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PY ’20 LOCAL PLAN  

 
 
Chapter 4 

CHAPTER 4: OPERATING SYSTEMS AND POLICIES – LOCAL COMPONENT 
This chapter provides an overview of all the operating systems and policies within the Local Workforce 
Innovation Areas (LWIAs). LWIAs must incorporate key documents into the plan that describe the one- 
stop delivery system and the services that are provided by the workforce partners. 

 
A. Coordination of Planning Requirements: The plan will incorporate the Memorandum of 

Understanding and Service Integration Action Plan and include the following statements in this 
chapter: 
• The Local Workforce Innovation Area #4 Memorandum of Understanding provides a 

description of the one-stop delivery system, and other information that is essential to the 
establishment and operation of effective local workforce development systems as required by the 
WIOA Rule (20 CFR Part 678.705). The Memorandum of Understanding and any subsequent 
modifications is incorporated by reference into this plan 

• The Local Workforce Innovation Area #4 Service Integration Action Plan provides a 
description of how local workforce partners will align and coordinate services as required by the 
State of Illinois Service Integration Policy (WIOA Policy Chapter 1, Section 13). The Service 
Integration Action Plan and any subsequent modifications is incorporated by reference into this 
plan. 

 
B. Provide information regarding the use of technology in the one-stop delivery system, including a 

description of: 
• How the workforce centers are implementing and transitioning to an integrated, technology- 

enabled intake and case management information system for programs carried out under WIOA 
(§ 679.560(b)(20)). 
 

The comprehensive center located in Ottawa houses IDES and Title I on a full-time basis, and Tri- 
County Opportunities Council (CSBG) on a part-time basis.  In addition, Title IV is available by 
appointment, and Adult Education staff do TABE testing twice a month unless needed in between 
visits.  Their presence at the Center provides these partners with the opportunity to easily share 
information such as job opportunities, employer fairs, common applications, and partner orientations 
that are done in conjunction with the Re-Employment Services Eligibility Assessment Workshop, all 
contributing to the first step towards service integration.  With the completion of the Services 
Integration Self-Assessment activity, the team will look at Uniform policies and procedures for 
referral and follow up, putting together a Program Service Team (PST) of front line staff across 
partners to strategically align programs and services without duplication.  We will be looking into an 
electronic referral form to streamline and ensure follow up is being met consistently.  As outlined in 
the LWIA #4’s Self-Assessment Implementation Plan, the PST and the leadership team will develop 
an evaluation tool to show effectiveness of referral and follow up processes and procedures which 
will be shared with the NCI Works Oversight Committee and the full workforce board as well.    

Partners who have no presence at the Center provide their services and programs through direct 
linkage, as described in the MOU.   

Also, as stated in Section 3 of the MOU, the partners in LWIA #4 agree that the greatest challenge to 
successfully achieving the goals identified in this MOU, and maintaining a high quality workforce 
system, is the lack of a shared common data base system for capturing information on both job-
seeking/individual customers and businesses.  Therefore, they fully support BEST, Inc.'s response to 
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the Services Integration Notice of Funding Opportunity (NOFO) on behalf of NCI Works to design an 
on-line resource that would address this issue, and could also be used as a best practice for other local 
areas experiencing the same challenge to achieving their goals.   

 
• How the Local Board will facilitate access to services provided through the one-stop delivery 

system, including in remote areas, through the use of technology and other means 
(§ 679.560(b)(5)(ii)). 
 

LWA #4 covers over 5,300 square miles. It is rural in nature, and although all eight (8) counties have 
some type of public transportation system, service to the workforce partner offices is somewhat 
limited.  NCI Works members live and work in these rural communities and fully understand that 
decisions regarding access to services and programs must be made with these challenges in mind.  For 
example, Board members along with our Chief Elected Officials (CEOs) strongly encourage the use 
of formal and informal arrangements with the public transportation systems as an affordable means to 
get to the Center and program offices.  Furthermore, the LWIB voted to recognize all partner program 
offices located in LWIA #4 as access sites which will provide access to numerous points of entry into 
the workforce system throughout the region.  And finally as a point of information, most partner 
offices have SKYPE availability for walk-ins.   

  
NCI Works takes special care to make sure their policies and initiatives do not limit access to 
programs and services, especially for residents in the smaller towns and villages. For example one of 
NCI Works’ initiatives, its featured industry panel presentations, not only uses technology to expand 
access to information and data, but also supports 3 of the strategies laid out in the Unified State Plan: 
supporting employer-driven regional sector initiatives; providing career pathways information 
creating economic advancement opportunities for all populations; and, promoting improved data-
driven decision-making regarding careers in all industries in the Northwest Central area.  Through this 
initiative, NCI Works board members along with other members of the community representing a 
featured industry sector present information about career opportunities, trends in the industry, 
challenges facing their specific companies, and the education and training required for in-demand 
occupations.  This information is then disbursed through our Industry Briefs to all schools, libraries, 
chambers of commerce, partner agencies, community colleges and elected officials via traditional 
mail service, but is also accessible on the NCI Works website and through the podcasts we do after 
each industry sector presentation to allow for even greater access.  This use of technology allows us to 
reach our residents regardless of where they live. 
 
Additionally, one of the priorities included in the Self-Assessment Implementation Plan is to increase 
the Board’s knowledge of the local workforce system, and to more actively engage in dialog with our 
partner PST and BST members.  This will provide a great opportunity for board members to fully 
understand how their actions and policies affect the delivery of programs and services to our job 
seeking customers and to our business customers.  It should be noted that NCI Works aggressively 
worked with its State legislators to successfully have the Illinois Open Meetings Act amended to 
allow local workforce boards to meet electronically at different locations and have all members in 
attendance at each site count towards the quorum.  Not only has this made it more convenient for 
board members to actively engage in NCI Works and committee meetings, but it also allows members 
of the general public, which could include WIOA business and individual customers, better access to 
Board initiatives and policy decisions that could have an impact on how they access programs and 
services through the one-stop delivery system. 

 
C. Describe how the Local Board will support the strategies identified in the Unified State Plan and 

work with entities carrying out core programs, including a description of (§ 679.560(b)(1)(ii)): 
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• Expanding access to employment, training, education and supportive services for eligible 
individuals, particularly eligible individuals with barriers to employment (§ 679.560(b)(2)(i)); 
 
Four of LWIA #4’s priorities identified in its MOU and Self-Assessment Implementation 
Plan as referenced in Chapter 4, Section A (Communication Occurs across One-Stop 
Partners, Processes are streamlined and aligned, Staff Collaborate on Customer Assessment, 
and, Customer Information is Shared), bring partner staff together through its PST to 
effectively, efficiently and consistently provide employment, training, education and 
supportive services to all eligible individuals, particularly those with barriers to employment.  
Knowledge of the resources each partner brings to the system is shared at meetings, and 
included in electronic and printed manuals for staff reference and/or training as needed. 
 
Also, as a more innovative approach to expanding access to services, the Partner Leadership 
Team proposed revamping the workshops that are provided to dislocated workers at Rapid 
Response events to include representatives from all workforce partners.  Currently, only 
BEST, Inc. and IDES representatives attend these workshops and share information on 
resources available through their programs.  However, Team members suggested that there 
are many other valuable resources, programs, and services that other partners offer that 
should be included as part of a full menu of services to help dislocated workers begin an 
appropriate career paths and/or get back into the workforce more quickly. Because of the 
diversity found in today’s more modern workforces, this would also better guarantee that 
those who are being impacted by the lay-off or closing and who have specific barrier to 
employment would get the programs and services they need in a more expeditious manner. 
PST, BST and Leadership Team members will begin working on this as soon as possible. 
 

• Scaling up the use of Integrated Education and Training models to help adults get their GED and 
work on other basic skills and English language acquisition while earning credentials and 
industry-recognized credentials that lead to in-demand occupations; 

 
NCI Works, the local workforce board, and the Business Employment Skills Team, Inc., the Title 
1B partner, are essential partners and supporters of the Integrated Education and Training (IET) 
Model or Integrated Career and Academic Preparation System (ICAPS) Healthcare Model at 
Illinois Valley Community College (IVCC) and Sauk Valley Community College (SVCC). The 
goal is to help Adult Education students obtain a High School Equivalency while seeking an 
industry recognized credential for occupations that are in high demand. IVCC’s and SVCC’s Adult 
Education programs have created several career pathways for stackable credentials in healthcare.  

A career navigator will focus on individual’s needs through assessments. Students can proceed in a 
number of directions from transitional jobs to work experience or on-the-job training as well as 
help with job search for unsubsidized employment. Through cooperative agreements and employer 
engagement, students will benefit from internships, work experience, workforce preparation 
activities, and soft skills training. In addition, the Local Workforce Board has approved waiving the 
HSE requirement for ICAPS students who are seeking funding through Title I to reduce the 
financial burden for credential attainment. 

 
• Using the insights and lessons learned from successful dual credit programs to scale up similar 

efforts in other sectors and regions; 
 

Both community colleges within the region have very strong relationships with their secondary 
vocational schools – the LaSalle / Peru Area Career Center (ACC), and the Whiteside Area Career 
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Center (WACC).  IVCC currently has dual credit offered at their vocational center in the fields of 
Welding, Early Childhood Education, Certified Nursing Assistant, Information Technology, 
Computer Aided Drafting, Manufacturing and Certified Production Technician.  IVCC is looking 
to expand offerings to potentially include Automotive Technology, Agriculture, and Hospitality.  
SVCC offers dual credit for Machining, Welding, Computer Aided Drafting, Early Childhood 
Education, Certified Nursing Assistant, Computer Information Systems, and Digital Media Arts. 
Both community colleges are working to strengthen the relationship with their vocational centers 
even further.   

SVCC just recently completed its second WACC Explore Sauk day (fall semester).  Every WACC 
student (600 +) comes out to campus and learns about an academic program that aligns with their 
career goals.  Then, to follow up, in the spring those students interested in attending SVCC come 
out with their parents for an info session that includes presentations by departments such as Student 
Support Services, Financial Assistance, and Admissions.  This is part of an overall strategy to 
expose WACC students to SVCC’s programs, getting them comfortable in a college setting, and 
introducing the myriad support services SVCC offers.  

IVCC recently held its Manufacturing Expo that brought over 250 area high school students to the 
college, after tours of local manufacturers, for a program that included discussions on career tracks 
and pathways, education and training requirements, and a conversation on “what’s next” related to 
college and career after high school. This was followed up with a shadowing experience which 
brought another 150 students back to campus from the ACC allowing them to spend more time 
shadowing students and faculty in preferred programs. In the spring IVCC hosts a Career Expo 
event that brings approximately 1200 8th and 9th graders to campus to explore a variety of careers. 

Both institutions are looking to take these ideas from our respective Area Career Centers and 
expand into programs for adult students in conjunction with our workforce partners. 

 
• Determining the most effective marketing methods and messages for informing college and 

university students about Prior Learning Assessments; 
 

Both IVCC and SVCC will continue to expand current and future students’ awareness related to the 
opportunities for credit for prior learning.  Print marketing materials, the college website, and 
social media will all be used in this regard.  As noted below, both colleges will look to expand 
connections to adults who are currently out of work or underemployed, in order to inform them of 
the possibility of their work experiences translating into college credit.  Both colleges intend to 
expand their PLA opportunities through streamlining processes and procedures.  

 
• Investigating how targeted marketing can identify segments of the labor force, such as mature 

workers and the underemployed, who may not require extensive education or training to qualify 
for jobs in high demand occupations; 

 
Both colleges will work with Tri-County Opportunities Council and local IDES offices to develop 
a “Rapid Response” like experience for those individuals who have been laid off, have lost their 
job, or are currently underemployed to include (but not limited to) academic materials related  to 
short term certificates, academic advising, and financial aid information. IVCC and SVCC will 
work in conjugation with our WIOA partners to make sure we have data on the most current lists of 
unemployed or underemployed workers in order to expose them to academic programs that align 
with their career goals.   
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• Facilitating the development of career pathways and co-enrollment, as appropriate, in core 
programs (§ 679.560(b)(2)(ii)); and 

 
Again, during the development of our Self-Assessment Implementation Plan, staff proposed using 
the Journey Mapping to implement a fully-aligned and integrated career-pathways system for our 
job-seeking customers.  For the business customers, the BST members are currently piloting the 
NCI Works' Rapid Talent Pipeline Initiative for collecting and tracking data and activity related to 
our business customers.   

 
• Improving access to activities leading to a recognized post-secondary credential (including a 

credential that is an industry-recognized certificate or certification, portable, and stackable) (§ 
679.560(b)(2)(iii)). 

 
 

Adult Education programs will be accessible to all potential students by providing services at the 
One-Stop center as well as in the community.  Program locations are accessible to students and the 
adult education program staff is able to provide classroom accommodation or accessibility services 
to students who qualify for this assistance. Adult education staff members are trained on addressing 
the needs of individuals with disabilities. 

 
In order to reach a variety of students, program information will also be shared within the 
community through print, social media, and Skype. Adult Education shares program information 
and services with the local workforce development board and area employers. Greater 
programmatic accessibility will bring more potential students to the adult education program 
allowing for more students to successfully complete the high school equivalency and career 
pathway education.   

 
Participation in adult education also allows students the opportunity for participation in ICAPS 
programming which is by design a fast-track to earning both the high school equivalency and an 
industry-recognized credential. Upon completion of the ICAPS program, students are then able to 
enter the workforce or continue in post-secondary education to earn a higher-level certificate or 
degree.  

 
D. Provide information regarding the local coordination strategies with state (including the Unified 

State Plan), regional and local partners to enhance services and avoid duplication of activities, 
including a description of: 
 
As a general statement, four of the five priorities identified by LWIA #4 in its Self-Assessment 
Implementation Plan address coordination, sharing customer information, aligning services, 
increasing knowledge of partner programs and services among all staff, creating manuals, utilizing the 
Customer Journey Mapping Model and the Rapid Talent Pipeline Initiative, all of which are designed 
to enhance services, facilitate data collection and avoid duplication.  Furthermore, as first stated in 
Section 3 of the MOU, and reiterated throughout this local plan, the partners in LWIA #4 agree that 
the greatest challenge to successfully enhancing service delivery is the lack of a shared common data 
base system for capturing information on both job-seeking/individual customers and businesses.  
Therefore, they fully support BEST, Inc.'s response to the Services Integration NOFO on behalf of 
NCI Works to design an on-line resource that would address this issue, and could also be used as a 
best practice for other local areas experiencing the same challenge to achieving their goals.   
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These goals also support the following strategies laid out in the State Unified Plan: 
 
 Coordinate demand-driven strategic planning at the state and regional levels 
 Support employer-driven regional sector initiatives 
 Provide economic advancement for all populations through career pathways 
 Expand service integration 
 Promote improved data driven decision making 
 Advance public-private data infrastructure 
 

 Specifically: 
 

• Adult, Dislocated Worker and Youth employment and training activities under WIOA Title I 
(§ 679.560(b)(6)). 

 
BEST, Inc., the provider of the Adult, Dislocated Worker and Youth employment and training 
activities under WIOA, will be housed at the Comprehensive One-Stop Center so all Career 
Services will be offered onsite for individuals who are eligible for their services. Offsite access 
points can receive services throughout all eight counties.  Furthermore, BEST, Inc. will take part 
in cross training, group orientations, job fairs and will be a member of the Program Services Team 
for the purpose of enhancing services offered to both the job seeker and the businesses as well as 
to help avoid duplication of activities.   
 
As stated previously, BEST, Inc. and Adult Ed entered into a cooperative arrangement for 
exchanging services and again, for avoiding duplication of activities. NCI Works approved 
waiving the HSE requirement for ICAPS students who are seeking funding through BEST, Inc., 
and the two Adult Ed partners, IVCC and SVCC, agreed to administer the TABE test for BEST, 
Inc. applicants at no charge.  Additionally, BEST, Inc. Business Relations Reps will market job-
seeking ICAPS students to local employers as part of their business services visits. 
 

• Adult education and literacy activities under WIOA Title II. This description must include how 
the Local Board will carry out the review of local applications submitted under Title II consistent 
with WIOA Secs. 107(d)(11)(A) and (B)(i) and WIOA Sec. 232 (§ 679.560(b)(12)). 

 
Adult Ed and workforce agency staff will hold partner orientations to avoid duplicating services, 
and will maintain communication on co-enrolled students. 
 
NCI Works will carry out its coordination duties under WIOA Title II in much the same way as 
under other WIOA Titles.  As previously stated, the Executive Committee is assigned the 
responsibility of reviewing the local plan to assure the alignment of Core Partner programs and 
services, and the Oversight Committee is responsible for establishing continuous improvement 
goals for local workforce system 

 
Providers of workforce investment activities under title I of WIOA, adult education and literacy 
activities under title II of WIOA, and career and technical education (as defined in section 3 of the 
Carl D. Perkins Career and Technical Education Act of 2006 (20 U.S.C. 2302)) will be asked to 
submit a joint report to the Executive Committee briefly describing how their activities serve as a 
complement to one another and avoid duplication of services.  If the Committee determines there 
are gaps and/or overlaps in services, the providers will be asked to revise their current plans and 
re-submit to the full NCI Works board at its next meeting. 
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Furthermore, the Executive Committee will review applications to provide adult education and 
literacy activities under title II for the local area to determine whether such applications are 
aligned and consistent with the local plan, and that all programs and services are available and 
accessible to all individuals, including those with disabilities. 

 
• Wagner-Peyser Act (29 U.S.C. 49 et seq.) services (§ 679.560(b)(11)). 

 
The interagency Business Services Team has continued its tradition of collaboration when trying to 
meet the needs of the area’s employers.  In May 2019, the Business Services Team organized an 
Ottawa Employer Forum to provide local employers information on services that were available to 
them at no charge from various agencies.  The Business Services Team also communicates on what 
businesses they are visiting and then schedule joint visits monthly.  When unable to do joint visits, 
each program’s staff utilize their knowledge of partner programs to communicate what the 
Workforce System can provide the employer. In October 2019, a Chicago representative from 
another WIOA Partner, Dept. of Rehabilitation Services was included in our employer visits in the 
Princeton, Illinois area.  This allowed the local employers to learn even more about services that are 
available to them from yet another one of our partners.   

 
There have been cross trainings via conference call, organized by One Stop Operators, to meet with 
one of the proposed activities on the previous local plan. These will continue regularly to ensure 
that staff from all programs are able to assist clients as quickly and efficiently as possible. 

 
Wagner-Peyser staff are currently coordinating with the Unemployment Insurance Program on the 
Reemployment Services and Eligibility Assessment grant through the Department of Labor. The 
Unemployment Insurance Program profiles the clients monthly and provides the list to the Wagner-
Peyser staff. Wagner-Peyser in turn, sets up a meeting with these clients and provides them 
information and services to assist in their attempts to find gainful employment. Any barriers that 
arise during these assessments are discussed with the clients being referred to appropriate partner 
services and/or workshops.   

 
Wagner-Peyser staff also review job seeker resumes in Illinois Job Link and make appropriate job 
referrals and schedule interviews for job seekers with local employers who are attending our 
monthly hiring events.  Wagner-Peyser staff also review the recent IllinoisJobLink registrations and 
call the claimants to inform them of available partner services and assist them in further updates of 
their resume to enhance the possibility of success in them finding employment before their 
Unemployment benefits are exhausted.  

 
• Vocational rehabilitation service activities under WIOA Title IV (§ 679.560(b)(13)). 

 
Similar to an in-school youth IEP appointment, all providers will be at the table to make sure we 
are not duplicating services but rather addressing the specific needs of individuals being served 
through WIOA Title I and Title IV.  Many of the customers served by Division of Rehabilitation 
Services (DRS) are interested in jobs that will supplement their government benefits (SSI/SSDI, 
SNAP, Medicaid, subsidized housing, etc.) so it is important for all staff to be aware of the entire 
menu of training opportunities that is available to ensure customers are receiving training in fields 
which will likely result in competitive employment.  This sharing of knowledge can be 
accomplished through cross-training and allowing front line staff to share best practices in working 
with individuals with disabilities and working with employers who hire individuals with 
disabilities.   
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Finally, providers of workforce investment activities and local agencies administering plans under 
Title I of the Rehabilitation Act of 1973 will be asked to submit a joint report to the Executive 
Committee briefly describing how their activities serve as a complement to one another and avoid 
duplication of services.  If the Committee determines there are gaps and/or overlaps in services, the 
providers will be asked to revise their current plans and re-submit to the full NCI Works board at its 
next meeting. 
 

• Community Services Block Grant (CSBG) Program 
 
As the primary CSBG program for the comprehensive one stop center, Tri-County Opportunities 
Council will have an Outreach Specialist working out of the one-stop one day per week.   An intake 
application will be taken on those individuals interested in their supportive services at the one-stop 
on the day that the Outreach Worker is on site.   At that time, appropriated services and /or referrals 
will be provided.  Clients interested in supportive services at other times may contact 800/323-
5434.  The staff will provide direct linkage to services and/or referrals based on the information 
obtained in that call.  
 

 
• Relevant secondary and post-secondary education programs and activities with 

education and workforce investment activities (§ 679.560(b)(9)). 
 

• How the Local Board will support the state strategies identified under § 676.105 and work 
with the entities carrying out core programs and other workforce development programs, 
including programs of study and career pathway programs under the Strengthening 
Career and Technical Education for the 21st Century Act authorized under the Carl D. 
Perkins Career and Technical Education Act of 2006 (20 U.S.C. 2301 et seq.) to support 
service alignment and needs identified in regional or local level assessments including the 
Perkins Comprehensive Local Needs Assessment (§ 679.560(b)(1)(ii)). 

   

Again, four of the five priorities identified by LWIA #4 in its Self-Assessment Implementation 
Plan address coordination, sharing customer information, aligning services, increasing knowledge 
of partner programs and services among all staff, creating manuals, utilizing the Customer 
Journey Mapping Model and the Rapid Talent Pipeline Initiative.  Each of these initiatives is 
designed to enhance services, facilitate data collection, align services and avoid 
duplication.  Furthermore, these goals also support the following strategies laid out in the State 
Unified Plan: 

  Support employer-driven regional sector initiatives  
Provide economic advancement for all populations through career pathways 

  Expand service integration 
  Promote improved data driven decision making  
  Advance public-private data infrastructure 

 
 

• Provide a copy of the local supportive service policies and describe how the Local Board will 
coordinate the provision of transportation and other appropriate supportive services in the local 
area (§ 679.560(b)(10)) and include information on the supportive services by each local 
program as appropriate.   
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Tri-County Opportunities Council (CSBG) provides the following supportive services as a 
partner in the one- stop comprehensive system: 

• Outreach 
• Comprehensive needs assessment 
• Intake 
• Case management 
• Career planning 
• Workforce preparation 
• Financial Literacy 

 

A comprehensive needs assessment is completed with each client to determine the type and level of 
supportive services desired from the CSBG program.  Based on the needs assessment, specific 
individualized goal plans are developed and coordinated supportive services are provided.  When 
needed, partner services are requested and services are bundled to meet client need and ensure non-
duplication of services. 

Since the BEST, Inc. supportive services will be included as part of this plan which is being 
developed as a collaborative effort, all workforce partners will have the opportunity to review them 
and identify any duplication or conflicts.  The Program Services Team (PST) will also be 
encouraged to share supportive services policies and procedures during their joint meetings in order 
to maximize the resources of each partner program.   
 

IDES programs aid those who are job ready or require limited supportive assistance. This limited 
assistance includes computer and internet access, soft skills training, resume writing skills, and 
interviewing skills. Any deficiencies that are identified outside of IDES’ scope will be referred to the 
appropriate partner agency for assistance. 
 
National Able/Senior Community Services Employment Program (SCSEP) provides the 
following supportive services as a partner in the one- stop comprehensive system: 

 
•             Outreach and recruitment 
•             Comprehensive needs assessment 
•             Intake 
•             Case management 
•             Paid Job Training 
•             Workforce preparation 

 
A needs assessment is completed with each participant to identify any unmet needs or barriers they 
may require assistance with. Using the outcome of the needs assessment,  Individual plans are 
developed and coordinated supportive services are provided either by National Able or referrals to 
other partner agencies are requested to best meet the participants need and ensure non-duplication 
of services. 
 
Any policies related to the provision of transportation and other supportive services in the local 
area that require NCI Works input and/or approval will be reviewed to make sure they adequately 
meet the needs of customers, and do not conflict with similar policies of other partners. 

 
 
E. Provide a description of how the local area will provide adult and dislocated worker employment 

and training activities including:  
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• A description and assessment of the type and availability of adult and dislocated worker 
employment and training activities in the local area (§ 679.560(b)(6)). 
 
BEST, Inc. covers 8 counties with 9 program offices that offer the ability to do mobile 
case management in communities that need service but does not have an office 
location. In all the access sites along with the comprehensive center all title I services 
will be offered along with some partner services and direct linkage availability but at 
the very least referral options. Northwest Central Illinois Works fully intends not to 
limit the options available to either employers or workers in order to meet their 
employment needs. Again, emerging and transitional workers need training in essential 
skills, career exploration, basic academic skills, and life skills. Incumbent workers and 
to some extent transitional workers would benefit from skills-upgrade training and 
retention services. Depending upon individual need, workers in any of the three 
categories could benefit from supportive service assistance, personal and employment 
counseling, learning how to balance work and life issues, and retention services.  
assessment testing and interviewing is conducted by Career Planners. Illinois workNet, 
O*NET and individual interest tests are administered, in addition to an Individual 
Employment Plan and Individual Career Plan interview. Career exploration is 
conducted with phone calls and/or internet based searches.  
 
 
 
The definition of "self-sufficiency" is determined by the local WIB. In LWA # 4 
"self-sufficiency'' has been defined as 200% of the Lower Living Standard Income 
Level for family household income for the purpose of eligibility for program services.  

 
• A description of how the Local Board will coordinate workforce investment activities carried out 

in the local area with statewide rapid response activities (§ 679.560(b)(7)). 
 
F. Provide a description of how the local area will provide youth activities including:  

• A description and assessment of the type and availability of youth workforce investment 
activities in the local area, including activities for youth who are individuals with disabilities, 
which must include an identification of successful models of such activities (§ 679.560(b)(8)). 

• A description of how local areas will meet the minimum expenditure rate for out-of-school 
youth. 

 
Local workforce investment activities for youth are as follows:  

 
 Providing the 14 elements required to be offered to WIOA-eligible youth per TEGL23-14 either 

through BEST, Inc. staff or the providers who contract for youth services. In some cases, these 
elements will be delivered directly by the provider or BEST, Inc. or as a referral to an 
appropriate agency. Depending upon the nature of the activity, some of them may be work-
based activities. RFP for service providers are let out each year for either a new proposal or a 
one-year renewal if the provider is meeting performance and other criteria established for 
renewal option.  
 

 Past participation in summer programs, Department of Natural Resource summer program, joint 
Trade Union Project with BEST, Inc., Community Gardens Summer Project through Special 
DCEO grant, job shadowing, industry tours that are also models of past work-based learning 
All services provider that could possibly benefit a youth in the future would be part of the 
Career Planning process, in other words, journey mapping the youth's life from start to 
employment and follow up.  
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 Using technology to stay connected, e.g., Facebook, Twitter and now a cellular phone for 

texting. 
 

 Currently we have a youth coordinator whose main focus is on developing youth activities such 
as our Work in the Real World, Career/Life Preparation Project, and also being a representative 
on the youth committee 

 
 Partnering with Adult Education to possibly co-enroll for work-based learning and ICAPS 

along with working with Division of Rehabilitation Services for transition services for older 
youth 

 
NOTE:  It is a matter of record that attempts to procure youth services through a competitive 
process have fallen short of expectations in the past, in spite of the NCI Works Youth Committee’s 
due diligence and good faith efforts to meet the intent of the law.  Therefore, should the Youth 
Committee ever determine that there are an inadequate or insufficient number of responses to the 
RFPs/RFQs, NCI Works retains the right to make sure any and/or all of the 14 elements are 
provided in whichever way(s) it deems appropriate in order to carry out its responsibility under the 
Act. This may include offering any of the allowable activities through the Business Employment 
Skills Team, Inc., the local grant sub-recipient; mainstreaming youth in community college 
programs; or continuing attempts to award grants/contracts on a competitive basis through either 
traditional or non-traditional methods. It is the feeling of the NCI Works Youth Committee that  
 
pursuing this course of action is in the best interest of the local youth and that it is preferable to 
running the risk that their needs go unmet. Regardless of the method utilized for procuring the 
programs/services under these circumstances, approval by NCI Works would be required through 
the annual plan process. At a minimum, RFPs will be let out and approved on an annual basis 
according to the following procedures: RFP’s will be let out in late winter, early spring; rated and 
presented to a Youth Committee meeting for conditional approval (contingent on allocation and 
negotiation). Projects approved by the Committee will then be presented NCI Works for conditional 
approval (contingent on allocation and negotiation). Should the Youth Committee and/or NCI 
Works deem it necessary to let out additional RFPs, a similar time frame will be implemented. 

 

 
G. Provide a description of how the local area will provide services to individuals with barriers to 

employment8 as outlined in the Unified State Plan:  EACH PARTNER SHOULD 
ADDRESS APPROPRIATE SECTIONS. 
• Provide information on how priority will be given to recipients of public assistance, other low- 

income individuals and individuals who are basic skills deficient consistent with WIOA Sec. 
134(c)(3)(E) (§ 679.560(b)(21)). 
 
IDES Wagner -Peyser staff will assist with resume creation, interview skills, and other 
related activities. Additionally, they will educate the individuals and area employers on 
the possible tax credits or special bonding programs based on the barrier. Finally, they 
will refer these individuals out to other partners for specialized assistance. 

 
Any customers with barriers to employment will be referred from BEST, Inc. to partner agencies 
to assess and address these issues prior to job placement.  The One- Stop staff utilize the common 
Partner Referral Form, which is then signed by the job seeker prior to direct linkage to the 
appropriate service provider or providers. Furthermore, WIOA requires the Title 1B partner to 
give priority of service to low-income individuals and individuals who are basic-skills deficient.  
BEST, Inc. staff are award of this requirement and consider it as part of the enrollment process.   
 



12 
 

Tri-County Opportunities Council, as a Community Action Agency, is charged by the federal 
government to work specifically with low–income citizens to provide them with the tools and 
potential for becoming self-sufficient.  Federal funding is used locally to offer specialized 
programming in communities.  An initial intake, which includes income verification, is completed 
to determine household eligibility.  Eligible households are afforded the opportunity to work in 
partnership with CSBG staff to address any identified skill deficits. 
 
National Able/Senior Community Services Employment Program (SCSEP) is a federally 
funded program administered through the U.S. Department of Labor based on the Older 
Americans Act. The SCSEP program promotes useful part-time (at minimum wage) training 
opportunities in community service activities for unemployed low-income persons who are 55 
years old or older who are actively looking for employment. A SCSEP participant must meet the 
age and income criteria, which is 125% of the current poverty rate, to qualify for the program. 
 
The SCSEP program provides on-site job training to transition the participant into an unsubsidized 
position of employment in conjunction with the participant's job goals and gain self- 
sufficiency.  Participants receive local minimum wage for community service assignments on a 
part time basis. This is not only a job training program it also serves as a viable community 
service resource based on the requirements of the Older Americans Act. Thus, SCSEP is both a 
training and community service program. 

 
 

• Describe how the local workforce areas will ensure equitable access to workforce and 
educational services through the following actions: 

 
 
 

o Disaggregating data by race, gender and target population to reveal where disparities and 
inequities exist in policies and programs. 

 
To align with Perkins V requirements related to data tracking, SVCC and IVCC are both 
incorporating the practice of disaggregating of data based on ethnicity, race, and gender, on 
multiple levels.  For example, both colleges are including the assessment of data based on race, 
ethnicity, and gender in the Program Review process.  This data will be examined by internal 
stakeholders and advisory councils to develop strategies to improve either enrollment or 
persistence numbers of non-traditional students.  Findings will also combine with the 
Comprehensive Local Needs Assessment, completed every two years, to inform the spending of 
Perkins funds through 

 
 

o Developing equity goals in conjunction with the education system and prepare action plans to 
achieve them. 
 

As mentioned above, both IVCC and SVCC will work with area high schools, advisory councils, 
marketing departments, WIOA, and community and business leaders to set goals to ensure our 
program participation matches the demographics of the communities we serve.  
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o Exposing more high school students, particularly young women and minorities, to careers in 
science, technology, engineering and math fields. 

 
Both colleges have a history of, and will continue to, work with our local vocational centers and 
local high schools to expose young men, young women, and minority groups to non-traditional 
fields related to careers in science, technology, engineering, and math.   

During the 18-19 school year, SVCC was awarded a Pathways to Results grant to market 
Radiologic Technology to male veterans – an underrepresented group within the major.  The 
college is assessing to see if that marketing influenced enrollment, and if so, will consider funding 
marketing initiatives to continue to market programs to underrepresented groups.  SVCC also has a 
career fair every spring where it highlights companies that are attempting to increase the diversity 
of their workforce.   

IVCC has instituted a new student organization, Women in Technology, whose members are 
comprised of young women interested in careers in science, technology, engineering and math.  
Purposes of the student organization include: meeting the needs of women on both a personal and 
professional level; and providing support for each other from entry into college to entry into the 
workforce. Students not only support each other but function as role models to younger students as 
they travel to local area high schools and middle schools to discuss non-traditional careers for 
women in the STEM fields.  

IVCC also has a career fair each spring that highlights careers with a focus on equity and diversity. 

 
 

o Exploring how effective mentor programs can be expanded to adults, particularly those who 
are displaced and moving to a new career. 

 
Both community colleges are planning on working with their local BEST representative and other 
workforce board partners to determine if they can link new students to students who have recently 
moved to a new career through a funded education program.  

 
 

o Providing training to workforce program staff on data-driven approaches to address equity 
gaps. 

 
As data becomes available, the region’s community colleges will share that information with its 
WIOA partners and look to develop a comprehensive strategy to create a more equitable region 
when it comes to education and employment.  The One Stop Center can utilize the expertise of the 
Office of Community College Research and Leadership (OCCRL) – specifically its training on 
equity, to expand our strategies.   

 
o Ensuring workforce services are strategically located in relation to the populations in most 

need   
 

Improving access is a strategic goal for both community colleges, and we work in partnership with 
local agencies to determine where people are under-informed about academic programs.  While the 
geographical region is quite large, both campuses, along with workforce agencies, should be able to 
serve all of their respective populaces, especially through an improved referral system and the 
increase in online programming.  
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Tri-County Opportunities Council is a Community Action Agency.   The mission of our 
organization is to investigate the impact of poverty throughout our nine county service area.  We 
work in partnership with individuals, families and communities to provide opportunities that 
support movement towards stability and self- sufficiency for those impacted by poverty.    

As part of this mission, the CSBG program has office sites located in seven of the eight counties 
served by the Local Workforce Area 4.  Those counties are:  Bureau, Carroll, LaSalle, Lee, Ogle, 
Putnam and Whiteside.  We do not cover Jo Daviess.   Outreach Workers in the CSBG program 
also travel to non-office locations, such as libraries, restaurants, partner offices, etc. to meet with 
potential clients who are not able to meet in a traditional office site.   

The populations served by BEST, Inc. primarily include low-income youth and adults, as well as 
individuals who were laid off from work due to plant closings and/or major lay-offs, all of whom 
face financial hardships.  NCI Works and the local CEOs recognize that these individuals greatly 
benefit from the broad access to programs and services made available through the local workforce 
development agency, and therefore fully support the 9 offices strategically located throughout the 8 
counties in LWIA #4.   Furthermore, BEST, Inc. offices all have access to Skype for linkage with 
other programs if needed as part of their career path journey mapping.   

IDES has staff located in the comprehensive one stop in Ottawa and an access site in Sterling. 
Additionally, staff are sent out from these offices to remote areas to do workshops and aid as 
needed. Similarly, IDES has a toll free number (800-244-5631) for anyone to call during normal 
business hours to get assistance with their needs. 

National Able/Senior Community Services Employment Program (SCSEP) operates in the 8 
counties in the LWIA 4.  Our service area is very large and at this time we do not have permanent, 
dedicated office space located within the LWIA 4 area.  We provide services within this region 
through referrals from our partners and provide access to services through direct linkage.  We also 
schedule appointments to meet participants face to face at partner agencies within the communities 
they reside in throughout LWIA 4. 

 

H. Provide a description of training policies and activities in the local area, including:  
• How local areas will meet the annual Training Expenditure Requirement (WIOA Policy Chapter 

8, Section 49); 
 
LWIA #4 has exceeded the annual Training Expenditure Requirement every year and sees no 
problem with continuing that trend going forward.  Financial reports and compliance with this 
requirement are reviewed by management staff on a regular basis, and reported to both the 
BEST, Inc. Corporate Board of Directors and NCI Works at their bi-monthly meetings.  Any 
concerns about not meeting the 50% threshold are discussed and corrective action determined. 

  
• How local areas will encourage the use of work-based learning strategies, including the local 

area goals for specific work-based learning activities and proposed outcomes related to these 
activities; 
 
Work-based learning (WBL) activities offer a wonderful opportunity, both pre-classroom training 
and post classroom training, to learn about an occupation of interest prior to investing time and 
money only to find out that particular career will not meet a customer’s professional and/or 
personal goals.  It also allows them put into practice those skills obtained through classroom 
training.  
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Work Experience prior to classroom training offers a customer the opportunity to gain valuable 
information about the skills needed as well as about the workplace culture of the specific 
occupation. The outcome would be either validation of a course of classroom training selected or 
an adjustment to one’s career/occupational goals. As a post-classroom training internship, a 
customer gains valuable work experience in a new career/occupation that should shorten the time 
needed in gaining unsubsidized employment.  

 
Transitional Jobs should be offered to Adults with either little or no work history, or prolonged 
unemployment.  In LWA #4, this WBL is designed to serve as the first step in transitioning into 
the workforce. For the Adult customer, and in particular those customers with whom we would do 
joint case management with our TANF, Transitional Jobs could be the first step in a career path 
that would be followed by a longer work experience position, or it could serve as an avenue of 
career exploration.  

 
OJT can an attractive offering in the business services menu of employer incentives, especially in 
today’s business climate when employers are experiencing difficulty in finding qualified workers.  
Employers may be more likely to hire a candidate who has some of the required skills and then 
utilize an OJT to train for the additional skills needed if supported by a financial incentive.   
Aggressive marketing, including the use of testimonials from employers who have hired workers 
through an OJT contract, will be utilized.  This marketing campaign will include educating our 
partners on assessing potential OJT opportunities for our common customers, as well as educating 
our customers on how to sell the program as an opportunity for a win-win situation for them and 
for the business.    

 
Incumbent Worker Training (IWT) is, and will continue to be, promoted and encouraged to all 
area businesses by BEST, Inc. Business Relations Representatives and those cooperating partners 
of the Rapid Talent Pipeline Initiative (RTPI) business services team. The demand for IWT has 
skyrocketed in the past few years to the point where BEST, Inc. reached the maximum allowable 
for funding in PY ’18, and it is on track to reach that milestone again in PY ’19.  Focus on 
continued training of the areas incumbent workers not only benefits the employee by giving them 
employable/marketable skills, but it also benefits the business by making their current workforce 
more effective and efficient during changes in technology and business practices. 
 
As with current national trends, LWIA #4 plans to expand Apprenticeship Programs during the 
current program year and even more so during PY ’20.  Two initiatives support that strategy.  First 
of all, NCI Works in sponsorship with BEST, Inc., Illinois Valley Community College and St. 
Margaret’s Health as the participating business, celebrated Apprenticeship Week with the official 
signing of their new Certified Medical Assistant Apprenticeship paperwork.  It was a 2-year 
project but one that launched the beginning of new opportunities in traditional fields (i.e., 
manufacturing and the building trades) and non-traditional fields (e.g., healthcare), benefitting 
both employers and workers.  A second example of NCI Works increasing its presence in the 
Apprenticeship field is that BEST, Inc. responded to the recent Apprenticeship Expansion NOFO 
for a Navigator to focus on promoting current apprenticeships and creating new ones in EDR #6 
on behalf of the local workforce board.  Successful projects should be announced in January of 
2020.    

In July of 2018, BEST, Inc. on behalf of NCI Works, hired Workforce Enterprise Services, Inc. 
(WES, Inc.), to create a universal Talent Pipeline template that would meet the needs of 
employers in a rural workforce area that lacked the population centers to establish a diverse talent 
pool.  WES, Inc.’s efforts resulted in the creation of the Rapid Talent Pipeline Initiative (RTPI).  
The goal of RTPI is to help individual employers address their critical talent needs by 
understanding their skill requirements, identifying talent solutions that can be implemented 
quickly, and working with our regional partners to put these solutions in place. Almost all 
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employers are facing talent shortages right now, but these challenges are even greater for the rural 
employers in the NCI Works region. Employers need talent solutions that can be implemented 
rapidly. RTPI projects are meant to be done with one employer at a time in most cases, so that 
customized solutions can be found and implemented quickly. RTPI will emphasize leveraging 
talent pipeline resources that already exist, rather than creation of new programs, and will also use 
work-based learning solutions when possible. 

 
NCI Works views the RTPI process as central to its goal of having effective employer 
engagement and business services in the region, through collaboration among the partners in the 
One-Stop system. NCI Works will use the RTPI process to help meet its One-Stop Certification 
effectiveness criteria related to responsiveness to the needs of businesses. The RTPI process is 
intended to be implemented on a collaborative basis among the partners.  

  

• Provide a copy of the local Individual Training Account Policy and describe how training 
services outlined in WIOA Sec. 134 will be provided through the use of individual training 
accounts, including, if contracts for training services will be used, how the use of such contracts 
will be coordinated with the use of individual training accounts under that chapter, and how the 
Local Board will ensure informed customer choice in the selection of training programs 
regardless of how the training services are to be provided (§ 679.560(b)(18)); and  

 
Customers who are eligible for Training Services as defined in the plan, i.e., must be WIOA-
eligible, must have the necessary skills and qualifications in order to find self- sufficiency 
employment, must select a training program that is directly linked to employment opportunities in 
the local area and is on the State Approved List (ETPL). The State Eligible Training Provider list 
of training services will be made available to customers through the IWDS and Illinois workNet.  
Customers can access the Illinois workNet by using the computers in the resource rooms or a 
personal computer. The individual must be able to apply for financial aid (i.e., must have a high 
school diploma, HSE or Associates Degree as defined in FAFSA), and if not eligible for financial 
aid due to a default, must have written proof that a repayment plan in in place and is being 
fulfilled.  Any participant enrolled in a training program has a per participant cap of $13,500. 
This includes required costs of tuition, books, and fees. The cost of required training materials 
must be reasonable. See the limits on training material costs. A waiver of the maximum ITA 
dollar amount may be granted based on the following: 

1. Prior client experience with the particular provider and program. 
2. Inter-agency review committee approval. 
3. Possible cost share arrangements with client. 

 
Customer Choice will be ensured based on the following procedures:   
 

1. Staff will gather the necessary documentation to verify that customer has 
completed initial services. 

2. Staff will work closely with the client to complete all mandatory Training 
Services. 

3. Staff will advise and explain to the customer the Eligible Training Provider List 
and document it in case notes and/or the IEP. 

4. Staff will verify that the training selected for that client is reasonable (based on cost 
and suitability of client to successfully complete), and appears on the Approved 
Training Provider list. 

5. Staff will determine amount of assistance each semester by dividing $13,500 by the 
number of terms needed in order to complete training program. 

6. Place copies of documentation in customer file. 
7. Staff will enter the appropriate services on to IWDS system. 
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A waiver to the requirement that an individual must have a high school diploma or GED/HSE 
to be eligible for an ITA was approved for students enrolled in the ICAPS program who are 
also enrolled in high school or an HSE program as part of a collaborative effort between 
BEST, Inc., Adult Education and Perkins/CTE. 

 
At this time, LWIA only uses contracts for training services under the Incumbent Worker Training 
program.  Adequate training for demand occupations have been supplied on the Eligible Training 
Provider list.  If contract training would be an area of need, the workforce board would develop 
proper procedures to assure effectiveness.  This would be followed by a medication to the Local 
Plan and a 30 day comment period.     

 
• Provide a copy of the local training provider approval policy and procedures. Describe how the 

Local Board will ensure the continuous improvement of eligible providers of services through 
the system and that the providers will meet the employment needs of local employers, workers 
and jobseekers. 

 
The LWIA #4 local training provider approval policy and procedures are attached.  Each time a 
provider comes up for certification or re-certification, the request is reviewed by a committee 
of 3 BEST, Inc. staff who are familiar with the performance of the provider as well as the 
demand for the training.  This committee was recommended by the Oversight Committee and 
approved by NCI Works to fulfill this function.  The committee then makes its 
recommendation for approval to the Oversight Committee at its next regular meeting, who then 
makes its recommendation for final approval to NCI Works at its next regular meeting.  This 
process was put in place in order to avoid delay in providing access to training programs to 
Title IB customers.  

 
8 The term “individual with barrier to employment” means one or more of the following populations: displaced  
homemakers, low-income individuals, Indians, Alaska Natives, and Native Hawaiians, individuals with disabilities, including 
youth who are individuals with disabilities, older individuals, ex-offenders, homeless individuals, or homeless children and 
youths, youth who are in or have aged out of the foster care system, individuals who are English language learners, 
individuals who have low levels of literacy, and individuals facing substantial cultural barriers, eligible migrant and seasonal 
farmworkers, individuals within 2 years of exhausting lifetime eligibility under part A of title IV of the Social Security Act, 
single parents, including pregnant single women, long-term unemployed individuals, and such other groups as the Governor 
determines to have barriers to employment (WIOA Sec. 3(24)). 

 
9 https://apps.il-work-net.com/WIOAPolicy/Policy/Index/250 
 

 
I. Describe if the local workforce board will authorize the transfer of WIOA Title IB workforce funds, 

including the maximum dollar amount and/or percentage that is authorized to be transferred on an 
annual basis:  
• To transfer funds between the adult and dislocated worker funding streams. 
• To use funds for incumbent worker training as outlined in WIOA Sec. 134(d)(4)(A)(i). 
• To use funds for transitional jobs as outlined in WIOA Sec. 134(d)(5). 
• To use funds for pay for performance contracts as outlined in WIOA Sec. 133(b)(2-3). 

 
Any transfers of funds between adult and dislocated worker funding streams must be approved by both 
NCI Works and the CEOs of LWIA #4 based on a request from the BEST, Inc. Financial Director.  This 
request must also include a justification for the transfer request.  Need for the transfer and funding 
availability will be considered in the request for the transfer as well as for in the approval of the transfer. 
 

https://apps.il-work-net.com/WIOAPolicy/Policy/Index/250
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Use of IWT funds is included in the original budget based on obligations of contracts carried into the new 
PY, as well as anticipated need going forward.  As stated previously, LWIA #4 reached the maximum 
amount allowed by law, and anticipates the same for PY ’20. 
 
Use of funds for transitional jobs is included in the original budget based on anticipated need going 
forward.  
 
LWA #4 does not intend to use funds for pay for performance contracts at this time. 
 

CHAPTER 5: PERFORMANCE GOALS AND EVALUATION – LOCAL COMPONENT 

Chapter 5 
 
The plan must include information on the actions the Local Board will take toward becoming or 
remaining a high performing board, consistent with the factors developed by the State Board (WIOA 
Sec. 101(d)(6)) and (§ 679.560(b)(17)). 

 
A. Provide information regarding the local levels of performance negotiated with the Governor and 

chief elected official consistent with WIOA Sec. 116(c), to be used to measure the performance of 
the local area and to be used by the Local Board for measuring the performance of the local fiscal 
agent (where appropriate), eligible providers under WIOA Title I Subtitle B and the one-stop 
delivery system (core and required partners as applicable) in the local area (§ 679.560(b)(16)). 
• WIOA Performance Measures 
• Additional State Performance Measures 

 
As a general note, LWIA #4 partners are waiting on final direction from the State regarding the status 
of the common measure and/or any additional State Performance Measures.  With that said: 

 
IDES will monitor its programs (Migrant & Seasonal Farm Workers, Wagner-Peyser, Unemployment 
Insurance, Trade Readjustment Assistance, and Veterans) to make sure they are meeting WIOA, 
State, and Federal mandates, implementing corrective action plans where needed.  
 
BEST, Inc. will monitor its programs (Adult, Dislocated Worker, Youth and Trade) to make sure they 
are meeting WIOA, State, and Federal mandates, implementing corrective action plans where needed.  
 
All partners will provide their performance measures/goals to NCI Works for monitoring purposes.  
Performance status against the measures will be provided in a format and on a frequency as requested 
by the Board.  Reports will be submitted to the NCI Works Oversight Committee for their review and 
recommended action if any.  The Committee will then present the reports along with its 
recommended action for review and approval by the full Board.   
 
All Partner information has been and will continue to be included in the NCI Works Annual Report.     

 
B. Provide a description of the current and planned evaluation activities and how this information will 

be provided to the local board and program administrators as appropriate. 
• What existing service delivery strategies will be expanded based on promising return on 

investment?   
 
Based on the information in A., the Oversight Committee will make recommendations 
to the full board to expand delivery of services and/or programs after a review of the 
information provided.    One example may be to expand Apprenticeship Programs 
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based on the success of the Apprenticeship Navigator Project if LWIA #4 is awarded 
funding under the Apprenticeship Expansion Grant. 
 

• What existing service delivery strategies will be curtailed or eliminated based on minimal return 
on investment?    
 
Likewise, the Navigator Project could be discontinued if the grant is awarded to LWIA #4 but 
produces no positive results. 
 

• What new service strategies will be used to address regional educational and training needs 
based on promising return on investment? 

o What return on investment and qualitative outcome data for various education and 
training programs will be collected to identify barriers to enrollment? 

o What are the most cost-effective approaches to taking down those barriers or helping 
residents overcome them? 

 
Based on the disaggregated data collected through annual program reviews, both colleges will 
assess enrollment, retention, and successful completion, and make adjustments where necessary.  
Qualitative data will also be collected from industry partners to gauge their employment needs.  
Additionally, through the Rapid Response team, admissions, financial aid, advisors, career 
services, and disability services will all play a role in ensuring that a potential student realizes the 
tools that exist to prevent barriers to attending college and finding a new position.  Lastly, the One-
Stop Center will be instrumental in making sure that member agencies and institutions are both 
sharing information, and also not duplicating services (in order to be more cost effective).  

HNICAL REQUIREMENTS AND ASSURANCES – LOCAL COMPONENT 

Chapter 6 
 
This chapter includes the technical requirements and assurances that are required by the Workforce 
Innovation and Opportunity Act (WIOA Sec. 121 (c)(2)(iv)). 

 
A. Fiscal Management   

• Identify the entity responsible for the disbursal of grant funds described in WIOA Sec. 
107(d)(12)(B)(i)(III) as determined by the chief elected official or the Governor under WIOA 
Sec. 107(d)(12)(B)(i) (§ 679.560(b)(14)). 
 
The Chief-Elected Officials of LWIA #4 have designated Business Employment Skills Team, 
Inc. (BEST, Inc.) as the Grant Sub-recipient/Fiscal Agent to disburse the Title 1B Funds 
according to all WIOA federal, state and local laws, regulations and policies, and per available 
grant funding. 
 

• Provide a copy of the local procurement policies and procedures and describe the competitive 
procurement process that will be used to award the subgrants and contracts for WIOA Title I 
activities (§ 679.560(b)(15)).  
 
Attached are the local procurement policies and procedures for LWIA #4.  Subgrants and 
contracts for WIOA Title 1B activities will be procured based on the appropriate policies and 
procedures, and per available grant funding. 
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B. Physical and Programmatic Accessibility 
• Describe how entities within the one-stop delivery system, including one-stop operators and the 

one-stop partners, will comply with WIOA Sec. 188, if applicable, and applicable provisions of 
the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq.) regarding the physical and 
programmatic accessibility of facilities, programs and services, technology and materials for 
individuals with disabilities, including providing staff training and support for addressing the 
needs of individuals with disabilities (§ 679.560(b)(5)(iii)). 

 
Programmatic Accessibility is addressed in Section 8 of the MOU, and Physical Accessibility is 
addressed in Section 9 of the MOU. 
 

• Provide copies of executed cooperative agreements (as applicable) which define how all local 
service providers, including additional providers, will carry out the requirements for integration 
of and access to the entire set of services available in the local one-stop system, with respect to 
efforts that will enhance the provision of services to individuals with disabilities 
(§679.560(b)(13)). This may include cross training of staff, technical assistance, use and sharing 
of information, cooperative efforts with employers and other efforts at cooperation, collaboration 
and coordination. 
 
Will be included with plan submittal   
 

C. Plan Development and Public Comment  
• Describe the process used by the Local Board, consistent with WIOA Sec. 108(d), to provide a 

30-day public comment period prior to submission of the plan, including an opportunity to have 
input into the development of the local plan, particularly for representatives of businesses, 
education and labor organizations (§ 679.560(b)(19)). 
 
At their July 23, 2019 meeting, NCI Works voted to give the Executive Committee the 
authority to review and act on their behalf on all PY ’20 compliance documents, including the 
PY ’20 local plan.  In accordance with past practice, the Executive Committee meets in January 
of each year.  Therefore, at their January 28, 2020 meeting, the committee reviewed and 
approved the local plan, which was then posted by February 14, the date set by DCEO to post 
all plans for the 30-day public comment period.   
 
A combined meeting of local partners was held to begin development of the MOU and the local 
plan on November 13, 2019.  Most partners were represented and participation was excellent.  
On November 26, a combined meeting was held to review the progress of the two documents 
as well as to verify alignment of information.  Again, partner participation was excellent.   
 
On January 23, a copy of the local plan was mailed out to the entire workforce board to allow 
input from all members, which include representatives of businesses, education and labor 
organizations.  A legal notice was put in the major local newspapers by February 14, depending 
upon publication dates.  The legal notice directed interested parties to the NCI Works website 
to view the local plan, and instructed them on procedures for providing comments. 
 

• Provide a summary of the public comments received and how this information was addressed by 
the CEO, partners and the Local Board in the final plan. 

 
Will be done after the 30-day public comment period ends. 
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• Provide information regarding the regional and local plan modification procedures. 
 

Regional plan modifications will be done in coordination with the appropriate LWIA, in a manner 
following the procedures of the original plan development and submission, and in compliance 
with DCEO policy. 
 
Local plan modification will be done in a manner following the procedures of the original plan 
development and submission, and in compliance with DCEO policy.  Any local partner wishing to 
modify the plan should notify the NCI Works co-chairs of their request in writing, and should 
include their specific purpose of the modification.   

 
  
 



BUSINESS EMPLOYMENT SKILLS TEAM, INC 

Supportive Service Manual 

TRANSPORTATION: 

Clients who are enrolled in a WIOA activity and are eligible may receive transportation 
assistance. 

1. Attendance sheets and travel vouchers are submitted to a career advisor according to the
Supportive Service Pay Schedule.

2. Client will be reimbursed $.35 per mile for round trip mileage. If there is a break of 3 or
more hours between classes and the client leaves the training facility, he/she may be
reimbursed for 2 round trips, Reimbursement will be according to 'Google Maps" In
addition BEST, Inc. may reimburse documented parking fees. Transportation payments
are made directly to clients on a biweekly schedule, upon receipt of an attendance record
signed by the instructor(s) and the participant along with any other required
documentation. Vouchers, which are more than one pay period late, will not be paid.

3. Mileage reimbursement is included in the $5,500.00 supportive service cap.

CHILDCARE: 

Clients who are enrolled in a WIOA activity may be eligible to receive childcare assistance. 

1. Attendance sheets and childcare vouchers are submitted to a career advisor according to
the Supportive Service Pay Schedule.

2. Client will be reimbursed 100% of licensed day care provider charges. Non-licensed
providers will be reimbursed at:
a. $3.00/hr. for one child
b. $4.00/hr. for two or more children

3. Travel time will be paid using "Google Maps".
4. Costs incurred during semester breaks (Christmas and summer) are not funded by BEST,

Inc. Clients should use exempt days or Pell money to cover these charges.
5. Childcare payments are made directly to clients on a biweekly schedule, upon receipt of

an attendance record signed by the instructor(s) and the participant along with other
required documentation.

6. It is the client's responsibility to pay the childcare provider in a timely manner. Non
payment of the childcare provider is considered fraudulent as federal funds were paid for
that purpose.

7. Childcare reimbursement is included in the $5,500.00 supportive service cap.

MEDICAL SUPPORTIVE SERVICES: 

Clients who are enrolled in a WIOA activity are eligible to receive assistance with medical 
related expenses. 

1. BEST, Inc. may respond to a request for assistance with shots, physical exams, eye
exams, eye glasses, etc.

2. Participants are to contact their career advisor before receiving services.
3. These costs are included in the $5,500.00 supportive service cap.



OTHER SUPPORTIVE SERVICES: 

Clients who are enrolled in a WIOA activity may be eligible to receive other assistance. 

1. BEST, Inc. may also respond to a request for assistance with other expenses necessary for
continued program participation.

2. Participants are to contact their career advisor for approval prior to receiving services.
3. Other supportive services are not to exceed $400.00 per fiscal year and are included in

the $5,500.00 supportive service cap.

Reviewed 4/18/2019 



INDIVIDUAL TRAINING ACCOUNT POLICY 

Policy Statement 

Customers who are eligible for Training Services as defined in the plan, i.e., must be 
WIOA-eligible, must have the necessary skills and qualifications in order to find self
sufficiency employment, must select a training program that is directly linked to 
employment opportunities in the local area and is on the State Approved List (ETPL). 
The State Eligible Training Provider list of training services will be made available to 
customers through the IWDS and Illinois workN et. Customers can access the Illinois 
workNet by using the computers in the resource rooms or a personal computer. The 
individual must be able to apply for financial aid (i.e., must have a high school diploma, 
HSE or Associates Degree as defined in F AFSA), and if not eligible for financial aid due 
to a default, must have written proof that a repayment plan in in place and is being 
fulfilled. Any participant enrolled in a training program has a per participant cap of 
$13,500. This includes required costs of tuition, books, and fees. The cost of required 
training materials must be reasonable. See the limits on training material costs. A waiver 
of the maximum IT A dollar amount may be granted based on the following:' 

1. Prior client experience with the particular provider and program.
2. Inter-agency review committee approval.
3. Possible cost share arrangements with client.

Procedures 

1. Staff will gather the necessary documentation to verify that customer has
completed initial services.

2. Staff will work closely with the client to complete all mandatory Training
Services.

3. Staff will advise and explain to the customer the Eligible Training
Provider List and document it in case notes and/or the IEP.

4. Staff will verify that the training selected for that client is reasonable (based on
cost and suitability of client to successfully complete), and appears on the
Approved Training Provider list.

5. Staff will determine amount of assistance each semester by dividing $13,500 by
the number of terms needed in order to complete training program.

6. Place copies of documentation in customer file.
7. Staff will enter the appropriate services on to IWDS system.

A waiver to the requirement that an individual must have a high school diploma or 
GED/HSE to be eligible for an ITA was approved for students enrolled in the ICAPS 
program who are also enrolled in high school or an HSE program as part of a 
collaborative effort between BEST, Inc., Adult Education and Perkins/CTE. 

5/28/2019 



Supportive Service Policy 

Policy Statement 

1. If funds are available, WIOA clients ( except TAA) enrolled into training may be
eligible to received supportive services if the services are not available through
another source.

2. A Supportive Service Needs Determination Form will be completed by a career
advisor every semester.

3. Supportive Services will not exceed $5,500.00 per fiscal year. A waiver may be
granted if sufficient funds are available and approval is given by the One-Stop
Operator Consortium.

4. Fiscal years run from July 1st to June 30th
• 

Procedures 

1. At the beginning of every term, staff will complete a Supportive Service Needs
Determination form.

2. If eligible based on this form, staff will forward to appropriate Fiscal Unit, .a copy
of this form, "Google Maps" printout showing shortest route mileage,

3. If the client is receiving supportive services for the first time you must also
include IWDS Printouts for Contact Information, Private Information, and
Services Record when mailing forms to Fiscal.

Reviewed 4/18/2019 



Provider Certification and Customer Choice 

POLICY 

While the eligibility determination procedures themselves (as well as the extent of required 
performance and cost information) are determined by the Governor and the State Board, several 
aspects of the provider certification system are to be developed locally. 

Northwest Central Illinois Works will publicize the new certification process to the training 
provider community as widely as possible. Local newspapers, the internet and direct mailings 
targeted to training providers will be among the methods used for reaching this audience. 
Service providers who express a desire to be considered will be sent a letter detailing the 
information required. Northwest Central Illinois Works will follow the State of Illinois Training 
Provider Certification Policy for initial eligibility except where noted. Northwest Central Illinois 
Works will accept hard copy training provider applications if the potential provider is unable to 
complete the application on-line. 

PROCEDURES 

Provider Certification 

1. Northwest Central Illinois Works will require applicants to document at least one of the
following state criteria in their applications for initial provider certification:

• The provider is currently approved or has received accreditation under an
existing process such as that offered by the Northwest Central Association, the
Illinois Community College Board, or the Illinois State Board of Education.

• The program for which certification is being sought has been approved by the
accrediting body (Illinois Community College Board or Illinois State Board of
Education) or has been recognized by the industry as meeting the standards
necessary for approval or accreditation.

• The provider is receiving or has received funds for a program for which
certification is being sought under a grant, contract or voucher from an agency
within the Illinois workforce development system within 3 years of the date of
application.

2. If a provider cannot meet any of the above criteria, the following criteria will be:
• The training provider must demonstrate to the local workforce investment

board that the program for which it is seeking certification responds to
employer demand through a feasibility study of the area, labor market
information, letters of support from employers.

• The training provider seeking certification has to be in business for at least
2 years, or can demonstrate significant, documented experience of key
staff which may substitute for this requirement.

• Training area should be in a high growth field.



• The training provider that is seeking certification may be required to
appear before the Oversight Committee.

• The Oversight Committee and/or support staff may interview past
participants for input on training received.

• The Oversight Committee and/or support staff may conduct on-site visits
to the provider wishing to become certified.

3. Furthermore, each applicant will need to provide:

• The number of years it has been in operation
• The date that each program for which certification is being sought was

established
• The cost of each program for which certification is being sought and briefly

explain what is included in that cost figure
• Measures of performance as required by procedures established by the

Governor

4. As another condition for initial eligibility, providers must agree to submit appropriate
information on all programs for which they are seeking certification to the Illinois
Workforce Development System (IWDS).

5. During the subsequent eligibility phase, all programs will be subject to State eligibility
criteria. At this time, no additional program-specific performance information is required
by Northwest Central Illinois Works.

6. Application form and instructions included in Appendix A.

7. Each provider will be notified by Northwest Central Illinois Works whether it was
approved or not approved to be included on the local list and subsequently the statewide
list. Certified providers/programs and relevant information will then be forwarded to the
Illinois Department of Commerce & Economic Opportunity (IDCEO) who maintains the
statewide list through the IWDS. Furthermore, all training programs approved by
Northwest Central Illinois Works will be considered approved programs for the purpose
of individuals' 500(c)5 waivers.

8. If Northwest Central Illinois Works denies initial eligibility certification to a training
provider and/or any of the programs for which it sought certification, it will notify the
affected provider of its decision. The provider may then appeal the decision according to
the local Request for Reconsideration Procedures available through the Business
Employment Skills Team, Inc. Office.



Individual Training Accounts 

The State Eligible Training Provider list of training services will be made available to 
customers through the IWDS and Illinois workNet. Customers can access the Illinois 
workNet by using the computers in the resource rooms or a personal computer. 

1. Locally providers can be approved and referred to the state list on an ongoing basis as
opposed to once or twice a year. Participation will need to be encouraged due to a
limited number of providers in the local area. Locally, training providers will be allowed
to apply at any time.

2. In order to expedite the certification process, Northwest Central Illinois Works has
authorized staff to approve training providers/programs on its behalf provided they meet
the established criteria for certification. At each regularly scheduled meeting, staff must
then notify the Board of all providers and programs that have been approved.

The entity that provides services under each applicable Title I program will enter into 
agreements with approved training service providers. Part of the agreement will include a 
discussion of customer referral arrangements and a copy of the voucher training authorization 
form. This form will describe the services to be received, period covered, and the authority 
to invoice for these services when delivered. The agreement will also address payment 
arrangements. Linkages have been developed with most of the training providers in the area 
which have resulted in establishing mutually agreeable payment arrangements. The specific 
documents and forms will be available with operating procedures at the office of the 
applicable Title I program. 

The following policies regarding Individual Training Accounts (IT As) have been approved 
by Northwest Central Illinois Works: 

• Service providers geographically located within L WIA 4 must initially apply for
certification to Northwest Central Illinois Works. However, ifrejected by NCI
Works, or if its request for certification is not acted upon within a 30-day period, the
provider may then apply for certification to another local workforce investment
board. Similarly, a service provider not geographically located within L WIA may
apply for approval to North Central Illinois Works if its request for certification was
either rejected or not acted upon within a 30-day period by its primary local
workforce investment board. In any case, once a provider is certified and included on
the statewide list, it is then eligible to receive local ITA funds.

• IT As will cover tuition, books and required fees.
• A dollar cap of $13,500 per enrollment will be placed on an ITA. These caps will be

reviewed annually to take into account tuition and other increases.
• A waiver policy of the ITA cap will require each case to be reviewed by an inter

agency group with sign-off by the chairperson of the Northwest Central Illinois
Works officer for those applications for waiver that are approved by the staff
committee. Consideration will be given to prior client experience with the particular
provider and program and possible cost share arrangements with the client.



• No time limit for using the ITAs is being established, since WIOA has a strong work
emphasis and students may be encouraged to work part-time.

• In order to apply for an ITA, an individual who has defaulted on a student loan(s) or
may still owe money to a training institution must show proof that a repayment plan
has been agreed to and is being fulfilled.

Funding for training purposes shall be part of the budgeting and planning process of the 
agency operating the programs with the plan then approved by Northwest Central Illinois 

Works. An adequate portion of adult and dislocated worker training funds will be budgeted 
and used for IT As. Some portion of training funds will be set aside for OJT and other types 
of training program uses if deemed appropriate. 

Reviewed 10/2/2018 



Provider Certification 

POLICY 

While the eligibility determination procedures themselves (as well as the extent of 
required performance and cost information) are determined by the Governor and the State 
Board, several aspects of the provider certification system are to be developed locally. 

Northwest Central Illinois Works will publicize the new WIOA certification process to 
the training provider community as widely as possible. Local newspapers, the internet 
and direct mailings targeted to training providers will be among the methods used for 
reaching this audience. Service providers who express a desire to be considered will be 
sent a letter detailing the information required. Northwest Central Illinois Works will 
follow the State of Illinois Training Provider Certification Policy for initial eligibility 
except where noted. Northwest Central Illinois Works will accept hard copy training 
provider applications if the potential provider is unable to complete the application on
line. 

PROCEDURES 

Provider Certification 

1. Northwest Central Illinois Works will require applicants to document at least one
of the following state criteria in their applications for initial provider certification:

• The provider is currently approved or has received accreditation under
an existing process such as that offered by the Northwest Central
Association, the Illinois Community College Board, or the Illinois
State Board of Education.

• The program for which certification is being sought has been approved
by the accrediting body (Illinois Community College Board or Illinois
State Board of Education) or has been recognized by the industry as
meeting the standards necessary for approval or accreditation.

• The provider is receiving or has received funds for a program for
which certification is being sought under a grant, contract or voucher
from an agency within the Illinois workforce development system
within 3 years of the date of application.

2. If a provider cannot meet any of the above criteria, the following criteria will be:
• The training provider must demonstrate to the local workforce

investment board that the program for which it is seeking certification
responds to employer demand through a feasibility study of the area,
labor market information, letters of support from employers.



• The training provider seeking certification has to be in business for
at least 2 years, or can demonstrate significant, documented
experience of key staff which may substitute for this requirement.

• Training area should be in a high growth field.
• The training provider that is seeking certification may be required

to appear before the Accountability Committee.
• The Accountability Committee and/or support staff may interview

past participants for input on training received.
• The Accountability Committee and/or support staff may conduct

on-site visits to the provider wishing to become certified.
• Other criteria may be applied as deemed appropriate by the

Evaluation and Analysis Committee.

3. Furthermore, each applicant will need to provide:

• The number of years it has been in operation
• The date that each program for which certification is being sought was

established
• The cost of each program for which certification is being sought and

briefly explain what is included in that cost figure
• Measures of performance as required by procedures established by the

Governor

4. As another condition for initial eligibility, providers must agree to submit
appropriate information on all programs for which they are seeking certification
to the Illinois Workforce Development System (IWDS).

5. During the subsequent eligibility phase, all programs will be subject to State
eligibility criteria. At this time, no additional program-specific performance
information is required by Northwest Central Illinois Works.

6. Application form and instructions included in Appendix A.

7. Each provider will be notified by Northwest Central Illinois Works whether it was
approved or not approved to be included on the local list and subsequently the
statewide list. Certified providers/programs and relevant information will then be
forwarded to the Illinois Department of Commerce & Economic Opportunity
(IDCEO) who maintains the statewide list through the IWDS. Furthermore, all
training programs approved by Northwest Central Illinois Works will be
considered approved programs for the purpose of individuals' 500(c)5 waivers.

8. If Northwest Central Illinois Works denies initial eligibility certification to a
training provider and/or any of the programs for which it sought certification, it
will notify the affected provider of its decision. The provider may then appeal the
decision according to the local Request for Reconsideration Procedures available
through the Business Employment Skills Team, Inc. Office.



INDIVIDUAL TRAINING ACCOUNT POLICY 

Policy Statement 

Customers who are eligible for Training Services (as defined in the plan) must be WIOA 
eligible, must have the necessary skills and qualifications in order to find self-sufficiency 
employment, must select a training program that is directly linked to employment 
opportunities in the local area, provider must be on the State Approved List (ETPL), The 
individual must be able to apply for financial aid (must have a high school diploma, HSE 
or Associates Degree (as defined in FAFSA) and if not eligible for financial aid due to a 
default, must have written proof that a repayment plan in in place and is being fulfilled. 
Any participant enrolled in a training program has a per participant cap of $13,500. This 
includes required costs of tuition, books, and fees. The cost of required training materials 
must be reasonable. See the limits on training material costs. A waiver of the maximum 
IT A dollar amount may be granted based on the following: 

1. Prior client experience with the particular provider and program.
2. Inter-agency review committee approval.
3. Possible cost share arrangements with client.

Procedures 

1. Staff will gather the necessary documentation to verify that customer has
completed initial services.

2. Staff will work closely with the client to complete all mandatory Training
Services.

3. Staff will verify that the training selected for that client is reasonable (based on
cost and suitability of client to successfully complete), and appears on the
Approved Training Provider list.

4. Staff will determine amount of assistance each semester by dividing $13,500 by
the number of terms needed in order to complete training program.

5. Place copies of documentation in customer file.
6. Staff will enter the appropriate services on to IWDS system.

Reviewed 6/20/2019 



Work Based Learning: On-the-Job Training Interim Policy 
Policy Statement 

On-the-Job Training (OJT) is a type of training that is provided by an employer to a 

participant. During the training, the participant is engaged in productive work in a 

job for which he or she is paid, and the training provides the knowledge or skills 

essential to the full and adequate performance of the job. The following rules apply: 

1. Customer must be found eligible for training services and not
currently be earning s self- sufficient wage.

2. Employer will be reimbursed for up to 50% of the employees wage to

cover the extraordinary costs associated with training and the costs
associated with the lower productivity of the customer.

3. Reimbursement of up to 75% of the employees wage is possible if at least
one of the following criteria is met:

1) OJT with a business employing 75 or fewer employees can receive an
additional 15%;

2) business that has participated in an incumbent worker training

project that resulted in an employee being promoted thereby
creating a vacancy that will be filled by an WIOA eligible OJT

can receive an additional 10%;

3) a customer enrolled in OJT that is from a locally defined targeted

population (Veteran, Person with a Disability, and returning

citizens) can receive an additional 25%; or
4) occupation being filled with an OJT requires skill levels, as defined

by O'Net, of an SVP of 5 or higher can receive an additional 25%.

Multiple criteria can be combined but may not exceed a total of 75%. 

This change, having been approved by the local workforce board, will be 
effective March 22, 2016 once accepted by the Illinois Department of 
Commerce. 

4. Amount of training time given to any one client will be determined after
taking into consideration the skill requirement of the occupation, the
academic and occupational skill level of the customer,, and the client 's
individual employment plan. Rationale for training and length will appear

on the OJT contract.

5. Maximum reimbursement allowed will be determined by multiplying the

appropriate percentage of the client's wage rate times the number of

training hours. Overtime hours are not eligible forreimbursement.

6. Employer will specify what job specific skills the client will gain
competency in by the end of the OJT Contract. Skills will be listed on the

OJT contract.
7. Client cannot be hired to replace any employee on layoff or with reduced hours.

8. If the position is covered under a collective bargaining agreement, the union must

sign a concurrence statement.

9. Only full time, as defined by the business, OJT contracts are to be considered.
10. OJT must LEAD to self-sufficiency according to the most current Lower Living Standard

Income Level.



11. Emphasis will be given to occupations that can lead to career pathway opportunities.
12. Employers are ineligible for an OJT contract if they have previously exhibited a pattern of

failing to provide OJT participants with continued long-term employment with wages,
benefits, and working condition equal to those provided to regular employees, employer has
any other individual on layoff from the same or equivalent position, the position is open due
to a hiring freeze, the OJT would infringe upon the promotion of or displacement of
currently employed workers or reduce their hours, the employer has terminated the
employment of a regular employee .with the intention of filling the vacancy with an OJT
participant.

13. OJT may be combined with other forms of training. Only OJT hours can be reimbursed through
the OJT contract. An ITA may be issued for classroom training portion of the experience. This
includes ITAs and OJTs utilized for Registered Apprenticeship programs.

14. OJT participants cannot be immediate family members of the business owner or direct
supervisor.

15. OJT may be used to train an underemployed customer who currently works at the OJT employer
only if the OJT Elevates that employee to reach at least a self-sufficient wage through skill
upgrade training per state policy.

Procedures 

1. Staff will review with the employer allowable training, length of training, method of
training and maximum reimbursement allowed following the OJT Procedure Manual.

2. Staff will complete OJT contract.
3. Staff will review contract with Business Relations Manager.
4. Staff will obtain employer's and Business Relations Manager's signatures. In the event

that the Business Relations Manager is unavailable to sign an OJT contract the Executive
Director, WIB/Programs will sign.

5. OJT Contract AND customer intake must be fully completed, signed and in place prior to
client beginning work.

6. Payment vouchers, with a copy of time cards/records will be turned, into fiscal at the
agreed upon time.

7. Upon approval staff will review reimbursement claims with employer.
8. Staff will monitor contract until completion through a review of monthly requests for

reimbursement. Someone other than the staff person that wrote the original
agreement/contract will conduct the onsite monitoring.

Reviewed 12/8/2018 



Work Based Learning: Interim Incumbent Worker Policy 

Policy Statement 

The Workforce Innovation and Opportunity Act (WIOA) Sec. 134(d)(4)(A)(i) allows Local 
Workforce Innovation Boards to use up to 20% of Adult and Dislocated Worker formula 
allocations to pay for the incumbent worker training (IWT). IWT is designed to ensure that 
employees are able to gain skills necessary to retain employment and advance within a company 
or to provide the skills necessary to avert a layoff. The goal of IWT is to improve the skills and 
competitiveness of the participant and the competitiveness of the employer. L WA #4 will follow 
all state and federal policies governing incumbent worker training. 

1. Employer Eligibility: employers that have a demonstrated history of failing to retain
employee(s), through no fault of the employee(s), who have received training funds (IWT
and/or OJT) through L WA #4 will not be eligible for additional funds. All other
employers are eligible for consideration with priority of funding going to those projects
in the workforce area's targeted sectors/occupations as identified in the local and/or
regional plans.

Funding will be limited to $80,000 per 12 month period per employer. Exceptions will be 
made with the approval, in the interest of time, of the Executive Director. 

Training must lead to some type of certificate (industry recognized certificate, certificate 
of completion, degree, etc). While training may include mid and upper management, all 
IWT projects must include frontline staff to be considered for funding. Except in cases 
where an entire company is being trained, companies are encouraged to limit the 
participation of upper and mid management to no more than 50% of the total number of 
employees to be trained. Allowances may be made, with the approval of the Executive 
Director 

2. Per TEGL-19-16, employees must have an established employment history with the
employer for 6 months or more (which may include time spent as a temporary or contract
worker performing work for the employer receiving IWT funds).
There is one exception to the six month requirement, which is that in the event that
incumbent worker training is being provided to a cohort of employees, not every
employee in the cohort must have an established employment history with the employer
for six months or more as long as a majority of those employees being trained meet the
employment history requirement. Documentation must be obtained to support the
employee's hire date. Other employee information must also be obtained which includes
their full social security number.

3. US Department of Labor Registered Apprenticeship programs Are eligible for IWT
funding as long as they meet the same criteria as non-apprenticeship training projects.

4. LWA #4 will follow state policy in reimbursing employers for the cost of training. Non
federal match requirements are:

a. 25% of the cost, for employers with 100 employees or less.
b. 50% of the cost, for employers with more than 100 employees.



5. Employers may use wages paid during training to meet their non-federal required match.
A combination of wages and cash may also be used to reach their required match of up to
50%.

6. Employers must agree to provide L WIA #4 with all documentation, as outlined in
state/federal policy, necessary for the reimbursement of cost. Failure to provide such
documentation will result in L WIA #4 being unable to make reimbursement for costs
incurred from the training.

Procedure 

1. All potential IWT training projects will be referred to the Business Relations Manager for
follow up and initiation of the project plan.

2. All employee documentation required to determine employer match and to comply with
the required fields on IWTS will be obtained from the company, and procurement
completed by fiscal, or designee assigned by the Executive Director of Fiscal Operations,
prior to entering into a formal agreement.

3. IWTS project plan process will be completed for reporting and tracking purposes, though
state approval is no longer required.

4. Once all information is entered into IWTS an agreement between L WIA #4 and the
employer can be written. Modifications to the agreement are permissible as long as both
L WIA#4 and the company agree.

5. On a quarterly basis, or upon completion of training whichever comes first, the Business
Relations Manager, or his/her designee, will obtain copies of all certifications, paid
invoices, sign-in sheets, and, when using wage match, copies of all wage documentation
for time spent in training during that quarter. Upon completion of all training,the
Business Relations Manager, or his/her designee, will make a request on behalf of the
company for reimbursement for allowed costs.

6. By the end of the month following a quarter, a status update/quarterly report on IWTS
will be completed. Final reports can be submitted on IWTS when all reimbursements and
documentation have been completed.

Reviewed 12/8/2018 



Interim Policy W-32 

Work Experience/Job Shadowing 

Work Based Learning: Youth Work Experience and Job 

Shadowing Interim Policy 

In the absence of final policy and/or guidance from DCEO and DOL the following is our policy 

for Youth Work Experience and Job Shadowing. 

Policy Statement 

Work Experience/Work Based Learning: allows an individual to obtain work related 
experience and development the critical work habits necessary for retaining permanent 

unsubsidized employment. 

1. Work Experience is not a stand- alone activity so youth participants need to be involved

in job search activity documented by the case manager in case notes.

2. While enrolled in Work Experience/Work Based Learning the participant is expected to
have contact with their career advisor.or contract representative weekly to get assistance

:finding unsubsidized work.

3. Training outlines are to be completed detailing those skills, including work habits and

safety, to be learned and appropriate hours assigned. The hours assigned on the training

outline will determine the length of the Work Experience/Work Based Learning, No

hours will be assigned for skills the participant already possesses.

4. Youth cannot exceed a maximum weekly hours of29 hours.

5. Youth who are working towards their high school diploma or GED must actively
participate in school or GED classes in order to continue work experience.

6. The participant will be paid at least minimum wage and be covered by BEST, Inc. for
work related injury.

7. BEST, Inc. will cover worker compensation insurance and all withholdings each pay

period.

8. Participants will be paid every two weeks and will be given a pay schedule and a review

of how to complete a timesheet by their career advisor prior to beginning a Work

Experience/Work Based Learning.

9. Worksite monitoring will occur twice during the Work Experience placement and a fmal
evaluation and training verification completed prior to the last day of work.

Procedures 

1. Staff will review with the worksite and all supervisors the supervisor orientation

handbook prior to the start of the Work Experience/Work Based Learning.



2. Staff will complete initial site visit form and agreement prior to the start of the Work
Experience/Work Based Leaming.

3. Staff will obtain worksite signature and signature of all supervisors prior to the start of
work.

4. Staff will review all timesheets prior to submitting to fiscal for payment.

5. Copies oftimesheets are to be sent to the appropriate careeradvisor.

6. Staff will monitor contract until completion.
7. All tax forms must be completed prior to the beginning of a WE.

Job Shadowing/WorkBased Learning: participants will visit sponsor business( es) and follow 
an adult worker through part of their work day, asking questions and getting answers which help 
them see both the connections to what skills they a Te learning in our program and future career 
possibilities. This is an observation only experience. Participants will not be paid an hourly 
wage for this but will earn a $30.00 incentive for successfully completing the activity and 
covered by BEST, Inc. for injury. 

Procedures 

1. Participant will complete safety training and sign safety form.
2. Participant will complete the Job Shadow Participant Form and complete an orientation

to the program prior to being able to begin a job shadowing experience.

3. BEST BRRs will be responsible for developing opportunities for the youth in areas of
interest to the youth participant.

4. BRRs are to obtain and share with Career Advisors specific information concerning
specific business information needed for the youth's successful completion of the
experience such as dress code, etc.

5. Participant will complete a Job Shadow Observation Form and attendance sheet in order
- to receive their incentive payment. A copy of Job Shadow Observation Form will also be

given to the BRR.
6. Successfully completing the job shadow means that the youth participant completed the

activity and submitted a Job Shadow Observation Form to their career advisor. The
attendance sheet, a copy of the Job Shadow Observation Form, and a cost voucher should
be sent to fiscal for payment.

Approved: 

- .. - � . 

Pam Fmlan,Executive Director 



Interim Policy W- 25 

Training Service Policy 

Work Based Learning: On-the-Job Training Interim Policy 

In the absence of final policy and/or guidance from DCEO and DOL the following is our policy 
for On-the-Job Training. 

Policy Statement 

On-the-Job Training (OJT) is a type of training that is provided by an employer to a participant. 
During the training, the participant is engaged in productive work in a job for which he or she is 
paid, and the training provides the knowledge or skills essential to the full and adequate 
performance of the job. The following rules apply: 
1. Customer must be found eligible for training services and not currently be earning a self

sufficiency.
2. Employer will be reimbursed for up to 50% of the employees wage to cover the

extraordinary costs associated with training and the costs associated with the lower
productivity of the customer.

3. Amount of training time given to any one client will be determined after taking into
consideration the sldll requirement of the occupation, the academic and occupational skill
level of the customer,, and the client's individual employment plan. Training time will
generally not exceed six months for any individual. Rationale for training and length will
appear on the OJI contract.

4. Maximum reimbursement allowed will be determined by multiplying 50% of the client's
wage rate times the number of training hours. Overtime hours are not eligible for
reimbursement.

5. Employer will specify what job specific skills the client will gain competency in by the
end of the OJT Contract. Skills will be listed on the OJT contract.

6. Client cannot be hired to replace any employee on layoff or with reduced hours.
7. If the position is covered lmder a collective bargaining agreement, the union must sign a

concurrence statement.
9. Only full time, as defined by the business, OJI contracts are to be considered.
10. Emphasis will be given to occupations that can lead to career pathway opportunities.

Procedures 

13. Staff will review with the employer allowable training, length of training, method of
training and maximum reimbursement allowed following the OJI Procedure Manual.

14. Staff will complete OJI contract.
3. Staff will review contract with Business Relations Manager.



4. Staff will obtain employer's and Business Relations Manager's signatures. In the event
that the Business Relations Manager is unavailable to sign an OJT contract the Executive 
Director, WIB/Programs will sign. 

5. OJT Contract AND customer intake must be fully completed, signed and in place prior to
client beginning work.

6. Payment vouchers, with a copy of time cards/records will be turned, into fiscal at the
agreed upon time.
7. Upon approval staff will review reimbursement claims with employer.
7. Staff will monitor contract until completion through a review of monthly requests for

reimbursement. Someone other than the staff person that wrote the original
agreement/contract will conduct the onsite monitoring. 

Approved: 

Pett,p n� 
•••1-•- 'J7 __ _ _  , A� T'\o- , 

Pam Furlan, Executive Director 



Work Based Learning: On-the-Job Training Interim Policy 

Policy Statement 

On-the-Job Training (OJT) is a type of training that is provided by an employer to a 
participant. During the training, the participant is engaged in productive work in a 

job for which he or she is paid, and the training provides the knowledge or skills 
essential to the full and adequate performance of the job. The following rules apply: 

1. Customer must be found eligible for training services and not
currently be earning s self- sufficient wage.

2. Employer will be reimbursed for up to 50% of the employees wage to
cover the extraordinary costs associated with training and the costs
associated with the lower productivity of the customer.

3. Reimbursement of up to 75% of the employees wage is possible if at least
one of the following criteria is met:

1) OJT with a business employing 75 or fewer employees can receive an
additional 15%;

2) business that has participated in an incumbent worker training
project that resulted in an employee being promoted thereby
creating a vacancy that will be filled by an WIOA eligible OJT
can receive an additional 10%;

3) a customer enrolled in OJT that is from a locally defined targeted
population (Veteran, Person with a Disability, and returning
citizens) can receive an additional 25%; or

4) occupation being filled with an OJT requires skill levels, as defined
by O'Net, of an SVP of 5 or higher can receive an additional 25%.

Multiple criteria can be combined but may not exceed a total of 75%. 

This change, having been approved by the local workforce board, will be 
effective March 22, 2016 once accepted by the Illinois Department of 
Commerce. 

4. Amount of training time given to any one client will be determined after
taking into consideration the skill requirement of the occupation, the
academic and occupational skill level of the customer, , and the client 's
individual employment plan. Rationale for training and length will appear
on the OJT contract.

5. Maximum reimbursement allowed will be determined by multiplying the

appropriate percentage of the client's wage rate times the number of
training hours. Overtime hours are not eligible forreimbursement.

6. Employer will specify what job specific skills the client will gain
competency in by the end of the OJT Contract. Skills will be listed on the
OJT contract.

7. Client cannot be hired to replace any employee on layoff or with reduced hours.

8. If the position is covered under a collective bargaining agreement, the union must
sign a concurrence statement.

9. Only full time, as defined by the business, OJT contracts are to be considered.

10. OJT must LEAD to self-sufficiency according to the most current Lower Living Standard
Income Level.



11. Emphasis will be given to occupations that can lead to career pathway opportunities.
12. Employers are ineligible for an OJT contract if they have previously exhibited a pattern of

failing to provide OJT participants with continued long-term employment with wages,
benefits, and working condition equal to those provided to regular employees, employer has
any other individual on layoff from the same or equivalent position, the position is open due
to a hiring freeze, the OJT would infringe upon the promotion of or displacement of
currently employed workers or reduce their hours, the employer has terminated the
employment of a regular employee with the intention of filling the vacancy with an OJT
participant.

13. OJT may be combined with other forms of training. Only OJT hours can be reimbursed through
the OJT contract. An IT A may be issued for classroom training portion of the experience. This
includes ITAs and OJTs utilized for Registered Apprenticeship programs.

14. OJT participants cannot be immediate family members of the business owner or direct
supervisor.

15. OJT may be used to train an underemployed customer who currently works at the OJT employer
only if the OJT Elevates that employee to reach at least a self-sufficient wage through skill
upgrade training per state policy.

Procedures 

1. Staff will review with the employer allowable training, length of training, method of
training and maximum reimbursement allowed following the OJT Procedure Manual.

2. Staff will complete OJT contract.

3. Staff will review contract with Business Relations Manager.

4. Staff will obtain employer's and Business Relations Manager's signatures. In the event
that the Business Relations Manager is unavailable to sign an OJT contract the Executive
Director, WIB/Programs will sign.

5. OJT Contract AND customer intake must be fully completed, signed and in place prior to
client beginning work.

6. Payment vouchers, with a copy of time cards/records will be turned, into fiscal at the

agreed upon time.

7. Upon approval staff will review reimbursement claims with employer.
8. Staff will monitor contract until completion through a review of monthly requests for

reimbursement. Someone other than the staff person that wrote the original
agreement/contract will conduct the onsite monitoring.

Reviewed 12/8/2018 



Interim Policy W- 31 

Work Experience 

Work Based Learning: Adult and Dislocated Worker 

Work Experience and Transitional Jobs Interim Policy 

In the absence qf final policy and/or guidance from DCEO and DOL the following is our policy 
for Adult and Dislocated Worker Work Experience and Transitional Jobs. 

Policy Statement 

Work Experience/Work Based Learning: is a career service that allows anindividual to obtain 
work related experience and develop the critical work habits necessary for retaining permanent 
unsubsidized employment. 

1. Pursuant to Sub-Section 680.170 of the WIOA NPRMs work experience/work based
learning is an allowable activity for adults and dislocated workers.

2. Work Experience/Work Based Leaming is not a stand- alone activity so adult and
dislocated workers will conduct job search activities and such activities will be
documented by career advisors in case notes and IEP.

3. While emolled in Work Experience/Work Based Leaming the participant is expected to
meet with their career advisor weekly to get assistance finding unsubsidized work.

4. Training outlines are to be completed detailing those skills, including work habits and
safety orientation required for the job they will be doing, to be learned and appropriate
horns assigned. The hours assigned on the training outline will determine the length of
the Work Experience/Work Based Learning. No hours will be assigned for skills the
participant already possesses.

5. Maximum weekly hours will be capped at 29 hours.
6. The participant will be paid the regular starting wage for the position as paid by the

worksite for the position they will be working in. For example: the worksite would start a
regular employee at $9.00 for a medical records position then we will pay a participant
the same rate for that position at that worksite. For positions that have been created
specifically for our WE participant the entry level wage according to the Illinois
Department of Employment Security for that position will be paid. Participants would be
covered by BEST, Inc. for injury.

7. BEST, Inc. will cover worker compensation insurance and all withholdings each pay
period.

8. Participants will be paid every two weeks and will be given a pay schedule and a review
of how to complete a timesheet by their career advisor prior to begiml ing a Work
Experience/Work Based Leaming.



9. Worksite monitoring will occur twice during the Work Experience/Work Based Learning
placement and a final evaluation and training verification completed prior to the last day
of work.

Procedures 

1 .. Staff will complete initial site visit form and agreement prior to the start of the Work 
Experience/Work Based Leaming. 

2. Staff will review the supervisor orientation handbook with all worksite supervisors prior
to the start of the Work Experience/Work Based Leaming.

3. Staff will obtain worksite signature and signature of all supervisors prior to the start of
work.

4. All tax forms must be completed prior to the beginning of a WE.
5. Staff will review all timesheets prior to submitting to fiscal for payment.
6. Copies oftimesheets are to be sent to the appropriate career advisor.

7. Staff will monitor contract until completion.

Transitional .Jobs/Work Based Learning: is a type of work experience specifically for 
individuals with barriers to employment who have experienced chronic unemployment or who 
have inconsistent work histories. Because of the nature of the jobs, there is no commitment or 
expectation for permanent hire by the employer. 

I. Transitional Jobs/Work Based Learning is not a stand- alone activity so adult and
dislocated workers will conduct job search activities and such activities will be
documented by career advisors in case notes and IBP.

2. While enrolled in Transitional Jobs/Work Based Learning the participant is expected to
meet with their career advisor weekly to get assistance finding unsubsidized work.

3. Maximum weekly hours will be capped at 29 hours. Participants will be paid minimum
wage.

4. A job description with tasks to be completed will be obtained and reviewed by the BRR

with the participant prior to placement.

5. Transitional Jobs/Work Based Learning must be combined with career and supportive
services.

6. Duration of a Transitional Job/Work Based Learning placement is not to exceed 90days.

7. Worksite monitoring will occurring at least once every 30 days.

Procedures 

1. Staff will complete initial site visit form and agreement prior to the start of the
Transitional Jobs/Work Based Leaming.



2. Staff will review the supervisor orientation handbook with all supervisors prior to the
start of the Transitional Jobs/Work Based Learning.

3. Staff will obtain worksite signature and signature of all supervisors prior to the start of
work.

4. All tax forms will be completed prior to the beginning of a Transitional Job.

5. Staff will review all timesheets prior to submitting to fiscal for payment.

6. Copies oftimesheets are to be sent to the appropriate career advisor.

Approved: 

f()M.�� 
,,..,.lnn u.._.,,.,..,..,,,,.,.-4,! ............ T"\.! .... _ 

Pam Furlan, Executive Director 
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INTRODUCTION 

The Business Employment Skills Team, Inc. fiscal staff has developed a Fiscal Policies & 
Procedures Manual which will be used to: 

a) outline the standard operating procedures and policies for all fiscal transactions within the
organization in compliance with 2014 WIOA Final Regulations. 20 CPR 603,651,652, et
al., and 0MB Super Circular

b) to provide a written reference guide to assist staff;

c) assure uniformity in the way Business Employment Skills Team, Inc. is administered over
time and;

d) assist auditors in preparing financial and compliance audits. The MIP financial
management system is structured to provide accurate, current and complete disclosure of the
financial results of the grant program.

The procedures manual will be updated by the Finance Director as changes occur within the 
organization/L WIA 04. 



I. PURPOSE OF FISCAL UNIT

The purpose of the Business Employment Skills Team, Inc. Fiscal Unit is as follows: 

a. To provide planning assistance relevant to annual fund availability, in the creation of
operation budgets, cost allocation plans, and other planned expenditure information.

b. To request funds allocated to BEST/LWIA 4 from the funding source (DCEO).

c. To receive requested funds.

d. To ensure that these funds are deposited into the Grant Recipient's bank account.

e. To generate and/or process the proper documents to accommodate all legitimate
expenditures.

f. To account for expenditures/cash management responsibilities on the MIP Fund
Accounting System; to maintain proper fund security; to maintain the ability to
prepare reports for internal management and all DCEO required fiscal reports in a
timely fashion; to maintain adequate accountability of receipts and expenditures of
funds in a manner that will be complete and acceptable under the required State and
Federal Regulations for performance of audits.

g. To prepare all fiscal reports required by the Department of Commerce and Economic
Opportunity, Grant Recipient Internal Management, the BEST, Inc. Board of
Directors, the NCI Works Board and the entity selected for internal audit.



ACCOUNTING FOR EXPENDITURES OF WIOA FUNDS/ ALLOW ABILITY & 
LIMITATIONS 

Expenditures ofWIOA/Trade funds shall not be made without prior planning. All costs must be 
allowable under the Workforce Innovation & Opportunity Act (WIOA), and also be reasonable 
and necessary for program requirements. Expenditures will be identified according to Cost 
Category and Program Activity as provided for in the WIOA/TAA Regulations. These are 
further defined on the DCEO Budget Information Summary and Planning forms which will be 
used as the Schedule of Expenditures of Federal Awards. These forms will be used to provide 
information on the way DCEO grant funding will be allocated and expended on an annual basis 
by L WIA 4. These plans shall be formulated by the Workforce Investment Board of L WIA 4 in 
conjunction with Grant Recipient Business Employment Skills Team, Inc. Financial Reports for 
BEST, INC. will be submitted to the Northwest Central Illinois Works Investment Board for 
approval on a bi-monthly basis. A separate checking account is maintained for each of the 
following: 

1) General Operating Account
2) Payroll Account
3) Accrued Leave Account

Further planned expenditure detail is provided through budgets and cost allocation plans created 
by the BEST, Inc. Accountants and Financial Director. These provide information relevant to 
planned expenditures for L WIA 04 staff personnel costs, L WIA 04 non-personnel operating 
costs and L WIA 04 direct training customer costs. 

Tum Around Time Procedure Policy 

The tum-around time for cost reimbursement and payment of invoices related to overhead costs, 
direct training costs, supportive service costs, etc. will be within a three week period of receipt of 
invoice. Invoices are stamped Received/Date Received on the actual date they are received. 
General claims for utilities, internet service, telephone service, and facility rental, OJT 
Reimbursement Claims, Youth Service Provider Claims and Incumbent Worker Contract Claims 
are processed and checks are sent out on a weekly basis. Reimbursement to customers for 
support service for transportation, child care, and items required for ITA (uniforms, shoes, 
training materials), are processed on a bi-weekly basis in accordance with the Supportive Service 
Pay Schedule, and checks are sent out every two weeks. Youth payrolls are processed on a bi
weekly basis along with staff payroll in accordance with the Work Experience Pay Schedule, and 
checks are sent out every two weeks. Staff payroll/payroll taxes/mileage reimbursement is paid 
by electronic transfer one day before the payroll is dated. The BEST, INC Fiscal Unit makes 
every attempt to insure that payment is made in accordance to the disbursement dates scheduled, 
but if documentation or signatures are missing, reimbursement/payment will be held until the 
required items/signatures are received and on file. 



Check Reissue Policy & Procedures 

Lost or missing checks are reissued once it has been determined that the check has not cleared 
the bank, a stop pay has been placed on the check, and if the check was issued to an enrolled 
customer, the customer has signed off as not receiving the check, per the positive pay system 

A. CONTRACTUAL POLICY

To adhere to planned expenditures for Training and Participant Support costs, BEST, Inc.
solicits, through a procurement process, proposals from public and private parties who
may wish to provide training and service activities to WIOA eligible participants. The
proposals that are accepted by BEST/NCI Works are then converted to contracts by Grant
Recipient BEST, Inc. These contracts (Attachment A) are legal agreements defined as
procurement instruments by which the Grant Recipient agrees to reimburse the contractor
(service provider) for planned expenditures incurred in providing specified training
and/or services to a planned number of WIOA eligible participants. Terms of these
contracts are written so that the contractors, upon entering into the agreements, adopt the
goals and objectives of the WIOA program. BEST, Inc. shall provide oversight and
monitoring of sub-recipients.

The actual costs of the agreement are listed in the Budget Section of the contract and
represent the maximum amount that the contractor can be paid by line item without
modification.

Payments are made on a cost reimbursement basis. The contractor submits a monthly
claim for reimbursement, with all required supporting documentation, once a month.

Certain contracts may provide for participants engaged in training to receive supportive
services or stipends. Costs associated with the supportive services or stipends are
included in the contract as well as the method for reimbursement, which may be paid
directly to the participant by BEST, INC or may be paid to the contractor on a
reimbursement basis.

Contracts may be modified by mutual agreement of both parties. A standard form
(Attachment B) is prepared which recaps the result of the modification. This form
requires signatures from both parties of the modifying subcontract.

B. EXPENDITURE/ ACCRUALS/OBLIGATION TRACKING SYSTEM POLICIES

All expenditures are paid by checks/electronic transfer authorized by BEST, Inc. All
checks must be authorized by a Check Request. The Check Request (Attachment C) is a
standard form and is used for all transactions except payroll, customer support
service/participant cost vouchers and internal bank account transfer documents.

Generally, contractors providing training and/or services to participants submit invoices
for reimbursement on a monthly basis.



The Accountant/Controller are responsible for calculating math computations for 
accuracy and legitimacy, coding appropriate charges to accounts and preparing and 
submitting a check request to the Finance Director, who is responsible for each invoice 
on behalf of the Grant Recipient. 

Check requests are processed by the Accountant and are stuffed and mailed by the Fiscal 
Clerk or another Accountant. 

Check requests are signed by an Accountant as preparer, and approved by the Financial 
Director. 

Costs are recorded by fiscal year, by grant, and by line item. Indirect 
Administrative/Programmatic costs are pooled according to cost category (ACP (Admin 
Cost Pool) or PCP (Program Cost Pool), then allocated and charged to cost category line 
items at the end of each month via MIP Journal Entry by an Accountant. 

Expenditures/ Accruals/Obligations are tracked by Accountants using Excel Spreadsheets 
for customer ITA, Support Service, OJT, and youth sub-contractors. The spreadsheets are 
updated on a continual basis by an Accountant. Obligations/ Accruals for customer IT A, 
OJT and Support Services are submitted to the Accountant/Financial Director by 
individual customer Career Advisors upon enrollment. The Obligations/ Accruals are 
updated as needed by the Career Advisors and submitted to the Accountant/Financial 
Director to record changes. 

A. TRAVEL/ MILEAGE REIMBURSEMENT POLICY

Attachment E/ Attachment D is the form used by all Best, Inc. staff to request 
reimbursement for travel at the prevailing Federal Mileage Rate, set by the BEST, Inc. 
Board of Directors based on the Federal Standard Reimbursement Rate. In regard to time 
and activity requirements, employee mileage originates at either the employee's work 
location or residence. Expenses incurred for lodging, tolls, parking, and public 
transportation required for allowable WIOA related activities, are reimbursed to the 
employee upon receipt of proper documentation. All travel and staff development 
activities outside of the LWIA require the approval of the Director(s). BEST, Inc. 
employees traveling on behalf of the agency are required to maintain a State of Residency 
Drivers License. 

Travel forms are submitted bi-weekly by the staff member performing job related travel. 
The form must be authorized (approved) by the traveler's immediate supervisor and the 
mileage voucher is then routed to the Fiscal Department along with the staff timesheet, 
recorded as accounts payable and processed. Meal reimbursement for employee travel 
inside the L WA is limited to Staff Training/Development or Staff Retreat. Meal 



Reimbursement for all allowable activities follows the Federal Per Diem Rate for the area 
in which the travel takes place. 

Workforce Investment Board members of L WIA 4 request reimbursement for travel at 
the mileage rate set by BEST, Inc. Board. (The prevailing rate is the Federal Standard 
Mileage Rate). Meal reimbursement follows the Federal Per Diem Rate for the area in 
which the travel takes place. 

B. OTHER EXPENDITURES/SP ACE COSTS

Other items of expenditure (for BEST, Inc. operations such as rent, telephone, 
postage, office .machine rental, service agreements, etc.) are paid upon receipt of 
proper invoices. Upon receipt of invoices, an Accountant will consult the budget to 
ascertain that such expenditures have been authorized (planned for). The Accountant 
will then prepare/approve a check request (Attachment C) and route the bill through 
the normal disbursement process. Currently L WIA #04 has a training/program office 
in eight Counties. The Ottawa office is co-located in the OSO per MOU/RSA 
Agreement. The Sterling, Mt. Carroll, Galena, Oregon, Dixon, SVCC, IVCC, 
Princeton, and Dixon Fiscal offices are leased by BEST, Inc. under annual lease 
agreements. 

C. STAFF PAYROLL POLICY

The BEST, Inc. Human Resources Dept. will be responsible for ensuring that all new 
employees complete the following: application for Employment, W-4 forms, 1-9, 
Insurance Application forms, and Retirement Plan Enrollment Forms. Additionally, 
all new hires will receive a copy of the BEST, Inc. Employee Handbook and 
Insurance Booklet. 

All BEST, Inc. employees are required to maintain a daily time and attendance 
record. Employee timesheets are routed to their "supervisor" at the end of each two 
week payroll cycle and must be signed by the employee and the supervisor of the 
employee. Staff timesheets (Attachment F) are routed to the BEST, Inc. Fiscal Dept. 
no later than 3 :00 P .M. Monday after the end of the pay period for final review and 
authorization. The daily time and attendance record detailing hours worked by cost 
category/grant (Attachment I) is used for cost allocation purposes. 

Gross earnings are computed by the Fiscal Dept., ba�ed on the authorized hourly rate 
times the number of hours worked each pay period. BEST, Inc. utilizes an Employee 
Data Sheet and/or an annual employee contract to denote all changes in 
wages/benefits. This form authorizes start dates, termination dates, hourly wages, job 
classification, fringe benefit levels, etc. The original of this document is on file in 
each personnel file. This form alerts BEST, Inc. to the hourly rate of pay for each 
employee. Payroll checks are issued by the BEST, Inc. Accountants and are 
deposited directly into employee accounts or mailed to the current employee address. 



BEST Inc. Incentive Award Policy 

Tier 1. An incentive award is allowable for BEST, Inc. employees with BEST, Inc. 
Board approval. The award is allowable only under the condition that it is based on 
merit and is awarded in lieu of an annual salary incre�se. Merit Incentives will not 
exceed 2% of an employee's annual salary with a Cap of $1,200.00. (Annual salary 
is based on employment status of scheduled days per week x 7 .5 hours per day x rate 
per hour.) If an annual increase has been approved for BEST, Inc. employees, and 
an employee is not eligible due to a salary cap, the BEST, Inc. Board of Directors 
may approve an annual merit award for that employee in lieu of the annual salary 
increase awarded to BEST, Inc. employees. 

Tier 2. An incentive award is allowable for BEST, Inc. employees with BEST, Inc. 
Board approval. The award is allowable only under the condition that it is based on 
merit and is awarded in lieu of an annual merit increase. Merit Incentives will not 
exceed 2.5% of an employee's annual salary with a Cap of $1,500.00. (Annual salary 
is based on employment status of scheduled days per week x 7.5 hours per day x rate 
per hour.) If an annual increase has been approved for BEST, Inc. employees, and 
an employee is not eligible due to a salary cap, the BEST, Inc. Board of Directors 
may approve an annual merit award for that employee in lieu of the annual salary 
increase awarded to BEST, Inc. employees. 

Tier 3. An Incentive award is allowable for BEST, Inc. employees with BEST, Inc. 
Board approval. The award is allowable only under the condition that it is based on 
merit and is awarded in lieu of an annual merit increase. Merit Incentives will not 
exceed 3% of an employee's annual salary with a cap of $2000.00. (Annual salary is 
based on employment status of scheduled days per week x 7 .5 hours per day x rate 
per hour.) If an annual increase has been approved for BEST, Inc. employees, and 
an employee is not eligible due to a salary cap, the BEST, Inc. Board of Directors 
may approve an annual merit award for that employee in lieu of the annual salary 
increase awarded to BEST, Inc. employees. 

The Merit Incentive will be based on each individual employee's evaluation using the 
BEST, Inc. rating scale*, and will be awarded using the applicable tier from the 
above list. In the event that the annual merit increase is less than 2%, the Board will 
determine the maximum cap at that time. In the event that the Board grants an annual 
across the board cost of living increase in lieu of an incentive increase, the cost of 
living award will be based on the tiers outlined above for the allowable cap 
maximum for increases of2%, 2.5% or 3%. 

*Example: 79-85% Average (Tier 1); 86-92% Good (Tier 2); 93-100% Excellent (Tier 3)

Implementation of Policy Letter 109-234 and TEGL 05-06 ETA Salary and Bonus
Limitations effective June 15th

, 2006 has been completed.



D. BANK RECONCILIATION POLICY/PROCEDURES

The Accountant prepares monthly bank reconciliations. Outstanding checks, 
transfers, deposits, web credit card, web check, and credit card payments per the bank 
statement are individually reconciled to the MIP Accounting system records. Any 
variances are investigated. The Director presents the reconciliation to the Corporate 
Board Officer for approval. The following MIP procedures are used: 

1. Bank Statement received from Bank.
2. MIP - Activities>Reconcile Cash Accounts
3. Cash Account= Cash GL account to reconcile
4. Bank Balance = Bank Statement ending balance
5. Press TAB key on the keyboard
6. Check Tab- Check the box for all checks that cleared on the bank statement
7. Deposits Tab - Check the box for all deposits that cleared on bank statement
8. Other Cash Items Tab-Check the box for all other types of transactions that

cleared
9. Suspense Items Tab-List any items that are bank errors or other items that do

not need to be recorded in the GL
10. Select the Summary Tab to recalculate the un-reconciled difference
11. When you are in balance, click Update
12. Click on printer icon
13. Report type = Detail
14. Note: If you close the screen while reconciling and save, each tab will have

the icons available to View Outstanding Only, View Cleared Only, and View
all items.

15. Check Register is reviewed for checks outstanding 30 days or more.

E. OUTSTANDING CHCK POLICY/PROCEDURE

1. Outstanding checks 30 days or more are noted during the check reconciliation
process each month and an Accountant is assigned to contact a Career Advisor
and/or Vendor for notification that the check is outstanding. The Career Advisor
is authorized to make contact with the payee ( enrolled customer) to ascertain
why the check has not been cashed. If the check is lost or stolen, the payee will
sign a request to have the check re-issued. The original check is issued a stop
pay using on-line banking and is then voided in the MIP accounting system. A
reissue check is processed at that time.

2. BEST, INC has elected to enroll in the Positive Pay feature for on-line banking
with Midland Bank, which enables the Accountant to stop pay on-line on any
outstanding check that may have been lost or stolen.

3. If a check is outstanding 60 days or more, and contact cannot be made with the
Payee, the check is voided and funds are transferred to a BEST, Inc. Due to State
of Illinois Account for Unclaimed Property. If contact can be made with the
Payee and/or the Payee contacts BEST, Inc. and requests a re-issue within a one



year period, the funds are transferred to the Payroll Clearing Account and/or 
General Account and the check is re-issued. The BEST, Inc. Due to State of 
Illinois Account for unclaimed/abandoned property is reconciled on an annual 
basis and unclaimed payroll property that has been outstanding for more than 
one year is submitted to the State of Illinois Account for Unclaimed Property per 
765 ILCS 1026/Revised Uniform Unclaimed Property Act (13) wages, 
commissions, bonuses, or reimbursements to which an employee is entitled, or 
other compensation for personal services, including amounts held on a payroll 
card, one year after the amount becomes payable (Incentives/Payroll). (15) 
Unclaimed property not specified in (13) which includes, but is not limited to, 
reimbursement for mileage, reimbursement for goods or services that are 
required for training and reimbursement to vendors is the earlier of 3 years after 
the owner first has a right to demand the property or the obligation to pay or 
distribute the property arises. Unclaimed property under (15) is submitted to the 
State of Illinois Unclaimed Property three years from the issue date of check. 

F. VOID CHECK POLICY/PROCEDURE

The following procedures are followed by the BEST, Inc. Accountant. If the check to 
be voided is physically in hand then it can be voided directly in the MIP system. 
Void is written on the check along with the date of the void and initials of the person 
voiding the check. The check is voided in the monthly check register and the 
paperwork is pulled from the accounts payable file and stapled to the voided check. A 
file is kept of the voided checks. 

Note: if check has to be reissued, the reissued check stub is attached to the original 
check request along with the documentation showing the process for the void and the 
documentation authorizing the new check. 

H. INCIDENT REPORTING POLICY

Incident reporting for suspected fraud, program abuse and/or criminal conduct will be 
in accordance with WIOA Regulations, CFR, the 0MB Circular. 

Within one workday of detection or discovery, an Incident Report and two copies, 
along with support documentation will be submitted to DCEO, Bureau of Workforce 
Development, 500 East Monroe Street, Springfield, IL 62701. Additional 
supplemental information will be forwarded to Deputy Director and Assistant Deputy 
Director for BoWD. The Incident Report will also be submitted to Office of 
Inspector General, U S Dept. of Labor, 200 Constitution Ave, N.W., Rm. S-5514, 
Washington, D.C. 20210. All information will be submitted and tracked by the 
BEST, Inc. Financial Director. 



I. AUTHORIZED CHECK SIGNERS

The signatures of the following Board Officers have been authorized to process
checks:

Kathy Enbom
Kevin Riebel

When an authorized signer no longer is on the Board, the signature authority is
removed by the Financial Director notifying the bank.

J. CREDIT CARD USAGE AND REPORTING POLICY

BEST, Inc. company credit cards are to be used only for legitimate business purposes
for BEST, Inc. The cards may be used for the purchase of supplies & equipment,
travel, lodging, meals, certain on-line transactions that require a credit card to enact,
and other transactions of a similar kind. The Managers, Executive Directors, Youth
Coordinator, Administrative Assistant will have responsibility for use and reporting
of his/her own card.

To ensure that payment is made in full and on time for each billing cycle and thereby
avoid interest and late payments, card holders are expected to comply with the
following procedure for each use of the credit card.

1. Submit approved purchase order which specifies grant(s), project(s), items and
amounts.

2. Tum in receipts, packing slips, and/or other documentation to verify that the item
is an allowable cost.

3. Submit materials and attachments to the Fiscal Dept. as soon after transaction as
possible. Late submissions will delay processing the monthly billing.

4. The corporate credit card shall never be used for personal purposes or to obtain
cash advances, even if on behalf of the organization.

5. The cardholder must provide, where applicable, each vendor with ·a copy of the
organizations sales tax exemption certificate.

6. The cardholder will exercise proper care in maintaining physical custody of the
credit card in their possession to prevent loss or theft.

7. The cardholder will review any transaction that does not exactly match receipts or
other documentation provided and work with the Accountant to resolve any
disputed transactions.

8. Approval of purchases by credit card follow the same regulations as all
organizational transactions.

9. Lost or stolen cards are to be reported immediately to the Financial Director. The
Financial Director will report the loss or theft to the bank/credit card issuer.
Procedures will be followed as outlined in the credit card agreement. Increases in
credit limits must be approved by both the Financial Director and the Executive

Director. Any increase must be reasonable and necessary. 

'--



10. Monthly payment as well as each transaction is reviewed by the Financial
Director.

11. The cardholder acknowledges that violation of this policy constitutes a violation
of BEST, Inc.' s Code of Conduct and may represent grounds for revocation of
the credit card, as well as termination of employment and, if applicable, criminal
prosecution.

12. Upon Employee termination the credit card must be returned to the Finance
Director. In the absence of the Finance Director , the card must be returned to 

the Controller. The card will be destroyed and the credit card 
company notified that the individual named on the card must be removed from the 
account. 

K. COST POLICY STATEMENT

General Accounting Policies 

A. Accrual Basis of Accounting
B. July 1 through June 30 (12 month) Fiscal Period
C. Allocation Basis for Individual Cost Elements - Direct Allocation
D. Indirect Cost Rate Allocation Base -MTDC
E. Adequate internal controls are maintained to ensure that costs are not charged to both

the direct and indirect cost categories.
F. Costs and revenues are accumulated in accounts coded for the purpose and costs are

charged both directly and indirectly to grants or contracts.
G. All costs are required to be supported with detailed documentation.
H. In the event that Best, Inc. does not receive Other Grants and is limited to 100%

Federal Funding, all costs will be allocated/charged directly or Indirectly to Federal
Awards/Grants.

I. The rate to be used will be the de minimis rate using MTDC or a lesser rate
determined by an Indirect Cost Allocation Worksheet based on MTDC.

Cost Allocation Methodology Policy 

BEST, Inc. uses the accrual basis of accounting and maintains adequate internal controls to 
insure that no costs are charged both directly and indirectly to Federal 
Awards/Contracts/Projects. Charges are supported by auditable time records which reflect the 
actual activities of employees. Auditable records are maintained to support salaries and wages, 
regardless of whether those costs are charged directly or indirectly to grants/contracts/projects. 
A supervisory review is performed by the Best, Inc. Fiscal Unit and the employee supervisor to 
confirm the compensation is allowable and reasonable. Cost Pools to be allocated include: AI -
Admin Indirect, ACP - Admin Cost Pool, PCP - Program Cost Pool, WIB - Workforce 
Investment Board Cost Pool, and YCP - Youth Cost Pool. Fringe Benefits are tracked by 
individual employee using the payroll hour entry information and are then charged directly or 
indirectly in the same manner as salary and wage costs, therefore a fringe benefit rate is not 
required. Costs for Travel, Training/Conference, Postage, Supplies, Equipment, Facilities, 



Dues/Subscriptions/Fees, Outreach, Printing, Telephone/internet, equipment maintenance/rental, 
IT/Contractual Services, and misc costs are allocated based on employee direct and indirect 
hours. 

1. Direct Costs - Most employees direct charge their salary costs since their work is
specifically identifiable to specific grants/contracts/projects, or other activities.

2. Indirect Costs - Some employees perform necessary services indirectly
benefitting the activities of the organization and therefore charge their time as
indirect costs.

3. Some employees divide their time across organization activities, performing
some services directly benefitting specific grants/contracts while also performing
services necessary and beneficial to two or more grants/contracts. These
employees charge their salary costs to both direct and indirect activities.

4. Fringe Benefits - Compensated absences including vacation, sick and holidays
are considered salaries and wages and are recorded as salaries and wages when
used. Compensated absences earned, but not used, are accrued and recorded in
the period earned and are charged to benefitting costs categories and maintained
in a separate Accrued Leave Account that is adjusted on a quarterly basis

5. Employees working 1,560 hours or more per year are also eligible for the
following: Health/Dental Insurance & Life Insurance. All employees receive
3½% of annual salary as a contribution to a 40l(k) plan.

Fringe benefits are tracked by individual employee and charged Directly or Indirectly in the 
same manner as salary and wages. 

Travel/Staff Training/Conference 

Travel & training costs may be charged as either direct or indirect costs depending on benefit 
received. 

Board Expenses 

NCI Works Board Expenses are charged directly to WIOA. 

Postage/Materials/Supplies/Printing/Photocopying/Equipment Maintenance/Rental 

To the maximum extent possible, office costs such as postage, material and supplies are direct 
charged to the grant/contract receiving benefit. Postage, material and supplies, 
telephone/internet, facility, equipment maintenance/rent, travel & training, audit, and insurance 
costs used by staff engaged in indirect activities are charged on an indirect basis (AI). 



Occupancy/Utility Expenses/Communication Expenses 

Building rental costs are allocated based on staff direct and indirect hours/salaries/wages. 

Unallowable Cost Policy 

Internal controls have been established to ensure unallowable costs including but not limited to 
entertainment, alcoholic beverages, fundraising, bad debts, fines and penalties, contributions and 
lobbying are not charged to grant awards. If an unallowable activity/cost should be incurred, it 
would be included in the distribution base used to calculate the indirect cost rate and thus 
charged accordingly. 



COST ALLOCATION POLICY 

ADMIN INDIRECT COST POOL (AI) 

Cost allocation for costs incurred for a common or joint purpose benefiting more than one cost 
objective (grant/contract/project) shall be distributed on a monthly base period. 

Step 1. Costs or expenses for a common or joint purpose are accumulated or pooled in an 
individual account under the sub-heading ACP for all accounts with the exception of wages and 
benefits which are charged directly to the AI cost pool or directly to each grant. These may 
include but are not limited to: staff travel, facilities/utilities, supplies, printing, postage and other 
goods and services required for program operation excluding costs charged directly to AI cost 
pool/PCP/WIB CPI YCP/grants/contracts/projects. Staff wages and benefits are charged directly 
to the AI (Admin Indirect Cost Pool) to provide the basis for the ACP allocation. 

Step 2. Costs charged to the ACP are allocated to the AI Cost Pool using a percentage that is 
based on the total monthly hours and /or wages of the Director, Admin Assistant, Accountant, 
Controller, and Finance Director. Monthly hours/wages charged to the AI cost pool, TAA PP, 
and WIOA Admin are totaled and the rate for each category is calculated by dividing each 
individual category total by the total accumulated hours/wages for all categories. The rate in 
percentage form is applied to the accumulated costs in the ACP to determine the amount 
allocable to the AI (Admin Indirect Cost Pool) for staff travel, facilities/utilities, supplies, 
printing, postage and other goods and services required for operation. Allocation of the total AI 
Cost Pool can be found under Step 3. Allocation of the ACP can be found below. 
A cost allocation adjustment based on actual hours and expenditures will be completed on a 
quarterly basis. 

Step 3 The cost rate is based on the Federal DeMinimis Rate of 10% (or less) of MTDC or the 
lesser rate determined in the Indirect Cost Allocation Worksheet. The cost rate is determined by 
an Indirect Cost Allocation Worksheet using current year budgeted and/or actual costs. BEST, 
Inc uses the lesser of the 10% DeMinimis Rate or the rate determined on the Indirect Cost 
Allocation Worksheet. 

Step 3 The rate (in percentage form) is then applied to the accumulated or pooled costs (AI) to 
determine the amount allocable to each grant/contract/project. When this cost pool is allocated, 
the costs are charged to grant/contract/project or the benefiting cost objective based on benefit 
received. 

Step 4. In the event costs are accumulated (for non-federal grants/federal grants or unallowable 
costs) they would be allocated using the same formula that is used to allocate costs in the AL 

ADMIN COST POOL (ACP -Admin. ) 
Allowable costs and expenses for Administration of the Title I Program (per 20CFR 667 .220) are 
accumulated in cost pool sub-heading Admin Cost Pool (ACP) by individual accounts. These 



may include, but are not limited to, staff travel, facilities, equipment, WIB, supplies and other 
goods and services required for operation (Staff wages/Benefits are charged directly to cost 
categories when payroll hours are input for payroll processing with the exception of staff time 
that benefits all cost categories, those hours are logged under AI). Accumulated costs in the 
Admin Cost Pool are allocated between the ACP and the AI cost pool as outlined above and at 
that time are then allocated to titles using the sum of Admin wages charged directly to all grants 
(WIOA, lE, TAA) as the base to justify benefit received. The base period is monthly. The cost 
rate is determined by dividing the sum Admin wages for each Grant/ AI cost pool by the 
distribution base. The rate (in percentage form) is applied to the pooled Administration Costs to 
determine the amount allocable to each individual Grant/Title/CP. When this pool is allocated, 
costs are charged to the Admin Cost categories and the AI Cost Pool for all benefiting cost 
objectives/Grants, based on benefit received. 

PROGRAM COST POOL (PCP - Program) 

Cost allocation for costs incurred for a common or joint purpose benefiting more than one cost 
objective for programmatic functions, that are allowable under Title I, shall be distributed using a 
monthly base period. STEP 1: Costs or expenses are accumulated or pooled in individual 
accounts under the sub-heading Program Cost Pool (PCP). These may include, but are not 
limited to staff wages and benefits (Staff Wages/Benefits that benefit an individual program are 
charged directly to the cost objectives/categories). The hours for Holiday Pay, PHO, 
Bereavement, Sick Day etc. are prorated by the MIP system based on the staff hours charged 
directly to each category when payroll hours are input for payroll processing, with the exception 
of staff time that benefits all cost categories - the wages/benefits for those hours are charged to 
the PCP on the employee timesheets). Hours/Wages that benefit all cost categories are charged 
to the PCP along with staff travel, facilities, equipment, supplies and other goods and services 
required for program operation excluding Direct Training Program costs or costs incurred for 
Administration of the program. STEP 2: The distribution base is the total of hours x rate per 
cost category during base period. BEST, Inc. personnel are required to classify hours, by use of 
timesheets, in Title IB cost categories Adult, Dislocated Worker, In-School Youth, Out-of
School Youth, TAA and in Title IS/lE Dislocated Worker, if applicable. Timesheets must be 
signed by BEST, Inc. personnel performing the work and the direct supervisor of the employee. 
STEP 3: The program cost rate for wages/benefits (not charged directly), travel, facilities, 
postage, printing, telephone, equipment, etc. is determined by totaling the wages for all 
employees for each individual cost category (Adult/Direct, Adult/Indirect, DW/Direct, 
DW/Indirect, Youth In/Direct, Youth In/Indirect, Youth Out/Direct, Youth Out/Indirect for 
WIOA & DW TRADE CASE MANAGEMENT) and dividing by the distribution base (total 
employee direct training wages) STEP 4: The rate (in percentage form) is then applied to the 
accumulated or pooled costs (Program Cost Pool) to determine the amount allocable to each 
category based on benefit received. When this cost pool is allocated, the costs are charged to the 
program cost categories or benefiting cost objectives/Grants based on benefit received. 

WIOA PROGRAM COSTS BENEFITTING TWO OR MORE COST OBJECTIVES (YCP) 



Costs that benefit two or more cost objectives (Grants and/or Grant Cost Categories) but do not 
benefit all objectives contained in the Program Cost Pool will be allocated individually based on 
either customer enrollments, on the total direct training costs for all cost objectives that have 
received or will receive the benefit, or on staff hours x rate for each cost category (may include 
WIOA Adult, Dislocated Worker, In School Youth, Out of School Youth, 1 S or T AA if benefit 
was received). The distribution base will be total direct training costs, total customer 
enrollments or total direct training wages for all cost objectives receiving benefit. Total direct 
training costs for each individual cost objective will be divided by the distribution base to arrive 
at the rate (percentage form) to be applied to the cost. When costs for two or more categories 
are allocated using this methodology, costs are charged to the Grants/cost objectives based on 
benefit received. 

Workforce Investment Board (WIB) Costs 

Costs charged to the WIB cost category include all costs attributable to WIB functions as defined 
by the ACT. These include, but are not limited to staff wages/benefits, travel, training, printing, 
postage, supplies, and other costs. Costs in this pool will be allocated on a monthly basis using a 
distribution base of total staff wages in the WIOA Admin and Program cost categories. The cost 
rate is determined by dividing the wages in each individual cost category (Admin, Adult, DW, 
ISY, & OSY) by the distribution base. The rate (in percentage form) for each cost category is 
then applied to the pool to determine the amount allocable to each cost objective based on benefit 
received. BEST, INC may elect to charge WIB costs to the Admin Cost Category. 

L. PAYMENT PROCESS

OJT COST PAYMENT PROCESS POLICY

BEST, Inc. BRR's are responsible for developing OJT training sites (private and public
sector employers). When training sites are developed the BEST, Inc. Business Relations
Manager negotiates a subcontract with each training site for provision of training services.
OJT contracts are provided under WIOA Section 101(31) & 101(24) and 20 CPR 663.700,
20 CPR 663.720, 20 CPR 663.230. Occupational training is provided for WIOA registrants
in exchange for reimbursement of up to 75% of the wage rate and is limited to a period of
time that enables the participant to become proficient in the occupation.

A signed original contract is provided to the Fiscal Department for file referral. All training
costs resulting from participants receiving training at the various sites are paid directly by the
BEST, Inc. Fiscal Department to the employer of record listed in the contract upon receipt
of an OJT Reimbursement Claim and the required support documentation. Expenditures are
posted to the appropriate site subcontractor ledger sheet in the MIP accounting system.

OJT PAYMENT PROCESS

1. A monthly OJT Contractor Reimbursement Report is received from each OJT
subcontractor for each OJT Contract Customer.



2. The BEST, Inc. Career Advisor verifies client eligibility and enrollment in the IWDS
system.

3. The OJT contract is checked to verify the status is current during the reimbursement
period in question; also the wage rate on the reimbursement form is checked to see
that it does not exceed the contractual amount.

4. The Accountant verifies (by initialing the total) the arithmetic on the reimbursement
report ant cross references payroll support documentation to see that hours "trained"
are accurately reported. All reimbursement requests must be accompanied by payroll
records to support actual hours "trained" for the report period. The Reimbursement
Claim Form must be signed/dated by the Employer and the OJT Employee. A
customer signature is not required on the BEST, INC. timesheet if payroll
documentation has been submitted and the customer is no longer employed by the
worksite due to termination.

5. Using the information on the reimbursement report the Accountant prepares a check
request form denoting the amount of payment due to the subcontractor and codes the
WIOA activity/cost category to charge the expense against, which in this case would
be adult, dislocated worker or youth OJT.

6. An Excel spreadsheet is prepared for all OJT enrollees. The sheet tracks the dollar
amount paid, client name, job title, contract number and name of the OJT placement,
start date, reimbursement to be paid and total contract hours. The sheet is updated
every time a voucher is submitted for payment.

7. The Check Request and back-up is next approved by the BEST, INC. Financial
Director.

8. After approval, check requests and required backup documentation are routed to the
Accountants to have checks cut.

9. Checks are signed with the signatures of two BEST, Inc. board members through
stamp process. The check stub is attached to the request and the back-up is stamped
"paid" by the Fiscal Clerk.

10. The check is next placed and sealed in an envelope by the Fiscal Clerk/ Accountant
and routed for mail.

WORK EXPERIENCE/INTERNSHIP PAYMENT PROCESS POLICY 

BEST, Inc. Business Relations Reps (BRR's) are responsible for developing work experience 
contracts (Attachment I). When work experience sites are developed, a contract is cut for 
provision of training activities. A signed original contract is provided to the BEST, Inc. 



Fiscal Dept. for file and referral. All work experience participants are paid directly by 
Business Employment Skills Team, Inc. Checks are distributed by first class mail to the 
worksite supervisor/participant home. 

1. Bi-weekly Work Experience Timesheets (Attachment J) are faxed or scanned by
work experience worksites for each individual working under an approved contract.

2. The Accountant verifies client eligibility/enrollment using the IWDS.

3. The W/E contract or agreement/payroll documentation is checked to make sure it is
accurate and current.

4. The Accountant calculates the math on the timesheet for accuracy and initials each
approved timesheet for payment.

5. Timesheets are submitted to the Payroll Accountant. A check is issued for the hours
reflected on the timesheet times the rate per hour set by the NCI Works Youth
Council and approved by the board or at the rate negotiated in contracts with youth
service providers if the work experience customer falls into this category. Internship
rate of pay is equivalent to the rate the employer would pay for an employee hired for
the position.

6. Checks are mailed by first class mail by the BEST, INC. Fiscal Dept. to the various
WE worksites in LWIA 4 or to the home of the w/e employee.

CLASSROOM TRAINING OTA) PAYMENT PROCESS POLICY 

BEST, Inc. Career Advisors are responsible for enrolling clients in authorized classroom 
training activities. Staff completes an Authorization for Registration for WIOA clients 
entering classroom training activities. The Authorization for Registration (ITA) (Attachment 
L) is a carbonized form with one copy going to the training institution and one copy to the
master client file.

1. A monthly or semester reimbursement report/vendor invoice is received from each
ITA vendor for WIOA eligible customers receiving classroom training.

2. The Accountant verifies client eligibility per authorization.

3. Each customer invoice is checked to see that charges are for itemized classes/fees
listed on the authorization (ITA) by BEST, Inc. Career Advisors, that is returned with
the invoice.

4. The Accountant verifies (by initialing the total) the arithmetic on the reimbursement
report /invoice.



5. Using the information on the reimbursement report/invoice the Accountant prepares a
check request form denoting the amount of payment due to the subcontractor and
codes the WIOA activity/cost category to charge the expense against.

6. The Check Request and back-up are next approved by the Financial Director.

7. After approval, an Accountant enters information into MIP and a check is issued.

8. The check is then stamped with the signatures of authorized signers.

9. The check is next placed and sealed in an envelope, along with a copy of the

PARTICIPANT SUPPORT PAYMENT PROCESS POLICY 

1. Individuals receiving supportive services must have an authorized supportive service
request form on file. The supportive service authorization must have a Google Maps
attached to verify round trip miles from home to training site.

2. Reimbursement for transportation charges is set by the NCI WORKS Board at the
rate of .35 cents per mile. Reimbursement for TAA customer transportation is
reimbursed at the lesser of 50% State of Illinois individual area per diem rate (if
destination rate is not listed, Conus rate is used) or miles traveled times current
mileage rate set by Federal Gov. found at GSA.gov. (Attachment N Client Mileage
Claim)

3. Individuals receiving day care expenses must have an authorized Day Care Contract
on file (Attachment Q) · Daycare services may also be provided by an immediate
family member of the customer.

4. Customer training timesheets signed by instructor and participant must accompany
any request for transportation and/or day care expenses. Day Care Reimbursement
Claims (Attachment R) and Client Mileage Claims (Attachment N) are submitted bi
weekly for processing.

5. The Accountant verifies (by initialing) the arithmetic on the child care and mileage
log and cross references the request with training timesheets. The Fiscal Offers track
total customer child care and transportation costs using an Excel Spreadsheet.
Support service requests are only honored when the client attends an authorized
training activity and Classroom Training Timesheets (Attachment T) are required for
classroom attendance verification.

6. Using the information on the Mileage Claims, the Accountant prepares the check
request information found on the Mileage Claim denoting the amount of payment due
and codes the WIOA activity/cost category to charge the expense against.



7. The Check Request is next approved by the BEST, Inc. Financial Director.

8. After approval, checks are issued to Customer/Service Provider.

9. Checks are signed with the stamped signature of two board members. The check stub
is attached to the request and the back-up is stamped "paid" by the Account

10. The check is next placed and sealed in an envelope by the Accountant and routed for
mailing.

11. Excel Spreadsheets are maintained by the Accountants to track transportation costs.

Medical/Other supportive services are processed in the same manner with the exception that 
the Support Service Request is the source document and a contract is not required. 
Medical/Other receipts or bills are submitted and routed through steps 1, 4, 5, 6, 7, 8, 9, 10, 
and 11. 

A copy of the most recent State Vehicle Registration must be submitted with support service 
requests for car repair or tires, to verify vehicle ownership. 

INCUMBENT WORKER TRAINING POLICY 

Up to 50% of adult and dislocated worker funding may be diverted to support Incumbent 
Worker Training Programs per WIOA. Regulations. BEST, Inc. Incumbent Worker contracts are 

approved by the Director and outline the time frame, scope of work, project description, and 
reporting requirements. 

1. The Company or contractor is required to submit invoices to BEST, Inc. upon
completion of each training component. Matching funds are achieved by the
Company paying the incumbent worker their regular hourly rate while attending
training or by the employer paying for a portion of the training.
The Accountant verifies through customer timesheets/payroll documentation or
documentation to support all payments made to the training provider by the employer,
that a minimum of25%, 50%, or 75% matching funds have been incurred as costs by
the Company. Using the information provided by the company and all required
support documentation, the Accountant prepares a check request denoting the amount
of payment due and codes the WIOA activity/cost category to charge the expense
against. The check request is approved by the Director and routed to an Accountant
for check issuance and distribution following the procedures outlined for the IT A
payment process.

INDIVIDUAL TRAINING ACCOUNTS POLICY 



Per WIB approval, the policy for BEST, Inc. Individual Training Accounts allows LWIA 4 
customers to pursue training at the institution of their choice as long as the training institution 
and training program are on the Illinois Statewide list of Approved Programs/Providers per 
IWDS per 663.310 & 663.410. Per LWA #4 policy, MAP funding is used for tuition, books 
and fees before WIOA funding if applicable. T AA customers are to incur no out of pocket 
expenses for training. Up to 104 weeks of job retraining is provided. TAA training must be 
full time training and has a soft cap of $20,000. LWIA 4 ITA cap is $13,500 but may be 
waived by the NCI Works One Stop Committee. Graduation fee includes charges for 
verification of degree earned and a transcript fee - required documentation to verify 
successful completion of the WIOA/TRADE program. 

ADDITIONAL TAA/TGAAA BENEFIT POLICY 

Out of area job search allowances are provided by TAA/TGAAA to customers who want to 
search for work outside of the commuting area. A customer may receive a job search 
allowance if he/she cannot reasonably be expected to secure employment in the local area. 
Evidence must be provided for one or more job search interviews. The amount of a job 
search allowance is 90 percent of the costs necessary to conduct the job search activity. 
Costs of transportation and subsistence are limited in the same way as they are for travel 
while in training. A customer may receive more than one job search allowance under a 
single T AA certification, but the total of all job search allowances under the certification 
cannot exceed $1,250. 

Relocation Allowances are provided to T AA/TGAAA customers based upon the customer 
finding suitable employment affording a reasonable expectation of long-term duration 
outside the commuting area or a bona fide offer of such employment in writing. The 
customer must be totally separated from employment at the time relocation commences. 
Eligibility requirements are listed in the Trade Adjustment Policy and Procedure Manual. 
Cost estimates from at least two moving firms must be provided before applying for 
relocation allowance. The L WA 4 Accountant uses the estimates to compute reasonable and 
necessary charges. Reasonable and necessary expenses for moving include reimbursement 
for travel (mileage), meals, and lodging subject to the same rules and limitations that are 
placed on training. Receipts for costs are required for reimbursement. Moving the 
customer's household effects is subject to the limitation published in the Federal Travel 
Regulations (2005) set at 80,000 pounds. A relocation allowance can also cover 90 percent 
of the costs of unblocking, moving, and re-blocking a house trailer. A form is provided for 
use in the L WIA to take applications for and approve relocations allowances. Advance 
payments for relocation are allowable, but actual costs must be used to make an adjustment 
by either retrieving any overpayment from the customer or making an additional payment to 
compensate for an insufficient prepayment. 

NEEDS-BASED PAYMENT&INCENTIVE/STIPEND PAYMENT SYSTEM POLICY 



Stipends or incentives will be provided under Title IB in accordance with the terms 
negotiated in the contract for service. 

MOU/RSA ONE STOP POLICY 

Per the Local Workforce Area Memorandum of Understanding between NCI WORKS and 
required Partners of Local Workforce Area 4, an agreement has been entered into for cost 
negotiation. 
The partners of the comprehensive one-stop center have agreed to pay their fair share of the 
negotiated system and infrastructure costs based on FTEs relative to benefit received. The 
negotiated costs for system and infrastructure are outlined in the RSA budget and may be, but are 
not limited to: facility rental, utilities & maintenance, expenses incurred for Board functions, 
technology costs, contractual cost negotiation, outreach, printing, postage, equipment usage and 
the costs for resource room personnel. 

Partners have requested that BEST, Inc assume the role as fiscal agent for the tracking of costs, 
allocation of costs based on full time equivalents, collection of documentation to support actual 
costs incurred, collection of any funds due from partners and the distribution of any funds 
collected based on actual costs incurred by each partner and an allocation based on FTEs. As 
outlined in the Handbook for Periodic Reconciliation, the timeline for reconciliation between 
budgeted and actual costs will be conducted on a semi-annual basis at each reconciliation period 
end (07 /01-12/31 and 01/01-06/30). Final year end reconciliation will be completed no later than 
60 calendar days after the period end or 08/31. Costs for Adult Ed and Perkins will be split 
between SVCC and IVCC, and the costs for CSBG will be split between TCOC and NICAA .. 



INCENTIVE/NEEDS BASED STIPEND POLICY 

1. A bi-weekly classroom timesheet is one acceptable method to record attendance when
issuing a stipend or incentive payment. Scored test papers, High School Diploma,
verification of GED, or class worksheets may also verify achievement of a
competency or a task.

2. The Career Advisor verifies client eligibility/enrollment using the IWDS.

3. The Accountant verifies (by initialing the total) the arithmetic on the timesheet or by
reviewing the pre-agreed upon work papers to document "achievement".

4. Social Security Numbers are not used as the Vendor Number for eligible customers.

5. Using the information on the timesheet the Accountant prepares a check request
denoting the employee number and the number of hours or net amount to be paid.

6. Check requests are approved by the BEST, Inc. Financial Director.

7. A check is issued by the Accountant charging costs to the correct cost category.
Checks are signed with the stamped signatures of two BEST, Inc. board members.

8. The BEST, Inc. Fiscal Dept. is responsible for mailing the checks to customers.

REQUIRED TRAINING TOOLS, UNIFORMS, ACCESSORIES/OTHER SUPPORT 

1. BEST, Inc. clients attending classroom training that requires uniforms will be entitled
to purchase two uniforms not to exceed $80.00 per uniform for a total of $160.00 and
$60.00 reimbursement for required lab coat. Reimbursement for required shoes is not
to exceed $75.00 per pair with the exception of steel safety shoes, which is not to
exceed $100.00 per pair; watch not to exceed $40.00, stethoscope not exceed $90.00,
blood pressure cuff not to exceed $55.00 and welding helmet not to exceed $120.00.

Glasses/Hearing Aids not to exceed $250.00, emergency assistance not to exceed
$500 one time allowable only ( car repairs, utilities etc.)

2. Required training tools for classroom training or on-the-job training must be
approved by the Finance Director. Contingent upon availability of grant funds.

3. Reimbursement for required physicals shall not exceed charges deemed reasonable
and customary per location. Additional costs for required immunizations and drug
screenings are allowable.

4. Required tools are included in the cost of the ITA.



5. Support Service requests for emergency assistance (car repairs, utilities, eyeglasses,
rent, etc.) shall be limited to a one-time maximum allowable 



M. INVENTORY POLICY

Equipment shall be defined as all items (purchased, government excess or donated) with 
a unit cost of $500 or more. Records will be maintained that comply with Part 
29CFR95.34. Equipment purchased for $5,000 per unit requires the written approval 
of DCEO. If the total cost of equipment exceeds $5,000 a WIOA Non-Expendable 
Personal Property Inventory Control Form must be completed and submitted to the 
DCEO Grant Administration Property Officer. If the equipment has become obsolete/ 
defective/stolen/damaged, a Report of Lost, Stolen, or Damaged WIOA Non-Expendable 
Personal Property must be completed and submitted to the DCEO Grant Administration 
Property Officer: If equipment has been relocated Attachment D must be completed and 
submitted to the DCEO Grant Admin Property Officer per WIOA Policy Letter No. 00-
16 using Attachments A thru D. 

The BEST, Inc. Accountant will update the Property Record Log denoting all equipment, 
location, purchase date and price (Attachment P). Separate inventory sheets will be 
compiled on a county location basis. These separate sheets are consolidated on a master 
form when reporting those adjustments to our Program Manager or the DCEO Property 
Control Officer. 

A BEST, Inc. Accountant will photocopy the Property Record Log and will conduct a 
physical inventory on an annual basis. The Accountant, with the approval of the Financial 
Director, may assign BEST, Inc. Staff to conduct the physical inventory at outlying field 
locations. The Accountants will verify that fixed assets are tagged and logged in the 
BEST, Inc. Inventory Log. All discrepancies must be properly explained in memo format 
to the Financial Director. 

M. AUDIT POLICY

BEST, Inc. will procure an independent audit to conduct an annual financial and 
compliance audit on WIONTrade funds. 

The audit will encompass all funds received and disbursed by BEST, Inc. the 
Administering Entity for Local Workforce Investment Area 4, NCI Works. 

1. All auditors/monitors must have an entrance and exit conference with the Financial
Director. Members of the Audit Committee are also invited to attend.

During the entrance conference the following information will be made available: 

A. Name of audit firm(s) conducting the review.
B. Names of all auditors that will be on-site.
C. Name(s) and phone number of audit supervisor (not on site)
D. Contact person and phone number of agency contracting for audit.
E. The scope of the audit/review shall be described.



F. The expected time table

During the exit conference the following will be made available: 

A. Detailed descriptions of any audit findings/recommendations, questioned costs,
or cost recommended for disallowance.

B. Source documents will be made available to Grant Recipients for any cost

recommended for disallowance or questioned costs.

2. No original documents may be removed from the BEST, Inc. Fiscal Office for
any reason.

3. Records will be available and offices will be open only during normal business
hours i.e., between the hours of 8:30 AM and 4:30 PM on regular business days
only.

4. The system of extraction and replacement of all filed records must be agreed upon
by the Auditors and BEST, Inc. fiscal staff.

5. Records will normally be made available in existing form only. Specialized
formats, manipulations and extractions of data in a form not utilized in the normal
course of business will only be approved by the Financial Director of BEST, Inc.

6. The BEST, Inc. staff will make appointments for auditors/monitors with
subcontractors upon request.

7. BEST, Inc. will not provide postage for surveys, audit documents, monitoring
reports, etc.

8. BEST, Inc. will allow the auditor/monitor to make up to 500 copies using BEST,
Inc. equipment if made without disrupting the normal operation of the Agency.

M. BONDING AND INSURANCE PROTECTION POLICY

Bond Insurance is purchased in accordance with 0MB Circular A-110.

BEST, Inc. carries workers compensation and a blanket accident insurance policy to
cover clients and staff while they are engaged in training or work related activities.

M. RECORD RETENTION STANDARDS

All fiscal records pertinent to WIOA grants and agreements i.e. legal and financial
records, participant records, statistical records etc., with the exception of payroll
documents, and audits, will be kept on file for a period of three years after the audit has
been resolved or officially closed (Requirements found at 29CFR.95.53/29CFR97.42).



After each fiscal year, records will be grouped, boxed, labeled, and placed in storage for 
access by Federal and State staff. Accessibility to records is provided to authorized state 
and federal staff. Other agencies or individuals are required to submit written requests 
that specifically identify the purpose and nature of their inquiry, as well as specific 
information required. These requests are handled on an individual basis in accordance 
with appropriate state and federal laws concerning confidentiality of participant records 
and public accessibility. 

After the three year period/four year period per final audit resolution for fiscal records 
and five year period for client records, BEST, Inc., as the Grant Recipient will have the 
records destroyed by following proper security measures. 

Business Employment Skills Team, Inc. agrees to comply with the Local Records 
Commission and Local Records Act (IAC Section 2610.130{a}). 

M. ONSITE FISCAL MONITORING OF SUBRECIPIENTS & AUDIT POLICY

The Finance Director/Controller shall conduct onsite fiscal monitoring of sub 
recipients on an annual basis for Title I B. (Attachment V). 

After onsite fiscal monitoring has been completed, the contractor/sub-recipient is notified 
in writing of results. If any findings or management recommendations are noted, the sub
recipient is given a period of time (not more than 60 days) to comment and or take 
appropriate corrective action. The Financial Director reviews the sub-recipients actions 
taking into account WIOA section 184(b) and (c). If the Reviewer agrees with the sub
recipients handling of the situation, the sub-recipient is notified in writing. This 
notification constitutes final agency action. If the Reviewer disagrees with the sub
recipient's handling of the matter, the Reviewer proceeds under 667.510. The same 
procedure applies to required annual audit results - after review has been completed to 
ensure compliance with 0MB Circular, if findings or questioned costs are noted, a letter 
of initial determination is issued which lists questioned costs, whether the costs are 
allowed or disallowed, acceptance or rejection of corrective action taken to date, possible 
sanctions, and the informal resolution time period. If the sub-recipient response does not 
adequately address the initial determination, the reviewer proceeds under 667 .510. After 
all findings have been properly addressed and resolved, a letter of final determination is 
sent to sub-recipient. If the audit resulted in no findings, no action is taken. 

CONTRACT ADMINISTRATION/CLOSE OUT POLICY 

All contractors shall be required to submit performance reports and invoices in 
accordance with the schedule outline in the contract. Invoices shall be reviewed and 
authorized by the BEST, Inc. accounting staff and approved by the Finance Director or 

Controller. All contracts issued by BEST, Inc. and the Northwest Central Illinois Workforce 
Investment Board are funded under a cost reimbursement basis only. If an overpayment of 



contract funds should occur upon close-out or completion of contract, the overpayment shall 
promptly be refunded by the contractor to the Grant Recipient, accompanied by either a final 
expenditure report or year end audit. All terms and conditions concerning contract requirements 
can be found in BEST, Inc. Contract Attachment A. BEST, Inc. staff and appropriate Board 
committees will review performance reports. 

COMPLAINTS/PROTESTS POLICY 

Complaints and/or protests regarding contractor selection shall be limited to violations of 
federal, state or local laws. 

EMPLOYEE TELEPHONE USAGE POLICY 

BEST, Inc. employees that are required to travel within the Local Workforce Area on a 
continual basis will be provided a company cell phone for use when conducting BEST, Inc. 
business while away from the office. BEST Inc. employees are prohibited from using personal 
phones for company business with the exception of an emergency call. 

PERSONALLY IDENTIFIABLE INFORMATION POLICY 

Customer files with personally identifiable information are stored in locked file cabinets 
in each program field office & limited to Career Advisor access. Fiscal documents with 
personally identifiable information for staff and customers are stored in locked fireproof 
file cabinets and access is limited to the Financial Director/ Accountants employed by 
BEST, Inc. The MIP accounting system has been updated and customers are identified 
by the first letter of last name along with last four digits of social security number. 

R. DCEO Grant Reporting System- GRS POLICY

Accruals/Disbursements must be posted on the GRS (Grantee Reporting System) on a
monthly basis. Accruals are posted by the last 20th day of the following month i.e.
March - post by 04/20, April - post by 05/20, etc. Accruals/Obligations are posted to the
system by the BEST Inc. Accountant. Accruals/Disbursements/Obligations/Interest
Income are posted by the 20th of the month following the month costs were incurred.

The WIOA/TAA "Conversion from Cash to Accrual Worksheet" (Attachment W) is used
in determining the costs/accruals which are then posted by cost category by grant by an
Accountant.

CASH REQUEST AND RECEIPT PROCESS POLICY 

Cash Requests are ordered on an as-needed basis. The amount requested is determined 
by the Accountants based upon accounts payable, payroll and accrued costs. Per DCEO 



and U.S.D.O.L. policy, a Local Workforce Area may only have 3 days cash on hand. 
Any cash on hand over the 3 day limit is classified as surplus. 

1) Cash receipts are directly deposited when available, if they are in the form of a check
it is deposited to the appropriate bank account. 

2) All checks and cash are received by Financial Director.
3) Checks/cash are recorded on cash receipt log.
4) Log is printed monthly and compared to the bank statement to assure deposit.
5) Fiscal staff determines proper checking account and prepares deposit ticket.
6) Copies of checks deposited are attached with deposit receipt and cash receipt journal

and are entered into MIP under Cash Receipts by a Accountant.

The Accountant prepares a monthly cash management analysis at the end of each month 
to determine if the agency has been over-requesting cash. The cash management analysis 
is forwarded to the Financial Director. 

PROGRAM INCOME, MATCHING, LEVERAGED RESOURCES, & STAND IN 
COSTS POLICY 

Program income/stand in is allocated among the appropriate titles using the same 
monthly allocation basis applied to disbursements. Program income/Stand In is reported 
on the GRS Misc. Receipts #371 Screen by the Controller on a quarterly basis. All 
other non-staff costs and revenue collected are accounted for separately in the BEST, 
Inc. bank accounts in compliance with WIOA Regulation Section 667.200. 

Refunds/ Applicable Credits Policy 

Refunds or reductions to expenditures which offset or reduce costs already charged to the 
WIOA accounts are credited back to the account originally charged. Costs are reported 
net of purchase discounts, refunds, rebates and insurance recoveries. 

Improper Payments, Duplicate Payments, Insufficient Documentation Policy 

Invoices are cleared for payment by Accountants pulling the vendor file to compare 
previous payments paid to the vendor or by using the MIP system to verify payments 
previously made to the vendor. A guide for required documentation is used to verify that 
all required documentation is attached to the check request. 

GRANT CLOSEOUT POLICY 

Within 45 calendar days after the date of completion of the award, all financial, 
performance and other reports as required by the terms and conditions of the contract or 



s. 

award will be submitted to DCEO in compliance with 29 CPR 97.50-52 and 29 CPR 
95.70-73. 

ACCRUAL/OBLIGATION, MICS RCPTS, CLOSE OUT REPORTING POLICY 

Sub grantee Obligation Reporting (Table #374) 

Under WIOA Policy No. 01-31, Grantees are provided the capability to report 
Obligations to verify that 80% of a funding stream's allotment has been depleted. 
Obligations are defined as orders placed, contracts and sub grants awarded, services 
received and similar transactions that require payment by the recipient during the 
same or future period. (Examples include Individual Training Accounts, On-the-Job 
Training Contracts, Support Service Contracts, Summer Youth Contracts, Open 
Purchase Orders, etc.) The BEST, Inc. Accountant will prepare a schedule of 
obligations (automated spreadsheet) at the end of each fiscal year and post to the GRS 
by individual line on or before the 20th working day in July. Obligations will not be 
posted for funding streams that meet the 80% requirement. 

Sub grantee Misc/Receipts Disbursement Summary (Table #371) 

Program Income, Program Interest (treated as Program Income), and Stand in Costs 
shall be used in accordance with 20CFR Part 667.200(a)(5) and are posted to the GRS 
quarterly. 

Sub grantee Grant Close-out Request (Table #362) 

When total grant funds have been expended, a close-out package is ordered using 
screen #362. DCEO electronically forwards a close-out package. 

NCI Works/BEST, Inc. Board Financial Reporting 

Financial reports shall be submitted to the NCI WORKS and BEST, Inc. Board on a 
bi-monthly basis listing total grant funding, actual expenditures, accruals and 
obligations. 

ACCRUED LEA VE ACCOUNT (ALA) POLICY 

The purpose of the account is to fund the accrued leave for staff in the event a payout 
per the Employee Personnel Policy is necessary and funding has been discontinued. 
This account should have adequate funding to cover accrued leave. 

Upon termination of employment, any unused paid hours off (PH Os) are paid out of 
the ALA within the limits described in the Employee Handbook. 



No advances to employees can be issued from the ALA. 

Reconciliation of the account is done on a quarterly basis and the account is 
replenished or reduced as necessary. Accrued leave is determined by the PHO 
balance for each employee multiplied by their hourly wage plus 17% for 
FICNRetirement/State U.I, & W/C. More frequent reconciliations are done if 
increased activity in the account warrants this action. 

The funds are kept in a separate bank account and it is reconciled monthly. Funds 
may be transferred to General Operating Account/Payroll Account on an emergency 
basis by JE with the approval of the Finance Director. 

T. PETTY CASH POLICY

Business Employment Skills Team, Inc. does not maintain a petty cash account. 

U. ANNUAL TAX FORMS POLICY

The 990 Not-for-Profit Tax Report is prepared annually after the end of each fiscal year. 
This report is due to the IRS on the fifteenth day of the fifth month following the last day 
of the fiscal year. The preparation of this report is included in the audit bid and is 
completed by the firm awarded the audit contract. 

V. ACCESS TO ELECTRONICALLY STORED ACCOUNTING DATA POLICY

It is the policy of BEST, Inc. to use usemames and password to restrict access to 
accounting software and data. Only duly authorized accounting personnel with data input 
responsibilities will be assigned usemames that allow access to the accounting system. 
Passwords must not be reused within an 18 month period. Users are locked out after 
three consecutive failed login attempts. Each user will have his/her own individual 
usemame for MIP. Users may not share passwords or use the same password. MIP does 
not have the capability to automatically request that the user reset their password every 
90 days, so the system administrator is responsible for this. Accounting personnel are 
expected to keep passwords secret. When an employee terminates employment with 
BEST, Inc., the user name/password are deleted in the MIP system by the Finance 
Director or Controller. 



W. PROCUREMENT POLICIES

GENERAL POLICY 

All procurement transactions for BEST, Inc. shall be conducted in a manner that provides 
the maximum extent possible, for open and free competition. Policies and procedures 
governing procurement shall ensure that goods and services are obtained in an effective 
and efficient manner, consistent with the provision of applicable federal, state, and local 
laws, rules and regulations. 

CODE OF CONDUCT 

This code of conduct is intended to set forth certain standards governing the performance 
of members of BEST, Inc. and officers, employees, or authorized agents of BEST, Inc. 
engaged in the award and administration of contracts supported by federal funds. These 
standards are designed to protect these individuals from accusations and/or implications 
of official misconduct, unethical behavior and conflict of interest, either real or perceived 
BEST, Inc. will maintain compliance with Circular A-110 and 29 CFR 95.1. 

Except as otherwise permitted or provided by federal, state, or local laws, rules and 
regulations, the following provisions shall apply: 

Members of BEST, Inc. and officers, employees, or authorized agents of BEST, Inc. or 
NCI Works Board engaged in the award and administration of contracts supported by 
federal funds, may not vote on any matter that would provide direct financial benefit to 
the member or the member's immediate family. Immediate family is defined as any 
person related within the first degree of affinity (marriage) or consanguinity (blood) to 
the person involved. Members of BEST, Inc. and NCI Works! Board are prohibited from 
accepting gifts or anything of monetary value from contractors or parties to sub
agreements. Contractors that develop or draft specifications/ scope of services, or RFP's 
are prohibited from competing for such procurements. 

Prior to a discussion, vote, or decision on any matter before a Board, if a member, or a 
person in the immediate family of such member, has a substantial interest or relationship 
to a business entity, organization or property that would be monetarily affected as the 
result of any official Board action, that member shall disclose the nature and extent of the 
interest or relationship and shall abstain from voting on or in any other way participating 
in the decisions of the matter. All such abstentions shall be recorded in the minutes of the 
Board meeting. 

Substantial interest is defined as any person who owns 10% or more of the voting stock, 
owns 10% or more or owns $5,000 or more, of the fair market value of a business; or if 
funds received by the person from the business exceed 10% of the person's gross income 
from the previous year; or if the Board member is related to a person in the first degree of 
affinity or consanguinity who has a substantial interest as defined. 



New employees of BEST, Inc are given a Code of Conduct/Compliance pamphlet upon e 
employment and are required to sign a Code of Conduct Form found in the Code of 
Conduct/Compliance section of the Employee Handbook. BEST, Inc Board members 
receive the Code of Conduct Pamphlet and are required to sign the Code of Conduct 
Form on an annual basis in acknowledgement of the Federal Award section. Employees 
of BEST, Inc will receive and are required to sign a new Code of Conduct Form at any 
time that changes are made to the Code of Conduct Pamphlet. 

PROCUREMENT AUTHORITY/DELEGATION OF RESPONSIBILITY 

The policies and procedures herein enacted are structured to comply with the Office 
of Management and Budget (0MB) Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards, Final Rule Title 2 of the 
Code of Federal Regulations, 2 CPR 200, as well as the Workforce Innovation and 
Opportunity Act (WIOA - Public Law 113-128). 

The Executive Director of BEST, Inc. has the authority to approve single purchase up to 
$5,000. Any purchase up to $5,000 must be approved by both the BEST Board and the 
Executive Director following the agency's procurement and purchasing policies, with 
notification to the Corporate Board at the next regularly-scheduled meeting. Notification 
shall include the amount of the purchase, and the documented results of the procurement 
process. Any purchase over $5,000 must be approved by NCI Works! Board/Corporate 
Board in advance, and in accordance with the agency's procurement policies and 
procedures. 

If an emergency purchase is necessary in order to conduct normal business, procurement 
policies and procedures must be followed and the NCI Works Executive Committee/ NCI 
Works Board and the Corporate Board shall be notified in writing and approved at the 
full Corporate Board and NCI Works! Board at their next regularly-scheduled meeting. 
The Executive Director is authorized to sign all contract transactions, unless otherwise 
required by federal or state authority. 

MAINTENANCE OF A BIDDER'S LIST 

A "bidder's list", containing the names and addresses of potential service providers that 
have made a written request to be placed on such a list, shall be maintained. 

Solicitation invitations and Requests for Proposal/Quotes packages shall be sent to all 
potential service providers on the bidder's list, as appropriate, according to the type of 
goods and services being sought. 

Service providers located in the Workforce Innovation Area of Bureau, Carroll, Jo 
Daviess, LaSalle, Lee, Ogle, Putnam and Whiteside counties will be given priority as 
appropriate. 



Additionally, efforts will be made to utilize small business and women and minority
owned sources of goods and services. 

METHODS OF PROCUREMENT 

Procurement shall be made by one of the following methods described below: 

Competitive Negotiation - Invitations for the solicitation of proposal, with complete 
Request for Proposal (RFP)/Quotes (RFQ) packages shall be sent to potential service 
providers contained on the established bidder's list, as appropriate according to the type 
of goods and services to be procured. Notice of solicitation of RFP/RFQ's must be 
posted on local websites (including Best, Inc. and NCI Works!) and may also be 
published in local newspapers. 

Requests for Proposal shall contain a clear and adequate description of the goods and 
services to be procured; technical requirements, outcomes, and specifications which 
bidders must fulfill; and factors to be used in evaluating bids or proposals. 

Copies of the proposals shall be given to the appropriate Committee/s for review, and 
their recommendation shall be given to NCI Works for approval. 

All selected bidders will be required to participate in negotiations with the Executive 
Director, Finance Director, Youth Coordinator, Program Manager or necessary 
appropriate staff. The award of any contract or agreement shall be contingent upon the 
satisfactory completion of negotiations and the continued availability of funding. The 
awarding of any contract in the aggregate of$25,000 or more shall also be contingent 
upon confirmation of selected bidders registration in the SAM (Federal System for 
Award Management) which confirms that the bidder/contractor has not been suspended, 
debarred or declared ineligible to receive Federal contracts/funding per Executive Order 
11246. 

Unsuccessful bidders shall be notified in writing, within thirty days of the final decision. 

Non-Competitive Negotiations (Sole/One Source) - Non-competitive negotiation may 
be used when the awarding of a contract through the RFP/RFQ process is not feasible. 
Circumstances include: 

Goods and services to be procured are available only from a single source; 

Urgency for the goods and services will not permit an extended time frame necessary for 
the RFP/RFQ process; 

After solicitation of bids through the RFP/RFQ process, competition is determined to be 
inadequate. 



Small Purchases, Consultant or Professional Services - Relates to the procurement of 
services, supplies, or equipment (which are exempt from other procurement 
requirements) costing in the aggregate of $25,000 or less. 

a. Purchases under $500.00 do not require quotes from vendors.
b. Purchases between $500 and $1000 require three oral quotes to be documented on

a request for quote form. If three vendors are not available, this should be
documented. A Purchase Order is required on equipment purchases of $500.00 or
more.

c. Purchases for equipment and services over $1000 will require three written quotes
unless sole source justification is provided. Equipment over $5000 must have
prior DCEO approval. Items that are available as a result of federal, state or local
government procurement procedures can be purchased without three quotes.

d. For services over $25,000, a Request for Proposal/Quote is required. Items that
are available as a result of federal, state or local government bidding procedures
can be purchased without three· bids.

A Small Procurement Solicitation Form must be completed for small purchases/ 
procurement. The form requires listing the material, goods or services; quantity; names 
of vendors; date contacted; person spoken to; price quote; explanation of service and 
notification method & date of acceptance or refusal; vendor selected and reason for 
selection. Final cost must be reasonable and necessary. Selection is not necessarily 
based on final cost alone. The quality of goods and services is also taken into 
consideration and also what a prudent person would purchase under similar 
circumstances. The Solicitation Form also requires the signature of procurer and Finance 
Director along with the date. 

Out-of-Pocket: With prior permission of the Executive Director, Finance Director or 
Manager, staff will be reimbursed for out-of-pocket expenses incurred for purchasing 
supplies of $100.00 or less. In addition to these procedures, the procedures for sealed 
bids and all procurement shall be done in compliance with the Federal Regulations. 

PURCHASE ORDER PROCEDURE 

Equipment, materials, and supplies ordered that are requested via a Purchase Order (PO) 
must be approved by the Purchasing Agent and/or Finance Director prior to ordering. All 
purchases will be done by the Purchasing Agent. The person requesting the equipment, 
materials and or supplies will complete the PO in its entirety. If procurement (including 
state approval when required) has not been completed previously, it will be done by the 
Purchasing Agent prior to form submission for approval and is attached to the 
procurement form. The form is sent to fiscal to be attached to invoice before payment. 

Equipment, materials, and/or supplies are then ordered per the Purchase Order form. 
Receipt of the order is verified by the staff person at the office where order is received. 
Packing slip is signed by employee receiving order and sent to fiscal to be attached to 



invoice before payment. Any discrepancy in the order is reported to the Fiscal Dept. All 
discrepancies are resolved prior to payment. 

W. CHART OF ACCOUNTS

Costs will be clarified as provided in WIOA Regulations, Section 667.200. (Attachment
N)
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Attachment A 

WORKFORCE INNOVATION and OPPORTUNITY ACT 

Cost Reimbursement Contract 

CONTRACT NO. XX XXX 

for 

xxxxxxx 

by 

LWIA4 

Business Employment Skills Team, Inc. 



PART I 

NOTICE OF CONTRACT A WARD 

Inasmuch as NAME, hereinafter called the "Contractor", has satisfied all conditions precedent to 
the award of a contract under the Workforce Innovation and Opportunity Act (WIOA), Business 
Employment Skills Team, Inc., hereinafter called the "Grant Recipient", I hereby making a 
contract available to the Contractor in the amount of $xxxxxx. This contract is for the purpose of 
undertaking activities in accordance with the requirements of the Workforce Innovation and 
Opportunity Act (WIOA) administered by Business Employment Skills Team, Inc. The 
Contractor agrees to use funds provided under this agreement to meet Workforce Ifinovation and 
Opportunity Act (WIOA) funding pre-requisites and to prepare all necessary information for the 

WIA program. The Grant Recipient is empowered to make such contracts pursuant to the 
Workforce Innovation and Opportunity Act (WIOA) (Public Law 113-128). 

This Contract includes the following sections, all of which are incorporated into and made part of 
the General Contract Document: 

PART I 
PART II 
PART III 
PART IV 
PARTY 
PART VI 

Notice of Contract Award 
Method of Compensation; Fiscal Control Requirements 
Terms and Conditions 
Assurances 
Scope of Work 
Budget 

The contract is to be used to provide financial and technical assistance to qualified recipients in 
order to support Workforce Innovation and Opportunity Act (WIOA) activities through local 
workforce investment systems, that will result in increased employment retention and earning of 
participants, and increased educational and occupational skill attainment by participants and as a 
result, improve the quality of the workforce, reduce welfare dependency, and enhance the 
productivity and competitiveness of the Nation. 

The Contractor is hereby authorized to incur costs against this Contract from the beginning date 
ofxxxxx through the ending dated ofxxxxx. The Contractor's authorized signature below shall 
constitute acknowledgement of the Contractor's acceptance of this Contract. 

CONTRACTOR 

By: 

Date: 

GRANT RECIPIENT 

Business Employment Skills Team, Inc. 

By: ------- - -
Executive Director 

Date: 



PART II 

METHOD OF COMPENSATION, 
FISCAL CONTROL REQUIREMENTS 

Compensation to the Contractor. 
Payments pursuant to this Contract are subject to the availability of Federal Workforce 
Innovation and Opportunity Act (WIOA) funds and their appropriation or authorized 
expenditure under state law. 

For carrying out the program objectives as described in Part IV, the Scope of Work, the 
total compensation and reimbursement payable by the Grant Recipient shall not exceed 
the sum of $XX. 

All payment requests by the Contractor shall be reviewed by the Grant Recipient to 
insure such requests are: 

a) in accordance with the approved program budget;
b) only for costs necessary to complete program objectives;
c) in accordance with 0MB Super Circular 2CFR200 with Department of Labor

(DOL) exceptions 2 CPR 2900.

It is expressly understood and agreed that in no event will the total compensation and 
reimbursement to be paid hereunder exceed the maximum of $xxxx for all of the services 
required. 

2. Allowable Costs/Cost Principles.
The Federal cost principles set forth below are applicable to the Contractor, and said
Contractor is responsible for ensuring that costs incurred under the contract are in
accordance with 0MB Circular 2 CPR 200 and DOL exceptions 2 CPR 2900.

3. Method of Compensation.
The Contractor shall maintain appropriate records of actual costs incurred. The
Contractor shall invoice the Grant Recipient monthly. Payments to the Contractor will be
made by BEST, Inc.

Costs in accordance with the latest State of Illinois Travel Regulations or such reasonable 
travel policies approved and adopted by the Contractor are allowable for expenses for 
transportation, lodging, subsistence, and related items incurred by employees who are in 
travel status on official business incident to the Contract. If State of Illinois Travel 
Regulations are not followed by the Contractor, the Contractor must have on file its 
approved travel policy for reference by the Grant Recipient, the Comptroller of the State 
of Illinois, Comptroller General of the United States, or any of their duly authorized 
representatives. The Contractor must retain receipts on file as source documentation for 



4. 

travel expenses of its employees. The Contractor cannot be reimbursed for costs incurred 
in excess of the total approved contract budget. 

If the Contractor expends contract funds contrary to the provisions of the agreement, such 
action may require the repayment of those funds if the expenditure violated the 
Contractor's assurances or the statutory provisions. Other expenditures that do not 
conform to the scope of work may be improper because the Contractor has failed to 
obtain approval of a revised work program. In such cases, the Grant Recipient may 
withhold funds until the revision is made. 

An overpayment of contract funds (unliquidated balance) shall promptly be refunded to 
the Grant Recipient accompanied by either a final expenditure report or the audit report. 
In addition, the Contractor agrees to repay the Grant Recipient for any funds that are 
determined by the Grant Recipient through monitoring activities or audit reports to have 
been spent improperly. 

Financial Control Requirements/Record Retention. 
The Contractor's financial management system shall be structured to provide for 
accurate, current, and complete disclosure of the financial results of the contract. The 
Contractor is accountable for all funds received under this agreement. The Contractor 
shall maintain effective control and accountability over all funds, equipment, property, 
and other assets under the Contract as required by the Grant Recipient. The Contractor 
shall keep records sufficient to permit the tracing of funds to a level of expenditure 
adequate to insure that funds have not been spent unlawfully. 

The Contractor shall maintain for a minimum of three years following the date of its final 
expenditure report, all books, records, and supporting documents necessary to verify the 
expenditures and use of funds under this contract. This contract and all books, records, 
and supporting documents related hereto shall be available for inspection and audit by the 
Grant Recipient, the IL Department of Employment Security, and the Auditor General of 
the State of Illinois, the Secretary of Labor, and the Comptroller General of the United 
States or any duly authorized representatives. The Contractor agrees to provide full 
access to all relevant materials and to provide copies of same upon request to any 
agencies named herein or their designees. 

In the event that an audit is commenced during the three-year period specified herein, 
said three year period shall be extended for the duration of the audit and the Contractor 
agrees to cooperate fully with any audit. Failure to maintain books, records and 
supporting documents as required by the contract shall establish a presumption in favor 
of the State for recovery of any funds paid for which adequate books, records and 
supporting documentation are not available to their purported disbursement. 

All costs shall be supported by properly executed documents pertaining in whole or in 
part to this Contract, as indicated below: 

[ ] Cost Allocation Plan 



[] Payroll Register 
[ ] Staff Time and Attendance Sheet(s) 
[] Copy of Bill(s)/Invoice(s)/Receipt(s) 
[] Third Party/Subcontractor Agreement(s) 
[] Participant Time and Attendance Form(s) 
[ ] Training Reimbursement Reports 

The Contractor Shall Submit the applicable fiscal records to the Grant Recipient no later 
than the tenth calendar day after the last of the quarter in which the expenditure occurred. 
Claims which affect the need to finalize closeout of the Contract must be received within 
twenty days from the last effective date of the Contract, after which no further payment 
will be made. Failure to submit accurate and complete documentation with the necessary 
supporting backup will result in the entire claim being disallowed and returned to the 
Contractor for correction. 

5. Audit Requirements.
An audit shall be conducted by a certified public accountant that is licensed by the State
of Illinois to conduct an audit in compliance with "Generally Accepted Auditing
Standards".

Upon completion of an audit, an audit report shall be issued and the contractor shall
provide the Grant Recipient with a copy of such audit report.

Further, the Contractor shall submit, with the audit, a report which comments on findings
and recommendations in the audit, including corrective action planned or taken.

The Contractor shall provide the Grant Recipient with a copy of an audit within 30 days
of the Contractor's receipt of such audit reports, but in no event later than nine months
following the end of the period for which the audit was performed. The Contractor shall
send the audit report to:

Business Employment Skills Team, Inc. 
1680 S Galena Ave. 

Dixon, IL 61021 

The Contractor shall be held solely liable for repayment of disallowed or unauthorized 
costs. When such costs are determined, the Contractor will be required to repay such 
costs with non-WIA funds. 

The Grant Recipient reserves the right to conduct special audits, at any time during 
normal working hours, of funds expended under this agreement. When audits are 
procured by the Grant Recipient, the contractor agrees to: a) cooperate with the audit firm 
selected; b) actively work with both the audit firm and Business Employment Skills 
Team, Inc. to resolve any and all audit findings; and c) cooperate with Business 
Employment Skills Team, Inc. staff in preparing for, conducting and resolving audits. 



PART III 

TERMS AND CONDITIONS 

1. Modification and Amendment of Contract.
This Contract is subject to revisions as follows:

a) Modifications by Operation of Law

This Contract is subject too such modifications as may be required by changes in 
federal or state law or regulations. Any such required modification shall be 
incorporated into and be part of this Contract as fully as if set forth herein. 

The Grant Recipient shall notify the Contractor of any pending implementation of 
or proposed amendment to such regulations. 

b) Modifications in Budget

If the Contractor has reason to believe that its operation for the Contract period will 
vary from the amount budgeted for a cost category, but still within legislated 
limitations as identified in Part 11.2, it shall request approval of the Grant Recipient 
in writing prior to the anticipated variation. Said request shall give the reason for 
the anticipated variation, whether the total contract shall be completed within the 
limits of the budget, and the suggested corrective action. 

If the Contractor has reason to believe that its operation for the Contract period will 
exceed the total budget authorization, it shall request approval of the Grant 
Recipient in writing. In no event shall the Contractor make any change in cost 
categories which increases or decreases the total budget without prior approval of 
the Grant Recipient. 

Failure of the Contractor to either request approval of the Grant Recipient for 
anticipated budget variations within legislated limitations or to formally request 
approval for variations of total contract amounts shall be deemed sufficient reason 
for the Grant Recipient to disallow cost incurred in excess of specific cost category 
amounts or total contract amount as set forth in Part V (Contract Budget) even if the 
total costs incurred are within the legislated limitations of the categories. 

If the Grant Recipient grants a budget revision, the Grant Recipient shall give the 
Contractor a revised budget summary incorporating the change. 

c) Other Modifications by Grant Recipient or Contractor

If either the Grant Recipient or the Contractor desires to modify the terms of this 
Contract Document other than as set forth in Paragraphs 1.a. and 1.b. above, written 
notice of the proposed modification shall take effect unless agreed to in writing by 



both the Grant Recipient and the Contractor, except that if the Grant Recipient gives 
the Contractor notice of a proposed modification without prior approval of the 
Contractor, the failure to object by the Contractor within fifteen (15) calendar days 
shall be deemed acceptance and the proposed modification shall be effective on the 
date specified in the notice. 

2. Waivers.
A waiver of any condition of this Contract must be in writing from the Executive
Director of the Grant Recipient or his/her designee.

3. Monitoring and Evaluation.
The Grant Recipient will monitor and evaluate the contract made to the Contractor under
this program. The contract will be monitored for compliance with the rules, regulations,
and requirements which the Grant Recipient may promulgate and will be monitored
periodically throughout the period of the contract.

The Contract will be assessed to gauge its impact upon the target population and for the 
effective and efficient utilization of Workforce Innovation and Opportunity Act (WIOA) 
funds. Assessments will occur both during the operation of the program and upon its 
completion. 

4. Programmatic Reports Required.
The Contractor may submit the programmatic reports as required by the Grant Recipient.

5. Suspension.
If the Contractor fails to comply with the special conditions and/or the general terms and
conditions of the Contract Award, the Grant Recipient may, after notice to the Contractor,
suspend the contract and withhold further payments or prohibit the Contractor from
incurring additional obligations of contract funds, pending corrective action by the
Contractor or a decision to determine to allow such necessary and proper costs which the
Contractor could not reasonably avoid during the period of suspension provided such
costs were necessary and reasonable for conduct of the project.

6. Termination.
This Contract may be terminated for loss of funding, for cause, or for convenience.

a) Termination Due to Loss or Reduction of Funding

This Contract shall terminate in full, or in part, at the discretion of the Grant 
Recipient, in the event that the Grant Recipient suffers a loss or reduction of 
funding or termination of the federal contract which permits it to fund, in full or in 
part, the Contractor. In the event that the Grant Recipient suffers such a loss or 
reduction of funding in full or in part, the Grant Recipient shall give the Contractor 
written notice which shall set forth the effective date of full or partial termination, 
or if a change in funding is required, setting forth the change in funding and the 
changes in the approved budget. 



b) Termination for Cause

If the Grant Recipient determines that the Contractor has failed to comply with any 
of the terms, conditions or provisions of this contract, including any applicable rules 
and regulations. The Grant Recipient may terminate the contract in whole, or in 
part, at any time before the Contractor in writing of the determination to terminate, 
the reasons for such termination, and the effective date of the termination. 
Payments made to the Contractor or recoveries by the Grant Recipient shall be in 
accord with the legal rights and liabilities of the parties. 

Termination for cause may render the Contractor ineligible for consideration for 
future grants from the Grant Recipient. 

c) Termination for Convenience

The Grant Recipient or the Contractor may terminate the Contract in whole, or in 
part, when the Grant Recipient and Contractor agree that continuation of the 
program objectives would not produce beneficial results commensurate with the 
further expenditures of funds. The Grant Recipient and the Contractor shall agree 
upon in the case of partial terminations, the portion to be terminated. The 
Contractor shall not incur new obligations for the terminated portion after the 
effective date, and shall cancel as many outstanding obligations as possible. 

7. State Not Liable.
The funds to be remitted to the Contractor by the Grant Recipient are available from a
Workforce Innovation and Opportunity Act (WIOA) contract made to the Grant
Recipient. Therefore, the Grant Recipient, by entering into this Contract Agreement,
does not pledge or promise to pledge the assets of the State, nor does it promise to pay
any compensation payable to the Contractor, or its subrecipients, from any monies of the
treasury of the State except such monies as shall be contracted and paid to the Grant
Recipient by the IL Department of Commerce and Economic Opportunity (DCEO) for
the program of which this contract is a part. However, upon execution of this Contract
Agreement, the Grant Recipient shall set aside and hold in reserve from funds received
from IL Department of Commerce and Economic Opportunity an amount of money equal
to the amount of this Contract to reimburse the Contractor as provided herein.

8. Publication, Reproduction, and Use of Material.
No material produced in whole or in part under this Contract shall be subject to copyright
in the United States or in any other country. The Grant Recipient shall have unrestricted
authority to publish, disclose, distribute and otherwise use, in whole or in part, any
reports, data, or other materials prepared under this Contract.

Any publication produced as a result of this Contract shall include on its title page the 
following citation: 



This project was conducted with funds provided under programs of the 
Workforce Innovation and Opportunity Act (WIOA) by Business 
Employment Skills Team, Inc. and the Illinois Department of 
Commerce and Economic Opportunity and does not necessarily 
represent in whole or in part the viewpoint of Business Employment 
Skills Team, Inc. or the Illinois Department of Employment Security. 

9. Conflict of Interest.
No officer or employee of the Contractor and no member of its own governing
body and no public official of the locality in which the program objectives will
be carried out who exercises any functions or responsibilities in the review or
approval of the undertaking or carrying out of such objectives shall (a)
participate in any decision relating to any contract negotiated under this
Contract which affects his personal interest of any corporation, partnership, or
association in which he is, directly or indirectly interested; or (b) have any
financial interest, direct or indirect, in such contract or in the work to be
performed under such contract.

10. Bonus or Commission.
The Contractor shall not pay any bonus or commission for the purpose of
obtaining approval of the application for the financial assistance provided for
herein, or any other approval by the Grant Recipient which may be necessary in
connection with carrying out the program objectives.

11. Equal Opportunity/Nondiscrimination
As a condition to the award of financial assistance under WIA from the
Department of Labor, the Contractor assures, with respect to operation of the
WIA-funded program or activity that it will comply fully with the
nondiscrimination and equal opportunity provisions in SEC.188 of the
Workforce Innovation and Opportunity Act (WIOA) of 2014, including the
Nontraditional Employment for Women Act of 1991; Title VI of the Civil
Right Act of 1964, as amended; Section 504 of the Rehabilitation Act of 1973,
as amended; Title IX of the Education Amendments of 1972, as amended; the
Age Discrimination Act of 1975, as amended; The Civil Rights Restoration Act
of 1987; Executive Order 12250; Age discrimination in Employment Act of
1967; Equal Pay Act of 1963; U.S. Department of Labor Regulations at 28
CFR Part 42, Subparts F & H; Title VII of the Civil Rights Act of 1964, as
amended; and with all applicable requirements imposed by or pursuant to
regulations implementing those laws, including but not limited to U.S. DOL
Regulation 29 CFR Part 37 and 41, CFR Part 60. Where applicable the
Contractor shall comply with the:

Additional Certifications 

1. Copeland "Anti-kickback" Act (18 U.S.C. 87U) as supplemented in
DOL regulations (29 CFR Part 3).



2. Davis-Bacon Act (40 U.S.C. 276 a. to a-7) as supplemented in DOL
regulations (20 CFR Part 5). 
3. Sections 102 and 107 of the Contract Work Hours and Safety Standards
Act (40 U.S.C. 327-333) as supplemented by DOL Regulations (29 CFR 
Part 5). 
4. All applicable standards, order, or requirements issued under:

a. Section 306 of the Clean Air Act
(42 U.S.C. 1857 {h});

b. Section 508 of the Federal Water Pollution Control Act
(33 u.s.c. 1368);

c. Executive Order 11738;
d. Environmental Protection Agency regulations

(40 CFR Part 15);
5. Energy Policy and Conservation Act (Public Law 94-163);
6. Byrd Anti Lobbying Amendment (31 U.S.C. 1352); and
7. Rights to Inventions made by Nonprofit Organizations and Small
Business Firms under Government Grants (37 CFR Part 401).

12. Integration Clause.
It is agreed between the parties that this Agreement, with attachments, as
written, is the full and complete agreement between the parties and that there
are no oral agreements of understandings between the parties other than what
has been reduced to writing herein.

13. Severability Clause.
If any provisions under this Agreement or its application to any person or
circumstances are held invalid by any court of competent jurisdiction, this
invalidity does not affect any other provision or its application of this
Agreement which can be given effect without the invalid provision or
application.

14. Certifications.
The Contractor certifies that it has not been convicted of bribery or attempting
to bribe an officer or employee of the State of Illinois, nor has the Contractor
made an admission of guilt of such conduct which is a matter of record, nor has
any official, agent, or employee of the Contractor committed bribery or
attempted bribery on behalf of the firm and pursuant to the direction or
authorization of a responsible official of the firm. The Contractor further
certifies that it has not been barred from bidding on or receiving State contracts
as a result of illegal bid rigging or bid rotating as defined in the Criminal Code
of 1961 (720ILCS 5/33E-3 and 5/33E-4).

15. Workmen's Compensation Insurance, Social Security, Retirement and Health
Insurance Benefits, and Taxes.
The Contractor shall provide Workmen's Compensation Insurance where the
same is required and shall accept full responsibility for the payment of



unemployment insurance, premiums for Workmen's Compensation, Social 
Security, and retirement and health insurance benefits, as well as all income tax 
reductions and any other taxes or payroll deductions required by law for his 
employees who are performing services specified by this Contract. 

16. Property Management.
The Grant Recipient retains title to all real property, equipment or
nonexpendable personal property purchased by the Contractor with contract
funds for program operation. The Contractor may not purchase nonexpendable
personal property items exceeding $300.00 without the Grant Recipient's prior
approval. The Contractor agrees to maintain appropriate property records and
periodically conduct an inventory of all nonexpendable personal property
purchased with contract funds. Nonexpendable personal property must be used
on the original project as long as needed. While being used on the original
project, equipment may be made available for "shared use" with other Business
Employment Skills Team, Inc. funded activities, provided that use will not
interfere with its use for the original project. When such nonexpendable
personal property is no longer needed for the authorized purpose of this
contract, the Contractor shall advise the Grant Recipient and may request
approval for use of such equipment for other projects or activities which are
consistent with those authorized by the Workforce Innovation and Opportunity
Act (WIOA). If the Contractor has no further use for the nonexpendable
personal property purchased with contract funds, the Contractor shall request
disposition instructions from the Grant Recipient. The Grant Recipient may
authorize the Contractor to ship nonexpendable personal property to the Grant
Recipient or to a third party named by it. If the Contractor is instructed to ship
the nonexpendable personal property elsewhere, the Contractor shall be
reimbursed by the Grant Recipient for the non-Federal share of the market
value, plus shipping costs. If the Contractor is instructed to otherwise dispose
of the nonexpendable personal property, the Contractor will be reimbursed by
the Grant Recipient for such costs incurred in the disposition.

1 7. Procurement. 
The Contractor shall follow the procurement standards in 0MB Super Circular 
2 CFR 200-318. 

18. Complaints of Discrimination.
All complaints of discrimination (race, color, religion, sex, national origin, age,
political affiliation or belief, and, ad appropriate, citizenship) shall be submitted
to the U.S. Department of Labor, office of Civil Right, 200 Constitution
Avenue Northwest, Room N 4123, Washington, D.C. 20210.

19. Protests, Disputes, Complaints, and Grievances.
Except as otherwise provided in this contract, any dispute concerning a
question of fact arising under this contract should be addressed in writing
directly to Business Employment Skills Team, Inc. Business Employment



Skills Team, Inc. shall reduce its decision to writing and mail or otherwise 
furnish a copy of the decision to the contractor. The decision of Business 
Employment Skills Team, Inc. shall be final and binding. 

The Contractor shall provide to program participants and staff, information 
relative to the Contract grievance procedures which have been approved by 
Business Employment Skills Team, Inc. If the Contractor does not have 
approved procedures it must use procedures developed or implemented by 
Business Employment Skills Team, Inc. In the event of complaints or 
grievances initiated by the Contractor procedures developed or implemented by 
Business Employment Skills Team, Inc. must be used. 

20. Maintenance of Effort
The Contractor sponsored level of programs and services in existence prior to
initiation of this project shall be continued and not be reduced in level of effort
in any way as a result of this contract award except for reductions unrelated to
the provisions or purposes of this contract award.

21. Third Party Contracts
The Contractor may not further subcontract any of the programs or services
provided for under this contract award.

PARTIV 

ASSURANCES 

The Contractor hereby assures and certifies that: 

1. It possesses legal authority to apply for the contract, and to execute that
proposed program.

2. It has reviewed and accepted the Contract Agreement in its entirety, including
all understandings and assurances contained therein and direction and
designating the authorized representative of the Contractor to act in connection
with the Agreement and to provide such additional information as may be
required.

3. It will comply with the requirements of the Workforce Innovation and
Opportunity Act (WIOA) of 2014 Public Law 115-128, hereinafter, referred to
as the Act, and with the regulations and policies promulgated thereunder by the
federal government, the State of Illinois, Department of Commerce and
Economic Opportunity (DCEO), and Business Employment Skills Team, Inc.
(BEST, INC.).



4. The Contractor further assures and certifies that if the regulations promulgated
pursuant to the Act are amended or revised, it shall comply with them or notify
BEST, INC. within 30 days after promulgation of the amendments or revisions
that it cannot so confirm, so that BEST, INC. may take appropriate action
including termination, if necessary.

5. It agrees to use federal funds available through the State of Illinois and BEST,
INC. under the Act to:

a) provide a range of services and training activities having a measurable and
potentially major impact on the cause of unemployment;
b) provide activities and services designed to prepare youth and unskilled
adults for entry into the labor force and to afford job training to those
economically disadvantaged individuals who are in special need of such
training to obtain productive employment;
c) coordinate and establish linkages between governmental and other social
services programs to assure the effective delivery of such services to low
income individuals; and
d) establish linkages with the private sector of the community in efforts to
place program participants in training or employment with private sector
establishments.

6. It will comply with the Program Requirements as provided under Sections 181,
183, 184, 186, 187, 189 and 195 of the Act.

7. It will comply with 20 CFR Paragraph 667.264( a)(2) prohibiting utilization of
funds to carry out public service employment programs under Title I of the Act.

8. It will comply with the non-discrimination and non-sectarian activities and
provisions under Section l88(a)(3) of the Act.

9. It will comply with Section l89(h) of the Act by assuring that each individual
participating in any program established under the Act, or receiving any
assistance under the Act, has not violated Section 3 of the Military Selective
Service Act (50 U.S.C. Appl. 453).

10. It agrees not to commit any unfair employment practices in Illinois as defined
in the Illinois Fair Employment Practices Act (IL Rev. Stat. 1977, Ch. 48, Par.
851 et. seq.) and further agrees to take affirmative action to ensure that no
unfair practice is committed, in accordance with the Illinois Human Rights Act.
(Illinois Revised Statute, Chapter 68, Section 1-101 et. seq.)

11. It will establish safeguards to prohibit employees from using positions for a
purpose that is, or gives the appearance of, being motivated by a desire for
private gain for themselves or others, particularly those with whom they have
family, business, or other ties.



12. The Contractor certifies that it has written sexual harassment policies that shall
include, at minimum, the following: a) the illegality of sexual harassment; b)
definition of sexual harassment under Illinois law; c) a description of sexual
harassment; d) the Grantee's internal complaint process including penalties; e)
the legal recourse, investigative and complaint process available through the
Department of Human Rights and Human Rights Commission; f) directions on
how to contact the Department and the Commissions; and g) protection against
retaliation as provided by Section 6-101 of the Illinois Human Rights Act (775
ILC 5/2-105(B)(5).

13. It will comply with the requirements of2 CPR 200.333 regarding record
retention.

14. It will provide bonding for every officer, director, agent, or employee who
handles funds ( cash or checks or other instruments of payment for program
costs) under this agreement. The amount of coverage shall be higher of: (1)

$100,000 or (2) the highest cash drawdown planned during the term of this
agreement.

15. In event of the Contractor's non-compliance with the provisions of this Equal
Employment Opportunity Clause, the Illinois Human Rights Act or the Rules
and Regulations of the Illinois Department of Human Rights, the Americans
with Disability Act, the Contractor may be declared ineligible for future
contracts or subcontracts with the State of Illinois or any of its political
subdivisions or municipal corporations, and the contract may be cancelled or
voided in whole or in part, and such other sanctions or penalties may be
imposed or remedies invoked as provided by statute or regulation. During the
performance of this agreement, the Contractor agrees as follows:

a) That it will not discriminate against any employee or applicant for
employment, participant or applicant for participation because of race, color,
religion, sex, marital status, citizenship, as applicable, belief, political
affiliation, national origin or ancestry, age, physical or mental handicap
unrelated to ability, or an unfavorable discharge from military service; and
further it will examine all job classifications to determine if minority persons or
women are underutilized and will take appropriate affirmative action to rectify
any such underutilization. That it shall provide employment and training
opportunities to those who can benefit from, and who are most in need of, such
opportunities and shall make efforts to provide equitable services among the
WIA-eligible population and develop programs which contribute to
occupational development, upward mobility, development of new careers, and
overcoming sex stereotyping in occupations traditional for the other sex.



b) That, if it hires additional employees in order to perform this contract or any
portion thereof, it will determine the availability (in accordance with the Rules
and Regulations of the Department of Human Rights) of minorities and women
in the area(s) from which it may reasonably recruit and it will hire for each job
classification for which employees are hired in such a way that minorities and
women are not under-utilized.

c) That, in all solicitations or advertisements for employees placed by it or on
its behalf, it will state that all applicants will be afforded equal opportunity
without discrimination because of race, color, sex, religion, marital status,
citizenship, as applicable, belief, political affiliation, national origin or
ancestry, age, physical or mental handicap unrelated to ability, or an
unfavorable discharge from military service.

d) That it will send to each labor organization or representative of workers
with which it has or is bound by a collective bargaining or other agreement or
understanding, a notice advising such labor organizations or representative of
the contractor's obligations under the Illinois Human Rights Act and the Rules
and Regulations of the Department of Human Rights. If any such labor
organization or representative fails or refuses to cooperate with the contractor
in its efforts to comply with such Act and Rules and Regulations, the
Contractor will promptly so notify the Department and the contracting agency
and will recruit employees from other sources when necessary to fulfill its
obligations thereunder.

e) That it will submit reports as required by the Rules and Regulations of the
Department of Human Rights, furnish all relevant information as may from
time to time be requested by the Department of Human Rights or the
contracting Agency, and in all respects comply with the Illinois Human Rights
Act and the Rules and Regulations of the Department of Human Rights.

f) That it will permit access to all relevant books, records, accounts, and work
sites of personnel of the contracting agency and the Department of Human
Rights for purposes of investigation to ascertain compliance with the Illinois
Human Rights Act and the Rules and Regulations of the Department of Human
Rights.

g) That it will include verbatim or by reference the provisions of this clause in
every subcontract it awards under which any portion of the contract obligations
are undertaken or assumed, so that such provisions will be binding upon such
subcontractor. In the same manner as with other provisions of this agreement,
the Contractor will be liable for compliance with applicable provisions of this
clause by such subcontractors and further it will promptly notify the contracting
agency and the Department in the event any subcontractor fails or refuses to
comply therewith. In addition, the Contractor will not utilize any subcontractor
declared by the Illinois Human Rights Commission to be ineligible for



contracts or subcontracts with the State of Illinois or any of its political 
subdivisions or municipal corporations. 

h) That it will comply with the WIOA Prohibition regarding exclusion from
participation in, be denied the benefits of, or be subjected to discrimination
under, any WIOA-funded program on the basis of age. The Contractor further
agrees to abide by the terms of Age Discrimination Act of 197 5 and all federal
or state implementing rules or regulations.

i) That it will comply with the WIOA Prohibition regarding exclusion from
participation in, be denied the benefits of, or be subjected to discrimination
under, any WIOA-funded program on the ground of race, color, or national
origin. The Contractor further agrees to abide by the terms of Title VI of the
Civil Rights Act of 1964, and all federal or state implementing rules or
regulations.

16. It will comply with the WIA prohibition regarding exclusion from participation
in, denial of benefits of, discrimination under or denial of employment in the
administration of any WIA-funded program on the basis of handicap. The
Contractor further agrees to abide by the terms of Section 504 of the
Rehabilitation Act of 1973 and all federal or state implementing rules or
regulations. The Contractor ensures that its program, when viewed in its
entirety, is accessible fo the handicapped, including limited or non-English
speaking persons, and that information and services can be provided in
different languages, if such languages are principally spoken by segments of
the eligible population constituting at least 5% of the total eligible population.
The Contractor further agrees to ensure physical accessibility to buildings. Not
every building need be handicapped accessible; however, the Contractor's
program, when viewed in its entirety, shall be accessible.

17. No contract funds shall be paid to any trustee of a land trust, or any beneficiary
or beneficiaries of a land trust, for any purpose relating to the land which is the
subject of such trust, any interest in such land, improvements to such land or
use of such land unless an affidavit is first filed with the Grant Recipient
identifying each beneficiary of the land trust by name and address and defines
his interest therein in accordance with the provisions of the Land
Trust/Beneficial Disclosure Act.

18. It is not presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from covered transactions by any Federal
department or agency; Has not within a three-year period preceding this
proposal been convicted of or had a civil judgement rendered against them for
commission of fraud or a criminal offense in connection with obtaining,
attempting to obtain, or performing a public (Federal, State, or Local)
transaction or contract under a public transaction; violation of Federal or State
antitrust statutes or commission of embezzlement, theft, forgery, bribery,



falsification or destruction of records, making false statements, or receiving 
stolen property; Is not presently indicated for or otherwise criminally or civilly 
charged by a government entity (Federal, State, or Local) with commission of 
any of the offenses enumerated in this paragraph; and Has not within a three
year period preceding this application/proposal had one or more public 
transactions (Federal, State, or Local) terminated for cause or default. 

19. Contractors with contractual awards in excess of $100,000 will comply with
the policy on lobbying restrictions as established in accordance with OMVB
Super Circular 2 CFR 200 and Byrd Anti-Lobbying Act.

20. It will not expend funds under this Contract agreement which result in the
destruction, alteration, renovation, transfer or sale, utilization of a historic
property, structure or.structures, or the introduction of visual, audible, or
atmospheric elements to a historic property, structure or structures, and will,
therefore not result in any changes in the character or use of any historic
property in accordance with the Illinois State Resources Preservation Act, IL
Rev. Stat. 1987, Ch.127, Par. 133C 21 (P.A. 86-707).

21. Training institutions receiving WIOA reimbursement which are also eligible
for PELL funding that systems have been established to verify and assure that
"double billing" does not occur for participants who receive PELL Contracts
and PELL is considered the first WIOA source of payment.

22. Neither the Contractor nor any substantially owned Affiliate Company of the
contractor is participating or will participate in an international boycott, as
defined by the U.S. Export Administration Act of 1979 or as defined by
regulations of the U.S. Department of Commerce, promulgated pursuant to the
Act.

23. This Agreement is not in violation of the Educational Loan Default Act (5
ILCS 385/3) prohibiting contracts to individuals who are in default on an
educational loan.

24. If any person employed by the Contractor has been convicted of a felony, at
least one year has passed since completion of sentence as of the effective date
of this Agreement.

25. The Contractor agrees to comply with other program rules, regulations, policies
and procedural requirements as may be promulgated by the Grant Recipient.

26. The official name of the nationwide system of providing employment and
training through the Workforce Innovation and Opportunity Act (WIOA)
partnership and various other federally-sponsored programs is the America's
Workforce Network. To help launch this concept, the Contractor may be
required to use the America's Workforce brand identification on all public



materials, press releases, brochures, advertisements or reports describing 
projects or programs funded in whole or in part with Federal money. 

27. This program is subject to the provisions of the "Jobs for Veterans Act," Public
Law 107-208, which provides priority of service to veterans, and spouses of
certain veterans for receipt of employment, training, and placement services in
any job training program directly funded, in whole or in part, by the
Department of Labor. Please note that, to obtain priority service, a veteran
must meet the program's eligibility requirements.



PARTY 
SCOPE of WORK 

Scope of Work is per the proposal that was submitted in response to the Request for 
Proposal. Any changes are listed below: 

See Attached 



PART VI 

BUDGET 

BUDGET INFORMATION SUMMARY 

COST FUNDING 
CATEGORY REQUEST IN-KIND* 

Staff 
Wages 

Personnel 
Fringe 

Travel 

Facility 

Program Costs 

Equipment/ 
Supplies Costs 

Staff Training/ 
Professional 
Development 

Marketing 

* See proposal- Expanded Budget Narrative

TOTAL 



PERSONNEL STAFF WAGE BUDGET WORKSHEET 
Cost for personnel who are directly involved with the proposed project. 

Denote method of payment (monthly, weekly, biweekly). 
Convert salary to hourly rates 

Total 
Payment Salary #WIA #of Charged to 

Position Schedule Hours Weeks WIA 

Project 
Coordinator/Tutor 
DataMgt& 

Support 
Dropout 
CaseMgt 

AdminSupport 

TOTAL PERSONNEL: =-$ __ 

PERSONNEL FRINGE BENEFITS WORKSHEETS 

Total WIA 
Benefit Rate% Salary Total 

FICA 

INS 

IMRF 
Workers Comp/ 

UI 

TOTAL FRINGE _ ____..$_0_ 



Facility Worksheet 

Office Rent 

Utilities 

Facility Worksheet Total: $ 

OTHER COSTS WORKSHEET 

Cost per mile # Staff/Mentors 

Travel IRS 
Currently Miles 

Marketing 

Professional 
Development 

Office Supplies/ 
Resource 

Materials 

Printing 

Office Equipment 

TOTAL: i 

PROGRAM COSTS BUDGET WORKSHEET 

Cost Items Funding Requests 

Stipends 

Work Experience 

Support Services 

TOTAL PROGRAM COSTS: $ All paid by BEST, Inc. Directly 

Total 



GRANT AGREEMENT MODIFICATION 

1. Grant Recipient: XXXXXXXXXXXXXXXXXXXXXXXXX

2. Grant Agreement: XXXXXXXXXX

3. Modification Number: XXX

4. Current Grant Period: XXXXXXXXXXXXXXXXXXXXXXXXX

5. Funding Source: WIOA

6. Purpose of Modification:

7. This modification has the following effect on the total amount of the Grant:

Attachment B 

The above modification has been approved by the Youth Council, and the Northwest Central 

Illinois Workforce Investment Board. The Grantee acknowledges that the individual signing 

below is authorized to execute this Agreement and that each signature constitutes the 

acceptance of this Agreement. Business Employment Skills Team, Inc. reserves the right to 

monitor this contract and amend as deemed appropriate. 

Business Employment Skills Team, Inc. 

Pam Furlan, Executive Director Date 

Grantee: 

Date 



Students: 

Attachment C 

BUSINESS EMPLOYMENT SKILLS TEAM, Inc. 

P ti . t C t/Ch k V h ar c1pan OS ec ouc er 
S.S. # XXX-XX Title: 

D Training Materials D Health Care D Other Supportive Services D Emergency Supportive Service 

ITEM AMOUNT 

Rationale: 
----------------------------

Make Check Payable To: __ ____ ___ _ _____ _ _ _  _ 

Attached is the IWDS print-out along with proper back-up documentation. 

Career Advisor Authorization: Date: 
-------- ------ ----

FISCAL USE ONLY: 

Account Number 
-----------------------

Check Number: 
-------

Processed By: __________ Approved By: ______ _



ATTACHEMENT D 

Travel Reimbursement Voucher 

" 

Employee Name: 
- - -

Code 

... I 
I 

I 

1 Admin-Administrative Costs 
o a c  U 

, - -� 

2 

3 

4 
--

A-Ad�[·-·-_ T - -

I 
YI - In School Youth 

- , s - •  --- ", ... - . -

YO - Out of School Youth 
'" � , ... 

I I 
I 

I I 
Description 
i l 
f

, _ , .,,, . 

i ! l -· ·- I 
I 

I
I

-· --· t 

5 Y,- � ot spec}fic t? El Sclx)ol or Out 
---

0 

·-
6 

... 
_C,�� _N"?t ��l.ited to Spe?ific Title (Adult, Youth, DW) 
DW-Dislocated Workers f . - . ·--- ----

.. ., .. ,, -··· 

7 
,,-.,.-

8 

Date 

Total 

· 1 

Admin1

Ad111tl 
I 

Yli 
vol 

--- -- --- - ---- _ . ....... - ..... ·--- . -- ·r Trade-Trade Case Management: 
I I I

! !

Code Lodging Breakfast 

--

0 

0 

0 

0 I 
• l 

YCPi 0 

CPEE 
DWi O ! 

Tradel 0 

Lunch Dinner 

I 

I 

! 
t 

I 
I 

I 
i 
! 

-- ---

.. -- , - .. 

.. 

Local 

�., ,,. 

--

Transportation 

--

-

--

! 
·· 

1 

I 

, .. 

-- -

.. ,,_,., 

--

- ,_. 

� T "' 

! 

i 
I 
I 

I 

.i.--
. 

i 
- - ·"- I .. 

. 

! 

.,_ 

Misc Total 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

$0.00 

i 

--

' 
i 

: 

: 



From:\ IName:I 

Business Employment Skills Team 

Travel Reimbursement Expense Report 
1/0/1900 I To:! 1/0/1900 i I-- ' ' - ·1 0 ! Office:! O' 

I ! ! iCode Description 
� 1��u�f°wstrale Cosffi t · l ! 
3 YI - In School Youth .. JI.... ·li···-4 YO - Out of School Youth 

...... -· I·· -· ..... 5 Y - Not specific to In School or Out j. 6 CP- Not Related to Specific Title (Adult, Youth, DW) 7 OW- Dislocated W o�k�. f 
.. · 1· \ - . 8 -· T�de� 1'7de �astJ Mll!lllg,e,�t ·· l f 

....----t---�----;----+----,-----,---------1 .... 

I I I l 

Date Code From To and Purpose To 

i 
i I Admin: 0 Miles X 0.56 = $ -

Adulti 0 Miles X 0.56 = $ -
' 

0 Miles 0.56' !$ YI' X = -
Y0

1 
0 Miles X 0.56: = i$ 

0 Miles 0.56' !$ yep: X = 

cp' 0 Miles X 0.56 = i$

owl 0 Miles X 0.56 = 1$ 

TCM
! 0 Miles X 0.56 = !$ 

TOTAL 0 Miles X 
I 0.56 = :$ I 

ATTACHMENT E 

I 

Total Miles to 

Miles Less Daily be 

Traveled Commute Reimbursed 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
: 

Total 0 

; '



ATTACHMENT F 

Business Emp[oyment Skills Team 

Personnel Activity Report 

j I I II 1. I
Employee Name: .---.....,....----.---,-------,-----,----. 

.. · 
.. I I 

Pay 17eriod: .. I From 
I ,-.-----

IL. 

Position: Office: 
M T w TH F I s s T M I T w TH F s 

Start Time 8:30 8:30 8:30 8:30 8:30 1r••••1•••••••••t 8:30 8:30 8:30 8:30 8:30 
Lunch Out 12:00 12:00 12:00 12:00 12:00 I n••••••t 12:00 12:00 12:00 12:00 12:00 
Lunch In 12:30 12:30 12:30 12:30 12:30 1•••> J•t 12:30 12:30 12:30 12:30 12:30 
End Time 4:30 4:30 4:30 4:30 4:30 1•• t•• r ••n 4:30 4:30 4:30 4:30 4:30 

Add'lln I 1 
Add'lOut If 

I 

ii 
To 

I 

s 

{) 1••········ ···· · 
t••• t••········••t 

Week2 
M T w Th F s 

Weekl
S Total M T w Th F s s Total Total 

Dates 1/0 ##### ##### ##### ##### 1n 1� 1M 1ffl 1ffl 

Adnrin 

'
I 

CP 
Adult 
YouthCP 
Youth VS

YouthO/S 
DW 
Trade 
TAA/PP 

Vacation 

Hours 

Other Hours 

Used 

Total 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 

1 1 '---'-----4 ----'---' 1 
I vacation Hours: Beginning Balance 131.25 Hours Used i' 0.0 Ending Balance j 
I I I 

D R , , 11 I I . I l ays emammg:l!
\/certify that all time reported is true and accurate and all travel and expenses were for business purposes only.· \\ 

. I I ! ' · ,·,· 
' . I' 

1 
i i ! l ,1 

I 
. 

il !\ 
ii 1, 
Ii !1

131.3 

17.5 

I Employee Signature Date I Supervisor's Signature !Date i Director's Initials 



Issued by: 

Worksite Name: 

Period of Agreement: 

BEST, Inc. Signature 

Workforce Investment Act 

Internship/ Work Experience 

Worksite Agreement 

Business Employment Skills Team, Inc. 

1680 S. Galena Ave 

Office Street Address 

Dixon 

City 

Telephone Number 

IL 

State 

ATTACHMENT G 

61021 

Zip Code 

Office Street Address E-mail Address

IL 

City State Zip Code 

Telephone Number FaxNumber 

From To 

Authorized Worksite Signature 

Business Relations Representative 

Title Title 

Brenda Helms 
Typed Name Typed Name 

Date Date 



SITE AGREEMENT 

The Business Employment Skills Team, Inc., hereinafter referred to as the Administrative Entity (AE), and 
_ ___ _ _ _ ___ __ enter into this agreement hereinafter referred to as the Worksite. 

A. Purpose

The purpose of this Agreement is to provide Workforce Investment Act (WIOA) eligible internship participants with a
well supervised and meaningful work activity designed to promote the development of good work habits, basic work
skills and occupational skills. The experience shall be a short-term assignment with a public/private not for profit agency
or private sector employer.

B. Responsibilities of the AE

1. To provide necessary outreach/recruitment, determine eligibility of applicants and to refer eligible interns to
worksites

2. To provide counseling services, program orientation, on-site case management, tutorial and other connecting
services to internship participants that are not within the capabilities of the Worksite or other involved service
providers and to ensure continued participation and progress.

3. To provide an orientation to worksite supervisors and others involved in the delivery of connecting services.

4. To provide wage payment to interns.

5. To provide worker's compensation coverage to all internship participants in accordance with Illinois law.

6. To monitor and evaluate the worksites for compliance with this agreement and all applicable laws, regulations,
rules and policies.

C. Worksite Responsibilities

1. Comply with the terms of this agreement and all applicable state, federal and local laws, rules and regulations.

2. To provide meaningful work to all participants.

3. To provide adequate supervision, guidance, and leadership to participants. Such supervision will include the

responsibility of not allowing any BEST, Inc. participant to ride in the open bed of any vehicle for any
distance. All participants riding in worksite vehicles must wear proper restraints. BEST PARTICIPANTS
MAY NOT BE ALLOWED TO DRIVE WORKSITE VEHICLES NOR CHAUFFEUR WORKSITE

CUSTOMERS IN ANY VEHICLE.

4. To inform and instruct interns of their job duties and responsibilities, applicable rules and policies of the worksite
and provide equipment, tools, supplies, and other materials necessary to perform the job.

5. To provide interns with healthy and safe working conditions.

6. To comply with the provisions of the both federal and state labor laws.

7. In the case of interns whose job tasks are performed out of doors, to ensure that alternate work activities will be
provided during inclement weather.



8. To maintain and provide intern attendance records and progress reports to the Administrative Entity. Each intern
shall be evaluated by his/her supervisor at least twice during the program, once on overall work habits and once
for occupational skills attainment, using forms supplied by the Administrative Entity.

9. To ensure that all designated worksite supervisors (including alternates) receive an orientation to the Internship
Program from the Administrative Entity.

10. To report any accident or injury involving a BEST, Inc. intern after seeking appropriate medical attention.

11. To allow representatives of the Administrative Entity, including the Illinois Department of Commerce and
Economic Opportunity, Illinois Department of Labor and the US Department of Labor access to and the right to
examine all records, reports, books, papers, and other document related to this Agreement.

12. To allow representatives of the Administrative Entity access to the worksite and intern to provide counseling, case
management, review of skill attainment and monitoring services as needed or required.

13. To allow interns time-off from work to attend any tutorial and other WIOA connecting activities as determined
appropriate by the Administrative Entity.

14. To ensure that the intern does not exceed his/her authorized work schedule as set for in this agreement.

15. To allow for the publication of promotional photos taken at worksite that may include supervisors and other
worksite staff.

D. Worksite Assurances

1. The worksite will "comply fully with the non-discrimination and equal opportunity provisions of the Workforce
Investment Act (Sec. 188)", the Nontraditional Employment for Women Act of 1991, Title VI of the Civil Rights
Act of 1964 as amended, Section 504 of the Rehabilitation Act of 1973 as amended, the Age Discrimination Act
of 1975 as amended, Title IX of the Education Amendments of 1972 as amended, and with all applicable
requirements imposed by or pursuant to regulations implementing those laws, including but not limited to 29 CFR
Part 34. The United States has the right to seek judicial enforcement of this assurance.

2. The worksite is aware of the Americans' with Disabilities Amendments Act and will upon request provide
reasonable accommodations.

3. No intern may engage in partisan or non-partisan political activities during hours for which the intern is
compensated with WIOA funds. No intern may be employed or out-stationed in the immediate office of any
chief-elected executive official of a state or unit of general local government. No intern may be employed or out
stationed in the office
of a member of Congress or a State or local legislation or on any staff or legislative committee.

4. Interns shall not be employed for the purpose of sectarian instruction or religious worship.

5. No funds under the WIOA shall be used in any way to either promote or oppose unionization. No participant in
the WIOA Internship Program may be placed into, or remain in, any position which is affected by labor disputes
involving a work stoppage.

6. This program will not result in the full or partial displacement of currently employed workers or impair existing
contracts for services or result in the substitution of Federal funds in connection with work that would otherwise
be performed.

7. The worksite assures that nepotism will not occur. Nepotism is the use of influence or favoritism on behalf of a
relative to improve his/her employment situation. No worksite may hire, supervise, or accept any person as a
participant of this program, if a member of the person's immediate family is employed in an administrative or



supervisory capacity by the worksite. The term "immediate family" means: grandfather, grandmother, wife, 
husband, son, daughter, mother, father, sister, brother, mother-in-law, father-in-law, sister-in-law, brother-in-law, 
aunt, uncle, nephew, niece, stepparent and stepchild. 

8. The worksite assures that a grievance procedure relating to the terms and conditions of employment is available to
WIOA interns. In the event that the worksite does not have a grievance procedure in place, the worksite has
agreed to use those developed by the Department of Commerce and Economic Opportunity.

9. Participants employed under the WIOA Internship Program shall be provided working conditions at the same
level and to the same extent as other employees working similar lengths of time and doing the same type of work.

10. The worksite assures that no intern is being employed when any other individual is on layoff from the same or
substantially equivalent job, and that subsidized jobs will not infringe on the promotional opportunities of
currently employed individuals. Furthermore, the worksite assures that it will not terminate or reduce its
workforce with the intent to fill vacancies with interns who are subsidized by WIOA.

11. The Worksite assures and certifies that insurance will be maintained which holds the Administrative Entity
harmless from any liabilities arising from bodily injury, illness or any other damage or losses of person or
property, or any claims arising out of any activity under this Agreement.

E. Concurrence of Collective Bargaining Agent

An authorized representative of the collective bargaining unit should complete this section, if applicable.

Is the occupation in which WIOA intern activities are to be provided subject to a collective bargaining agreement? Yes
0 No □

2. If "Yes", does the appropriate collective bargaining representative concur
with this agreement?

3. If "Yes", have the collective bargaining representative sign below:

Name Title 

Union Affiliation: 

F Revision/Termination 

- --------- ----------

This agreement may be revised in whole or in part upon written consent of both parties. The worksite agrees to notify the 
AB, in advance, of any proposed changes to the agreement. All amendments must be in writing and approved by the AB. 
This agreement may be terminated by either party for any reason whatsoever by giving written notice to the other party 
not less than three (3) days before the intended termination date. The Administrative Entity has the responsibility for 
reassignment for any interns due to termination of this Agreement. 



G. Contact Information

WIOA Staff Contact 

Telephone Number 

Immediate Work Supervisor 

Telephone Number 

Alternate Work Supervisor 

Telephone Number 

Type of Agency: 

Brenda Helms 

815-625-3623 

Public□ Private Non-Profit D PrivateD 

Number of participants to be served under this agreement: 

Number of Different Occupations: 

Intern Work Activities: See attached training plan 

Assigned Work Schedule (if more than one, least each schedule and identify 
participant: 

Number of Hours Per Week: 

FEIN: 

No more than 8 hours per day; no more than 30 
hours per week without prior approval 



Name ofWorksite: 

WIOA Internship/Work Experience 
Authorized Signature Form 

The following authorized individuals have been provided a supervisory orientation. 

Signature Signature 

Typewritten Typewritten 

Signature Signature 

Typewritten Typewritten 

Signature Signature 

Typewritten Typewritten 

Signature Signature 

Typewritten Typewritten 

I hereby designate the above individuals as authorized signatories for the WIOA timesheets. 

Signature of Authorizing Office Date 

Typewritten 

Date of orientation: 
- -- - - ---- --

Signature of staff 

ATTACHMENTG 



ATTACHMENT H 

Business Employment Skills Team, Inc. 
INTERNSHIP TIMESHEET 

If absent write the word ABSENT, if holiday write HOLIDAY 

Clients PRINTED Name�: _ _ _ __ _______ SSN: XXX-XX-

COMPLETE IN INK 

Date IN LUNCH LL INCH ornate TC TAIN 
OUT tN HC DURS 

SU SU 

M M 

T T 

w w 

TH TH 

F F 

SA SA 

Grand Total: 
----

Grand Total: 
----

Business Name/Worksite: 

Maximum Payment 8 HR/Day and 40 
HRS/Week or hours specified in contract 

LUNCH LUNCH OUT TOTAL 
OUT IN HOURS 

We certify that the above information has been completed honestly and that to the best of our knowledge it is correct. If 
time sheet is not signed by both parties it cannot be processed and payment will be delayed. 

WORKSITE SUPERVISOR'S SIGNATURE 
DATE 
PLEASE PRINT 
Mail check 

DATE CLIENT'S SIGNATURE 

to ___ __ __ __ _ __ _____ __ __ __ _ __ __ __ __ _ ___ _____ _ 

Name 
State Zip 

Address City 

Please return timesheet for payment by mailing to : Business Employment Skills Team, Inc., Attn: Fiscal, 1680 S. Galena Avenue, Dixon, 

IL 61021 



Student: 

ss #: :xxx-xx-

Student ID# 

US/NESS EMPLOYMENT SKILLS TEAM, Inc. 

Title: 

Training Authorization 

Training Provider: 

Program: 

Term: 

AITACHMENT I 

The above named person has been determined eligible and is being referred for vocational training services through the Business 
Employment Skills Team, Inc./Workforce Investment Act. Please permit this person to register/enroll in the courses listed below. No 
payment will be authorized for classes not listed. Please verify the information listed below is correct. The training institution will ensure 
that double-billing for identical training services does not occur for those WIOA participants who receive financial aid. 

ADD 
Course Start or Drop Date Credit Hours 

DROP 

Student is eligible to receive the PELL Grant for Living Total Credit Hours Authorized 
Expenses or additional training costs. 

Circle one: YES NO 

This voucher is not transferable to any school. Any refund due to a student's withdrawal from classes must be payable to the 
Business Employment Skills Team, Inc. based on the refund schedule established in the school's catalog. If the above named 
person is provided any tuition-restricted financial aid, such as IMAP, or WIOA funds from another Workforce Investment 
Area, the training institution agrees to refund BEST, Inc. for the amount of the double payment. This voucher can only be used 
for payment of classes listed above and only for the student listed above during the time frame authorized. This voucher must 
be signed by an authorized BEST, Inc. representative to be valid. Any alterations to this voucher must be authorized by a 
BEST, Inc. representative.I, the undersigned, do hereby authorize release of any and all pertinent information regarding 
financial aid, attendance reports, transcripts and grade reports to BEST, Inc. 

(Not valid without signature) 
Student: Date: 

(Not Valid without signature) Phone#: 
BEST, Inc. Representative Date: 

Billing or invoice for the payment of tuition and fees must include this signed authorization with school official signature and should be 
mailed to Business Employment Skills Team, Inc., Attn: Fiscal, 1680 S. Galena Avenue, Dixon, IL 61021 



ATTACHMENT J 
BUSINESS EMPLOYMENT SKILLS TEAM, Inc. 

Training Related Materials and Book Authorization Voucher 

Student: Provider: 

ss #: xxx-xx- Title: Program: Term: 

The above named individual has been authorized by BEST, Inc. to obtain the REQUIRED training materials 
and/or books according to their syllabus for the following classes. 

This voucher is not transferable to any school or provider. 

I, the undersigned, have received the books and/or training materials listed above. 

(Not Valid without Signature) 

Student: Date: 

(Not Valid without Signature) Phone#: 

BEST, Inc. Representative: Date: 

Billing or invoice for the payment of the above authorized items must include this signed authorization with school/provider 
official signatures and should be mailed to: 

Business Employment Skills Team, Inc., Attn: Fiscal, 1680 S. Galena Avenue, Dixon, IL 61021 



Supportive Service Needs Determination 

Mileage/Child Care 

If another agency Is providing the supportive services, do not complete this form! 

ATTACHMENTK 

Participant's Name: ________________ SSN: XXX-XX- Title: ____ _ 

Program: _____________ Start Date:______ End Date: ______ _ 

Part A: Mileage - enter the number of round trip miles for each day the participant will attend training. 

Monday __ _ Tuesday __ _ Wednesday __ _ Thursday __ _ Friday ___ _ Saturday __ _ 

From: _________________ To: _________________ _ 

(Full Address) (Training Facility Name/Address) 

Total Amount of mileage per week period: _____ x .35 x #Weeks __ = $ ____ Total 

If mileage will change during the semester please list start date along with new mileage. Start Date: _____ _ 

Mileage: Monday__ Tuesday__ Wednesday __ Thursday__ Friday __ _ Saturday __ 

From: _________________ To: _________________ _ 

(Full Address) (Training Facility Name/Address) 

Total Amount of mileage per week period: _____ x .35 x #Weeks __ =$ ____ Total 

Part B: Child care (we do not pay copay) 

Number of Dependents requiring child care: ___ _ Hourly Rate: ___ _ Licensed: _Yes _No 

After determining necessary living expenses does the participant have any disposable source of income for mileage and/or childcare? 

_Yes _No 

Supportive Service Fraud and Abuse: Any evidence of fraud, abuse or the supplying of false information may 

result in immediate termination of all services. Additional consequences, including prosecution may occur. 

You may also be required to pay back any funds provided by BEST. For example, questionable initials or 

signatures on attendance sheets will be investigated. If it is found that initials or signatures were forged, 

you may be terminated immediately. You may be required to pay back any moneys paid to you or on your 

behalf (i.e. tuition, books) related to the period in question. 

Participants Signature: _______________ _ Date: _____ _ 

Career Advisor Signature: ______________ _ Date: _____ _ 



Business Employment Skills Team, Inc. 

Mileage Reimbursement Client's Name:
SS# XXX-XX-

ATTACHMENT L 

Title: 

DAY 

SU 

M 

T 

w 

TH 

F 
I 

SA 

SU 

M 

T 

w 

TH 

F 

SA 

Pay Period: From: ________ To: ________ _ 

DATE DESTINATION TOTAL MILES 

Total Mileage for the Pay Period 

Client Signature: _____________ _ Date: 
-------

Career Advisor's Signature: ___________ Date: ______ _ 

Fiscal Use Only: 

Account Number: __________ �-----------

Child Care Amount: ___ _ Mileage Amount: _____ Total Amount: __ _ 

Check Number: ____ _ By: ______ Approved By: _____ _ 



Business Employment Skills Team, Inc. ATTACHMENT M 

Child Care Billing 

Client's Name: SS# XXX-XX- Title: 

Children's Names: Age: Full or Part-time? 

Pay Period: From: _______ To: ________ _ 

Child Care Provider: 
------------------------

# Children Date/Mon Date/Tues Date/Wed Date/Thurs Date/Fri Date/ Sat 

HOURS HOURS HOURS HOURS HOURS HOURS TOTAL HRS 

Travel Time 

Total Hours 

# Children Date/Mon Date/Tues Date/Wed Date/Thurs Date/Fri Date/ Sat 

HOURS HOURS HOURS HOURS HOURS HOURS TOTAL HRS 

Travel Time 

Total Hours 

Comments: __________________________ _ 

Child Care Provider Signature: __________ _ Date: ______ _ 

Client Signature: _____________ _ Date: ______ _ 

Career Advisor's Signature: ___________ _ Date: ______ _ 



Chart of .Jlccounts ATTACHMENTN 

Revised Chart coming July 1, 2014 



Business Employment Skills Team, Inc. ATTACHMENT 0 

Attendance Sheet 

Client Name: SS# xxx-xx- Title: Pay Period: From: To: 

INSTRUCTORS: Your signature verifies that the client was in attendance on the days listed. 

Class: Class: Class: Class: 

Day(s): Day(s): Day(s): Day(s): 

Time: Time: Time: Time: 

Instructor: Instructor: 

Instructor: Instructor: 

Day Date Day Date Day Date Day Date 

SUN SUN SUN SUN 

MON MON MON MON 

TUES TUES TUES TUES 

WED WED WED WED 

THURS THURS THURS THURS 

FRI FRI FRI FRI 

SAT SAT SAT SAT 

SUN SUN SUN SUN 

MON MON MON MON 

TUES TUES TUES TUES 

WED WED WED WED 

THURS THURS THURS THURS 

FRI FRI FRI FRI 

SAT SAT SAT SAT 

Instructor's Signature: Instructor's Signature: Instructor's Signature: Instructor's Signature: 

Client's Signature: Date: Career Advisor's Signature: Date: 



Attachment P 

Fiscal Monitoring Procedures and Instrument for WIOA Title 1-B Grant Contractors 

Contractor: 

Date ofReviewNisit: 

Agency Contact: 



Monitoring Objectives 

The Grant Recipient, Administrative Entity, and Fiscal Agent of Local Workforce Innovation and Opportunity Area # ____1_, is 
responsible for conducting in-depth reviews of financial information to assure that WIA Title I-B funds are spent in accordance 
with the Act and State laws and procedures. Fiscal control and accounting procedures must be sufficient to: 

1. Permit preparation of reports required by the statutes authorizing the grants.
2. Permit the tracing of funds to a level of expenditure adequate to establish that funds have not been used in violation of the

restrictions and prohibitions of the applicable statues.
3. Ensure the accurate, current, and complete disclosure of the financial results of financially assisted activities are made in

accordance with the financial reporting requirements of the grant.
4. Ensure that records are maintained which adequately identify the source and application of funds provided for financially

assisted activities.
5. Ensure effective control and accountability is maintained for all grant and contract cash, real and personal property, and

other assets.
6. Determine reasonableness, allowability, and allowability of costs.
7. Ensure accounting records are supported by source documentation such as canceled checks, paid bills, payrolls, time and

attendance records, contract award documents, etc.

This review includes: 

€ A determination that expenditures have been made within the cost limitations specified in the Act and the regulations. 

€ A determination of whether or not there is compliance with other provisions of the Act and the WIA regulations and other 
applicable laws and regulations. 

€ A determination of compliance with DOL uniform administrative requirements, including the applicable cost principles. 



Checklist of documents that will be needed: 

Accounting Procedures 

Financial Procedures Manual 
-----

_____ General Ledger 
Chart of Accounts 

-----

Trial Balance 
-----

Cost Allocation Plan 

Cost Allocation Plan 
- ---

Budget Revision (if applicable) 
----

Bank Reconciliation 

Bank Reconciliation 
-----

Bank Statements 
-----

Cancelled Checks 
-----

_____ Cash Receipts Journal 

Other 

_____ Supportive Services Policies 
IT A Policies 

-----

Cash Disbursements 

Disbursement J oumal/ Accounts 
-----

Reimbursement Vouchers 
-----

Petty Cash Journal 
-----

-----

Supporting Documentation for 
Vouchers 

Payroll/Personnel Analysis 

_____ Organizational Chart 
Payroll Register, Time Sheets 

-----

_____ Job Description, W-4 Forms, 
Pay Status Forms 

_____ Procurement Procedures for goods and services, and training services providers. 
List of contracts for core and intensive services, OJT, Consultant contracts; 

-----

_____ Obligation's Controls/Obligation's listing 



Reporting Requirements 

All recipients and sub-recipients must follow the Federal 
Allowable cost principles (i.e. 0MB Circulars) that apply to Yes No 

their type of organization. Is this recipient currently meeting 
this requirement? 

Is this entity reporting where possible direct expenditure's by 
Customers, and if that customer is a youth, by in-school and out Yes No NIA 

of school categories? 

Audit/ Audit Resolution 

Were there any audit findings in the last audit? Yes No NIA 

If yes, have these findings been resolved? Yes No NIA 

Notes: 



Disbursement Review 

Does supporting documentation include evidence of the 
receipt of the goods or services? 

Have the expenditures been properly classified by expense 
? . Admini . P P 1 ?type. , 1.e. stration, rogram, oo s, etc .. 

Are supporting documents canceled to prevent subsequent 
misuse? 

Are costs which are allocated, where applicable, in 
accordance with a proper costs allocation plan which 
reflects "benefits received" by the cost objective? 

Are travel expenses properly documented? 

Does travel documentation include the purpose of travel? 

Are all travel receipts attached to verify that an expense has 
occurred? 

Are per diem payments in accordance with written policy? 

Are mileage payments in accordance with written policy? 

Are vouchers submitted after travel for actual expenses? 

Are there any expenditures for equipment with a per unit 
purchase price greater than $5,000? 

a. Are prior approval letters on file?
b. Is the equipment tagged and included on the

inventory list?

Are all costs incurred in accordance with the Provisions of 
the WIOA Act and Rel!Ulations? 

Notes: 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

No NIA 

No NIA 

No NIA 

No NIA 

No NIA 

No NIA 

No NIA 

No NIA 

No NIA 

No NIA 

No NIA 

No 

No 

No 



Supportive Services 

Support services for participants may include linkages to community services; assistance with transportation; assistance with child care; assistance 
with housing; referrals to medical services; assistance with uniforms or other appropriate work attire and work-related tools, including such items as 
eye glasses and protective gear. 

Are supportive service payments being made within the 
established limits set within supportive service policy? Yes No NIA 

Are supportive service payments documentation 
requirements being met? Yes No NIA 

Notes: 



Generally Accepted Accounting Procedure 

Does the agency have the ability to prepare all required 

reports? Yes No NIA 

Does the accounting system permit the tracing of funds to 
a level of expenditure adequate to establish that such funds 

have not been misused? Yes No NIA 

Are financial statements accurate, current and provide 
complete disclosure of all the financial results of the 

activities? Yes No NIA 

Does the contractor maintain records that adequately 

identify the source and application of funds? Yes No NIA 

Do records contain information pertaining to grant or 
contractor awards and authorization, obligations, 
unobligated balances, assets, liabilities, outlays and 
income?· Yes No NIA 

Does the chart of accounts allow costs to be accurately 
captured for reporting requirements? 
1. By line item? Yes No NIA 

2. By grant year? Yes No NIA 

Is fund accounting being used? Yes No NIA 

Notes: 



Cost Allocation Plans & Indirect Cost Rate Plans 

Is there a written cost allocation plan? Yes No NIA 

Is the cost allocation methodology consistently applied? Yes No NIA 

Does the cost allocation bases used in the plan adequately 
reflect ''benefits received" by the final cost 
objectives/grants? Yes No NIA 

Are all funding sources charged their "fair share" of all 
allocable costs? Yes No NIA 

Are work papers prepared and retained supporting 

allocations? Yes No NIA 

Does the agency use an indirect cost rate for some of the 
allocable costs? 
1. Who authorized the rate? Yes No NIA 

2. What is the rate? Yes No NIA 

3. Has the rate been correctly applied? Yes No NIA 

Notes: 



Payroll Analysis 

Monitoring Objectives: 
The objectives of the payroll tests are to establish: 
€ Employees shown on the payroll records are authorized and hired in accordance with the organization's administrative requirements. 
€ Payrolls are accurately calculated on the basis of authorized rates of pay. 
€ Payroll deductions are made in accordance with existing legal requirements and contractual agreements. 
€ Employees charged to the federally assisted programs are authorized by the approved budget. 
€ Fringe benefit arrangements affecting federal grant programs are consistently applied to all the organization's operations, including non-federal 

activities. 

Are written authorizations for each employee salary or 
wage rates on file? Yes No NIA 

Are the employee's current gross salary or wage payments 
per the worksheet in accordance with the employee's 
current authorized salary or wage rate status? Yes No NIA 

Do approved personnel activity reports or time and 
attendance records support payroll charges? Yes No NIA 

Do employees not involved in the functions of preparation 
of payroll, handling of cash or maintaining accounting 
records sign payroll checks? Yes No NIA 

Are individual accounting records adequately maintained? Yes No NIA 

Do activity sheets account for the total activity of each 
employee? Yes No NIA 

Have payroll taxes been paid on timely basis? Yes No NIA 

Have any fines or penalties been paid for late payment of 
payroll taxes? Yes No NIA 

Notes: 



Youth PayroWincentive Payments 

Did youth receive work experience wages or incentive 

payments as part of the Youth program contract? 

Is appropriate back up available to support the payment to 
the customer? 
1. Time sheet for wages?
2. Documentation for incentive payment as required in

the approved incentive plan?

Does the appropriate staff member approve payment? 

Have all required tax withholding been calculated, and 

paid to the correct government agency? 

Was internal control maintained in the distribution of the 

customer payroll or incentive checks? 

Have any fines or penalties been paid for required tax 

payments? 

Notes: 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 



Bank Reconciliation/proof of Cash/ Accounts Receivable 

Are bank accounts reconciled monthly? Yes No NIA 

Are reconciliation's prepared by an employee other than 

one having access to cash, signing checks, or recording cash Yes No NIA 

Notes: 

Procurement 

Does the subcontractor have written procurement 

procedures? Yes No NIA 

Do procedures provide a clear and accurate description of 
the technical requirements for the material product, or 

service to be procured? Yes No NIA 

Is the contractor complying with the applicable 0MB 

circular? Yes No NIA 

Notes: 



Equipment/Inventory Management 

Does the agency maintain property records that include 
the following: 
1. A description of the property
2. A serial number or other identification number?
3. The source of the property?
4. Who holds the title?
5. The acquisition date?
6. The cost of the property?
7. The percentage of Federal participation in the cost of

the property? 
8. The location of the property?
9. The use and condition of the property?
10. Any ultimate disposition data?

Has a control system been developed to ensure adequate 
safeguards to prevent loss, damage, or theft of the 
property? 

Have adequate maintenance procedures been developed to 
keep property in good condition? 

Has the agency obtained prior purchase approval of non-
expendable personal property? 

Notes: 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 

Yes No NIA 



Exit Conference: 

Agency: ____________________________ _ 

Persons Attending: 
(Names and Titles) 

!. ____________________________ _ 

2. 
-------------------------

3. 
-------------------------

4. 

The Comments listed below represents the observation by BEST, Inc. while 
conducting the monitoring review. At the time of exit conference, these comments 
are considered in the "DRAFT STAGE". Final determinations with regard to these 
Comments are subject to management approval. 

COMMENTS: 

Date:. __________ _ 



Grantee Naine 

A 

PARTNERS FOR EMPLOYMENT 
LWIA#04 

CONVERSION FROM CASH TO ACCRUAL WORKSHEET 
Period _________ to ________ _ 

Grant Number 

B C D E 
YTDCash Prepaid YTD accrued Previously reported 

Disbursements Accruals exoenses cost basis accrued cost 

Line Item 

Column A - YTD Cash Disbursement. Amount in this column should be directly traceable to the original books of entry 

Column B - Accrued costs for the report period 

Column C - Future portion of prepaid expenses 

Column D - Add columns A and B, then subtract Column C. The result is the YTD Accrual Basis Cost. 

Column E- Total costs already reported in the cost ledger. 

Column F - Subtract Column E from Column D. This is the current period accrual basis costs to be posted to AAS. 

ATTACHMENT Q 

F 
Cost to 
be rept'd 




