system receives a confirmation from the FCCC via ICON. 
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BUSINESS RULES 

UCFE/UCX 030.010: ETA Response Types 
The System must determine the ETA response type and process properly. (Refer to appropriate documentation). 
The System must also be able to capture staff located information, if needed.  
 

UCFE/UCX 030.020: Errors and messages requiring staff review 
The System must have functionality to process errors and messages requiring staff review (Refer to 
appropriate documentation for list of errors and messages). The System must be able to determine which 
record/error will require staff intervention and create work items. For example, a Type 2 response received 
based on a Type 1 request for subsequent benefit year. See FCCC guidelines. 
 
 

UCFE/UCX 030.030: Need for other state's wages 
The System must determine need for other State wages. A UI benefit year is established which causes the 
assignment of lag period UCX or UCFE wages and when a benefit year is established by another State which 
causes a wage assignment in your State, i.e., State "A" transferred base period UCX wages to State "B'" and 
State "B" established a benefit year (Type 3) 
 

UCFE/UCX 030.040: Timely Responses 
The System must determine the responses are received and processed timely and create a work item if the 
response is not timely. 
 
 
PROCESS UCX TYPE 1 RESPONSE  
 

This describes the process when the system has received unemployment compensation for Ex-Service 
Members (UCX) Type 1 response from the Federal Claims Control Center (FCCC) via Interstate Connection 
(ICON). Based on the content of the response, the system will calculate/adjust wages, as appropriate, and may 
recalculate the monetary determination based on change in wage base since the original determination. This 
process ends when the appropriate Inquiry is sent to FCCC via ICON. 

BUSINESS RULES 

UCFE/UCX 035.010: DD214 Additional Data 
DD214 data is required for the UCX claim. The System must allow for additional data. Staff will research data via 
Web X FCCC site; staff will contact claimant to obtain data. 
 

UCFE/UCX 035.020: Character of Service 
The System must determine Character of Service: Acceptable: Honorable, General, Uncharacterized | 
Unacceptable: Bad Conduct, Dishonorable, Under Other than Honorable  
 

UCFE/UCX 035.030: Narrative Reason for Separation 
The System must process the narrative reason for separation and determine UCX eligibility based on 
separating documents. 
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UCFE/UCX 035.039: Calculate Wages 
The   System   must   calculate the  wages. Calculate quarterly pay as based on daily rate 
(appropriate pay scale and indicated pay grade). 
Source: ETA handbook for UCX claims Chapter 4, most recent UIPL 06-11 issued 1/20/11 provides the pay 
scale 
 

UCFE/UCX 035.040: Adjust Wages 
The System must have function to determine the base period, lag, and or current quarter UCX wages in order 
to calculate adjusted wages. System calculates: days lost, subtracting from the appropriate quarters; accrued 
leave, adding it to the quarter of the date of discharge and other conditions according to federal guidelines. 
The System must then adjust the base period, lag, and/or current quarter UCX wages appropriately. 
 
 

REQUEST UNEMPLOYMENT INSURANCE FOR UCFE  
 

This begins when a request for UCFE wages is received via an IB-4 Request. Information needed to identify the 
federal agency the claimant worked for and to request assignment of the federal civilian wages to the 
appropriate state is collected from the user. This process ends when a UCFE claim or joint claim has been filed 
and request for UCFE wages and separation information is completed either electronically or a paper request 
created for mailing to the appropriate agency. 
 
BUSINESS RULES 

UCFE/UCX 040.010: Automatic completion of the 931 
The System must provide the ability for automatic completion of the ETA-931.  Staff involvement will be 
needed only if the System cannot interpret the text in the work address and payroll address "open-ended" 
fields in the IB-4. 
 
UCFE/UCX 040.020: Data necessary for the ETA-931 
The System must determine the data necessary for the ETA-931. Data elements: FIC code, destination, date of 
claim, effective date of claim, and other information from Form 935 and other data as determined by agency. 
 
 
SEND UCFE/UCX TYPE REQUEST  
 

This describes the process that occurs when the system or staff selects the Unemployment Compensation for 
Federal Employees (UCFE) and/or Unemployment Compensation for Ex-Service Members (UCX) Type request 
to send to the Federal Claims Control Center (FCCC) via Interstate Connection (ICON). This process ends when 
the system has determined the reason for the request, verified a lack of sufficient information to process the 
request, and sends appropriate request via ICON. 
 
BUSINESS RULES 

UCFE/UCX 070.010: List of Types 
The System must process all transaction types: Type 1; Type 2; Type 3; Type 4; Type 5; Type 6 
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UCFE/UCX 070.020: Definition and Reasons: Type 1 
The System must process the definitions and reasons for the transaction types 1. 
 

UCFE/UCX 070.030: Definition and Reasons: Type 2 
The System must process the definitions and reasons for the transaction types 2. 
 
 

UCFE/UCX 070.040: Definition and Reasons: Type 3 
The System must process the definitions and reasons for the transaction types 3. 
 

UCFE/UCX 070.050: Definition and Reasons: Type 4 
The System must process the definitions and reasons for the transaction types 4. 
 

UCFE/UCX 070.060: Definition and Reasons: Type 5 
The System must process the definitions and reasons for the transaction types 5. 
 

UCFE/UCX 070.070: Definition and Reasons: Type 6 
The System must process the definitions and reasons for the transaction types 6. 
 
 

934 REQUEST  
 

This describes the process that occurs when agency staff must generate an ETA 934 Request to a federal 
agency based on either a claimant request or an ETA 931 response. The system must identify federal wages 
that can be used on a claim and based on the type of response, either transmit the ETA 934 request 
electronically via ICON or prepare a paper ETA 934 for mailing. 
 
BUSINESS RULES 

UCFE/UCX 090.005: User entry of fields from ETA 934 
The System must allow user entry of the appropriate Data Fields. 
 

UCFE/UCX 090.010: Electronic or Paper 
The System must determine delivery indicators to process the appropriate method of delivery. Based on the 
characteristics for the particular agency as indicated in the list of agencies supplied by ICON; Delivery Indicator 
1-Send Electronic Wage and Separation Request, Delivery Indicator 2-Send Electronic Wage information 
request and Mail Separation information request; Delivery Indicator 3-Mail Wage and Separation information 
request;. USDOL updates the List of Federal Agencies. 
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PROCESS ETA 934 REQUEST  
 

This describes the process that occurs when the system receives an ETA 934 Response from the 
federal agency. The system must determine the ETA 934 Response was electronically received or 
manually entered and create the appropriate work item needed to complete the process. This 
process ends when the system has been updated as necessary or creates workflow. 
 
BUSINESS RULES 

UCFE/UCX 100.005: Determination of automatic processing 
The System must evaluate the ETA 934 response and identify when an automatic determination 
can be made. If wages have been received that match the wages entered, no staff action is needed. 
Otherwise, responses are reviewed by UCFE staff to determine if wages will be updated. Generally, 
the response received contains text that indicates whether to add wages according to proof 
provided or not to add wages. 
 
 



RFP 33701-61621 UI Benefits System Oral Presentation Agenda 

The top five Respondents shall participate in a one-day demonstration presentation. 
Respondents shall have key resources that are proposed in attendance that can demonstrate 
the activities listed in the demonstration agenda.    

Respondents shall adhere to the following guidelines in preparing for and when presenting their 
demonstrations: 

• The State requires that presenters to be key members of team that the vendor intends to
assign to this engagement.

• Presenters must be subject matter experts in the materials being presented and have in-
depth understanding and experience in the selected software’s functionality and its
implementation in the public sector.

• Presenters must specifically speak to the selected software functionality that they have
implemented as a solution in a public entity of similar size and complexity to this
engagement.

• Software demonstrations must be in the same software product and version selected for
this engagement and in the hosting environment proposed for this engagement.

• Demonstrations must be an actual live product demonstration of the proposed solution
and not a prerecorded demonstration, based on wireframes or PowerPoint presentations
of functionality planned for future software releases.

• For Product Demos 11AM to 1PM, the Respondent is expected to demonstrate out-of-
the-box functionality with a clear indicator of where the system is configurable, in the first
hour going through a standard workflow from a claimant / end user perspective and in
the second hour going through the same workflows but from an internal / administrative
perspective.

o 11AM: Claimant Journey (i.e., application, identity/account management,
eligibility, payment, etc.) – Claimant journey should include but is not limited to:
 Flow of claimant through 26 weeks Tennessee Unemployment

Compensation (TUC), and all different extension programs (including
reports that show which program was collected when)

 Initial Claim v. Add Claim
 Payment

o 12PM: Internal / Agency Workflow – Respondents should take the same claim
through the internal portal. Workflow should include but is not limited to:
 Workflow of claim assignments to staff – dashboard
 Workflow related to appeals (filing, docketing, scheduling, conducting,

and drafting decisions)
 Workflow related to overpayment (establish overpayment to collection

and recovery, including penalty and interest options)
• For Product Demo 2PM to 4PM, the Respondent is expected to demonstrate capabilities

around the following key use cases:
o Configurable / flexible changes to rules (e.g., pending legislation; demonstrate

configurations a letter changing one sentence in a paragraph)
o Demonstrate the data structure of the system/products
o Reporting (demo ad hoc report and federal reporting – run a 227 report/ show

sample system usage and system up-time reports)

RFP Attachment 6.7.



o Document management 
o Employer filed claims / mass layoff functionality  

 

Time Event 
8:00 AM TN Opening Remarks (10 minutes) 
8:10 AM Vendor Intro (Team Quals / Experience) (40 minutes) 
8:50 AM Approach / Timeline / Project Management (60 minutes) 
9:50 AM BREAK (10 minutes) 
10:00 AM Product Demo: External Demo (60 minutes)  
11:00 AM Product Demo: Internal Demo (60 minutes) 
12:00 PM LUNCH (60 minutes) 
1:00 PM Product Demo: User Stories / Use Cases (120 minutes) 
4:00 PM Technical Discussion (security, integration, data conversion, hosting, 

role-based access) (60 minutes) 
 


