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Richard Beneduce, Chief - Workforce Investment Office


SUBJECT:
Instructions for Reporting Welfare to Work Formula Grants
DATE:   
July 16, 2001

1. Purpose. To transmit revised Welfare-to-Work (WtW) financial reporting format and corresponding revised instructions for formula WtW grants.

2.  References.  Reference is made to Workforce Development Letters 98-06 issued September 25, 1998 and 98-06(change 1) issued November 17, 1999 that provided you with the Welfare to Work reporting instructions and reporting format and subsequent revisions. 

3.  Background. The USDOL has once again revised the WtW report.  The attached revised reporting forms as an Excel spreadsheet and instructions constitute the approved financial reporting requirements for WtW formula grants.  

4. Inquiries. Questions related to the electronic entry of WtW data, should be directed to myself or to your SDA representative at 222-3930

5. Attachments.
A. WtW Quarterly Financial Status Report (WQFSR)

B. Instructions for Reporting Welfare to Work Formula Grants Financial Data

<!DOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.0 Transitional//EN"><!-- saved from url=(0057)http://wtw.doleta.gov/documents/tegltein/11-97_ch2_a2.htm -->
INSTRUCTIONS FOR REPORTING 
WELFARE TO WORK FORMULA GRANTS 
FINANCIAL AND PARTICIPANT DATA
PRIVATE
<TBODY>
GENERAL INSTRUCTIONS: The Welfare to Work (WtW) Formula Grant Cumulative Quarterly Financial and Participant Status Report provides the required data elements for the formula grant recipients to report cumulative expenditures and program income on an accrual basis. Participant characteristics and summary data are also required to be reported. 

The format is structured so that only one report will be required for each reporting period. For Fiscal Year (FY) 1998 grants, only Column I will contain entries. For FY 99 grants, Column II will contain entries, as applicable.

Electronic transmittal of the data requested on the attached prototype format is the preferred method of transmittal.  NOTE: The format for reporting is an EXCEL spreadsheet.  Cells that contain formulas are indicated in “bold red”.  Cells that are open for data to be entered are indicated in “bold blue”.  Formulas are not locked, therefore, insure that data are entered only where cells have the blue indication.  

The first required report on the revised format should include cumulative data through June 30, 2001. This data will be due to SWIO no later than July 31, 2001. The majority of this data will be cumulative from the inception of the grant; however, certain data is required to be reported cumulatively only since the implementation date of the WtW Amendments (July 1, 2000). Please see Sections III. and IV. for detailed instructions. 
Subsequently, the required data is to be transmitted to SWIO, no later than 30 days after the end of each reporting quarter, and 60 days after the expiration of fund availability, or 60 days after all grant funds have been expended, whichever comes first. 

NOTE: If a participant is being served concurrently by both FY 98 and FY 99 formula grant funds, that participant and his/her associated expenditures should be reported on both FY reports. In addition, if a grantee has expended its entire FY 98 formula grant, and wishes to continue to serve, with FY 99 grant funds, participants who were originally served under the FY 98 grant, the grantee should begin reporting the participants and their associated expenditures on the report for the FY 99 grant in the quarter in which the participants begin to receive services paid for with FY 99 money. The participants should not be terminated from the FY 98 grant in order to be served under the FY 99 grant, nor should the participants' counts or associated expenditures be removed from the FY 98 report and moved onto the FY99 report. Participants served by both FY grants should appear, with their associated expenditures, on the reports for both FY grants.

DETAILED INSTRUCTIONS:
ITEM a. Enter the name of the grant recipient.

ITEM b. Enter the end date of the quarter reported.

COLUMN I. Place an "X" by either Quarterly or Final to indicate whether data entered in Column I is cumulative through quarter identified in item b. above, or final data for the FY 98 award.  All data entered in Column I should correspond to the FY 98 funds. Adjustments to amounts entered in Column I of a previous report should be reflected in current reporting quarter, with an explanation in Section VI., Remarks.

COLUMN II. Place an "X" by either Quarterly or Final to indicate whether data entered in Column II is cumulative through quarter identified in item b. above, or final data for the FY 99 award.  All data entered in Column II should correspond to the FY 99 funds. Adjustments to amounts entered in Column II of a previous report should be reflected in current reporting quarter, with an explanation in Section VI., Remarks.

SECTION I. GRANT TOTAL
ITEM 1. State Allocation of Federal Funds to Grantees 
Grantees should enter the amount of the Federal WtW formula grant award amount. 

ITEM 2. Federal Expenditures
Enter the cumulative aggregate Federal WtW accrued expenditures for the FY of funds reported, through the end of the quarter being reported. This entry should equal the sum of Items 5(a) and 5(b). 

NOTE: WtW Formula grantees are required to use vouchers or contracts for the provision of job readiness, job placement, and post-employment services. When vouchers or contracts are used for placement in unsubsidized jobs, only include expended portion of the voucher or contract as a program expenditure. Do not include the ½ holdback for 6-month unsubsidized placement in the workforce until the expenditure has been incurred.
ITEM 3. Federal Administrative Expenditures (15% Maximum)
Enter the cumulative aggregate administrative expenditures included in Item 2. (Be sure to exclude Federal Technology Computerization expenditures reported at Item 4.) 

NOTE: At the end of the five-year life of a fiscal year of funds, or when all of a FY of funds have been expended, this entry should not exceed 15 percent of the total grant award amount. 
ITEM 4. Federal Technology/Computerization Expenditures
Enter the cumulative aggregate expenditures for information technology (computer hardware or software) needed for tracking or monitoring under a WtW grant. This amount is included in Item 2. (Do not include this amount in Item 3.)

ITEM 5. Federal Expenditures For:
ITEM 5(a) GENERAL ELIGIBILITY/NONCUSTODIAL PARENTS CATEGORY
Enter the cumulative aggregate Federal accrued expenditures for individuals served in the "General Eligibility/Noncustodial Parents" category. 

Please note: Section 403(a)(5)(C), as amended by the "Welfare-to-Work and Child Support Amendments of 1999" (Title VIII, Section 801 of the Consolidated Appropriations Act for FY 2000), which addresses expenditures upon participants served in the "Other Eligibles" category, states that an operating entity may spend not more than 30 percent of the WtW funds allotted to or awarded to the operating entity to assist individuals who meet the "Other Eligibles" eligibility requirements. Therefore, as not more than 30 percent of a grantee's award may be spent upon individuals in the "Other Eligibles" category, the remaining funds allotted to or awarded to the operating entity are to be spent to benefit individuals who meet the "General Eligibility/Noncustodial Parents" eligibility requirements.

I

TEM 5(b) OTHER ELIGIBLES CATEGORY
Enter the cumulative aggregate Federal accrued expenditures for individuals in the "Other Eligibles" category. 

Please note: Section 403(a)(5)(C), as amended by the "Welfare-to-Work and Child Support Amendments of 1999" (Title VIII, Section 801 of the Consolidated Appropriations Act for FY 2000), which addresses expenditures upon participants served in the "Other Eligibles" category, states that an operating entity may spend not more than 30 percent of the WtW funds allotted to or awarded to the operating entity to assist individuals who meet the "Other Eligibles" eligibility requirements.

Note: The sum of Items 5(a) and 5(b) should equal Item 2. 
ITEM 6. Federal Unliquidated Obligations 
Enter the cumulative aggregate Federal WtW funds that have been obligated (contracts and purchase orders) but for which services or goods have not been received. Grantees have 90 days after the fund availability period has expired to liquidate obligations made during the period of fund availability. This amount should be zero on the final report submitted for each grant. (Obligations incurred minus accrued expenditures (Item 2) should equal unliquidated obligations.)

ITEM 7. Federal Unobligated Funds
Enter that portion of the State cumulative aggregate Federal WtW allotment that has neither been expended nor obligated. (Allocation, Item 1, minus Federal Expenditures, Item 2, minus Unliquidated Obligations, Item 6, should equal Federal Unobligated Funds.) 

SECTION II. FEDERAL PROGRAM INCOME
ITEM 11. Program Income Earned
Enter the cumulative aggregate Federal WtW program income earned in carrying out the objectives of the grant, less any costs incident to the generation of the program income. These funds are additional to the Grantee allocation amount, Item 1.

ITEM 12. Program Income Expended
Enter that portion of earned program income reported at Item 11, which has been expended to further the WtW program objectives. (These cumulative aggregate accrued expenditures are separate from any other expenditures reported.)

SECTION III. PARTICIPANT SUMMARY
IMPORTANT NOTE:
Entries for Items 13(a) and 13(b) should represent the cumulative aggregate number of all participants served in the general eligibility/noncustodial parents and other eligibles eligibility categories, respectively, since the inception of the grant. Therefore, Item 13 should be the sum of Items 13(a) and 13(b).

Entries for Items 13(a)(1) and 13(a)(2), and entries for Items 13(b)(1) through 13(b)(3), should represent the cumulative aggregate number of all participants enrolled in the eligibility subcategories under the general eligibility/noncustodial parents and other eligibles eligibility categories, respectively, since the effective date of the WtW 1999 Amendments (July 1, 2000). We are applying these revised reporting elements retroactive to the effective date of the WtW 1999 Amendments, not retroactive to the inception of the grant. Therefore, grantees are required to report data for Items 13(a)(1) and 13(a)(2), and for Items 13(b)(1) through 13(b)(3), retroactive only to July 1, 2000. Because of this discrepancy, Item 13(a) will not be the sum of Items 13(a)(1) and 13(a)(2), and Item 13(b) will not be the sum of Items 13(b)(1) through 13(b)(3). However, as noted above, Item 13 should be the sum of Items 13(a) and 13(b).

Items 13(a)(1) and 13(a)(2), and Items 13(b)(1) through 13(b)(3), are cumulative aggregate entries retroactive to the effective date of the WtW 1999 Amendments (July 1, 2000). All other items in Section III, Participant Summary, are cumulative aggregate entries since the inception of the grant.
ITEM 13. Total Participants Served
Enter the cumulative aggregate number of WtW clients served under this grant. If a client ceases to be served under the program and then returns for additional services, the client is to be counted again. (Item 13 should be the sum of Items 13(a) and 13(b)).

NOTE: An individual is classified as a "participant served" when the participants receives one of more of the WtW allowable services (vocational educational training or job training, community service, work experience, job creation through public or private sector employment wage subsidies, on-the-job training, job readiness, job placement, post-employment services, job retention or support services, and individual development accounts). Also included as services which constitute "participant served" status are "in-depth" assessment (e.g. assessment beyond that which is required for intake and eligibility determination purposes), development of an individualized service strategy, and case management services. Intake, initial assessment, and eligibility determination do NOT constitute "participant served" status for an individual.

ITEM 13(a) General Eligibility/Noncustodial Parents Category 

Enter the cumulative aggregate number of participants served who met the criteria for "General Eligibility/Noncustodial Parents" as defined at Section 403(a)(5)(C)(ii). This is the cumulative number of participants served by the expenditures reported at Item 5(a).

ITEM 13(a)(1) Long-Temporary Assistance for Needy Families Recipients
Enter the cumulative aggregate number of participants served who met the criteria for long-term Temporary Assistance for Needy Families (TANF) receipt, as defined at Section 403(a)(5)(C)(ii)(I) and (II). Also include on this line the cumulative aggregate number of participants served who exhausted their TANF benefits due to having reached a Federal or State time limit, as defined at Section 403(a)(5)(C).

ITEM 13(a)(2) Noncustodial Parents
Enter the cumulative aggregate number of participants served who met the criteria for noncustodial parents, as defined at Section 403(b)(1)(B)(iii)(I), (II), and (III).

ITEM 13(b) Other Eligibles Category
Enter the cumulative aggregate number of participants served who met the criteria for the "Other Eligibles" category, as defined at Section 403(a)(5)(C). This is the cumulative number of participants served by the expenditures reported at Item 5(b).

ITEM 13(b)(1) TANF Recipients with Characteristic of Long-Term Welfare Dependence or Barriers to Self-Sufficiency
Enter the cumulative aggregate number of participants served who met the criteria for TANF recipients who have characteristics associated with, or predictive of, long-term welfare dependence, as defined at Section 403(a)(5)(C)(iv)(I), and for TANF recipients who have significant barriers to self-sufficiency, as defined at Section 403(a)(5)(C)(iv)(III).

ITEM 13(b)(2) Former Foster Care Participants 
Enter the cumulative aggregate number of participants served who met the criteria for youth 18 - 24 years of age who, before turning 18, were participants in the foster care system, as defined at Section 403(a)(5)(C)(iv)(II).

ITEM 13(b)(3) Custodial Parents with Incomes Below 100% of Poverty
Enter the cumulative aggregate number of participants served who met the criteria for custodial parents with incomes below 100 percent of the poverty line, as defined at Section 403(a)(5)(C)(iv)(IV).

ITEM 14. Total Participants Terminated
Enter the cumulative aggregate number of WtW clients terminated under this grant. If a client is terminated, then returns to the program for additional services, and is later terminated again, the client is to be counted as a termination again. Item 14 should be the sum of Item 14(a) and Item 14(b).

ITEM 14(a) General Eligibility/Noncustodial Parents Category 

Enter the cumulative aggregate number of participants terminated under the grant who met the criteria for "General Eligibility/Noncustodial Parents" as defined at Section 403(a)(5)(C)(ii). This is the cumulative number of participants terminated under the grant who had been served by the expenditures reported at Item 5(a).

ITEM 14(b) Other Eligibles Category
Enter the cumulative aggregate number of participants terminated under the grant who met the criteria for the "Other Eligibles" category, as defined at Section 403(a)(5)(C). 

This is the cumulative number of participants terminated under the grant who had been served by the expenditures reported at Item 5(b).

Note on unsubsidized placement, employed in unsubsidized employment when entering WtW, and subsidized placement line items (lines 15, 16, and 17):
Grantees should report an individual already employed in an unsubsidized job when becoming a participant served by the WtW Program on line 16, and on and line 16a or line 16b, as appropriate. If the grantee obtains a subsequent unsubsidized placement for this individual (such as a promotion within the existing job for increased hours or wages, or an entirely new unsubsidized placement for increased hours or wages, etc.), the grantee may receive one placement credit for this subsequent unsubsidized placement. In this situation, the grantee should remove the individual from the "employed in unsubsidized employment when entering WtW" lines (16 and 16a or 16b, as appropriate), and then add the individual to the "placed in unsubsidized employment" lines (15 and 15a or 15b, as appropriate) in the quarter in which the subsequent unsubsidized placement occurs. The purpose of moving the individual from line 16 to line 15 in this situation is to avoid a double-count between these two line items, as these two line items combined form the base for the retention calculation. 

Please note that the grantee cannot report an unsubsidized placement for an individual more than once unless the individual is terminated from the WtW Program and comes back after not receiving WtW services for at least 90 days (see note below, line 15). Please also note that for those individuals originally reported on line 16 (employed in unsubsidized employment when entering the WtW Program), the base quarter from which retention is measured is the quarter in which WtW services were first provided, and thus the quarter in which an individual was first counted on the line 16 entry. Grantees may not "re-start" the period for measuring retention when an individual is moved from line 16 to line 15. The base quarter from which retention is measured for these individuals is still the quarter in which an individual was first counted on the line 16 entry, regardless of whether they are later moved to line 15. Grantees may not report retention and earnings gained data for individuals more than once.

If a grantee obtains a subsequent unsubsidized placement for an individual originally reported as placed in subsidized employment (line 17, and line 17a or 17b, as appropriate), the grantee may also receive one placement credit for this individual. In this situation, the grantee should retain the individual on the placed in subsidized employment lines, and also report the individual on the placed in unsubsidized employment lines, in the quarter in which the upgrade from subsidized to unsubsidized employment occurs. Reporting the individual in both of these employment categories will cause a double-count between these two line items; however, this double-count will not impact the calculation of the retention rate, as placements in subsidized employment as not included in the retention calculation. Additionally, for programmatic evaluation and management purposes, we are interested in retaining a record of the extent to which grantees utilize subsidized placement.

Please note that the grantee cannot report an unsubsidized placement for an individual more than once unless the individual is terminated from the WtW Program and comes back after not receiving WtW services for at least 90 days (see note below, line 15).

ITEM 15. Placed in Unsubsidized Employment
Enter the sum of Items 15(a) and 15(b).

Include all WtW participants who are placed in unsubsidized jobs for the first time, i.e. the Social Security Number is linked with the job placement, while receiving WtW services. Grantees may not report a placement for a participant more than once unless the participant is terminated from the WtW Program and comes back after not receiving WtW services for at least 90 days. Exclude participants who are placed in any job for which the employer receives a wage subsidy. Also exclude participants who are placed in on-the-job training (OJT) until after the OJT is completed and the participant is retained in an unsubsidized job. 

ITEM 15(a) Greater Than or Equal to 30 Hours Per Week at Placement
Enter the cumulative aggregate number of WtW participants who entered unsubsidized employment of 30 or more hours per week at placement. 

ITEM 15(b) Less Than 30 Hours Per Week at Placement
Enter the cumulative aggregate number of WtW participants who entered unsubsidized employment of less that 30 hours per week at placement.

ITEM 16. Employed in Unsubsidized Employment When Entering WtW
Enter the sum of Items 16(a) and 16(b).

Include those WtW participants who were already employed in an unsubsidized job when becoming a "participant served" by the WtW Program. Please refer to the definition of "participant served" at Item 13 in this section of the reporting instructions. Individuals should not be counted in this entry until they meet the "participant served" status.

ITEM 16(a) Greater Than or Equal to 30 Hours Per Week at Program Entry
Enter the cumulative aggregate number of WtW participants who were employed in unsubsidized employment of 30 or more hours per week when becoming a participant served by the WtW Program.

ITEM 16(b) Less Than 30 Hours Per Week at Program Entry
Enter the cumulative aggregate number of WtW participants who are employed in unsubsidized employment of less than 30 hours per week when becoming a participant served by the WtW Program.

ITEM 17. Placed in Subsidized Employment
Enter the sum of Items 17(a) and 17(b).

Include all WtW participants who are placed in subsidized jobs for which the wage subsidy is less than 100% of the participant's total income and for which the subsidized job placement is not workfare, i.e. the total amount paid to the individual exceeds the amount of the subsidy. 

ITEM 17(a) Greater Than or Equal to 30 Hours Per Week at Placement
Enter the cumulative aggregate number of WtW participants who entered subsidized employment of 30 or more hours per week at placement. 

ITEM 17(b) Less Than 30 Hours Per Week at Placement
Enter the cumulative aggregate number of WtW participants who entered subsidized employment of less that 30 hours per week at placement.

NOTE REGARDING THE FOLLOWING RETENTION AND EARNINGS GAINS ITEMS:
The data source for retention and earnings gains information is the Unemployment Insurance (UI) wage record system (Federal Register Vol. 63, No. 225, Pages 64831-64833, November 23, 1998). We anticipate a one-quarter lag in the availability of UI Wage Record data. Therefore, for instance, the report for the quarter ending March 31, 2001 should provide retention and earnings gained data (see Items 18 and 19) for participants who were reported as placed in unsubsidized employment on the report for the quarter ending June 20, 2000. 

ITEM 18. Retained 6 Months (two quarters) in Unsubsidized Employment
Enter the cumulative number of participants who were placed in unsubsidized employment in the base quarter (Item 15), plus the cumulative number of participants who were employed in unsubsidized employment when first receiving WtW services (Item 16), who remained in the workforce for six months after the base quarter, with earnings in both of the two consecutive quarters following the base quarter. 

NOTE: Retention is defined as when an eligible individual is placed in unsubsidized employment and remains in the workforce for 6 months with earnings in the two consecutive quarters following the base quarter. For those individuals reported at Item 16 (employed in unsubsidized employment when entering the WtW Program), the base quarter from which retention is measured is the quarter in which WtW services were first provided, and thus the quarter in which an individual was first counted in the Item 16 entry. 

ITEM 19. Earnings Gained in 6 Months (two quarters) Following Placement in Unsubsidized Employment 
ITEM 19(a) Enter the cumulative sum of earnings of those individuals who remained in the workforce in the second subsequent quarter following the base quarter (those participants identified at Item 18).

ITEM 19(b) Enter the cumulative sum of the earnings of the same group (those participants identified at Item 18) in the base quarter. 

NOTE: The cumulative sum of earnings of those individuals who remained in the workforce in the second subsequent quarter (Item 19(a)) minus the cumulative sum of the earnings of the same group in the base quarter (Item 19(b)), divided by the cumulative sum of the earnings of the same group in the base quarter (Item 19b)), multiplied by 100, equals the average cumulative percent "Earnings Gain" in 6 months (second subsequent quarter) following placement in unsubsidized employment. Grantees are not required to perform this calculation; this calculation is performed by ETA at the National Office with the submission of the State report.
SECTION IV. PARTICIPANT CHARACTERISTICS
IMPORTANT NOTE:
Entries for Items 20 through 23 should represent the cumulative aggregate number of all participants enrolled in these categories since the effective date of the WtW 1999 Amendments (July 1, 2000). We are applying these revised reporting elements retroactive to the effective date of the WtW 1999 Amendments, not retroactive to the inception of the grant. Therefore, grantees are required to report data for Items 20 through 23 retroactive only to July 1, 2000.

ITEM 20. Gender
ITEM 20(a) Male
Enter the cumulative aggregate total of male participants.

ITEM 20(b) Female
Enter the cumulative aggregate total of female participants.

ITEM 21. Age
For Items 21(a) through 21(e), enter the cumulative aggregate total of participants in each age range. Grantees should report participants' ages at the time of participants' enrollment into the program.

ITEM 21(a) Age 14 - 17
ITEM 21(b) Age 18 - 35
ITEM 21(c) Age 36 - 50
TEM 21(d) Age 51 - 64
ITEM 21(e) Age 65 and older
ITEM 22. Race and Ethnicity
For Items 22(a) through 22(f), enter the cumulative aggregate total of participants identifying in each category. Multi-racial/ethnic participants may identify in more than one category. For instance, a participant identifying as both “Hispanic and Latino" and "White" would be counted in both Items 22(d) and 22(f).

ITEM 22(a) American Indian or Alaska Native: A person having origins in any of the original peoples of North America and South America (including Central America), and who maintains cultural identification through tribal affiliation or community recognition.

ITEM 22(b) Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent (e.g., India, Pakistan, Bangladesh, Sri Lanka, Nepal, Sikkim, and Bhutan). This area includes, for example, Cambodia, China, Japan, Korea, Malaysia, the Philippine Islands, Thailand, and Vietnam.

ITEM 22(c) Black or African American: A person having origins in any of the Black racial groups of Africa.

ITEM 22(d) Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture in origin, regardless of race.

ITEM 22(e) Native Hawaiian or Other Pacific Islander: A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

ITEM 22(f) White: A person having origins in any of the peoples of Europe, the Middle East, or North Africa.

ITEM 23. Participants with Disabilities
Enter the cumulative aggregate total of participants who voluntarily self-disclose as having disabilities. Grantees may not ask participants for their disability status, and participants may not be forced to disclose it.

NOTE: An individual with a disability is defined as any individual who has a physical (such as motion, vision, or hearing) or mental (such as learning or developmental) impairment which substantially limits one or more of such person's major life activities and who has a record of such an impairment, or is regarded as having such an impairment.

SECTION V. REMARKS 
Provide any explanations deemed necessary to support or describe entries provided above. Explanation of adjustments made to entries for a previous quarter should be provided in this section. (Electronic data entry instructions provide an "up-front" option to modify data submitted for a previous reporting quarter.)

SECTION VI. SIGNATORY INFORMATION 

Provide typed name and title.

</TBODY>






