
 

 

   

 

Accounting Opening and Closing Checklist For Files – On The 
Job Training 

 
 

Employee Name:  

  
Contract Number:  

  
 
 

Checklist for Opening OJT File Date Initial 

1) Signed Contract in File   

2) Contract Request & Approval Form Completed   

3) Completed W-9 in File (SharePoint)   

4) Certificate of Insurance in File (SharePoint)   

5) Signed Voucher Received   

6) Voucher Approved In ETO   

For Fiscal Staff Use Only 

7) Voucher Encumbered in Abila MIP (Done by EMI Accounting)   

8) Voucher scanned and saved in the OJT Vouchers Folder   

9) Email out notifying the vendor   

 
Checklist for Closing OJT Files Date Initial 

For Fiscal Staff Use Only 

1) All Invoices are in File   

2) Encumbrance Balance is Zero   

3) Reconciled Abila MIP to OJT Spreadsheet   

4) All Check Stubs in File   

5) Verification of Employment and Final Invoice   

 
 

I affirm that this OJT contract is closed out.   

EMI Employee Signature  Date 

 
 

Employ Milwaukee is an Equal Opportunity Employer and Service Provider. If you need this information in an alternate 
format, or in a different language at no cost to you, please contact us at (414) 270-1700. Deaf, hard of hearing, or speech 

impaired callers can contact us through Wisconsin Relay Service at 711. 

 
Form Date: 03.26.26 


