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Student Personal Folder Checklist
Student Name ___________________________________________________________
To be eligible to apply for the Certificate of Achievement (COA), ProStart® students must have completed ALL required criteria, including passing Level 1 and Level 2 exams, and must submit the completed forms listed below to ORAEF. The COA deadlines are set by NRAEF, therefore ORAEF suggests that all submissions to ORAEF are received no later than mid May. This will allow some time for the ProStart teacher to get information from the student(s), before graduation, if missing from the COA packet once received from ORAEF. 
Assigned Due Date		Completed		Form Required
________________		__________		Student Employment Agreement
________________		__________		Student Work Experience Checklist
________________		__________		Paid Employment Hours (Minimum 200 								paid hours) Copies of pay stubs or letter
							From employer on company letterhead 
							acceptable.

________________		__________		School Restaurant/Catering Log
(Maximum 200 hours & must be approved by ProStart educator) Unnecessary if student has earned 400 paid employment hours.

________________		__________		Student Workplace Validation Form
							Complete top portion ONLY (Final 
							approval by ORAEF Executive Director)


Send all of the above information to:
ORAEF-Ohio ProStart
1525 Bethel Road, Suite 201
Columbus, OH 43220

Please visit oraef.org or call us at (877) 442-9374 for further assistance. 
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