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I hope everyone has enjoyed their summer!  

This edition of our newsletter will deal exclusively with the topic of the submission of signatory 
employer lists by group programs at time of program recertification.  As we continue to complete the 
recertification process for group programs, I felt it would be useful to provide additional clarification 
on how to handle signatory employers that are approved or not approved by the Department for 
participation in apprenticeship programs, and answer some of the most common questions we have 
received.  If you are the sponsor of a group apprenticeship program, please use the information below as a 
guide for recertification.  As always, if there are questions that remain, please let us know and we will get 
you an answer as quickly as possible.  Our contact information is listed below.

Jane Thompson

A signatory is any individual company 
or member of an association who 
has the ability to participate in a 
Registered Apprenticeship program, 
and is connected to a Registered 
Apprenticeship program through 
a Collective Bargaining Agreement 
or a unilateral agreement.  These 
agreements give the signatory the 
ability to hire and train apprentices 
in accordance with the NYS 
Apprenticeship Regulations.

Your ATR will review your signatory list 
when it is first submitted.  You must 
include all signatory employers currently 
associated with the program, regardless 
of whether an apprentice is working 
there.  All of the signatory employers that 
serve on your governing body (e.g. Joint 
Apprenticeship Training Committee or 
Board of Directors) must also be included 
on your signatory list.  DO NOT INCLUDE 
OLD SIGNATORIES NOT CURRENTLY 
ASSOCIATED WITH YOUR PROGRAM.

For each signatory you need to submit 
its name, address, Federal Employer 
Identification Number (FEIN) OR New York 
State Unemployment Insurance Employer 
Registration Number (ER number). If the 
Department does not receive a signatory 
employer’s FEIN or ER number, due 
diligence cannot be conducted, and the 
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signatory will be placed on a Not-Approved 
Signatory List for your program.  We 
encourage you to use the Group Program 
Signatory List Template (AT 702), found at:  
http://labor.ny.gov/apprenticeship/
apprenticeship-forms-and-publications. 
shtm

If you receive a Not-Approved Signatory 
List from the Department:
•	 This	is	time	sensitive:		signatory	

employers’ issues must be resolved
within 60 days. 

•	 Contact	all	signatory	employers	
indicated on the list to advise them 
they have outstanding due diligence
issues which must be resolved in 
order for them to remain active with 
your program.

•	 Instruct	them	to	call	the	appropriate	
Department person or Unit at the 
phone number(s) indicated on the Not- 
Approved Signatory List and staff will 
assist them in resolving the issue(s). 

•	 Give	them	a	deadline	to	get	back	to	
you (e.g. 30 days) to ensure all issues 
are resolved within the 60 day time 
frame.  Once they resolve their 
issue(s), they should inform you within
the timeframe you gave them.

•	 After	60	days,	the	Department	will	
conduct a second due diligence review
to confirm the issues have been 
resolved.  After this review has been 
completed, you will be advised of each 
signatory’s subsequent approval/ 
removal status.

•	 Please	note,	each	signatory	is	considered
active and can participate in your 
program until this second due diligence 
review is conducted. 

•	 If	the	issues	are	still	outstanding	
by the second due diligence review 
(60	days),	the	Department	will	remove	
the signatories from your active signatory 
list.  Please remove the signatories from 
participation in the apprenticeship 
program and ensure apprentices are 
not working for signatory employers 
that are not approved. 

•	 If	at	a	later	date	the	matters	are	
resolved, you may request to add the
signatories back to your active list.  A 
review will be completed again and 
you will be advised of the status.

If the Not-Approved Signatory List 
Contains Signatories with Invalid or 
Missing FEIN or ER Numbers:
•	 This	is	time	sensitive:		new	or	corrected

FEIN or ER numbers must be 
resubmitted as soon as possible, 
within a maximum time of 60 days.

•	 To	ensure	accuracy,	be	aware	that	FEINs	
contain 9 digits and ER numbers 
contain 7 digits. 

•	 Review	the	FEINs	and	ER	numbers	you
originally submitted to your ATR 
with the appropriate representative of 
the signatory employer.

•	 If	the	numbers	match	with	what	you	
originally submitted, confirm whether 
they have reorganized, renamed or had
any new ownership of the company 
which may have resulted in a  different 
FEIN or ER number.

http://labor.ny.gov/apprenticeship/apprenticeship-forms-and-publications.shtm


	 •	 You	must	submit	the	corrected	FEINs	or	ER	numbers	to	your 
  ATR as soon as possible, within a maximum time of 60 days.    
      We encourage you to use the Group Program Signatory List 
  Template (AT 702), found at: 
   http://labor.ny.gov/apprenticeship/apprenticeship-forms-

and-publications.shtm
	 •	 The	Department	will	conduct	a	second	due	diligence	review.		 
  After this review has been completed, you will be advised of their  
  subsequent approval/removal status.

	 •	 	If	new	or	corrected	FEIN	or	ER	numbers	are	not	resubmitted,	or	
issues are found with the corrected FEIN or ER numbers during 
the	second	due	diligence	review	(60	days),	the	Department	will	
remove the signatories from your active signatory list.  Please 
remove the signatories from participation in the apprenticeship 
program and ensure apprentices are not working for signatory 
employers that are not approved.

	 •	 If	at	a	later	date	the	matters	are	resolved,	you	may	request	to	add	 
  the signatories back to your active list.  A review will be completed  
  again and you will be advised of the status.

Contact Information: For additional information, please contact your ATR or e-mail the Apprenticeship Training 
Central Office at:  ATCO@labor.ny.gov.  ATR contact information can be found on the Apprenticeship website 

at:  https://labor.ny.gov/apprenticeship/contactus.shtm

FAQs:
As the sponsor, can I call to see if I can resolve the signatory employer’s issue(s) with the Department?
No, due to the confidential nature of these matters, sponsors cannot resolve the issues on behalf of their signatories; signatories 
must contact the Department themselves. 

Do I need to move apprentices who are working for a signatory employer indicated on a Not-Approved Signatory List?
You do not need to move apprentices when you receive the initial Not-Approved Signatory List.  However, the signatory employer 
must contact the Department, and resolve the issue.  If the issue has not been resolved, and/or corrected numbers for signatories 
with invalid or missing FEIN or ER numbers are not resubmitted, or issues are found with the corrected FEIN or ER numbers during 
the second due diligence review (60 days), the signatory employer will no longer be permitted to participate in your program or 
any other NYS Registered Apprenticeship program.  At that time, you will need to move apprentices to work only for approved 
signatory employers.

At the time I submitted my signatory list, I included every signatory which was ever associated with our program.  The 
Not-Approved Signatory List we received from the Department includes employers who have closed their businesses 
and some that signed on for one job 5-10 years ago. What do I do about them?
When you submit your initial signatory list, include only the signatories currently associated with your program, regardless of 
whether an apprentice is working there.  After the initial list is submitted, you must submit new or removed signatories within 
90 days of a change.  If you inadvertently submitted signatory employers with the initial list that are not currently associated 
with your program, submit as a change to remove them from your signatory list.  You may use the Group Program Signatory List 
Template (AT 702), found at:  http://labor.ny.gov/apprenticeship/apprenticeship-forms-and-publications.shtm  

What if signatory issues are not resolved or I do not resubmit the signatories with invalid or missing FEIN or ER numbers within 
the 60 days?
The signatory employer will not be permitted to participate in your program or any other NYS Registered Apprenticeship program.  
At that time, you will need to move apprentices to work only for approved signatory employers.

What do I do if all signatory employer issues are resolved but I need to add an employer I did not originally have on my 
list, or remove an employer no longer associated with my program?
All updates to a previously submitted signatory list, must be sent to your ATR within 90 days of a change.  You may use the Group 
Program Signatory List Template (AT 702), found at:  http://labor.ny.gov/apprenticeship/apprenticeship-forms-and-publications.shtm  
Updates, adding new signatory employers, will be handled in the same manner as outlined in this newsletter.


