
 

 

 

 

 

 

A Partnership Led by: 

New Costumer 
Checklist 

NAME
DATE

A C T I V I T I E S

1 Meet with costumer to gather initial information.

2 Meet with costumer's family to gather information.

3 Meet with costumer's support team (teachers, advocates, other).

4 Discuss benefits counseling.

5 Work with costumer/team to create a household or individual budget.

6 Complete vocational profile.

7 Develop Individual Employment Plan (IPE).

8 Identify employment interests within the community.

9 Pursue desired job leads / contact employers.

10 Schedule situational assessments / working interviews.

11 Discuss observations and outcomes.

12 Complete applications for desired positions.

13 Follow up with employers and schedule interview.

14 Prepare for interview / complete interview.

15 Send follow-up thank you (email).

16 Follow-up with employers after 7-14 days.

17 (Write in any additional steps here):

18

19

20
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