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“FUTUREWORKS JOB SEEKER FLOWCHART”
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ATTACHMENT 9-B
“PARTICIPANT ACTIVITY SEQUENCE” —FLOWCHART
IDENTIFYING SERVICE OPTIONS FOR INDIVIDUAL
CUSTOMERS IN TARRANT COUNTY, TEXAS
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TARRANT COUMTY

EMPLOYMENT

Participant Activity Sequence NETWORK

Customer Service Options

Initial Contact with
Workforce Agencies
JTPA, TEC, DHS, etc.)

f Seif-Service QOptions

Orientation

Individualized
Service Options
ptions o,

Application/
Eligibility Determination/
Assessment

v v

*Career Resource *Job Search Workshops *Career Counseling
berar?/ . *Job Forum/ Job Club *Training Scholarships
*Job Listings from (guest speakers, consumer . . .
Metroplex Employers info.) -Financial Aid Counseling
*Resume Software +File Unemployment Claims *Support Services such as
“Labor Market -Basic Skills/ GED Transportation Assistance
Information Preparation Individualized Job

*Mock Interviews -Computer Mini-Classes Placement Assistance
sinternet Access *Personal Development *Professional Resume
*Fax Machine / Phone Services & Seminars Development

Lines *Register for the state -Case Management
employment service !
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ATTACHMENT 9-C
“WORKFORCE DEVELOPMENT CENTER CUSTOMERS
OPTIONS” —CHART IDENTIFYING SERVICES
AVAILABLE TO INDIVIDUAL CUSTOMERS OF THE
WAUKESHA WORKFORCE DEVELOPMENT CENTER IN
PEWAUKEE, WISCONSIN
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ATTACHMENT 9-D
“CUSTOMER SERVICES”—DESCRIPTIONS OF
INDIVIDUAL SERVICES PROVIDED THROUGH THE
BALTIMORE ONE-STOP NETWORK IN BALTIMORE,
MARYLAND
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CUSTOMER

SERVICES

Eastside Career Center
3001 E. Madison Street
Baltimore, Maryland 21205
(410) 396-9030

Baltimore Works

2701 W, Patapsco Avenue
Suite 110

Baltimore, Maryland 21230
(410) 247-8040

Baltimore Urban League
Career Center

1114 Mondawmin
Concourse }
Baltimore, Maryland 21215
(410) 523-1060

_==ENE Siop
kor
Jour EMPLOYMENT INEEDS™

JOB CLUDB

LEARN PROVEN STRATEGIES
FOR EFFECTIVE JOB SEARCH

UTILIZE STATE OF
THE ART TECHANOLOGY

< iéTWORK WITH OTHER JOB SEEKERS >
' PESIGNED TO:'

e Provide peer support as well as network
for the Job Seeker to share information
with one another on prospective job
openings.

e Provide the job bank system and from
professional Account Executives.

e Utilize on-site resources to type cover
letters, phones, or update resumes.

FOR ADDITIONAL INFORMATION ON THE JOB
CLUB, PLEASE CONTACT THE BALTIMORE
CAREER CENTER CLOSEST TO YOU.

Y
\
L
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CUSTOMER

SERVICES

Eastside Career Center
3001 E. Madison Street
Baitimore, Maryland 21205
(410) 396-9030

Baltimore Works

2701 W, Patapsco Avenue
Suite 110

Baltimore, Maryland 21230
(410) 247-8040

Baltimore Urban League
Career Center

1114 Mondawmin
Concourse

Baltimore, Maryland 21215
(410) 523-1060

“=Ont Stor
For
70ur EMPLOYMENT NEEDS™

EXCEL (€CED)

ACCOMPLISH DREAMS
BY ACQUIRING A GED

< LEARN COMPUTER LITERACY >

( LEARN AT YOUR PACE )
EARNING WILL BE
' SO ENJOYABLE
l PESIGNED TO: '

* Prepare you,for the formal GED Examination
through self-paced classroom and computer
assisted instructions.

e Provide you with customized instructions
and texts on the five subject areas to
successfully pass the GED Examination.

e Build self-confidence, computer skills and
essential test taking skills.

e Provide assistance and directions to help you
decide your future whether it is furthering your
education or job preparation attainment.

FOR ADDITIONAL INFORMATION ABOUT HE
EXCEL (GED), PLEASE CONTACT THE BALTIMORE
CAREER CENTER CLOSEST TO YOU.
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CUSTOMER

SERVICES

CareerNet

JOBS:
BALTIMORE, MARYLAND, NATIONWIDE

Eastside Career Center

3001 E. Madison Street )

Baltimore, Maryland 21205

(410) 396-9030 < CAREER EXPLORATION >

Baltimore Works

2701 W, Patapsco Avenue C LABOR MARKET INFORMATIO§ )

Suite 110

Baltimore, Maryland 21230

(410) 247-8040 EDUCATIONAL
OPPORTUNITIES

Baltimore Urban League l . '

Career Center DESIGNED TO:

1114 Mondawmin
Concourse )

Baltimore, Maryland 21215
(410) 523-1060

¢ Register you with the Job Bank.

e Assist you in deciding what jobs you

One Siop are best suited.

For

70ur EMPLOYMENT NEEDS™ L .
¢ Provide information on the number

of jobs available, salary range,
experience needed.

e List career schools, colleges and
universities.

“One Stop For Your Employment Needs”

~

4
b
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i
)
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3
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CUSTOMER

SERVICES

CALREER MANACGEMENT ACCOUNTS

Eastside Career Center
3001 E. Madison Street
Baltimore, Maryland 21205
(410) 396-9030

Baltimore Works

2701 W, Patapsco Avenue
Suite 110

Baltimore, Maryland 21230
(410) 247-8040

Baltimore Urban League
Career Center

1114 Mondawmin
Concourse

Baitimore, Maryland 21215
(410) 523-1060

==OnE Sior
For
7our Emproyment Neeps™

< DESIGN YOUR OWN CAREER PATH >
ATTEND COLLEGE OR
CAREER SCHOOL!

< EKILLS ENHANCEMNENTE >
SELECT THE TRAINING
| DESICNED ro:'

OF YOUR CHOICE
e Write your own plan to a career or job.

e Allow you to obtain certification or
enhance your skills.

e Assist you to determine what school,
training program, or job you may be best
suited for.

PRE-REQUISITE: Eligibility will be
determined
FOR ADDITIONAL INFORMATION ON THE CAREER

MANAGEMENT ACCOUNTS, PLEASE CONTACT THE
BALTIMORE CAREER CENTER CLOSEST TO YOU.




ATTACHMENT 9-E
“WELCOME TO THE MINNESOTA WORKFORCE
CENTER”—DESCRIPTION OF SERVICES AVAILABLE
FREE-OF-CHARGE TO CUSTOMERS OF THE ANOKA
COUNTY WORKFORCE DEVELOPMENT CENTER IN
MINNESOTA
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Job Search Modular Workshops

Module 1

Module 2

Module 3-A

Module 3-B

Module 3-C

Module 4-A

Module 4-B

Module 5

Module 6

Module 7

Module 8

Module 9

Creative Job Search Basic Workshop (Tuesday 8:30 - 1:00): A basic overview of the transition and
grief process, attitude, and budget worksheet. Module 1 is strongly recommended as a prerequisite to the
other modules. You will identify skills, tips on how managers hire, networking concepts, how to do a
labor market survey, and informational interviewing.

Skills . . . Applying Your Skills to the Job Search (Tuesday 1:30 - 3:00): Applying the “Prove It”
principle as well as applying skills and accomplishments to the interview process starting with “Why
Don’t You Tell Me About Yourself”.

Written Credentials - The Process (Wednesday 9:00 - 12:00): Different styles of cover and follow up
letters will be discussed with forms used to produce a rough draft. How employers select resumes, styles
and formats will be discussed. Resumes will be developed for typing or scheduled for extended
assistance. Must attend Module 3-A before attending Module 3-B.

Written Credentials - The Practice (Wednesday 12:45 - 2:45): After attending 3-A, you will write
your rough draft of your resume with assistance of staff members.

Applications/References (Wednesday 3:00 - 4:00): Match your experience, skills, and accomplishments
to the application form. You may need a list of references...what will the prospective employer ask
them? What can your past employer say about you?

Interviewing - The Process (Thursday 9:00 - 12:00): Start with a short practice interview.

Interviewing from handshake to close, questions to ask, a short practice interview, key interview

questions, and legal-rights. Must attend Module 4-A before attending Module 4-B.
WORKFORCE

Interviewing - The Practice S_esﬂ::)r;(ﬂrﬁrsd\ay 12:45 - 2:00): After attending Module 8, ten slots for

five minute videotaped interviews will be available. A short critique will follow. Later, an in-depth,

private videotaped interview can be arranged. Must attend Module 4-A before attending Module 4-B.

The Hidden Job Market (Friday 9:00 - 12:00): How people get jobs, networking, responding to ads,
and contact with public and private agencies.

Telephones: Using the Telephone to Tap into the Hidden Job Market (Friday 12:45 - 2:15): Learn
how to use the telephone to double your job search results. Write a script, make a list of companies to
call, and actually make calls during class.

The Next Step - What Other Resources are Available? (Tuesday 1:30 - 4:00 Suite 235): A tour of the
facilities, computers, reference books, and Job Club.

Resume and Cover Critique (Thursday 2:15 - 3:45) {NOT OFFERED WEEKLY}: Instructor helps
critique and put final touches on resumes and cover letters.

Special Activities (Thursday 2:15 - 3:00) {SCHEDULED MONTHLY}: Speakers will be invited from
local companies to provide “their side” of the hiring process. This activity will allow participants to
explore various hiring techniques used by individuals within their human resource departments.

TO REGISTER CALL (612) 783-4862
MINNESOTA WORKFORCE CENTER - ANOKA COUNTY (612) 783-4800
1201 - 89th Avenue NE, Suite 230, Room A, Blaine, MN 55434

tr H CLERICAL\RESUME\DESERVE §T



Ty,

Welcome to the Minnesota Workforce Center - Anoka County

The Workforce Center is made up of:
+» The Minnesota Department of Economic Security’s:
Job Service/Reemployment Insurance and Rehabilitation Services
+» The Anoka County Job Training Center

THE FOLLOWING SERVICES ARE AVAILABLE
TO EVERYONE AT NO FEE...
PLEASE CHECK THE SERVICES YOU MAY BE INTERESTED IN.

— INTAKE:
< Register for services <> Orientation to the Workforce Center
< Register for Job Service < Reemployment questions answered
JOB LEADS:
< Computerized job listings < Computer scanned resumes for job matching

< Job postings for area employers

JOB SEARCH RESQURCES:
< Job clubs and support groups < Typewriter

< Newspapers and magazines < Reference manuals
___ TELEPHONE CENTER:
<> Job hotlines < Message phone center

< Telephones for you to use during business hours

PERSONAL COMPUTER LAB:
< Create great resumes and cover letters
< Practice your keyboarding skills
< Research career and labor market information

CAREER RESQURCE LIBRARY:
< Books and videos on jobs and occupations available
<> Catalogs and brochures on training programs
< Financial aid assistance

JOB SEEKING WORKSHOPS:
< Figure out what your skills are and how to sell them to employers
< Develop winning resumes and cover letters
< Learn interviewing techniques

L TI w PS:
< In a group setting, review your work-related aptitudes, interests, values, and skills to help
you look in new career directions.

REFERRALS:
< You may be eligible for specialized services.
< Target populations are listed on the reverse side of this handout.

OMPC.SERVICES SAV



ATTACHMENT 9-F
“WELCOME TO GULF COAST CAREERS”—
INFORMATIONAL MATERIALS DESCRIBING THE
SERVICES AVAILABLE TO CUSTOMERS OF THE
ONE-STOP CENTER IN LAKE JACKSON, TEXAS
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ATTACHMENT 9-G
“THE ART AND SCIENCE OF FINDING A JOB”—THE
STATE OF INDIANA’S SELF-ACCESS JOB-SEARCH
TRAINING MANUAL
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“CAREERNET USER GUIDE”—THE SELF-ACCESS
TRAINING MANUAL TO THE CAREERNET
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ATTACHMENT 9-J
“IOWA PCLMI SYSTEM”—DESCRIPTION OF
CONTENTS OF IOWA'’S PC-BASED AUTOMATED
LABOR MARKET INFORMATION SYSTEM
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ATTACHMENT 9-K
“CREATIVE JOB SEARCH SHINES AMONG
THOUSANDS OF JOB-RELATED WEB SITES” —REVIEW
ARTICLE DESCRIBING MINNESOTA’S ON-LINE JOB-
SEARCH TRAINING RESOURCES
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Creative Job Search shines among
thousands of job-related web sites

INTERNET KUDOS - from cover

Yes, says Kevin McDowell. McDowell is a customer
service consultant who does layout and design for the site.

McDowell notes that CJS was named one of the best career
counseling Internet sites by Richard Nelson Bolles for the
Washington Post newspaper's on-line site. Bolles is the author
of the best-selling job-hunting book in the world. Whar Color is
Your Parachute, with 5.600,000 copies in print. Bolles is
regarded as the most widely read and influential leader in the
career planning field and one of America’s top career experts.

11,000 INTERNET SITES & GROWING

There are approximately 11,000 sites on the Internet that
deal with jobs, careers or job-hunting, and the number grows
weekly. So getting acknowledgements by such an authority
makes McDowell proud. “With any acknowledgement. you
have to consider the source of recognition. One visit to the
Washington Post’s on-line publication shows that they are
relatively selective about who they recognize and the “Parachute
Pick’ designation is even more selective.”

The review about CIS says. "This site. maintained by the
Minnesota Department of Economic Security, has put together
the equivalent of a job-search manual. on their Creative Job
Search page. Mark this: These authors really understand what
skills are - refreshing, on the Intemnet.”

The CJS Internet site. which can be found through the
MDES Home Page (mn.jobsearch.org). provides an online job-
search guide and Internet job-search strategies. The interactive
"Ask the Expert” service that provides job-search advice is also
on-line. McDowell says the "Ask the Expert” segment gets
about a half dozen questions a week from around the wortd, but
mostly from Minnesota job seekers.

McDowell tries to be current on Internet practices, and does
monitor many employment-related sites. “The CIJS site was
influenced by a variety of sources. I also read and study the
concepts of good HTML authoring, site design and Internet
business strategies.” he says.

EDITOR’S NOTE: The "Whart Color Is Your Parachute - The
Net Guide” site can be accessed via the Internet ar
www.washingronpost.com/wp-adv/classifieds/careerpost/

Rick Schara, CommTeam

State prepares for inevitable: spring floods

Editor's Note: In last month's Connecting, we featured “snow
stories,” how people were coping with record levels of snowfall
in one Minnesota community. As this issue of Connecting was
8oing to press. preparations were being made to deal with the
inevitable spring flooding. Already flooding had started in some
Minnesota areas. In the future, we'll have more flooding stories
and how our department is reacting.

tate government agencies have been meeting on a weekly

basis to discuss planning for a flood emergency. There

have been tlood press conferences for several Fridays in
March. It appears the flood information hearings may occur as
otten as two to three times a week if needed.

Essentially. MDES's role in any flooding wiil be with
Disaster Unemployment Assistance (DUA). This federally
funded program is for persons who become unemploved as a
result of flooding. Persons become cligible if their county is
declared a federal disaster county.

[n addition. MDES would deal with employment issues for

[

migrant farm workers. Flooding can impact the amount of work
available in Minnesota's farmlands for migrant farm workers.
Also, in 1993 MDES was involved in requests for additional
energy assistance funds for flood damaged furnaces and water
heaters.

The 1993 flooding took place in the summer, destroyved
crops and for many farmers it was too late to re-plant. Due to the
carly flooding that is expected this vear. farmers
probably have until the end of June to plant, according to Mark
Seeley. U of M Ag School professor.

Jim Wandell. MDES Reemployment Programs. said the
DUA regulations have changed significantly since they were last
administered by this department.  Wandell attended a two-day
conference to discuss the new regulations and to enable
neighboring states to administer DUA in an identical manner.
Wandell said Minnesota representatives discussed with
representatives from North and South Dakota the approuach they
will take if DUA is declared in bordering counties.

Heidi Stennes. CommTeam
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ATTACHMENT 9-L
“CAREERPOINT SEPTEMBER WORKSHOPS”—
MONTHLY CALENDAR
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CareerPoint » 850 High Street » Holyoke, MA 01040 - phone (413) 532-4900 « fax (413) 532-0293

SEPTEMBER

CareerPoint Workshops
Sun Mon Tue Wed Thu Fri Sat
1 2 3 Job Club 4 5 6 7
9:30-12:00 Skills Winning Resumé I (esp.)
Identification Résumeés 9:30-12:30
e
LABOR Ef;z;u on 14 | 1:00-4:30 1:00-4:30
DAY .
Aplicaciones
Perfectas 1-4
Introduction to Computer Software 12:30-3:00 Tuesday - Friday
8 9 10 11 12 13 skills 14
Interviewing Job Club Entrevistas Résumé Writing | Identification Career
Your Next Boss | 9:30-12:00 9:30-12:30 Lab 1:00-4:30 9:30-12:30 Exploration
9:30-12:30 9:30-12:30
Is Your Net Identificacion de
Resumé II (esp.)| Working? Habilidades Introduction to
1:00-4:00 1:00-4:00 9:30-12:30 MS Word
Introduction to Computer Software 12:30-3:00 Tuesday - Friday 10:00-12:30
15 16 17 jobCwb | 18 19 20 21Winning
‘ Perfect Applica-| 9:30-12:00 Making Ends Résumés
tions 9:30-12:30 Aplicaciones gsm:d 9:30-12:30
. . Perfectas ) - Mouse Skills
Windows *95/ | g.39.12:30 10:30-11:30 9:15-10:45
Internet
en espafiol What Jobs Are Internet Job
1:00-3:30 Out There? 1-4 Search
Introduction to Computer Software 12:30-3:00 Tuesday - Friday 11:00-1:00
22 23 24 25 26 27 28
Skills Identifica-| Job Club Résumé Writing| Cadena de Con- | Interviewing En Biisqueda de
tion 9:30-12:30 | 9:30-12:00 Lab 9:30-12:30 | tactos 1:00-4:00 | Your Next Boss | Empleo en un
9:30-12:30 Mercado Ameri-
Self- Entrevistas cano 9:30-12:30
Employment 9:30-12:30 .
10:30-12:30 ! troduction to
Computer Software Level II, 12:30-3:00 Tuesday - Friday MS Excel
‘ . ) 10:00-12:30
29 30
Windows 95/
Internet
en espaiiol . . . .
1:00-3:30 CareerPoint has orientations daily at
10:30 and 2:30.

Sign up for orientations by phone or in person, and workshops through your career counselor.

9-E-1
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ATTACHMENT 9-M
FLYER AND “ADMISSION TICKET” FOR THE YOUTH
JOB SEARCH WORKSHOP ENTITLED, “JOB
EXPRESS,” OFFERED IN THE LAWRENCEBURG
NETWORK OF CAREER CENTERS, SOUTHEASTERN
INDIANA
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ATTACHMENT 9-N
DESCRIPTION OF THE DES MOINES WORKFORCE
DEVELOPMENT CENTER’S “WORKFORCE FOR
TEENS” PROJECT
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ATTACHMENT 9-O
“STATE SERVICES FOR THE BLIND IN A ONE-STOP
SHOP”—DESCRIPTION OF ONE-STOP SERVICES
AVAILABLE TO VISUALLY IMPAIRED CUSTOMERS IN
ANOKA COUNTY, MINNESOTA
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STATE SERVICES FOR THE BLIND IN A ONE-STOP SHOP
(As developed by State Services for the Blind)

Minnesota Department of Economic Security's One-Stop Shop design incorporates a high level
of effectiveness in providing services to persons with physical and mental disabilities, and in
providing literature and other materials to them in accessible formats.

Two of the Department's divisions, the Division of Rehabilitation Services and the division of
State Services for the Blind, work in conjunction with its Community Based Services division
and its Job Service/Reemployment Insurance division to assure that disabled persons and blind
persons are fully integrated into all the Department's programs.

This occurs through a process of "reciprocal leveraging” of knowledge and services. Each
division brings the benefit of its specific expertise to the task of meeting the needs of persons

with disabilities.

The two rehabilitation divisions are expert in preparing persons with blindness and other
disabilities for employment. Job Service is expert in knowing the needs of employers and
understanding the job market. Community Based Services funds Community Action Programs
engaged in job training and work force development, and has expertise in these areas.

State Services for the Blind has a Communication Center which converts print materials into
accessible formats, these include Braille, cassette tape, broadcast, and dial-in formats. The
Minnesota Radio Talking Book broadcasts newspapers, periodicals, and books read by volunteer
readers over a radio channel to blind persons living throughout Minnesota.

Dial-in-News, a program providing newspapers stored on a computer's disk drive, makes the
news accessible over the telephone at a time convenient to the user. The Communication Center
also distributes and repairs special radios and players to permit users to access the system, at no
charge.

State Services for the Blind can work with the other partners in a One-Stop Shop
configuration by:

1. Providing vocational rehabilitation services to blind persons referred by the other one-stop
partners to make them ready for vocational training and employment;

3]

Providing independent living skills training to blind persons referred by other partners to
make it possible for them to avail themselves of partner community-based services and live
independently in the community;

Providing information about the capabilities of blind persons and consulting services to
assist staff in the programs of the other partners to work effectively with them;

I

4. Referring blind persons to programs run through the other partners;
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10.

Working directly with staff of the other partners, contractors and employers, to help them
with ADA accessibility issues relating to blindness and visual impairment;

Transcribing print materials (manuals, textbooks, etc.) into accessible formats for blind
persons in training or employment programs run through the other partners;

Providing information on services available through the one-stop partners to blind persons
throughout the state, by means of the Radio Talking Book;

Helping the partners meet their ADA requirements by referring blind persons for jobs within
the partners' organizations, and working to assure successful work outcomes;

Providing assistive technology consulting and services to blind persons in partner programs,
and to the partners in order to assure that all blind persons have access to the information
systems of the one-stop; and

Providing a higher level of outreach to the blind population in the state than would be the
case in office-based programs.

NOTE: State Services for the Blind staff are not collocated in all MDES offices in Minnesota,

because of the relatively small number of staff and the fact that most blind persons do
not come to the office to apply for services.

This is because of mobility problems caused by inability to drive a car, and the need
for cane travel skills by newly blinded people. Many of SSB's clients are elderly as
well.

However, by making door-to-door contacts, SSB staff can reach far more blind persons
than would or could come to an office. Because of this, the one-stop's other programs
which do not contact people in their homes can reach more blind persons than would
otherwise be the case.

Also, SSB staff, because of their mobility, can work with program staff of the other
partners by coming to their offices. Statewide coverage is therefore assured.
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