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[image: image4.emf]Workforce Investment Field Instruction (WIFI) No. 05-09, Change 1 
DATE:

February 25, 2010
TO:


Maryland Workforce Investment Grant Recipients
SUBJECT:              Recipient Reporting Requirements Section 1512 American Recovery and Reinvestment Act Funds
REFERENCES:
See WIFI No. 05-09

BACKGROUND:
See WIFI No. 05-09
UPDATES:

1. The FTE calculation has been changed from cumulative to the quarterly net. Please see the attached Frequently Asked Questions for more information.

2. Please input a brief description of the impact of the program in the Project Description/ Quarterly Activities/ Impact box.

3. The Report Template has been revised to reflect this change.  Also, for ease of use drop down menus and definitions have been added to the template in key areas. This revised Report Template is attached and must be used starting with the next reporting cycle (reports due 03-09-10). Attached you will also find an example template of what type of information is to be filled in on each line of the report.

ACTION TO

BE TAKEN:
The completed Report Template must be submitted to the Office of Administration on the 9th of the last month of the quarter.  The due dates are March 9, 2010, June 9, 2010, September 9, 2010, December 9, 2010, March 9, 2011 and June 9, 2011.  You are required to submit a separate copy of the attached document for EACH ARRA grant (WIA Adult, Youth and Dislocated Worker; Maryland business 
Works; Other Statewide Grants, Early Intervention Grants, if any). The attached document is to be submitted electronically to the attention of Doreen Shahan (dshahan@dllr.state.md.us).  Please copy

Dorothee Norton (dnorton@dllr.state.md.us) on your submission. The signed originals are then to be submitted by mail as well.


This report is in addition to and does not replace any other ARRA reports (fiscal and programmatic) you currently submit on the appropriate and established due dates to the Department of Labor, Licensing and Regulation. 
CONTACT:
Laura Ferguson, Director, Office of Administration
 410 767-2038


EFFECTIVE 

DATE:
Immediately
[image: image5.wmf]Name:

Address:

Award Type:

Amount Invoiced:

Vendor Name:

DUNS Number:

Headquarters Zip Code:

Product Description:



Project Description/Quarterly Activities/Impact :

Contact Person:



Congressional District





(Accrued)







*Sub-recipient Vendor Information



(Cash Drawdowns)

                           DEPARTMENT OF LABOR LICENSING AND REGULATION  

                 DIVISION OF WORKFORCE DEVELOPMENT AND ADULT LEARNING

                                               ARRA SUBRECIPIENT REPORT





Project Information

Project Name:



DUNS Number:







Total Expenditures:

Project Status:





Goals for the Quarter:

Number of Jobs Created:

Number of Jobs Retained:





Description of Jobs:











Sub-recipient/ Award Information

Award Number:

Award Amount:











Award Date:

Quarter Ending Date



Grant


   
Andrew Moser

   
Assistant Secretary


Division of Workforce Development and Adult Learning

Attachments:  
1. Revised Report template




2. Example Report template



            
3. Updated ARRA Frequently Asked Questions





4. FTE Sample Calculation





ATTACHMENT 1

Revised Reporting Template

[image: image6.wmf]Name:

Address:

Award Type:

Your assigned Duns & Bradstreet number

Amount Invoiced:

Vendor Name:

DUNS Number:

The assigned Duns & Bradstreet number if available

Headquarters Zip Code:

Provide the zip+4 code.  Must have 9 digits

Product Description:

Quarter Ending Date

Choose from Dropdown box

Grant





Grant Number

Award Date:

Goals for the Quarter:

Sub-recipient/ Award Information

Award Number:

Award Amount:

LWIA Name

LWIA Headquarters Address





Full Time 

Description of Jobs:

The Vendor's legal business name

a brief description of the project for the quarter;a brief description of the activites, impacts and accomplishments 

for the quarter

Total Expenditures:

Project Status:

Total accrued expenditures to date

Total cash received to date

                           DEPARTMENT OF LABOR LICENSING AND REGULATION  

                 DIVISION OF WORKFORCE DEVELOPMENT AND ADULT LEARNING

                                               ARRA SUBRECIPIENT REPORT

Choose from the Dropdown box

Project Information

Project Name:

Funding Level

DUNS Number:



Grant Beginning Date

(Accrued)

Provide the type of training that has been provided

Provide a brief description of the jobs created or jobs retained

Provide a brief description of the goals of the jobs created and jobs retained goals for the quarter.

*Sub-recipient Vendor Information

Full Time Equvilant 

(Cash Drawdowns)

Number of Jobs Created:

Number of Jobs Retained:

Grant Funding Stream (ex. Adult, etc.)

Project Description/Quarterly Activities/ Impact :

Contact Person:



Congressional District

Choose from Dropdown box



The person responsible for compiling this data


ATTACHMENT 2

Example Reporting Template


ATTACHMENT 3

	Frequently Asked Questions regarding Report 1512

Updated 01-21-10 



	1. Do the youth that participated in the summer jobs program count as FTE’s?  
     Yes, the youth hours worked are part of the FTE calculation. 

Update 01-21-10: The FTE calculation was changed from cumulative to the net for the quarter. 

A sample calculation is provided with WIFI 05-09 Change 1. *



	2. Under Maryland Business Works, do the incumbent workers trained count as FTE’s?  No.  If so, would the number of FTE’s be recoded in the Project Information section and the name of the various employers who were provided ARRA funds for training be recorded in the Sub Recipient Vendor Information section of the report?  Maryland Business Work projects should be recorded in the Vendor section of the report.  Under the Product description section please indicate Maryland Business Workers in the description and provide details such as type of training, the number of people trained, etc.  



	3   FTE refers to clients and/or staff hired?  The FTE calculation could include

       both clients and staff hired using Recovery Act Funds or as a result of

       these funds.  The FTE number reflected in the Project information

       section will most likely include staff hired at the Local level and summer

       youth.  Please see number 29.



	4. How do you define a "Project" as required for this report?  This report is

      modeled after the 1512 report which is used by all agencies receiving

      funding from ARRA.  For example, the Department of Transportation

      may have a resurfacing project.  For the Workforce Investment Act the

      project will be ARRA WIA Formula funding sources (Adult, Dislocated

      Workers, Youth, E.I., Statewide, MBW, etc.). * 



	5.  Since Summer Program worksites do not receive ARRA funds directly and the

     youth placed there are on our payroll, we do not consider them to be vendors

     – correct? Correct.  


	6. All schools and colleges providing training paid for with ARRA funds are considered vendors? Yes.



	7. Is there a dollar threshold that must be exceeded to qualify a vendor for reporting purposes?  No.  For example, if we purchase work boots or work clothing for a Summer Program participant, how high must the expenditure be to count the store as a vendor?  Report all expenditures to vendors.



	8. Many participants leave our services to enter employment not supported by ARRA funds in any way (although the services/training may have been) – are these jobs to be counted as jobs filled?  They are not considered Jobs created or retained for 1512 reporting purposes. 


	9. Other than Summer Youth, how is DLLR counting Adult and Dislocated Workers through the MWE.  It is important that we are all using the same data process and understanding when we report these numbers.

The 1512 reporting at the local level is not affected by this process.

Participants who enter employment are NOT reported as jobs created.  

However, participants who enter employment can and should be part of the project description/quarterly activities area.  

We have also learned that there is a service in the MWE called Occupational Skills Training (Class Size) that is currently being used by one of the local areas to identify customers who receive training funded by ARRA (in full and in part).  It could provide the ability to track outcomes on the ARRA funded services. 



	10. Will we be reporting on the Early Intervention grant since they are ARRA

      funded?  Yes, if you have an EI grant funded with ARRA funds.

       Update 01-21-10: All current year EI grants (with a 07-01-09 start date)

      are ARRA funded.*



	11. Do jobs created and retained refer to staff that the LWIA might have hired or

      to customer outcomes?  Job created and retained do not refer to customer

      outcomes except as related to youth.  See number 29.  

      And if it is customer outcomes, does the data in MWE suffice?  No.


	12. The data elements definitions are unclear about how to report cumulative job

      created.  For example, job coaches were hired for the summer youth jobs

      program. At the end of the summer, they are let go.  Would we report the

      FTE only in the quarters they worked or would we report that in the

      succeeding reports.  As stated in the Data Elements Definitions released

      with WIFI 05-09, “reporting of the jobs created FTEs is cumulative

      across the project lifecycle”.  Please review sample. * 

      Update 01-21-10: The FTE calculation was changed from cumulative to the net for the quarter.  The FTE would only be reported based on the hours that are worked during the current reporting Quarter.* 
 

	13. How do we determine Project Status on the ARRA sub-recipient form?

      Should it be by percentage of ARRA dollars spent? Time? Personal judgment

      about the progress?  The project status should be evaluated by goals

      and outcomes met by the local area, performance measures and

      whether expenditure goals are met. Use the options provided in the dropdown box to describe the Project Status. *  



	14. Will the report be file hard copy or electronically?  Submit electronically as

      indicated in WIFI 05-09.  Also submit signed original by mail.


	15. What is the deadline for the 2-3-page plan? December 15th.  The plan is a one-time event, it is not due quarterly. * Should the 2-3-page plan be a synopsis of the local plan submitted earlier? Not necessarily.  The plan should be a detailed, clear picture of how the funds are and will be used.  We anticipate the inclusion of outcomes, timelines, initiatives, the number of staff, number of participants in training, etc.   The plan needs to show that the local has a specific and targeted plan for spending the funds. * Will the state be approving the plan?  The State will use the plan to evaluate outcomes met by the local area.  It will also be used to articulate to DOL what the State of Maryland Workforce Investment Areas are currently doing with ARRA funds, what it plans to do and how it will accomplish its goals.  Does the plan become the goals for the quarter on the form?  Not necessarily.  If so can the goals remain the same for each quarter? No.  



	16. Is a separate ARRA Subrecipient Report to be submitted for each

      funding stream, ie; Adult, Youth, Dislocated Worker and ARRA MBW? Yes.



	17. Am I correct in interpreting that we are to report the total amount paid to

      each and every vendor that provided services during each reporting

      period?  Yes.                                      



	18. Previously, we were instructed by DLLR to treat amounts paid to ARRA

Youth as direct training expenditures (same as vendors). How should that be

reported?  At this time, continue to report as you have been.  If

                  necessary, additional information will be forwarded.



	19. Which reports are due and when?  There are potentially 3 different reports due: Quarter ending June 30, Quarter ending Sept 30 and another that is due on December 9? Is that one a projected report for quarter ending December 30?  Yes.  Initially, we are looking for the three separate reports outlined above.  They are due December 9, 2009.  The third report is a projected report for the period ending December 31, 2009.  Failure to meet the December 9th deadline will result in the submission of an incomplete state report.

Update 01-21-10: Reports are due March 9, 2010, June 9, 2010, September 9, 2010, December 9, 2010, March 9, 2011 and June 9, 2011. Failure to meet any deadline will result in the submission of an incomplete state report. *



	20. The reports are cumulative, is that correct? Yes, it is a cumulative report.

Update 01-21-10: Except for the FTE calculation; the FTE calculation is not cumulative, it is quarterly. *



	21. Are the numbers of jobs created referring to customers or staff? This could be both youth customers and staff if ARRA funding is being used. See number 29.



	22. If customers, would an OJT employer be considered a vendor?  No, an OJT employer would not be counted as a vendor. 



	23. Is every MBW business a vendor that must be listed?  Yes, If they receive ARRA funding.



	24. Although asked for the sub recipient highest paid officers, this is not included on the report form. Are these the officers paid from ARRA funds or from other funds?  The State does not need this information from the locals at this time.



	25. When do the FTE hours for summer youth begin?  May 1, 2009.


	26. If our summer youth program is not closed out, how should it be reported under project status?  There are four choices for project status – not started, less than 50% complete, more than 50% completed or completed. *
Update 01-21-10: The project status cell has been formatted with a drop down menu which only allows the four choices for project status. *


	27. Does each vendor have to be listed separately?  Yes, regardless of the amount, each vendor must be reported separately. Do not combine vendors.  Is the vendor amount cumulative quarter to quarter?  Yes.



	28. Further discussed the definition of jobs created.  As stated in Change 1 of TEGL states “jobs directly created or retained to administer and implement Recovery Act-funded projects, activities, and contracts (e.g., workforce managers, supervisors, counselors, job coaches, etc.) as required by Section 1512c(3)(D) of the Recovery Act.  … Consistent with OMB guidance, summer youth employment opportunities and employment opportunities occurring outside the summer months funded with the Recovery Act WIA Youth funds are to be included in the Jobs Creation Estimates.”  Training and placing is not considered job created.



	29. When are subsequent quarterly 1512 reports due?  The 9th of last month of the quarter (March 9, June 9, September 9, December 9).



	30. Are the training providers used for ITAs considered vendors?  Yes.



	31. What if there is more than one Congressional District in my area? Use the primary place of performance or headquarters.  A dropdown menu has been provided, please choose the one that reflects the primary place of performance or headquarters. *


	32. How much detail should be included in the project description section? A detailed paragraph will be adequate. *



	

	

	

	

	* Updated and additional information.


ATTACHMENT 4

Full-time Equivalent Sample Calculation

The FTE (Full-time Equivalent) formula is provided below.  The formula is the standard concept used by the Office of Personnel Management to convert part-time or temporary jobs into fractional “full-time equivalent” jobs.  This formula is intended to prevent the over-counting of short-term or part-time jobs.

	
	

	Total Number of Hours Worked and Funded by Recovery act within Reporting Quarter[image: image1]
	= FTE

	Quarterly Hours in a Full-time Schedule
	

	
	


EXAMPLE:

The recipient paid 2 full-time employees and 1 part-time employee working half days for the quarter.  The recipient’s full-time schedule is 40 hours a week. For the quarter, this example uses 40 hours, but other standards are possible.  The total number of hours of 1 full-time employee is 40 hours x 13 weeks = 520 hours. To convert hours worked to FTE for the quarterly report, aggregate all hours worked and divide by the total number of hours in a full-time schedule for the quarter.

In this example 2 full-time employees worked 520 hours each and one employee worked half-time or 260 hours (520 hours/2  = 260 hours).  The total hours worked for the quarter is 1,300. (520 + 520 + 260 = 1,300)

To calculate the FTE: 

Divide the total hours worked by the total number of hours in a full-time schedule

1,300/520 = 2.5 FTE report for jobs.
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