
Welcome to..

CLIENT FILE ORGANIZATION 
Tips and examples for great organization

1

Troy Burgess – BFET Program Consultant

Bessie Williams – BFET Program Manager

David Skaar – BFET Operations Supervisor

Thank you also to Jennifer Dellinger with SBCTC!
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What you will learn in our little 
presentation 

• How a client file is put together and how to organize it.
• Why file organization helps. 
• Best practices on custom forms and maintaining your 

interaction with clients and showcasing their progress.
• Tips for monitoring and examples.
• This will accompany the rules of standardization and 

documentation and show you how to organize that into a 
client file.
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Let’s ask you a fun question:

Which picture shows a more functional 
office setting?
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A

B
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If you answered B, 
you’re correct.

B shows a clean and organized office, 
with labels where files and office 
supplies can be easily accessed. While A 
can be seen as chaotic where it may be 
hard to complete daily work due to the 
amount of time that will be spent 
looking for simple everyday things.  
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ONE THING BEFORE WE START!

• These are best practices, not 
requirements!

• The only documents required are in 
standardization and documentation

• Be creative in case management 
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So why does an organized client file 
matter?

• Quick and easy access to documents
• Better BFET service delivery 
• Client progression easily documented
• Positive monitoring
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So, what does an organized client file look 
like? 

Let’s take a look at a sample case.
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Meet our BFET client, Sammy Davis

30 year old Sammy was recently approved for basic food assistance, and 
inquired about BFET during his application and was ultimately referred to 
ABC Industries for BFET Services. He has been unemployed for the last 2 
years and has a great interest in becoming a welder. He last worked in 
retail and greatly wants to expand his skills. He meets with ABC Industries 
to begin his training. He is first enrolled in a job training (VE) for a short 
term welding course that is offered by the agency. He completes this 
course within 4 weeks, receives a certificate, and is then referred to job 
search (JS). Over the course of his job search activity, he receives a bus 
pass, and submits his job logs. He then finds a job with Welding R Us and 
successfully graduates from ABC Industries BFET Program. 
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A quick review of standardization: 
What’s required to be in a client folder as we track performance?

COMMUNITY BASED ORGANIZATIONS (CBOS)
• Consent form
• Current or updated individual 

employment plan
• Employment verification (either on file, or 

referenced in EJAS)
• Job Search logs (or referenced in ejas at 

times)
• Participant Reimbursement forms & 

receipts.

STATE BOARD BFET PROVIDERS (SBCTC)
• BFET Application
• IEP
• Consent Form or ROI
• Participant Reimbursement including 

documentation of expenditure
• Documentation of enrollment for 

each quarter
• Documentation of DSHS-approved 

eligibility
• Long-Term Academic Plan

*Helpful checklist on what and where 
documents are required to be is found on our 
BFET website . 
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Fastener Folder

Classification Folder
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File creation example:

• LEFT SIDE:
Information on your 
client

• RIGHT SIDE: 
Information on their    
participation.
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Labels and checklists are your 
friend!

In this particular folder style, we will have two 
labels in the forms of checklists that separately 
identify the client documents from the 
participation documents. 

With the labels being in the form of checklists, 
you’re able to quickly identify which documents 
you have and the ones you don’t. 
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Keep in mind….

• These are just examples.
• Organization should be molded to fit your 

agencies services 
• There is no one organizational standard of 

how a folder should look
• Your folder is your assistant.
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This side will have all of 
Sammy’s general 
information and we will 
review his documents one 
by one. 

LEFT SIDE: All 
about Sammy.
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BFET Client Coversheet

• Provides quick 
overview of client

• Outlines their 
involvement in your 
program

• Helps you organize by 
component.

• Gives an idea of 
support services
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Identification
• ID’s
• Drivers licenses
• Passports
• Other identifying 

documents.

This is not required, but can help 
you or contributing staff identify 
clients when you issue support 
services and they may have 
forgotten their ID that specific 
day. 

MONITORING TIP: NO EBT / 
FOOD STAMP CARDS!
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RESUME

• Very helpful to have or 
create if they don’t have 
one

• Lets you see their 
employment history

• Great while they’re enrolled 
in job search activities. 

• Great to have a copy for 
referrals to partner 
employers your agency may 
be involved with. 
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Short term / long term goals

Goals are already likely found in multiple 
documents throughout your folder (IEP, 
Assessments and checklists, etc.) But should be 
present in some way, shape or form. Goals are 
important and is the lifeline of your client being 
successful in participating in BFET. Setting goals 
helps you see the progression and growth of 
your client. It’s important to differentiate 
between short and long term goals. 



21

Employment 
Verification

When a client is hired, it’s very 
important  to verify this 
employment for retention 
services (BR Component) as 
outlined in the handbook. This 
DSHS form is one of many 
optional examples. 
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Remember:

• This side is dedicated to information and background of the client.

• Can be used for great references in helping decide future activities

• Monitoring Tip: NO medical information should be in the files. Since BFET’s 
contracts have no metrics for HIPAA protections, BFET files cannot contain 
any confidential medical information. When working with a client who may 
have medical related barriers, please refer and note them in ejas as 
‘confidential barriers.’
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On to the right 
side: Sammy’s 
Participation.  

This side will have all of 
Sammy’s general 
participation with your 
agencies BFET program. 
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INDIVIDUAL EMPLOYMENT PLANS

• Must be completed and signed within 10 days 
of enrollment.

• Includes career goals, qualifications, skills, job 
relatable assets and barriers to employment

• Must be updated annually or when an activity 
changes. 

• An agency can have their own IEP, however it 
must be approved by BFET Policy and include 
portions of our existing IEP. For more 
information on how to have yours approved, 
please email SWBFETPOLICY@DSHS.WA.GOV. 
This information is also covered in the 
handbook. 

mailto:SWBFETPOLICY@DSHS.WA.GOV
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CONSENT FORMS

• Must be signed BEFORE an agency can provide 
service and check eligibility in EJAS and must be 
in your client’s file.

• Must have the agency designated (This includes 
subcontractors, partners, and all those who are 
involved in your clients activities)

• The duration of how long this form is valid but 
be specified and updated if expired. 

• Agencies can have custom consent forms,
but must have them approved from BFET
policy first and must include the signature
block and text as shown on the right here 
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PARTICIPATION CLIFF NOTE 
SHEET: 

This sheet can used for light referencing 
to client contact and help organize 
agency service practices. Not 
necessarily in depth notes that are in 
EJAS. This can be helpful when a client is 
in the beginning stages of enrollment 
and multiple appointments are 
scheduled to complete the IEP, 
assessments, and/or beginning classes

• MONITORING TIP: Does not 
replace EJAS notes as required 
under performance metrics in 
your contract. This also may not 
be needed depending on your 
agencies service process. 
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Attendance Sheets

These sheets are helpful to track 
attendance and can be in many different 
forms to help you track a client’s 
attendance and accountability in this 
particular activity. Attendance sheets 
can be used for JT/VE/BE.

Colleges: Attendance can be tracked 
through monthly check-ins in different 
formats to verify attendance, 
progression, and participation. 
Documentation such as class schedules 
are kept and reviewed for changes 
throughout the term. 

MONITORING TIP:
If you have sign in sheets for multiple clients, redact and make a 
copy. Only the client’s name / info should be in the file. 



28

JOB SEARCH LOGS: 

It’s very important to have 
complete job search logs 
in your file as this is the 
‘proof’ of this particular 
activity.  It’. Clients may 
not submit logs every 
time, so a tracker like this 
helps document attempts 
and obtaining these logs 
or if they turn in 
alternative contacts. 

MONITORING TIP:
Job search logs also 
validate support services. 
If no logs are present in 
the file or in EJAS, a CAP 
may issued.
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SUPPORT SERVICES & RECEIPTS
You’ll need to include the participant reimbursement (07-103 form) that outlines

1. What type of support service they received
2. How much the service was
3. Justification of type of service
4. Signature by the client. 
5. For support services such as clothing or work tools, a receipt that shows 

proof of purchase. Receipts will need to be attached into the client’s file 
for review by fiscal during monitoring. 

MONITORING TIP: For high support services, such as paying for flagging course or 
buying work tools with high dollar amounts, please include a progress note under ejas 
that documents what is being asked, how this will assist the client, will they receive a 
job offer at the aid of these services, and how they have been progressing.  
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To wrap up!

• Your file is your toolkit for client service. Be good to it!
• Progression is everything, make sure coordinate between your file and 

EJAS. You cannot have one without the other!
• Your agency can have multiple custom documents outside of consent 

from and IEP with approval. 
CBO’s – Email swbfetpolicy@dshs.wa.gov

Colleges – email to jdellinger@sbctc.edu
• There is no one way for how a file needs to specifically look, as every 

agency is unique. Outside of the required documents, make sure your file 
reflects the services your agency provides and how our clients have 
made the most of those services. 

mailto:swbfetpolicy@dshs.wa.gov
mailto:jdellinger@sbctc.edu
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Questions?
Comments?

Organization Suggestions?
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THANK YOU! 


For more information you can contact us at…

Troy.Burgess@dshs.wa.gov Bessie.Williams@dshs.wa.gov david.skaar@dshs.wa.gov
SWBFETPOLICY@DSHS.WA.GOV

State Board Jdellinger@sbctc.edu

Visit our website at www.dshs.wa.gov/BFET

mailto:Troy.Burgess@dshs.wa.gov
mailto:Bessie.Williams@dshs.wa.gov
mailto:david.skaar@dshs.wa.gov
mailto:SWBFETPOLICY@DSHS.WA.GOV
mailto:Jdellinger@sbctc.edu
http://www.dshs.wa.gov/BFET

