
Southwestern Area  
Workforce Development Board 

Board Meeting Agenda 

Bodega Burger Co. 
606 N. California Street 

Socorro, NM 

Thursday, November 7, 2019 at 10:00 a.m. 

Mr. Joshua Orozco—Board Chair 
Mr. Michael Olguin, Jr.—Board Vice Chair 

I. Call to Order

II. Welcome and Introductions

III. Roll Call and Abstentions
a) If necessary, motion to allow board members to participate in the meeting telephonically

IV. Public Comment (3-Minute Limit)

V. Approval of Agenda (Items marked with an asterisk * are considered consent agenda items as
shown in the consent agenda section below. These items are approved with the motion to approve
of the agenda unless a member requests that a specific item be removed for its own action. There
is no discussion on these items).

VI. Consent Agenda Items
a) *Motion to accept the minutes from the September 12, 2019 meeting pg.3

b) *Resolution 19 – 12 approves a Memorandum of Agreement between the Southwestern
Area Workforce Development Board and Las Cruces Public Schools to provide mentoring
services to students pursuing teacher certifications pg.7

c) *Resolution 19 – 13 approves a Memorandum of Understanding between the Administrative
Entity of the Southwestern Area Workforce Development Board and Workforce Borderplex
for a Peer Sharing Opportunity pg.12

d) *Resolution 19 – 14 approves the amendment to the Grievance and Complaint Policy 18-10.1
pg.17

e) *Resolution 19 – 15 approves the modifications to the Financial Policies pg.22

f) *Resolution 19 – 16 approves the Customized Training Policy 19-01 pg.73

g) *Resolution 19 – 17 approves the Required Information in Communications Policy 19-02
pg.82

h) *Resolution 19 – 18 approves registration fees, lodging, and travel for Southwestern Area
Workforce Development Board members to attend the National Association of Workforce
Boards Forum 2020 in Washington, D.C. in March 2020 pg.88
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The Southwestern Area Workforce Development Board is an Equal Opportunity Employer and will make every effort to provide 
reasonable accommodations for people with disabilities who wish to attend a public meeting. Please provide notification at least 

48 hours before the meeting by calling (575) 744-4857. Relay New Mexico: 711 (Voice) or 1-800-659-8331 (TTY). 
Funded by the U.S. Department of Labor. 

Mission: The Southwestern Area Workforce Development Board's mission is to empower individuals in the region by providing 
them with the tools and training they need to acquire higher paying jobs based on the needs of local businesses. With an 
emphasis on economic and employer-driven goals, SAWDB's cooperative programs will cater to the region's unique 
employment needs, allowing for more effective distribution of federal funds and serving local employers by cultivating a highly 
skilled workforce. 

Discussion, Consideration and Possible Action Regarding 

a) Resolution 19 – 19 designates the Healthcare and Education industries for its two Sector
Partnership Strategies pg.91

b) Resolution 19 – 20 approves the Career Pathways Plan pg.94

c) Resolution 19 – 21 approves the PY19 Southwestern Area Workforce Development Board
Budget Amendment #1 pg.132

d) Resolution 19 – 22 approves an amendment to Contract No. PY19-WIOA-01 between
Youth Development, Inc. and the Southwestern Area Workforce Development Board for
WIOA Youth services, and authorizes the Board Chair or Vice Chair to sign the contract
amendment pg.136

e) Resolution 19 – 23 approves an amendment to Contract No. PY19-WIOA-02 between
ResCare Workforce Services and the Southwestern Area Workforce Development Board
for WIOA Adult & Dislocated Worker Services pending the approval by the DWS to transfer
funds from WIOA Dislocated Worker to Adult, and authorizes the Board Chair or Vice Chair
to sign the contract amendment pg.147

VII. Reports and Information Items pg.151

a) Administrative and Financial Reports

b) Site Manager’s Reports: Deming; and Silver City

c) Alix King – DWS Liaison

VIII. Other
a) Member Input

IX. Public Comment (3-Minute Limit)

X. Next Meeting
a) Thursday, January 9, 2020

XI. Adjournment
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Southwestern Area 1 
Workforce Development Board 2 

Board Meeting Minutes 3 
New Mexico Farm & Ranch Heritage Museum 4 

4100 Dripping Spring Road 5 
Las Cruces, NM 6 

Thursday, September 12, 2019 at 10:00 a.m. 7 

 DRAFT OF MEETING MINUTES 8 

I. Call to Order9 

a. Chairman Orozco called the meeting to order at 10:09 a.m.10 

II. Welcome and Introductions11 

a. Chairman Orozco welcomed everyone, asked for introductions12 

III. Roll Call and Abstentions13 

a. Ms. Longovia called roll.14 

b. Mr. Boston made a motion to allow board members to participate in the meeting15 
telephonically, seconded by Mr. Gristy. Motion passed.16 

Present: Absent: 17 
Cassie Arias  MaryAnn Chavez-Lopez 18 
Chris Boston  Alisa Estrada 19 
Deborah Dean* Jacqueline Fryar 20 
Joe Gristy Alonzo Gonzales 21 
Marlene Herrera Marcos Martinez 22 
Joshua Orozco Michael Olguin, Jr. 23 
Anton Salome* Erik Padilla 24 
Kim Skinner  Debbie Schoonover 25 
Sharon Thomas Steve Siañez 26 
Mary Ulrich  27 
Gary Whitehead 28 
*Via telephone29 

Staff:  Guests: 30 
Jay Armijo, Executive Director, SCCOG Darleen Lopez, NMWC 31 
Carol Craft, WIOA Program Manager  Cindy Quillin, NMWC 32 
Steve Duran, WIOA Administrator Alix King, NMDWS 33 
Katherine Gervasio, Fiscal Administrator Yvette Bayless, NMWC 34 
Angela Longovia, Communications Specialist   Valerie Trujillo, NMWC 35 
Joe McClintock, Project Manager Patrick Madrid, NMWC 36 
Yvonne Rios, Training & Development Specialist Melissa Darrow, NMWC 37 

Tracey Bryan, Bridge of SNM 38 
Fred Owensby, DACC 39 
Arnold Ontiveros, YDI 40 
Tommy Escudero, YDI 41 

3



2 

Natalie Martinez, YDI 42 
Carrie Hernandez, LCPS 43 
Sonya Quintero, LCPS 44 
Dave Reiff, LCPS 45 
Rachel Knight, LCPS-ACE 46 
Jeff Waugh, LCPS-ACE 47 
Teresa Vasquez, HELP-NM 48 
Victoria Mares, HELP-NM 49 
Roberto Montoya, SilverCity,Deming WC 50 
Shannon Reynolds, Doña Ana 51 
Maria Ethier, DACC Adult Ed. 52 

IV. Public Comment53 

a. None54 

V. Approval of Agenda (Items marked with an asterisk * are considered consent agenda items as55 
shown in the consent agenda section below. These items are approved with the motion to56 
approve of the agenda unless a member requests that a specific item be removed for its own57 
action. There is no discussion on these items).58 

a. Mr. Gristy made a motion to approve the agenda; seconded by Ms. Herrera. Motion59 
passed. The members that voted by telephone are as follows:60 
Ms. Arias – Yes61 
Ms. Dean – Yes62 
Mr. Salome – Yes63 

VI. Consent Agenda Items – These items are approved with one motion unless a member64 
wishes to remove an item for discussion.65 

a. *Motion to accept the minutes from the July 25, 2019 meeting. Mr. Gristy made a motion66 
to approve the minutes; seconded by Mr. Boston. Motion passed. The members that67 
voted by telephone are as follows:68 
Ms. Arias – Yes69 
Ms. Dean – Yes70 
Mr. Salome – Yes71 

b. 72 

VII. Discussion, Consideration and Possible Action Regarding73 

a. Update on the Two-Sector Strategy process. Mr. McClintock presented. Interrupted74 
internet connection caused only a partial viewing of the video aspect of the presentation.75 
Mr. McClintock stated a link to that video will be emailed to the board members.76 

b. Presentation and discussion on a Memorandum of Agreement between the Southwestern77 
Area Workforce Development Board and Las Cruces Public Schools to provide mentoring78 
services to students pursuing teacher certifications. Mr. Duran presented information and79 
indicated that a Memorandum of Agreement will be presented to the board at the80 
November 2019 meeting to pay 50% of the LCPS mentor’s salary under the81 
apprenticeship program.82 

c. Resolution 19 – 09 authorizes the Board Chair, Joshua Orozco as a signatory on the83 
Southwestern Area Workforce Development Board’s bank accounts. Mr. Boston made a84 
motion to accept Resolution 19 – 09; seconded by Ms. Herrera. Motion passed. The85 
members that voted by telephone are as follows:86 
Ms. Arias – Yes87 
Ms. Dean – Yes88 
Mr. Salome – Yes89 
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d. Resolution 19 – 10 approves a new Southwestern Area Workforce Development Board 90 
meeting calendar through June 30, 2020. At the request of Chairman Orozco, a new 91 
meeting calendar was presented with regular board meetings scheduled every other 92 
month instead of every three months. Mr. Boston made a motion to approve Resolution 93 
19 – 10; seconded by Ms. Thomas. Motion passed. The members that voted by 94 
telephone are as follows: 95 
Ms. Arias – Yes 96 
Ms. Dean – Yes  97 
Mr. Salome – Yes  98 

e. Resolution 19 – 11 approves local board policy revisions. Ms. Rios presented the edits 99 
made to the Supportive Services Policy and the Individual Training Account (ITA) Policy. 100 
With much discussion, Chairman Orozco asked for a vote to approve the Supportive 101 
Services Policy. Motion passed. The members that voted by telephone are as follows:  102 
Ms. Arias – Yes 103 
Ms. Dean – Yes  104 
Mr. Salome – Yes 105 

Discussion about the ITA policy included the last date to enroll participants into this 106 
program. Some members felt the last date to enroll participants should be changed while 107 
other members wanted to leave the proposed policy as-is. Chairman Orozco asked for a 108 
roll call vote to change the enrollment date for participants into the ITA program. The 109 
members that voted are as follows: 110 
Ms. Arias – Yes 111 
Mr. Boston – No 112 
Ms. Dean – No  113 
Ms. Gristy – No 114 
Ms. Herrera – abstained 115 
Mr. Orozco – Yes 116 
Mr. Salome – Yes 117 
Ms. Skinner – No 118 
Ms. Thomas – Yes 119 
Ms. Ulrich – Yes 120 
Mr. Whitehead – No 121 
With a tie vote, the amendment failed to pass. Chairman Orozco asked for a vote to 122 
approve the ITA Policy as presented. Motion passed. The members that voted by 123 
telephone are as follows: 124 
Ms. Arias – Yes 125 
Ms. Dean – Yes  126 
Mr. Salome – Yes 127 

VIII. Reports and Information Items 128 

a. Committee Reports: 129 

i. Disabilities Committee: Mr. Boston presented the items that were discussed at the 130 
June 14, 2019 meeting 131 

ii. Monitoring Committee: Ms. Skinner shared what the Monitoring Committee covered 132 
at the Special Meeting that took place on August 15, 2019 133 

iii. One-Stop Committee: Ms. Ulrich reported for the April 25, 2019 meeting 134 

iv. Planning Committee: Mr. Duran shared items from the January17, 2019 meeting 135 

v. Youth & Young Adult Committee: Ms. Ulrich shared the discussion from the June 18, 136 
2019 meeting 137 

b. Service Provider Reports 138 
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i. ResCare Workforce Services: Ms. Bayless reported for the Adult & Dislocated 139 
Worker services140 

ii. Youth Development, Inc.: Mr. Ontiveros presented for the Youth services141 
c. Site Manager’s Reports142 

i. Deming and Silver City: Mr. Roberto provided updates for the workforce centers in143 
both Deming and Silver City144 

ii. Las Cruces: Ms. Lopez provided information about the Las Cruces, Socorro, and145 
Truth or Consequences workforce centers146 

d. One-Stop Operator Report147 
i. Ms. Lopez shared the latest information about the workforce activities and goals for148 

the region149 

e. Administrative and Financial Reports150 

i. Ms. Longovia presented social media posts and updates to the regional website151 

ii. Ms. Rios reported the technical assistance and trainings provided to the service152 
providers and the service providers’ service goals and budget summary153 

iii. Ms. Gervasio stated there was a glitch in the formulas of her spreadsheet causing154 
inaccurate reporting. A corrected report will be emailed to the members the following155 
day.156 

IX. Professional Development157 

a. Presentation – Online Career Exploration Services158 
i. With internet issues, Mr. Duran stated that a link for the Online Career Exploration159 

Services would be emailed to the board members160 

X. Other161 

a. Member Input162 

i. Ms. Thomas shared information about Electronic Care Giver, a large employer in163 
Las Cruces164 

XI. Public Comment (3-Minute Limit)165 

a. Ms. Bryan from the Bridge of Southern New Mexico spoke166 

XII. Next Meeting167 

a. Thursday, November 7, 2019 at 10:00 a.m.168 

XIII. Adjournment169 

a. Meeting was adjourned at 1:24 p.m.170 

ATTESTED  171 

______________________________ _______________________ 172 
      Date 173 
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board Meeting November 7, 2019 

Consent Agenda Item 
*Resolution 19 – 12 approves a Memorandum of Agreement between the Southwestern Area
Workforce Development Board and Las Cruces Public Schools to provide mentoring services to
students pursuing teacher certifications

SUMMARY OF AGENDA ITEM 

• An initiative of the Southwestern Area Workforce Development Board is to assist education
with skilled and ready teachers for their classrooms.

• During the past several months, individuals from Las Cruces Public Schools have been
enrolled and are receiving services under our program.

• The Department of Workforce Solutions, under the Governor’s apprenticeship initiate, has
worked jointly with our area to promote the apprenticeship model within this school district.

• A requirement of the apprenticeship model is to have a mentor that assists students with
guidance through their training to become licensed teachers.

• The Memorandum of Agreement provides one licensed teacher to provide the service for a
maximum of 10 apprenticeship students at any given time.

• The SAWDB will compensate 50% of the mentor’s gross wages. The total amount shall not
exceed $30,010.50. Monthly invoices with activity reports will be submitted for review and
approval prior to payment being made on the invoices.

RECOMMENDATION  
A motion to approve Resolution 19 – 12. 

BOARD'S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Memorandum of Agreement

7



1 

MEMORANDUM OF AGREEMENT  
FOR  

APPRENTICESHIP MENTORING SERVICES 

THIS MEMORANDUM OF AGREEMENT (hereinafter, “MOA”) is made and entered into by 
and between the Southwestern Area Workforce Development Board (“SAWDB”) and Las Cruces 
Public Schools (collectively, the “Parties”), for the purposes hereinafter set forth.   

Recitals 

WHEREAS, the SAWDB has identified education as a priority industry due to the demand for 
licensed teachers in the Southwestern region of New Mexico; and  

WHEREAS, the Parties have a mutual interest in supporting an apprenticeship model for training 
teachers who are employed and in classroom training; and 

WHEREAS, Apprenticeship is an “earn and learn” model that provides access to education and 
on-the-job training; and  

WHEREAS, Las Cruces Public Schools, as an employer and public body has education mentors 
to support individuals training to become licensed teachers in the State of New Mexico; and  

WHEREAS, Las Cruces Public Schools, as an employer and public body within the State of New 
Mexico can benefit from the services offered under the Workforce Innovation and Opportunity 
Act; and  

WHEREAS, the Parties wish to enter into this MOA for their mutual benefit and that of their 
constituents, in accordance with the terms hereinafter set forth.  

Agreement 

1. Services.  Las Cruces Public Schools agrees to provide the following services during the
term of this MOA:

Mentoring services to apprenticeship students enrolled in the Title I, Workforce 
Innovation and Opportunity Act program administered by the New Mexico 
Workforce Connection; Mentoring includes, but is not limited to, providing hands-
on training from an experienced mentor at the job site.  The mentor has documented 
sufficient skills and knowledge of an occupation either through formal apprenticeship 
or through practical on-the-job experience and formal training.   

The mentor will: 
(1) Understand the role of the apprentice
(2) Recognize apprentices’ skill levels and learning styles
(3) Explain the trade language (including tools and processes), recognize

apprentices skill levels, learning styles
(4) Be responsible for planning work activities for the apprentices
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(5) Provide for the apprentices on-the-job learning per the established program
standards

(6) Ensure the training is well rounded and what they are expected to receive
(7) Provides supervision and coaching
(8) Helps develop good work habits to develop productive skills
(9) Advise, provide guidance and supervise apprentices in the learning and

training aspects of the apprenticeship
(10) Act as a role model to the apprentice
(11) Provide feedback
(12) Communicate and collaborate effectively
(13) Maintain appropriate records to track and monitor apprentices progress
(14) Show an aptitude for teaching and leading others
(15) Take ownership to ensure success of the apprentices
(16) Directly supervise and mentor apprentices
(17) Assist apprentices in developing the skills required to earn the industry

recognized credential/certification

Las Cruces Public Schools will provide one (1) licensed teacher to provide mentoring 
services to the apprenticeship students; 

Las Cruces Public Schools will submit monthly activity reports documenting the 
mentoring activities for each apprenticeship student;  

2. Compensation.  Las Cruces Public Schools will provide the Services set forth above in an
amount to not exceed $30,010.50, payable as follows:

A. SAWDB will compensate Las Cruces Public School 50% of the mentor’s gross wages
for services stated in Section II.1.A. and B. of this MOA.

B. Las Cruces Public Schools will submit monthly invoices no later than the 15th day of
the following month during the term of this MOA, along with the monthly activity
reports, as described in Section II.1.A. and B. of this MOA.  In addition, a separate
monthly report will contain information regarding each apprenticeship’s progress
toward meeting their individual goals and if any barriers to their training have or may
emerge. Both parties may mutually agree to produce additional reports.

C. Las Cruces Public Schools shall send the invoice and monthly report to the following
address:

Accounts Payable 
Southwestern Area Workforce Development Board 
P.O. Box 1072 
Elephant Butte, NM 87935 

Phone: (575) 744-4857 
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D. SAWDB will make payments to: 
 
Accounts Receivable 
Las Cruces Public Schools 
505 S. Main St. 
Las Cruces, NM 88001 
 
Phone: (575) 527-6640 

 
3. Term.  This MOA shall be effective upon its execution by the authorized officers of each 

of the Parties, and shall remain in effect through June 30, 2020 2021, unless earlier 
terminated in accordance with the provisions hereof.  This MOA may be extended for an 
additional term of one (1) year upon the mutual written consent of the Parties.  

 
4. Termination.  This MOA may be terminated by either party by giving thirty (30) days 

written notice of such termination to the other party.  In the event of termination, any funds 
held by either Party in connection with this MOA shall be retained by that party except for 
unpaid invoices or as otherwise specifically provided in this MOA.  In the event the 
USDOL or the State of New Mexico reduces funding for the current year or retroactively, 
a unilateral modification to the agreement will be executed.  

 
5. Mutual Waiver of Liability; Immunities.  Each of the Parties hereto expressly waives any 

claim for liability or damages of any sort as against the other party in connection with the 
services to be provided pursuant to this MOA.  This waiver of liability shall not be deemed 
to affect in any way the immunities and limitations of liability of the Parties or either of 
them under the New Mexico Tort Claims Act, Section 41-4-1 et seq., NMSA 1978, which 
shall remain in full force and effect and shall not be deemed to be altered by any provision 
of this MOA.  
 

6. Governing Law.  This MOA is entered into in the State of New Mexico for governmental 
services to be performed in the State, and shall be governed by the laws of the State of New 
Mexico.   

 
7. Cooperation in the Event of Claim.  If any third-party claim is alleged against either of the 

Parties hereto in connection with the services to be provided under this MOA, the Parties 
agree to cooperate fully with each other to share documents, records, and other information 
needed for defense against and resolution of such claim.  

 
8. Entire Agreement.  This MOA is the entire agreement between the Parties as to the subject 

matter hereof, and any prior understandings or agreements between the Parties as to the 
subject matter hereof shall be of no force and effect after the execution of this MOA, unless 
incorporated herein. 

 
9. Amendment.  This MOA may be amended by the mutual written agreement of the Parties 

hereto, executed with the same formalities as this MOA.  
 
10. Notice.  Any notice required or authorized under this MOA may be made by delivery to 

the Parties or either of them at the following addresses: 
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Southwestern Area Workforce Development Board:  

Attn: WIOA Administrator 
South Central Council of Governments 
600 Highway 195 
Elephant Butte, New Mexico 87935 

Las Cruces Public Schools: 

Attn: Administrator 
Las Cruces Public Schools 
505 S. Main St. 
Las Cruces, NM 88001 

IN WITNESS WHEREOF the Parties through their authorized officers have executed this 
Memorandum of Agreement effective as of the date executed on behalf of both of the Parties as 
shown below.   

SOUTHWESTERN AREA 
WORKFORCE DEVELOPMENT BOARD 

By:  ______________________________ 
        Chair 

Date:  _____________________ 

LAS CRUCES PUBLIC SCHOOLS 

By:  ______________________________ 
        Authorized Signatory 

Date: ______ ___________________  
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board Meeting November 7, 2019 

Consent Agenda Item 
*Resolution 19 – 13 approves a Memorandum of Understanding between the Administrative Entity of
the Southwestern Area Workforce Development Board and Workforce Borderplex for a Peer Sharing
Opportunity

SUMMARY OF AGENDA ITEM 

• As a continuous improvement process, service providers, staff, and board members have
attended conferences in New Mexico and Texas to explore best practices that could be
adopted in our service delivery models.

• In exploring best practices, a peer sharing opportunity is proposed with an adjacent workforce
program in El Paso, TX.

• Representatives, comprised of services providers, staff, and board members would travel to El
Paso to learn more about El Paso’s service delivery model.

• Please review the accompanying Memorandum of Understanding that outlines the key topics
that will be shared in the peer sharing opportunity.

• If the MOU is approved, a delegation will be formed in November 2019 and the site visits will
begin in January 2020.

RECOMMENDATION  
A motion to approve Resolution 19 – 13. 

BOARD'S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Memorandum of Understanding
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MEMORANDUM OF UNDERSTANDING 
FOR A  

PEER SHARING OPPORUNITY 

THIS MEMORANDUM OF UNDERSTANDING (hereinafter, “MOU”) is made and entered into 
by and between the Administrative Entity of the Southwestern Area Workforce Development 
Board, the South Central Council of Governments (“SCCOG”), and  
Workforce Solutions Borderplex (“WSB”), (collectively, the “Parties”) for the purposes 
hereinafter set forth.   

I. Recitals

WHEREAS, members of the Southwestern Area Workforce Development Board and its 
Administrative Entity have attended the Annual Texas Workforce Conference to explore best 
practices; and  

WHEREAS, the Southwestern Area Workforce Development Board has expressed interest in 
exploring best practices through a “peer sharing opportunity” from a neighboring workforce board 
in El Paso, Texas; and  

WHEREAS, the Parties wish to enter into this MOU for their mutual benefit and that of their 
constituents, in accordance with the terms hereinafter set forth.  

II. Agreement

1. Mutual goals and obligations of the Parties.  SCCOG, and WSB mutually agree to perform
the following actions for their mutual benefit and that of their constituents during the term
of this MOU:

A. Project Description – The purpose of this peer sharing opportunity is to explore
best practices and operational center practices in the WSB area that may be implemented in
Southwestern New Mexico as part of a continuous improvement process;

B. Detailed Work Schedule – SCCOG and WSB will develop a work schedule for the
practices to explore in Section II.1.C of this MOU;

C. Practices to Explore: WSB will share its practices with the SCCOG delegation
consisting of board members, administrative entity and fiscal staff, one stop operator and
service provider staff in the following areas:

(i) Overview of Plans and Policies
(a) What drives success in the El Paso Workforce region?
(b) Four-year plan, and strategic plan – Process, measuring, and reporting
(c) Identifying targeted industries and occupations in-demand
(d) Policy development & review process
(e) Career pathways development process
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(ii) System Structure: Center Operations & Business Services
(a) How are industry meetings organized and facilitated?
(b) Center locations, structure, design & partners
(c) Review of required WIOA partner and non-WIOA required partner

collaboration – what is the dynamic; how is success measured; how is
it monitored and reported back to the LWB?

(d) What are the types of services/workshops available to employers, job
seekers, and youth recruitment, engagement, and services; What types
of software/technologies are used to help customers?

(e) Urban vs rural: How are the welcome, skills, and business teams
organized, functioning, measured for success, and reported?

(iii) Overview of Outreach
(a) Outreach plans and teams
(b) Promotion and communication
(c) Community awareness in rural and urban areas

(iv) Southwestern Area Systems Structure Review
(a) Center Operations & Business Services

(v) Overview of Awards
(a) TWC Annual Conference Employer Awards & local awards (SEAL)

(vi) Governance
(a) Board & Committee Structure, and meetings

C. The goals and obligations of the Parties, all as provided herein and in accordance
with applicable ordinances and regulations of the Parties and the provisions of this
MOU.

2. Financial obligations.  Each Party to this MOU shall be responsible for any costs of
performing that Party’s obligations under this MOU, except as otherwise specifically
provided here:  If and when Workforce Solutions Borderplex staff or contractors need to
travel to New Mexico to assist in guiding the implementation of a best practice initiative,
mileage at a rate of $0.42 per mile will be paid to WSB or its contractors, along with
reimbursement for lodging for overnight stays, as well as the cost of staff time involved in
the specific activity.  (Said cost will be mutually agreed to in advance of the occurrence.)

Each Party’s obligation to perform under this MOU shall be limited to the extent of funds
and other resources available for that purpose.

3. Term.  This MOU shall be effective upon its execution by the authorized officers of each
of the Parties, and shall remain in effect through December 31, 2019, unless earlier
terminated in accordance with the provisions hereof.  This MOU may be extended for an
additional term to be determined upon the mutual consent of the Parties.    (We may need
to extend the date beyond Dec. 31 given that we are nearly into November and there will
be extensive holiday closures over the next 60 days.   I suggest February 1, 2020 and then
we get organized immediately upon signature with the first visit.)
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4. Termination or Withdrawal.  This MOU may be terminated by the mutual agreement of
the Parties at any time.  In the event of termination, any funds held by any Party in
connection with this MOU shall be retained by that Party, or as otherwise specifically
provided in this MOU.  Any Party hereto may withdraw from this MOU upon thirty (30)
days’ notice to the other Parties, and upon such withdrawal the withdrawing party shall
have no further obligations under this MOU.

5. Mutual Waiver of Liability; Immunities.  Each of the Parties hereto expressly waives any
claim for liability or damages of any sort as against any other party in connection with the
services to be provided or activities to be conducted pursuant to this MOU.  This waiver of
liability shall not be deemed to affect in any way the immunities and limitations of liability
of the Parties or any of them under the New Mexico Tort Claims Act, Section 41-4-1 et
seq., NMSA 1978, which shall remain in full force and effect and shall not be deemed to
be altered by any provision of this MOU.

6. Governing Law.  This MOU is entered into in the State of New Mexico and the State of
Texas for governmental services to be performed in the State of Texas and New Mexico,
and shall be governed by the laws of the State of New Mexico and the State of Texas.

7. Cooperation in the Event of Claim.  If any third-party claim is alleged against any of the
Parties hereto in connection with the services to be provided under this MOU, the Parties
agree to cooperate fully with each other to share documents, records, and other information
needed for defense against and resolution of such claim.

8. Entire Understanding.  This MOU is the entire understanding and agreement between and
among the Parties as to the subject matter hereof, and any prior understandings or
agreements between the Parties as to the subject matter hereof shall be of no force and
effect after the execution of this MOU, unless incorporated herein.

9. Amendment.  This MOU may be amended by the mutual written agreement of the Parties
hereto, executed with the same formalities as this MOU.

10. Notice.  Any notice required or authorized under this MOA may be made by delivery to
the Parties or either of them at the following addresses:

South Central Council of Governments:  

South Central Council of Governments 
Attn.:  Jay Armijo, Executive Director 
600 Highway 195 
Elephant Butte, New Mexico 87935  

Workforce Solutions Borderplex: 

Workforce Solutions Borderplex 
Attn.: Joyce Wilson, Executive Director 
300 E. Main, 8th Floor 
El Paso, TX 79901 
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IN WITNESS WHEREOF the Parties through their authorized officers have executed this 
Memorandum of Understanding effective as of the date executed on behalf of all Parties below.   

SOUTH CENTRAL COUNCIL OF 
GOVERNMENTS 
 
By:  ______________________________  
        Jay Armijo, Executive Director 
 
Date:  _____________________  
   

WORKFORCE SOLUTIONS 
BOARDERPLEX  
 
By:  ______________________________  
        Joyce Wilson, Executive Director 
 
Date:  ___________________ 
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board November 7, 2019 

Consent Agenda Item 
*Resolution 19 – 14 approves the amendment to the Grievance and Complaint Policy 18-10.1

SUMMARY OF AGENDA ITEM 
As a function of the Board, this item is presented for your review and consideration to approve the 
amendment to the Grievance and Complaint Policy 18-10.1.   

20 CFR 683.600(a)(g)(i) requires Local Boards to develop a procedure to file grievances and 
complaints within the workforce system. 

Policy 18-10.1 establishes an effective policy and procedure to: 

• Inform all interested parties of the complete process of filing a grievance or complaint: and

• Outline how the policy and procedure will provide information to ensure all participants
understand the information

As a consent agenda item, any member of the board can pull one, or all items, to discuss and vote on 
separately from the others. This policy with markup will be emailed to the board on Monday, November 
4, 2019. 

RECOMMENDATION  
A motion to approve Resolution 19 – 14. 

BOARD’S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Grievance and Complaint Policy 18-10.1 – to be provided on November 4, 2019
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SOUTHWESTERN AREA 

WORKFORCE DEVELOPMENT BOARD 

GRIEVANCE AND COMPLAINT 

POLICY 18-10.1 

DATE OF ISSUE 

July 25, 2019 

EFFECTIVE DATE 

August 1, 2019 

APPLICABILITY 

Region IV, Chief Elected Officials (CEO), 

Southwestern Area Workforce Development Board 
(LWDB), and all Sub-recipients. 

PURPOSE 

As stated in § 683.600 of the Code of Federal 
Regulations, the purpose of this policy is to 

"establish and maintain a procedure for 
participants and other interested parties to file 
grievances and complaints alleging violations of the 
requirements of title I of WIOA, according to the 
requirements of this section." 

BACKGROUND 

A. The LWDB must:

(1) Provide information about the content

of the grievance and complaint
procedures required by this section to

participants and other interested
parties affected by the local workforce

development system, including one­
stop partners and service providers;

(2) RequiFe that e¥ery entity to whieh it
awaFds title I fonds PFO¥ise the
information referred to in paragraph
(b)(1) of this seetion to partieipants
reeei•Jing title I funded seF\'iees from
sueh entities; and

(3) Must make reasonable efforts to
assure that the information referred to

in paragraph (b)(1) of this section will
be understood by affected participants

and other individuals, including youth
and those who are limited-English
speaking individuals. Such efforts
must comply with the language
requirements of 29 CFR 37.35
regarding the provision of services and

information in languages other than 
English. 

B. Local area procedures must provide:

(1) A process for dealing with grievances

and complaints from participants and
other interested parties affected by the
local workforce development system,
including one-stop partners and
service providers;

(2) An opportunity for an informal
resolution and a hearing to be
completed within 60 days of the filing
of the grievance or complaint;

(3) A process which allows an individual
alleging a labor standards violation to
submit the grievance to a binding
arbitration procedure, if a collective
bargaining agreement covering the
parties to the grievance so provides;
and

(4) An opportunity for a local level appeal
to a State entity when:

ACTION REQUIRED 

(i) No decision is reached within

60 days; or

(ii) Either party is dissatisfied with

the local hearing decision.

A. Program complaints against local WIOA
programs and policies.

Who may file. Applicants, participants, service
providers, recipients and other interested
parties, may file a complaint alleging a non­
criminal violation of local WIOA programs,
agreements or the local workforce
development board's policies and activities.

Time and place for filing. Local program

complaints shall be filed with the service
provider or local administrative entity within 1
year from the date of the event or condition that
is alleged to be a violation of WIOA.

(1) Local complaint process - step 1 -
initial review.

(i) Written complaints will be
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taken by the service provider 

or local administrative entity 

from the complainant or the 

complainant's designated 

representative. All complaints 

will be logged. 

(ii) If the complaint alleges a

violation of any statute,
regulation, policy, or program

that is not governed by WIOA,

the complaint will be referred
to the appropriate

organization for resolution.

Notice of the referral will be

sent to the complainant.

(iii) If the complaint is retained, a
complaint file should be

established that contains: all

application and enrollment

forms, if appropriate; the
complaint statement and

form; chronological log of

events; relevant

correspondence; and a record

of the resolution attempted.

(2) Local complaint process: step 2 -

informal resolution. An attempt should

be made to informally resolve the

complaint to the satisfaction of all
parties. This informal resolution

process shall be completed within 10

calendar days from the date the

complaint was filed. If all parties are

satisfied, the complaint is considered

resolved. The terms and conditions of

the resolution shall be documented in
the complaint file.

(3) Local complaint process: Step 3 -
formal resolution.

(i) When no informal resolution

is possible, the service

provider will forward the

complaint and a copy of the
file to the local administrative

entity that will review the

complaint file, conduct a
further investigation if
necessary, and issue a

determination within 20
calendar days from the date

the complaint was filed. If

GRIEVANCE POLICY 18-10.1 

Effective August 1, 2019 

Page 2 

further review of the 
determination is not 

requested, the complaint is 

considered resolved. The 
complaint file should be 

updated to reflect the 
determination. 

(ii) Any party dissatisfied with the

determination may request a

hearing within 10 calendar
days of the date of the

determination. The local 

administrative entity will 

schedule the hearing and 
forward the program 

complaint to the impartial 
hearing officer for resolution. 

The local administrative entity 
will monitor the processing of 

the complaint. 

(4) Local complaint process: step 4 -

hearing. The hearing officer will
schedule a formal hearing by written

notice, mailed to all interested parties

at least 7 calendar days prior to the

hearing. The notice will include the

date, time, and place of the hearing.

The hearing shall be conducted within

45 calendar days from the date the
complaint was filed. Parties may

present witnesses and documentary

evidence, and question others who

present evidence and witnesses.
Parties may be represented by an

attorney or another designated

representative and may request that

records and documents be produced.
All testimony will be taken under oath

or affirmation. The hearing will be
recorded. The hearing officer's

recommended resolution will include a
summary of factual evidence given

during the hearing and the conclusions

upon which the recommendation is

based.

(5) Local complaint process: step 5 - final

decision. The local administrative
entity will review the recommendation

of the hearing officer and will issue a
final decision within 60 calendar days

from the date the complaint was filed.

(6) Local complaint process: step 6 -
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appeal. 

(7) Any party dissatisfied with the final
decision, or any party who has not
received a decision or a final resolution
within 60 calendar days from the date
the complaint was filed, may file a
request for review. A request for review
shall be filed with the department of
workforce solutions as the state
administrative entity within 90
calendar days from the date the
complaint was originally filed.

(8) The state administrative entity will
review the record and issue a final
decision on appeal within 30 calendar
days from the date the appeal was
received by the state administrative
entity.

8, Program complaints agaiRst l8Gat WIOA 
progr-ams anc:i poliaies. 

IA1ho may file, Applicants, participants, service 
pro¥iders, recipients and ether interested 
parties, may file a complaint alleging a non 
criminal ,,.iolation of local WIOA programs, 
agreements oi: tRe l8Gat worl<forco 
de•.•elopmont eoard's policies and actii.•ities. 

Time and place for filing, booal progJam 
complaints shall be filed wiU1 the sorvioo 
provider or local administrati11e entity within 1 
year from the date of the e•,ent or oondition that 
is alleged to eo a 11iolation of WI0/1.. 

(1) looal complaint process step 1
initial r:e\•iew.

(i) 'llritton oomplaints will be
taken by tho seivioe pro¥idor
or losal adrninistr-atilfe entity
fl:oFR tho complainant or the
complainant's designated
representatilfe. All coR'lplaints
will be loggeEI.

(ii) If the somplaint alleges a
'>'iolation of aAy statYte,
regylation, policy, or program
tl=lat is not go>JeFA0d by WIOA,
tho complaint will be roforrod
to tRe appFOpriato
organization for resoMion.
Notioe of tho referral will be
sent to the complainant,
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(iii) If the somplaint is retained, a
oomplaint file shOYIG be
estaelisheEI that oontains: all
application and enrollment
fefms., ff appropriate; tRe
complaint statement aAd
form; ohFOnologioal log of

O¥Ontsf rele•Jant
corrospondenoe; and a rooord
of the resolYtion atteR'lpted.

(2) looal oomplaint prooess: stofi) 2
informal rosolYtion. An attempt shoYIEI
be made to informally resol1Jo tho
complaint to tho satisfaction of all
fi)affies-: This informal rosol1:1tion
PFOCOSS sl=lall be completed within 10
calendar days from the date tho
complaint was filed. If all parties are
satisfied, the complaint is considered
rosol•,od. TJ:lo terms and conelitioAS of
the resolYtion sl'lall be doc1:1mentod in
tile complaint file.

(3) Local complaint !'lrocoss: Stop 3
formal resolution.

(i) (a) When ne informal
resolution is possible, tho
sewice pro¥ider will forward
the complaint and a oopy of
tRe file to tRe l8Gat
administrau,.,o entity tt:iat will
ro'>•iew tl=le oomplaint file,
aonel1:1et a flff:tJ:ler
in>Jestigation if necessary, and
iss1:1e a Eletermination within
20 calendar days from tho
date the cofflplaint was filed.
t#H,lffA&Ff0¥¼0Wof tAo
determination is net
roq1:1ostod, the complaint is
considoFOd FeSoh•ed. The
complaint fUo shOYIG be
Ufi)dated to rofloet tAo
determination.

(ii) !bl Any party dissatisfied with
tRe determination may
roq1:1est a hear-ing witl:1in 10
calendar days of the date 9f
tho determination. Tl=le looal
administr-ati>.•o entity wUI
sol=lod1:1lo t:l=le hearing and
fofwam the program
complaint to tho impartial
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hearing offioer for resoh,1tion. 
The local admiRistrative eRtity 
will moRitor tl=le prosessing of 
the somplaint. 

(4) basal somplaint prosess: step 4
hearing. The heaRRg 9#iG8f' wiU
ssl=ledllle a formal hearing by written
notiee, mailed to all interested parties
at least 7 ealeRdar days prior to the
hearing. The notiae will iRClllde tl=le
date, time, aRd plaee of the heariRg.
The heariRg shall be condusted within
4e ealeRdar days from the date the
soR'lplaiRt was filed. Parties rnay
present witnesses and d00llR'lentary
e>Jil'ienee, and E!llOStioR ethers wl=lo
pFeSeAt e11ideRoe aAG witResses.
Parties rnay ee icepresented l:ly an
attorney ar another designateel
representati'le and may F8E!ll8St U1at
records and elo0llR'lents ee prodllced.
All testimony will ee taken llnder oath
or affirmation. The l=leariRg will ee
reeorded. The � offioer's
reeOR'lR'lended resoh,ltioR will include a
SllR'lma�• of fastllal e>1idense gii.•en
duriRg tl=le heariRg a Rd tl=le eonclusions
1:1pon whieh the reoommeRdatioR is
based.

(e) booal complaiRt prooess: step e final
decision. The leGcH admini&trati¥e
8Rtity will ro11iew the recommeRdation
of the heariRg officer and will issue a
fiRal deeision withiR 60 oalendar days
from the date the eomplaint was filed,

(6) basal oomplaint prooess: ste,=:i 6

�

{i) ARy party dissatisfied with the 
final decision, or any party 
whe l=las net reooiveel a 
decisioR or a final resolutioR 
withiR 60 caleRdar Elays from 
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the date the oomplaiRt was 
filed, may file a reqllest for 
re•1iew. A reEj1o1est for review 
SAaU 88 filed with the 
departmeRt of workforee 
solutions as t.Re state 
adR'linistrati•1e entity within QO 
calendar eays from the date 
tl=lo complaint was originally 
f+lee.. 

{ii) Tl=lo state adR'liRistrativo entity 
will ro•,iow tho reoord and 
iss1:10 a final eecision on 
appeal within 30 ealenElar 
days from tt:-m elate the appeal 
was rocoivoel ey tho state 
aeministrati>10 entil)t. 

Discrimination and Equal Opportunity Grievance 

The grievances related to discrimination and equal 
opportunity are governed by the New Mexico 
Administrative Code, 11.2.21, herewith attached. 
The Southwestern Area Workforce Development 
Board use this code as its procedure for processing 
complaints and grievances related to discrimination 
and equal opportunity grievances. 

INQUIRIES 

WIOA Administrative Entity; (575) 744-4857. 

ATTESTED 

Tl:lis polioy was app�ovod thro1:1gt:1 eoard resolwtion 
on �ril 26, 2019 

SAWDB Board Chair Signature 

Date 

21



AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board November 7, 2019 

Consent Agenda Item 
*Resolution 19 – 15 approves modifications to the Financial Policies

SUMMARY OF AGENDA ITEM 

The following policies are provided for your review and consideration.  The policies reflect requirements under 
the Workforce Innovation and Opportunity Act.  

Policies that are amended contain colored text for added items or strikethroughs for deleted ones.  Fiscal Staff 
recently had a conversation with the Federal Fiscal Monitor and he had additional recommendations.   

Chapter/Section of Fiscal Policy that has Changes 

• Introduction

• Manual Maintenance

• Chapter 23- Purchasing/Procurement/Contracts/RFP/Competition

• Chapter 11- Administrative/Fiscal Controls/Financial Management

RECOMMENDATION  
A motion to approve Resolution 19 – 15. 

BOARD'S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Policies
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Background 

Effective July 1, 2000 the South Central Council of Governments (SCCOG) formally assumed the 
Administrative Entity responsibilities for the Southwestern Area Workforce Development Board 
(SAWDB).  Effective July 1, 2003 the SCCOG formally assumed the Fiscal Agent responsibilities for 
the SAWDB.   

The WIOA program requires the Board to contract with a “Service Provider” that will coordinate all 
programmatic services in the Southwestern Area through a One Stop Center system.  The Southwest is 
comprised of seven counties:  Catron, Dona Ana, Grant, Hidalgo, Luna, Sierra and Socorro County.  The 
SAWDB has One Stop Centers in Dona Ana, Grant, Luna and Socorro Counties with itinerant services 
in Catron, Hidalgo and Sierra Counties.  The SAWDB Workforce Connection Offices provide a full 
range of service to both employers and participants. 

Federal legislation/regulations, State legislation/regulations, as well as the NM State Plan and SAWDB 
five-year plan, should be referenced to obtain additional information on program requirements. 

The SAWDB will complycomplies with 2 CFR 200.302 Financial Management requirement. that 
Federal Funds. This criteria is further explained in Chapter 11 of this Manual.    
Policy. 

The SCCOG is responsible for developing “internal” policies and procedures under which the WIOA 
program will operate in the Southwestern Area.  SCCOG – WIOA staff, in conjunction with the 
Executive Director, have developed this manual which will standardize operating procedures to be used 
in administering the financial aspect of the WIOA program.   

Policies and procedures are essential tools for controlling the operating environment.  The purpose of 
this manual is to assist the WIOA program in documenting internal financial-related processes. 

This manual is NOT intended to be a desk manual for employees, but is designed to provide general 
policy and procedures. 

WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

INTRODUCTION 

South Central Council of Governments (SCCOG) 
Southwestern Area Workforce Development Board 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE:  
04/25/201911/07/2019 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

MANUAL 
MAINTENANCE 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2014- 
11/07/2019 

  
 
 
The WIOA Administrative Entity/Fiscal Agent is charged with directing and controlling the 
programmatic and financial affairs of the WIOA program in the Southwestern Area.  SCCOG – WIOA 
staff will be responsible for developing, maintaining, and updating internal financial policies and 
procedures to be incorporated in this manual. Changes, updates and new financial policies will be 
presented to the LWDB for approval and discussion.  
 
The objective of this manual is to: 
 

• Provide guidance and allow for monitoring internal controls 
• Ensure compliance with applicable federal and state laws and regulations, and 
• Promote efficient financial management with standardized procedures/forms 

 
This manual is not intended to replicate or duplicate federal or state laws, rules or regulations. 
 
As new policies are required, SCCOG-WIOA staff will draft such policies for review by the Executive 
Director.   
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 1 
ORGANIZATIONAL STRUCTURE 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2015 

INTRODUCTION 

The SCCOG employs staff to administer the WIOA program in the Southwestern Area. The program 
covers a seven county area: Catron, Dona Ana, Grant, Hidalgo, Luna, Sierra and Socorro, with Dona 
Ana being the most populous county in the area. 

POLICY 

The Fiscal Administrator is directly responsible for the financial operation of the WIOA program in the 
Southwestern Area under the direction of the SCCOG Executive Director, the Southwestern Area 
Workforce Development Board (SAWDB) and the Chief Elected Officials Board. The Administrator 
provides fiscal policy advice and guidance for the WIOA program under the SCCOG umbrella. 

The WIOA Administrator is directly responsible for the programmatic operation of the WIOA program 
in the Southwestern Area under the direction of the SCCOG Executive Director. The WIOA 
Administrator coordinates activities with the State Administrative Entity, Chief Elected Officials, Local 
and State Board, SCCOG Executive Director and other SCCOG staff. 

An organizational chart will be prepared to document the organizational structure within the SCCOG as 
it relates to the WIOA program. 

WIOA –RELATED STAFF 

• SCCOG Executive Director

• WIOA Fiscal Administrator

• WIOA Program Administrator

• WIOA Fiscal Clerk

Assignments to the above positions may only be made in writing by the Executive Director. 
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WIOA FINANCIAL POLICY AND 
PROCEDURE 
MANUAL 

CHAPTER 2 
AUTHORIZED SIGNATURES 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE 
DEVELOPMENT BOARD 

EFFECTIVE DATE: 07/1/2009 
REVISION DATE: 07/01/2015 

INTRODUCTION 

The SCCOG Executive Director determines the level of authority granted to SCCOG administrators 
responsible for the Workforce Investment Program. The delegation of this authority will take into 
consideration internal controls, separation of duties, as well as the efficient and effective operation of the 
program. 

Signature authority will be established for the following areas: 

1. Budget 5. Custody of Check Stock
2. Budget Adjustment Requests 6. Journal Entries
3. Cash Receipts 7. Preparation and Approval of
4. Disbursements/Payments Reports

POLICY 

Signature authority for the financial transactions/processes within the WIOA program may only be 
granted by the SCCOG Executive Director.  All such approvals must be in writing and be included in 
this policy and procedural manual. 

1. Budget

An initial budget will be prepared annually and may be amended due to the inclusion of unobligated 
prior year balances, allocation of additional funds, recapture of unspent funds, or the transfer of funds 
between funding streams as allowed by legislation.  All draft and final budgets must be reviewed and 
approved by the Executive Director prior to presentation to the Board. 

Authorized Signatures: 

Recommendation: Approval: 
    a). WIOA Fiscal Administrator    SCCOG Executive Director 
    b). WIOA Administrator 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 2 
AUTHORIZED SIGNATURES 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2015 

2. Budget Adjustment Requests (BAR)

On occasion a budget adjustment request may be required due to a change in requested services or level 
of funding available.   

Authorized Signatures: 

Recommendation: Approval: 
    a). WIOA Fiscal Administrator SCCOG Executive Director 

Concurrence: 
    a). WIOA Administrator 

3. Cash Requests

Requests to draw down funds from the grantor will be prepared on a periodic basis after an analysis of 
cash balances, projected disbursements, and in conjunction with the requirements of the Federal Cash 
Management regulation. 

Authorized Signatures: 

Recommendation: Approval: 
    a). WIOA Fiscal Administrator SCCOG Executive Director 

4. Payments/Disbursements

Disbursements in the WIOA program can be for: 

1. Payment of goods/services through the Accounts Payable System
2. Reimbursements to subrecipients
3. Refunds

Authorized Signatures: 

Recommendation: Review/Approval: 
    a). WIOA Fiscal Clerk WIOA Fiscal Administrador 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 2 
AUTHORIZED SIGNATURES 
Continued 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE 
DEVELOPMENT BOARD 

5. Custody of Check Stock

On a periodic basis, payments and/or disbursements are processed for goods and/or services for the 
WIOA program.  Check stock must be requisitioned from inventory to process the payments. 

Authorized Signatures: 

Request check stock:  Custody of Check Stock: 
    a). WIOA Fiscal Clerk  a). WIOA Fiscal Administrador 

 b). SCCOG Executive Director 

6. Check Signatures

After payment vouchers have been entered into the accounting system by the Fiscal Clerk and approved 
for payment by the WIOA Fiscal Administrator, the AP check batch will be processed to produce the 
actual checks.  All checks will require two signatures.  One signature is that of the SCCOG Executive 
Director and the second signature is that of the SAWDB Chairman or other designee. 

Authorized Signatures: 

Check Preparer: Check Signer: 
    a). WIOA Fiscal Clerk a). SAWDB Board Chair 

b). SAWDB Vice Chair  
c). SCCOG Executive Director 
d). Other Designee by the Board 

7. Journal Vouchers

On occasion, a journal voucher (JV) will be required to record beginning balances, year-end closing 
entries, and corrections or adjustments in the accounting system.  The JV will be drafted, reviewed, and 
approved as follows: 

Authorized Signatures: 

Preparer of JV: Review/Approval: 
    a). WIOA Fiscal Administrator a). SCCOG Executive Director 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 2 
AUTHORIZED SIGNATURES 
Continued 

South Central Council of Governments (SCCOG) 
Southwestern Area Workforce Development Board 

8. Financial Reports

Financial reports are submitted on a monthly, quarterly, and annual basis to the Department of 
Workforce Solutions and to the SAWDB and CEOs.  All financial reports will be prepared at the earliest 
possible date to allow time for review and approval. 

Authorized Signatures: 

Preparer: Approval: 
    a). WIOA Fiscal Administrator SCCOG Executive Director 

9. Procurements/Purchasing

All WIOA procurements will be processed in accordance with the SAWDB Procurement Policy as 
approved by the SAWDB Board.  WIOA staff authorized to review and approve Board purchase orders 
are as follows:  

Authorized Signatures: 

Preparer: Approval: 
    a). WIOA Program Staff a). WIOA Fiscal Administrator 

b). SCCOG Executive Director 

10. Time Sheets/Requests for Leave

WIOA employees will submit time sheets in accordance with SCCOG policy.  The employee’s 
immediate supervisor will review and sign the individual time sheet.  All time sheets will be reviewed 
and approved by the SCCOG Executive Director. 

WIOA employees will submit a Request for Leave in accordance with SCCOG policy.  The employee’s 
immediate supervisor is authorized to approve requests for leave. 

29



- 8 -

WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 3 
INTERNAL CONTROLS 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE 
DEVELOPMENT BOARD 

EFFECTIVE DATE:    07/01/2009 
REVISION DATE: 04/25/2019 

INTRODUCTION 

Adequate internal control is a key defense against fraud, waste and program abuse. All contractors 
have a responsibility to reduce the risk of fraud, waste and program abuse by implementing effective 
internal controls that adequately safeguards assets. This chapter compiles the applicable federal, state 
and agency requirements and guidance governing internal control. In the event of conflict between 
these standards and federal statute or regulation, the federal statute or regulation will apply. The 
development and imposition of internal controls includes: administrative controls, accounting controls, 
program controls, budget controls, and management controls.  Implementing a system of internal 
controls will not provide absolute assurance that waste, fraud, or abuse will be eliminated, but it will 
provide a reasonable assurance that attempts to control the processes are in place. 

POLICY 

When developing and approving policies, processes, and procedures, the SCCOG and SAWDB will 
consider the components of internal control as defined by the Committee of Sponsoring Organizations of 
the Treadway Commission (COSO) which issued the 2013 Internal Control-Integrated Framework 
(Framework) and 2 CFR 200.303 Internal Controls.  The five components of internal control are the 
control environment, risk assessment, control activities, information and communication, and 
monitoring activities.    When considering the concept of internal controls and separation of duties, the 
organization will also consider the cost benefit of implementing specific processes and controls.  The 
cost of implementing the control should not exceed the cost of the potential loss. 

Procedures attempt to prevent errors and improprieties as well as ensure timely detection of errors or 
impropriety. 

Procedures will be re-evaluated periodically and updated as necessary as the result of staff changes or 
changes in systems, programs, and/or procedures. 

Some of the processes directly related to the concept of internal controls for which a specific policy is 
included in the manual are as follows:  

• Vendor maintenance
• Approval of payments/disbursements
• Custody of check stock
• Bank reconciliations
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 4 
BUDGET PREPARATION 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE 
DEVELOPMENT BOARD 

EFFECTIVE DATE:  07/01/2009 
REVISION DATE: 07/01/2015 

INTRODUCTION 

On an annual basis, the Southwest Area will receive from the Department of Workforce Solutions 
allocations for the Workforce Innovation and Opportunity Act (WIOA), which must be in writing.  
Additionally, funds may be received during the funding year for various programs including, but not 
limited to, youth, rapid response, and 10% statewide set-aside funds.  Upon final reconciliation of a prior 
year, unobligated funds will be budgeted for expenditure in the following year. 

On occasion, the SAWDB may receive additional “direct” funding as the result of a special grant.  All 
funding must be received in writing prior to the finalization of a budget and the authorization given to 
expend funds. 

POLICY 

The initial draft budget presented to the Board will include the new program year/fiscal year funding 
exclusive of any prior year unobligated balances.  This process should be initiated in April or upon 
receipt of the funding allocations from the State with presentation to the Board in May.  If possible, the 
PY/FY budget should be finalized by the third week of May in order to present to the Board and allow 
sufficient time to notify service providers/contractors of their new funding levels.  Letters of 
Authorization should be issued to the service providers/contractors by July 1 of each year. The final 
contract/contract extension should be finalized no later than August 1 of each year. 

PROCEDURES 

The WIOA Fiscal Administrator is responsible for creating and maintaining the permanent files relating 
to all financial processes including, but not limited to, grant requests, grant approvals, funding 
allocations, funding adjustments, financial reports, approved contracts, etc. 

ANNUAL BUDGET 

Upon receipt of the funding allocations each year, the WIOA staff will meet to discuss the initial 
preparation of the budget and any special instructions that may affect the annual budget preparation 
process.   

Based on the initial discussion described above, the Fiscal Administrator and WIOA Administrator will 
initiate a “draft” budget format for discussion purposes and will make available detailed information on 
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each budgeted line item.  After internal discussions within the SCCOG, a recommendation will be 
finalized for presentation to the full Board for approval. 

After the Board approves the annual budget, the WIOA Administrative Entity staff will initiate a Letter 
of Authorization for each service provider/contractor, to include the dates of operation and budgeted 
amount.  The WIOA Administrator will include the steps required to finalize an actual contract.  The 
letters will be reviewed and signed by the SAWDB Board Chair. The contracting process may include 
the issuance of a new contract, or if permitted, a contract extension.  The issuance of a new contract may 
require a Request for Proposal; if so, a Letter of Authorization will not be issued; however, the RFP 
Process will be initiated by the WIOA Administrator. 

BUDGET ADJUSTMENTS 

On occasion, the SAWDB may be advised by the DWS that additional funding may be requested or has 
been issued.  Likewise, the SAWDB may request a transfer of funds from one funding stream to another 
as permitted by federal/state legislation.  Additional funds made available to the local area will require 
the preparation and approval of a Budget Adjustment Request (BAR).   

The WIOA Fiscal Administrator and the WIOA Administrator will be responsible for preparing budget 
adjustment requests and related backup documentation.  The BAR will be entered into the accounting 
system and financial reports. A BAR moving funds between funding streams will require Board 
approval.  A BAR moving funds within a funding stream up to $25,000 may be approved by the 
SCCOG Executive Director. 

BUDGET PRESENTATION FORMATS 

To ensure consistency in application and interpretation, only the approved Budget Format will be 
utilized for presentation to the SAWDB Board and subcommittees. All reports will be dated.  All 
discussion drafts will be clearly marked “DRAFT” in order to avoid confusion.  Final budgets will be 
marked “Approved by the Board on xx/xx/xxxx.” 

DISTRIBUTION 

Discussion and final budgets will not be distributed outside the SCCOG until the review and approval of 
the Board Chair has been obtained. 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 5 
CASH MANAGEMENT 

SOUTH CENTRLACOUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2015 

INTRODUCTION 

Managing cash receipts is one of the most important functions in the area of Accounting and Financial 
Management.  Revenues to fund the program are in the form of cash advances/reimbursements from the 
State Administrative Entity. 

POLICY 

To assist in complying with federal regulations regarding cash management the SCCOG will maintain a 
separate depository account that will be utilized exclusively for WIOA/WIOA-related funding. 

The process of managing cash receipts includes determining the need for operating cash on a periodic 
basis, the process of requesting cash from the grantor, verifying the receipt of cash with the fiscal agent 
bank, reconciling the bank account, and preparing and posting accounting entries relating to cash 
requests and cash receipts. 

PROCEDURE 

1. SAWDB Requests

On an as needed basis the WIOA Fiscal Administrator will analyze the general ledger cash account 
1000, actual bank balance, and the amount and timing of projected disbursements.  This analysis will be 
used to determine the amount of cash to be requested from the State Administrative Entity. 

Federal and state cash management regulations require federal fund recipients to continually analyze 
cash needs to ensure “excess cash” is not maintained.  Cash drawdowns must be for “immediate need.”  
The timing of disbursements is critical to the overall process of determining cash needs. 

As needed, Fiscal Agent staff will prepare a Request for WIOA Funds, DWS Forms, documenting the 
requested funds by funding stream: Adult, Dislocated Worker, Youth In-School, Youth Out-of-School, 
Summer Youth, and Administration. 

The SCCOG Executive Director will sign the Request for WIOA Funds. The request will be “e-mailed” 
to the NMDWS. Based on NMDWS procedures, funds will be “electronically wired” to the SCCOG - 
WIOA bank account within approximately 5-7 days from receipt of the request. 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 5 
CASH MANAGEMENT 
Continued 

South Central Council of Governments (SCCOG) 
Southwestern Area Workforce Development Board 

The Fiscal Clerk will prepare the revenue/receivable in the Accounts Receivable in the accounting 
software.  The WIOA Fiscal Administrator will then approve and post the transaction.   
Once the Receivable is paid to the SAWDB, DWS will inform the WIOA Fiscal Administrator that the 
Cash Request is paid. Upon actual deposit of the funds in the bank, the Fiscal Clerk will enter a 
transaction into the accounting system reversing the accounts receivable and recording the cash.  The 
WIOA Fiscal Administrator will then approve the entry and post it to the accounting system. 

2. SAWDB Contractors

On a monthly basis, the SAWDB contractors, the contractors with the One Stop Center Operators and 
the Youth Providers, will submit an invoice documenting the expenditure of funds by funding stream 
(Adult, Dislocated Worker, Youth In-School, Youth Out-of-School, Summer Youth or Administration) 
as authorized in their approved contract.  The invoice must be approved by an authorized official as 
identified in their contract and submitted directly to the SCCOG WIOA Fiscal Administrator. 

The Fiscal Clerk will audit the invoice to ensure expenditures are in accordance with the approved 
contract.  If a problem exists, the Fiscal Clerk will notify the requestor and the WIOA Fiscal 
Administrator of the problem and the adjustments that will be made. 

If problems or concerns surface in the overall area of cash management, the WIOA Fiscal Administrator 
will present the issue to the SCCOG Executive Director and the WIOA Program Administrator.  
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 6 
VENDOR MAINTENANCE 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:  07/01/2009 
REVISION DATE: 07/01/2014 

INTRODUCTION   

The chapter on Internal Controls discussed the need to have a separation of duties and a system of 
internal controls to review and approve payment processes to avoid waste, fraud, and abuse.  
Establishing new vendors in the accounting system will allow staff to process payments and/or 
disbursements.  This process requires a separation of duties which includes the initial setup of new 
vendors versus the process of entering payments and processing actual checks. 

PROCEDURE 

PARTICPANTS – supportive service payments are approved by One Stop or Youth Provider staff 
based on established guidelines for the WIOA program.  Participant files and all required participant 
documents are the responsibility of the One Stop Center and/or Youth Provider, and will be maintained 
at their locations.  In addition, originals of all One Stop documents will be sent to the Fiscal Agent for its 
files. 

Payments made directly to a participant by the Fiscal Agent are for supportive services, which may 
include transportation, child care, temporary shelter, etc.   Upon approval of supportive services, the One 
Stop Center must submit to the fiscal agent an approved Form WIOA-4, Supportive Services Request 
and Approval, for each participant.  This document will also serve as notice that a new participant must 
be entered into the accounting system as a new vendor. 

Supportive service payments will not be processed unless completed WIOA-4 forms are received. 

New WIOA-4 forms will be given to the WIOA Fiscal Administrator who is authorized and responsible 
for creating new participant vendors in the accounting system.  After new participant records have been 
created, the Fiscal Clerk can then proceed with entering and processing payments per the established 
schedule. 

VENDORS – payments to vendors are made for goods and/or services provided under the WIOA 
Program. A purchase order or a contract will be issued for goods and/or services.  New vendors may 
have to be established in the accounting system in order to process payments.  As required, the WIOA 
Fiscal Administrator will review/audit approved purchase orders or contracts and create new vendors in 
the accounting system.    After the new vendor files have been created, the Fiscal Clerk can proceed with 
entering and processing payments based on original invoices. 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 6 
VENDOR MAINTENANCE 
Continued 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

ADDRESS AND NAME CHANGES - address and name changes will follow the same procedures 
listed above.  The Fiscal Clerk will batch required changes and forward to the WIOA Fiscal 
Administrator in order to update the vendor files. 

DELEGATION – in the absence of the SCCOG Fiscal Administrator, a designee will be authorized to 
create new vendor records. 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 7 
CHECK STOCK 

S0UTH CENTRALCOUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   7/01/2009 
REVISION DATE: 07/01/2014 

INTRODUCTION 

The development of this chapter is to further the goal of developing processes and procedures that will 
ensure proper internal controls and a separation of duties. 

POLICY 

The SCCOG staff authorized to enter invoices for payment and generate actual checks for payment will 
not have open access to the inventory of blank checks.  The SCCOG will assign an employee that is not 
authorized to enter WIOA payments to serve as the “check stock custodian” and will ensure blank check 
stock is maintained in a secure area with access limited to only approved individuals.  Blank check stock 
will be inventoried, and a log maintained of all incoming and outgoing blank checks. 

PROCEDURE 

1. Blank Checks

After a payment batch has received final approval and is ready for actual payment, the WIOA Fiscal 
Administrator will determine the exact number of blank checks required to process the 
payments/disbursements.  The required number of blank checks will be requisitioned from the check 
stock custodian who will enter the information in the check stock log.  The disbursement of check stock 
will be entered into the check stock log with an issuance date and signature of the custodian.  The WIOA 
Fiscal Clerk will also initial the log as receiving the checks. 

Upon receipt of the blank checks the WIOA Fiscal Clerk will proceed with the payment process as 
normal. 

2. Voided Checks

On occasion it may be necessary to “void” a check that has already been processed for payment.  A log 
of voided checks shall be maintained by the WIOA Fiscal Administrator.  Upon determination that a 
check should be voided, the WIOA Fiscal Clerk will immediately stamp VOID across of the front of the 
check, if the check is still in the possession of SCCOG.  The voided check will be entered into the 
Voided Check Log stating the check number, check date, void date, and reason for voiding the check.  
The checks and log will be maintained until the external audit has been completed. 

37



- 16 -

The voided check information will be entered into the accounting system which will re-establish the 
Accounts Payable pending invoice.  The pending invoice, at this time, may be re-issued with the correct 
information or canceled. 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 8 
PAYMENTS/DISBURSEMENTS 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:    07/01/2009 
REVISION DATE: 07/01/2014 

INTRODUCTION 

Disbursing public funds is a critical function of a government operation.  Internal controls must be in 
place to ensure payments are for approved, legitimate goods and services that have been obtained 
through appropriate procurement standards. 

POLICY 

All payments/disbursements must be approved, in writing, by a supervisor other than the staff member 
entering the pending invoice/payment into the accounting system. Payments will only be processed for 
goods received and/or services rendered. As a general rule, every payment must be supported by an 
original or certified copy of the invoice. Supportive service payments must be supported by an approved 
time and attendance report or other approved invoice.   

PROCEDURES 

Supportive Service Payments – All supportive service payments must be processed through the 
submittal of a Time and Attendance Report that will identify the type of payment, amount and/or rate(s) 
of payment, the approval of a supervisor/career advisor, as well as the participant’s signature. 

Time and Attendance Reports will be forwarded to the WIOA SCCOG Administrative Entity for review 
and approval. Once approved by the Administrative Entity the Invoice will be forwarded on to the Fiscal 
Clerk. Each Time and Attendance Report will be, again, audited and approved by the WIOA Fiscal 
Administrator to ensure compliance with the stipulations in the approved WIOA-4, Supportive Services 
Request and Approval.  After approval the Fiscal Clerk will enter the payments into the accounting 
system, accounts payable module.  After all payments have been entered and verified, the report 
“Unposted Accounts Payable Transactions” will be printed.  The Unposted Transaction report and the 
Time and Attendance reports will be batched and forwarded to the WIOA Fiscal Administrator for 
review and approval.  After approval, the payment batch will be returned to the Fiscal Clerk in order to 
produce the checks for payment.  

Tuition and Related Payments – Tuition, books and other allowable items must be processed through 
the submittal of an Individual Training Account (ITA).  The ITA must contain an itemization of the 
costs to be covered, including tuition, registration fees, books, supplies, and/or other allowable items.  
The ITA must be signed by the participant, training provider, and One Stop Center career advisor in 
addition to obtaining the final approval of the One Stop Center director or designee. 

Invoices will be forwarded to the WIOA SCCOG Administrative Entity for review and approval. Once 
approved by the Administrative Entity the Invoice will be forwarded on to the Fiscal Clerk. The WIOA 
Fiscal Clerk will again review the invoices and reconcile to the participant contracts on file.  Approved 
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invoices will be entered into the Accounts Payable module of the Accounting System by the WIOA 
Fiscal Clerk.  After all payments have been entered and verified, the “Unposted Accounts Payable  
Transactions” report will be batched with the ITAs and forwarded to the WIOA Fiscal Administrator for 
review and approval.  After approval, the payment batch will be returned to the Fiscal Clerk to produce 
the checks for payment.  

On-the-Job Contracts – An OJT contract must be finalized between the One Stop Center and the 
employer which will identify, at a minimum, the number of participants, occupations and wages to be 
paid.  Invoices will be forwarded to the WIOA SCCOG Administrative Entity for review and approval. 
Once approved by the Administrative Entity the Invoice will be forwarded on to the Fiscal Clerk.   The 
Fiscal Clerk will audit the invoice to ensure the invoice is in compliance with the terms of the OJT 
contract prior to entering the payment voucher into the Accounts Payable module.  Upon entering 
audited invoices into the Accounts Payable system, the Fiscal Clerk will produce the report “Unposted 
Accounts Payable Transactions.”  The Unposted Transaction report, the original invoice and approved 
OJT contract will be batched and forwarded to the WIOA Fiscal Administrator for review and approval 
and posting.  After approval, the unposted payment batch will be returned to the Fiscal Clerk to produce 
the checks for payment.  

Goods and Services – A purchase order must be completed to procure goods and/or services for the 
WIOA program.  Invoices for goods and services will be forwarded to the WIOA Fiscal Administrator 
for review and approval.   Upon entering audited invoices into the Accounts Payable system, the Fiscal 
Clerk will produce the report “Unposted Accounts Payable Transactions”.  The Unposted Transaction 
report, the original invoice and approved purchase document will be batched and forwarded to the 
WIOA Fiscal Administrator for review and approval and posting.  After the batch will be returned to the 
Fiscal Clerk in order produce the checks for payment.  

Service Provider Reimbursements – In accordance with the approved contract, the One Stop Center 
and Youth Services Provider will submit an invoice to request reimbursement of valid expenditures.  
The cash request and any required supporting documentation will be submitted directly to the WIOA 
Fiscal Agent.  The WIOA Fiscal Administrator will audit the invoice and verify that the expenditures are 
in accordance with the approved contract.  After the invoice has been audited by the WIOA Fiscal 
Administrator, the Fiscal Clerk will enter the invoice into the accounts payable module.  The “Unposted 
Transactions” report will be batched with the original invoice and forwarded to the WIOA Fiscal 
Administrator for review and approval and posting.  After approval, the unposted payment batch will be 
returned to the Fiscal Clerk to produce the actual check.  
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 9 
BANK RECONCILIATION 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS  
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2014 

INTRODUCTION 

Timely reconciliation of a bank account will allow staff to detect errors in posting in the general ledger 
or to the account by the fiscal agent bank.  This process will also uncover attempts at fraud in connection 
with the bank and cash account. 

POLICY 

The bank account must be reconciled by an employee who is not responsible for the receipt or 
disbursement of WIOA cash.  The reconciliation must be completed on a monthly basis.  Each 
reconciliation and the supporting documentation must be maintained until the external audit has been 
completed and in accordance with state record retention schedules.  The SCCOG will utilize the 
accounting system Bank Reconciliation module and will follow the software instructions to complete the 
reconciliation on a monthly basis. 

PROCEDURE 

All correspondence from the fiscal agent bank should remain “unopened” and forwarded to the person 
responsible for the reconciliation.  The employee responsible for the reconciliation should not be 
responsible for either cash receipts or disbursement for the WIOA program. 

Typical Steps 

1. Record the date and account number on the bank statement top of the worksheet.
2. Record the bank statement balance on the worksheet.
3. List and total all outstanding deposits.
4. List all outstanding check numbers and total the corresponding amounts.
5. Record the GL cash account balance, adjust for any unrecorded bank activity such as interest

earned and service charges. This is the adjusted bank balance.
6. Compare the adjusted bank balance to the adjusted cash balance – they must equal.
7. If the accounts do not balance, a full explanation must be documented on the reconciliation

form.
8. The employee responsible for preparing and reviewing the reconciliation must both sign and

date the reconciliation.
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 10 
TRANSACTION NUMBERING 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTH WESTERN AREA WORKFORCE 
DEVELOPMENT BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2014 

INTRODUCTION 

Accounting systems are designed to record financial transactions in a consistent and routine manner.  
Financial information should be designed to support administrators in the successful operation of 
programs.  Designing the user-defined portions of a system must be well thought out in order to provide 
information in a useful and timely manner. 

POLICY 

The user-defined portions of the accounting system will be designed with input from consultants, 
software support experts, and in consultation with other similar users of the system. Changes to the 
system will be recommended and discussed internally with the SCCOG Fiscal Administrator and 
Executive Director prior to implementation. 

PROCEDURE 

The Chart of Accounts have been developed in consultation with the software support vendor, 
consultant support, as well as other WIOA users of the accounting system.  See appendix for a copy of 
the Chart of Accounts. 

Listed below is the approved numbering sequence for the various types of accounting transactions. 

Transaction Type Numbering Series 

Supportive Service Payments –  LNameMM/DD 
 LName- Last Name of Participant 
 MM/DD- Month and Date of Pay Period Ending 

Accounts Payable Invoices – API Session XXXXXXX API0408001 
Calendar year = 04 
Month = 08 
Sequential # = 001 

Accounts Payable Checks – APC Session XXXXXXX APS0408001 
Calendar year = 04 
Month = 08 
Sequential # = 001 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 10 
TRANSACTION NUMBERING 
Continued 

South Central Council of Governments (SCCOG) 
Southwestern Area Workforce Development Board 

  

  
Cash Receipts – CR Session    XXXXXXX DR0408001 
         Calendar year = 04 
         Month = 08 
         Sequential # = 001 
 
Journal Voucher – JV Session   XXXXXXX JV0408001 
 Interest       Calendar year = 04 
 Bank Charges       Month = 08 
 Revenues       Sequential # = 001  
 Adjustments/Corrections          
        
Accounts Receivable –AR Session   XXXXXXX ARI0408001 
         Calendar year = 04 
         Month = 08 
         Sequential # = 001 
 
Voided Checks – VC Session    XXXXXXX 0408001 
         Calendar year = 04 
         Month = 08 
         Sequential # = 001 
 
 
Each program year (July 1st) the numbering series will start again with the new funding year 
designation. 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 11 
ADMINISTRATIVE/FISCAL 
CONTROLS/FINANCIAL 
MANAGEMENT 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2015 
11/07/2019 

INTRODUCTION 

Federal regulations require the establishment of fiscal controls and accounting procedures in order to 
assure proper disbursal of, and accounting for, WIOA funds.  Financial transactions and accounting 
records must be in accordance with generally accepted accounting principles. 

POLICY 

The SAWDB, including Chief Elected Officials, Local Board members, Administrative Entity/Fiscal 
Agent staff and service providers receiving WIOA funds, except as provided in the regulations, shall 
comply with the applicable Uniform Administrative Requirements for Grants and Cooperative 
Agreements to State and Local Governments codified at 2 CFR Chapter I, Chapter II, and Part 200.  

PROCEDURE 

The SAWDB Administrative Entity and Fiscal Agent staff will review the Administrative Rules, Costs, 
and Limitations under the 2 CFR Chapter I, Chapter II, and Part 200 and ensure compliance.  Specific 
rules include the following: 

1. Workforce Innovation and Opportunity Act of 2014
2. WIOA Joint Final Rule
3. New Mexico Administrative Code
4. State Technical Assistance Guidance
5. Procurement contracts between local boards and units of State or local governments must

be conducted on a cost reimbursement basis.
6. Program income must be recorded under the “Addition Method” for all program income

earned under WIOA Title I grants.
7. Accounting Systems/Financial Management Systems utilized by the SAWDB will comply

with 2 CFR 200.302 Financial Management criteria that ensures that Federal Funds are
expended in compliance with Federal statutes, regulations, and the terms and conditions of
the Federal award, must be sufficient to permit the preparation of reports required by
general and program-specific terms and conditions; and the tracing of funds to a level of
expenditures adequate to establish that such funds have been used according to the Federal
statutes, regulations, and the terms and conditions of the Federal award.

a. Financial Management Systems utilized by the SAWDB will provide the following:
i. Clear identification of Federal Funds Received and expended (by awarding

agency and year).
ii. Accurate, current, and complete disclosure of the financial results of each

Federal award or program in accordance with the reporting requirements set
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forth in §§ 200.327 Financial reporting and 200.328 Monitoring and reporting 
program performance. 

iii. Records that identify adequately the source and application of funds for
federally-funded activities.

iv. Effective control over, and accountability for, all funds, property, and other
assets.

v. Comparison of expenditures with budget amounts for each Federal award.
vi. Written procedures to implement the requirements of § 200.305 Payment.

vii. Written procedures for determining the allowability of costs in accordance
with Subpart E - Cost Principles of this part and the terms and conditions of
the Federal award.

8. Allowable costs must be determined by 2 CFR Part 200 Uniform Administrative
Requirements, Cost Principles, and Audit Requirements
of Federal Rewards

Costs that are not part of administration but are charged directly to program costs include: 
1. Information systems, including the purchase, development and operation for the following

activities:
a. Tracking or monitoring participant and performance information;
b. Employment statistics, including job listings, job skills and demand occupation

information;
c. Performance and program cost information on eligible providers;
d. Local area performance information; and
e. Information relating to supportive services and unemployment insurance claims.
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 12 
WIOA ADMINISTRATIVE COST 
LIMITS AND FUNCTIONS 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE:  07/01/2014 

INTRODUCTION 

Under the Workforce Innovation and Opportunity program, local area expenditures are limited to no 
more than ten percent (10%) of the amount allocated to the local area under section 128(b) Youth 
Activities and 133(b) Adult/Dislocated Worker activities included in the Act.  The Act states that local 
administrative costs need not be allocated back to the individual funding streams. 

POLICY 

The SAWDB will ensure the requirements within the Uniform Administrative Requirements, Cost 
Principles and Audit Requirements are complied with by the administrative entity, fiscal agent, and 
service providers or other sub-recipients. 

PROCEDURES 

The administrative entity will ensure all sub-grants and/or contracts written within the Southwest Area 
utilizing WIOA funds will provide program funds if the subrecipient/contractor performs any of the 
following functions: 

1. Accounting, budgeting, financial and cash management functions;
2. Procurement and purchasing functions;
3. Property management functions;
4. Personnel management functions;
5. Payroll functions;
6. Coordinating the resolution of findings arising from audits, reviews, investigations, and

incident reports;
7. Audit functions;
8. General legal services functions;
9. Developing systems and procedures, including information systems, required for these

administrative functions;
10. Performing oversight and monitoring responsibilities related to WIOA administrative

functions;
11. Costs of goods and services required for administrative functions;
12. Travel costs incurred for official business in carrying out administrative activities;
13. Costs of information systems related to administrative functions, for example, personnel,

procurement, purchasing, property management, accounting and payroll.  The costs include
the purchase, systems development, and operating cost of these systems; and

14. Awards to subrecipients or vendors that are solely for the performance of administrative
functions;
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 13 
REPORTING REQUIREMENTS 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/01/2014 

INTRODUCTION 

The State Administrative Entity (SAE) has established the reporting requirements for the Local Areas.  
The report format and applicable due dates are also established by the SAE. 

POLICY 

The SAWDB will comply with all established reporting requirements as set forth by the State 
Administrative Entity.  In accordance with federal regulations, reported expenditures and program 
income, including any profit earned, must be on the accrual basis of accounting and cumulative by fiscal 

year of appropriation. 

The monthly financial report will be submitted to the SAE by the 20th of the following month in 
accordance with the established due dates.  A final financial report is required forty-five (45) days after 
the expiration of a funding period or termination of a grant. 

PROCEDURES 

The Office of Workforce Training and Development has distributed the required Monthly Financial 
Status Report (MFSR) that Local Areas must complete and submit to the SAE by the 20th of the 
following month. 

An MFSR will be prepared for each available funding year in addition to a report for the Governor’s 
10% Incentive Funds that have been awarded to the SAWDB.   

All financial transactions for a particular month will be entered and posted in the accounting system by 
the last day of the month.  The WIOA accounting staff will run the Revenue and Expenditure Report for 
the applicable month in order to begin preparing the required monthly MFSR.  The MFSR will reflect 
the authorized allocations from the State for each individual funding year, PY and FY.  Unexpended 
balances will not be added to a subsequent year budget but will continue to be reflected in the year in 
which the funds were originally allocated. 
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INTRODUCTION 

Uniform Administrative Requirements, Cost Principles and Audit Requirements establishes the Cost 
Principles for State, Local and Indian Tribal Governments.  The principles and standards are used to 
provide a uniform approach for determining costs for Federal grants, cost reimbursement contracts, and 
other agreements with State and Local governments.  The principles are for determining allowable costs 
and to promote effective program delivery, efficiency, and better relationships between governmental 
units and the Federal Government. 

POLICY 

The SAWDB program administrators will ensure the WIOA program complies with the principles set 
forth in the Uniform Administrative Requirements, Cost Principles and Audit Requirements.   

PROCEDURES 

Staff should refer to the Circular for a full and complete reading of the regulation. 

Administrative and Fiscal staff responsible for the WIOA program will consider the principles prior to 
authorizing procurements, incurring expense, or charging costs to the WIOA program.  Listed below is a 
general presentation used to determine allowable/unallowable costs: 

• Allowable
o Necessary and reasonable
o Allocable to the federal grant
o Authorized – not prohibited
o Conforms to limitations/exclusions in the grant
o Accorded consistent treatment
o In accordance with generally accepted accounting principles
o Not included as a cost/matching requirement for another federal grant
o Net of credits
o Adequately documented

• Reasonable
o Does not exceed amount a prudent person under the same conditions would incur
o Is ordinary and necessary for the operation of the government
o Complies with sound business practice, arm’s length bargaining, terms/conditions of

the award
o Market prices for comparable goods/services
o Program officials proceed with prudence in governmental responsibilities
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o Does not deviate from established practices of the government which unjustifiably
increases the costs to the federal grant

• Allocable
o Costs of goods/services are chargeable/assignable in accordance with relative benefits

received
o Activities which benefit from the government’s indirect cost receive an allocation of

the indirect cost
o Costs under a grant may not be charged to another grant in order to avoid fund

deficiencies
o A cost allocation plan will be prepared for an accumulation of indirect costs

• Applicable Credits
o Discounts, rebates, recoveries or overpayments will be credited to the federal grants

as they relate to allowable costs, either direct or indirect.
o Cost sharing or matching requirement amounts should be netted against federal

funded expenditures in order to determine the amount charged to a federal grant

The Circular lists approximately forty-two items that are allowable/unallowable for reference by federal 
program administrators.  Listed below are the most common items typically discussed. 

ALLOWABLE ITEMS 

1. Accounting – costs of establishing and maintaining accounting and other information
systems.

2. Advertising – for the recruitment of personnel, procurement of goods/services, disposal of
surplus materials.

3. Public Relations – when required to communicate specific activities or accomplishments of
the federal program.  Allowed as a direct cost.

4. Legal Defense – costs incurred in defense of any civil or criminal fraud proceeding or
similar proceeding is allowable.

5. Meetings/Conferences – where the primary purpose is the dissemination of technical
information, including meals, transportation, rental of facilities and other incidental costs.

6. Membership in Civic/Community Organizations – membership in such organizations may
be approved as a direct cost with the approval of the federal awarding agency.  However,
membership is not allowable if the organization is substantially involved in lobbying.

7. Pre-award Costs – pursuant to negotiation and when necessary to comply with a proposed
delivery schedule, such costs are allowable to the extent they would be allowable if incurred
after the date of award.

8. Proposal Costs – may be charged directly to a federal award with the prior approval of the
federal awarding agency.
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UNALLOWABLE ITEMS 

1. Advertising and Public Relations – costs of displays, demonstrations, exhibits, meeting
rooms, hospitality rooms, special events, promotional items such as models, gifts or
souvenirs and the salaries of employees engaged in setting up the above activities, if for
the purpose of a general government unit.

2. Bad Debt Expense – losses arising from uncollectible accounts or claims.
3. Legal Expenses – the prosecution of claims against the Federal Government are

unallowable.
4. Entertainment – including amusement, social activities, and tickets to shows/sporting

events, meals, lodging, rentals, or transportation.
5. Fines and Penalties – fines, penalties, damages and other settlements resulting from

violations (or alleged violations) of, or failure of the governmental unit to comply with
Federal, State or Local laws or regulations.

6. Costs of Investment Counsel/Staff – expenses incurred to enhance income from
investments unless specifically related to pension, self-insurance or other funds which
include federal participation.

7. Costs of Idle Facilities or Idle Capacity – the costs are unallowable except if necessary
to meet fluctuations in workload or the facility was necessary when acquired; however,
changes in program requirements has since caused the facility to become idle.

8. Lobbying – the cost of certain influencing activities associated with obtaining grants,
contracts, agreements, or loans is an unallowable cost.
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INTRODUCTION 

Most governmental entities arrange for and provide certain services, such as accounting, purchasing, 
computer services etc. to agencies or divisions on a centralized basis.  A Central Service Cost Allocation 
Plan provides a process where these costs can be identified and assigned/allocated to agencies/divisions 
on a reasonable and consistent basis.   

POLICY 

The Central Service Cost Allocation Plan will include all central service costs that will be claimed under 
federal awards and will be documented as required. 

Applicable definitions as listed in the circular are as follows: 

Billed central services – central services that are billed to benefited agencies/programs on an individual 
fee-for-service or similar basis.  Typical examples of billed central services include computer services, 
insurance, and fringe benefits. 

Allocated central services – central services that benefit operating agencies but are not limited to the 
agencies on a fee-for-service or similar basis.  These costs are allocated to benefited agencies on some 
reasonable basis.  Examples of these services include accounting, personnel administration, purchasing 
services, etc. 

Agency or operating agency – organizational unit or sub-division of a governmental unit that is 
responsible for the performance or administration of awards. 

PROCEDURES 

A plan may be prepared or updated each year in which it claims central service costs under federal 
awards.  The plan will include: 

1. A projection of the next year’s allocated central service cost, based on actual costs for the
most recently completed year or based on the budget projection for the coming year, and;

2. A reconciliation of actual allocated central service costs to the estimated costs used for the
most recently completed year or the year immediately preceding the most recently completed
year.
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If the local government has been designated as a “major local government”, then the plan must be 
submitted to the appropriate agency annually.  If not a “major local government,” then the plan must be 
prepared with related supporting documentation; however, the plan is not required to be submitted for 
federal approval.  Where a local government only receives funds as a sub-recipient, the primary 
recipient will be responsible for negotiating rates and monitoring the plan. 

The central service cost allocation plan will be prepared six months prior to the beginning of each fiscal 
year in which the governmental unit proposes to claim central service costs. 

Required Plan Documentation 

The proposed plan will include the following documentation: 

General Information: 

1. Organizational Chart – detailed to show operations including the central service
activities.

2. Comprehensive Annual Financial Report – a copy of the CAFR or Executive Budget if
budgeted costs are proposed.  This will be used to support the allowable costs of each
central service activity included in the plan.

3. Certification – that the plan was prepared in accordance with 2 CFR 200 and treats
similar costs consistently among the various federal grants and non-federal
awards/activities.

Allocated Central Services: 

1. Description of the central service.
2. Identification of the unit providing the service and the agency/unit receiving the service.
3. Item of expense included in the cost and method to distribute the cost.
4. Summary schedule showing the allocation of each service to the specific benefited

agency/unit.

Negotiation and Approval of Central Service Plans 

Uniform Administrative Requirements state once an agreement has been reached between the agency 
and the governmental unit, the agreement will be accepted and used by all federal agencies, unless 
prohibited or limited by statute. 
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INTRODUCTION 

Indirect costs are those that have been incurred for common or joint purposes.   These costs benefit more 
than one cost objective and cannot be readily identified with a particular final cost objective without 
effort disproportionate to the result achieved.  After direct costs have been determined and assigned 
directly to the federal award and other activities as appropriate, indirect costs are those remaining to be 
allocated to benefited cost objectives.  A cost may not be allocated to a federal award as an indirect cost 
if any other costs incurred for the same purpose in like circumstances has been assigned to a federal 
award as a direct cost. 

POLICY 

The SCCOG may prepare and update as required by Federal Regulations, an Indirect Cost Rate Plan.  
The Indirect Costs will include 1) the indirect costs of each governmental unit, and 2) the costs of 
central governmental services distributed through the central service cost allocation plan.  The following 
conditions will apply: 

1. The base to determine the indirect cost rate will consist of direct salaries and wages.
2. The base period will be the fiscal year, 7/1 - 6/30.
3. The rate will be a “Predetermined Rate” and will be based on an estimate of the costs to

be incurred during the period and only under very unusual circumstances, the rate will
not be subject to adjustment.  The rate will be established for a period of four (4) years.

The Simplified Method will be used to compute and allocate indirect costs for the SCCOG 
governmental organization.  Federal regulations allow this method to be used when all the major 
functions benefit from the indirect costs to approximately the same degree. 

PROCEDURE 

Total organization costs will be obtained from the accounting system for the previous fiscal year 
separated by direct costs and cost categories defined as indirect costs.  Indirect costs are those costs that 
are incurred for common or joint purposes which cannot easily be identifiable with a particular cost 
objective.  The total indirect costs will then be divided into the direct base costs.  The resulting indirect 
cost rate will then be used to distribute indirect costs to individual grants/activities. 

The Indirect Cost Worksheet with supporting accounting reports will be retained for audit purposes in 
accordance with approved record retention schedules.  The indirect cost plan may be submitted to the  
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SCCOG’s appropriate agency for approval.  The plan may be prepared within six (6) months of the end 
of the fiscal year, June 30th.  

In accordance with the provisions under the Uniform Administrative Requirements once the rate is 
approved by the appropriate agency, it will be accepted and used by all federal agencies unless 
prohibited or limited by statute.  As encouraged by the circular, the approved predetermined rate will be 
for a period of four (4) years. 

 The Indirect Cost Plan will include the following: 

Required Plan Documentation  

1. Organizational Chart – detailed to show operations along with a functional statement
noting the duties and/or responsibilities of all units that comprise the organization.

2. Indirect Cost Worksheet, including any subsidiary worksheets or other data cross-
referenced and reconciled to the financial data.

3. Central Service cost allocation plan costs.
4. Copies of financial data used to calculate the rate, i.e., CAFR, budget and accounting

reports.
5. Report/worksheet of direct costs broken out between salaries/wages and other direct

costs.
6. Certification – that the plan was prepared in accordance with applicable regulations, cost

are allowable and are properly allocable to federal grants on the basis of a beneficial
relationship.  Additionally, certifying that the costs treated as indirect costs have not been
claimed as a direct cost and have been accounted for consistently.
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INTRODUCTION 

An Individual Training Account (ITA) is established for eligible individuals to finance training services.  
The ITA which is established on behalf of a participant allows him/her to select training services from 
eligible training providers in consultation with a SAWDB One Stop Center staff. 

SAWDB WIOA program administrators, in conjunction with the WIOA State Administrative Entity, are 
responsible for the development of a detailed programmatic policy on training services in accordance 
with WIOA.  The program policy will detail such items as demand occupations, eligible providers, 
assessment and counseling, individual development plans, etc. 

This policy is intended to address the payment process of invoices relating to approved Individual 
Training Accounts. 

POLICY 

The SAWDB will comply with the provisions of the State policy and the SAWDB Policy on Individual 
Training Accounts. ITAs will be prepared by the approved SAWDB One Stop Center.  The ITA must 
include all approved training costs, such as books, fees, supplies, equipment/tools uniforms, registration 
and tuition. If financial aid (i.e., Pell grants, Lottery Scholarships, or other scholarships) is also obtained 
by the participant, this amount should be reflected on the ITA.  The original of the approved ITA will be 
forwarded to the SAWDB’s Fiscal Agent for payment. 

The SAWDB One Stops will be responsible for ensuring the cumulative ITAs do not exceed the amount 
approved by the SAWDB.   

A training institution will submit an invoice directly to the SAWDB Administrative Entity.  The 
amounts included on the invoice will be audited and compared to the ITA.  SCCOG Fiscal Agent staff 
and Administrative Entity staff, along with One Stop Center staff, will ensure invoiced amounts do not 
exceed allowable costs by category as listed on the ITA.  After the invoice has been reviewed for 
completeness and accuracy, it will be processed for payment. 

A payment voucher will be prepared for payment to the training facility with payment information 
available by facility and by participant.  Payments will reduce the outstanding encumbrance. 

At year end (June) the fiscal agent will analyze the outstanding ITAs to determine the amount that 
applies to June 30th and prior and the amount that applies to July 1st and forward. 
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Document Processing 

Fiscal Agent Staff 

Invoices from the training institutions will be forwarded directly to the Administrative Entity to 
audit/review after which the payment voucher will be prepared, entered into the accounting system, and 
readied for payment.  All payment vouchers and payment batches will be forwarded to the Fiscal Clerk 
for review and final approval. 

The fiscal agent will forward a periodic report to the One Stop Operator advising them of the ITAs that 
have been paid by institution, participant and amount.  The fiscal agent will address billing issues and 
other questions/issues to the applicable One Stop Center staff. 

56



- 35 -

WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 18 
ON THE JOB TRAINING 
CONTRACTS 

SOUTH CENRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   07/01/2009 
REVISION DATE: 07/.01/2014 

INTRODUCTION 

On the Job Training (OJT) is training by an employer provided to a paid participant while engaged in 
productive work in a job that 1) provides knowledge or skills essential to the full and adequate 
performance of the job; 2) provides reimbursement to the employer of up to 50% of the wage rate of the 
participant and 3) is limited in duration as appropriate to the occupation for which the participant is 
being trained. 

POLICY 

The SAWDB and SCCOG will comply with the provisions of the State policy on OJT contracts.  
SAWDB WIOA program administrators, in conjunction with the WIOA State Administrative Entity, are 
responsible for the development of a detailed local area programmatic policy on OJT services in 
accordance with WIOA. 

The SAWDB One Stop Center Staff will be responsible for preparing all required OJT documents.’ 

An OJT contract may be written with an employer in the public, private nonprofit, or private sector.  
Occupational training is provided by the employer to the participant in exchange for reimbursement.  
Allowable reimbursement rates will be referenced in the current SAWDB OJT Policy.   

The One Stop Center career staff will ensure all other wage and conditions of employment are in 
accordance with the regulations and established state and local policy. 

PROCEDURE 

One copy of the completed and approved OJT contract will be forwarded to SAWDB Fiscal Agent by 
the One Stop Center.     
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The employer will submit a monthly Progress Report/Invoice and Timesheet – Time, Attendance and 
Evaluation Report directly to Service provider.  The amounts included on the invoice will be audited and 
compared to the approved OJT contract.  WIOA Service Provider staff will ensure invoiced amounts do 
not exceed the contract amount and maximum number of hours per participant.    After the invoice has 
been reviewed for completeness and accuracy it will be forwarded to WIOA Fiscal Staff for payment. 

A payment voucher will be prepared for payment to the employer with payment information available 
by employer and by participant.  Payments will reduce the outstanding encumbrance. 

At year end (June) the fiscal agent will analyze the outstanding OJT contracts to determine the amount 
that applies to June 30th and prior and the amount that applies to July 1st and forward. 

The fiscal agent will forward a report to the One Stop Operator advising of the OJT payments by 
employer, participant, and amount. 

Fiscal Agent Staff 

After Service Provider Staff verify the Invoices from the OJT employer, the Case Manager will forward 
directly to the Fiscal Agent to audit and prepare for payment, after which the payment voucher will be 
prepared, entered into the accounting system and readied for payment.  All payment vouchers and 
payment batches will be forwarded to the Fiscal Clerk for review and final approval. 

The fiscal agent will forward copies of the payments to the One Stop Operator, advising of the OJT 
contracts that have been paid by employer, participant, and amount.  The Fiscal Agent/Administrative 
Entity will address billing issues to the OJT employer while all other questions/issues will be forwarded 
to the One Stop Center career advisor. 
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INTRODUCTION 

Services that are necessary to enable an individual to participate in activities authorized under WIOA are 
transportation, child care, dependent care, basic readjustment services, medical and health care services 
and other needs-related payments.  These services may be provided to individuals who are 1) 
participating in core, intensive or training; and 2) unable to obtain supportive services from other 
programs. 

POLICY 

SAWDB WIOA program administrators, in conjunction with the WIOA State Administrative Entity, are 
responsible for the development of a detailed local area programmatic policy on supportive services in 
accordance with WIOA.  The program policy details such items as, eligibility, definition of needs-
related, limitations to include time and funding, assessment and counseling, individual development 
plans, etc. 

This policy is intended to address the payment process of invoices/time sheets relating to approved 
Supportive Services. 

As with all WIOA services, the One Stop Center staff is responsible for advising individuals of the 
supportive services available through the WIOA program, as well as services available from other 
community programs.  The One Stop Center staff is also responsible for determining and documenting 
“need” for each individual as well as completing and approving the WIOA-4(Supportive Services 
Request and Approval Form). 

PROCEDURE 

The One Stop Center is responsible for forwarding a completed and approved WIOA-4 for each 
participant.  The fiscal agent staff will maintain files for all participants to include a copy of the WIOA-
4 which lists the specific services approved and related amount.  

On a bi-weekly basis the participant is required to deliver a WIOA-5 (Time and Attendance) to the One 
Stop Center, and at the same time pick up from his/her career advisor his/her supportive services 
payment for the prior period.  The One Stop Center will submit all WIOA-5 Time and Attendance 
Reports to the fiscal agent per the established schedule.  This report will document the actual days of 
attendance that will allow for the payment of daily amounts for supportive services.  Fiscal agent staff 
will ensure the proper rates, as listed in the program policy, are paid for days of attendance.  When 
processing requested payments, the amounts will be verified against the WIOA-4 authorized services 
and amounts.  Payments will be made to the individual participant or; if for medical care, health care or 
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other services, payments will be made to the vendor/service provider.  As stated above, participant 
checks will be distributed to the participant by the One Stop Center career staff. 
 
Fiscal Agent Staff 
 
Upon receipt of the approved WIOA-4’s from the WIOA program staff, the Fiscal Clerk will establish 
the permanent file. 
 
WIOA-5 (Time and Attendance Reports) will be forwarded by the One Stop Center directly to the Fiscal 
Clerk to audit and review for payment, after which the payment voucher will be prepared, entered into 
the accounting system, and readied for payment.  All payment vouchers and payment batches will be 
forwarded to the Fiscal Administrator for review and final approval. 
 
The fiscal agent will forward a periodic report to the One Stop Operator advising them of the Supportive 
Service Payments that have been paid by institution, participant and amount.  The fiscal agent will 
address Time and Attendance Report issues to the One Stop Center career staff. 
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INTRODUCTION 

The Worker’s Compensation Law, Chapter 52, of the Laws of New Mexico establishes the requirements 
for the provision of workers compensation coverage for workers as well as the required fees that are 
assessed against employers and employees. 

POLICY 

The SAWDB and SCCOG will comply with the provisions of the State law and State Administrative 
Entity policy on Worker’s Compensation coverage.  State law requires all employers of three or more 
employees to have a worker’s compensation insurance policy.  There is a special provision for 
employers in the construction trades, which requires employers to have coverage, regardless of the 
number of employees.  Non-construction employers who employ less than three employees may elect to 
provide coverage, if not; the WIOA program will provide coverage in this instance. 

State law also requires the imposition of a Worker’s Compensation personnel assessment per employee 
per quarter.  Employers must assess and pay this fee each quarter based on the number of employees on 
the last working day of the quarter. 
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INTRODUCTION 

2 CFR Part 200 Subpart F ensures that an organization will maintain audit and audit resolution processes 
that will ensure that audits are conducted and resolved in a timely manner.    

REFERENCES 

• 2 CFR 200.501

POLICY 

The SAWDB will comply with the requirements of 2 CFR Part 200.501 and will ensure all entities 
contracting with the SAWDB utilizing Federal funds are required contractually will comply as well. 

As required by Federal legislation, non-federal entities that expend, on an annual basis, $750,000 or 
more in Federal awards shall have a single audit conducted for that year.  Non-federal entities that 
expend less than $750,000 annually in Federal funds are exempt from Federal audit requirements but 
must maintain records for review or audit by appropriate officials of the Federal agency, State 
Administrative Entity, SAWDB or other authorized officials. 

An entity may be a recipient, a sub-recipient, or vendor.  Federal funds awarded to a recipient or sub-
recipient are subject to audit under 2 CFR Part 200.501.   

It is the responsibility of the pass-through entity to establish in the contract compliance requirements 
which may include pre-award audits, monitoring during the contract, and post-award audits. 
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Compliance with the requirements of 2 CFR 200.501- Audit requirements, do not limit or 
constrain the grantor or pass-through entity from carrying out additional audits.  Any additional 
audits should be performed in a way to build upon work performed by other auditors.

Unless otherwise required, audits shall be conducted annually for the period July 1 – June 30.  Federal 
agencies and pass-through entities shall take appropriate action using sanctions if a 
recipient/subrecipient is unable or unwilling to have an audit conducted in accordance with 2 CFR 
200.501.  Sanctions may include: 

• Withholding a percentage of award until the audit is completed;
• Withholding or disallowing overhead costs;
• Terminating the federally funded contract.

PROCEDURE 

1. SAWDB Standards:

The SAWDB through the Administrative Entity will be responsible for monitoring the activities of 
subrecipients to ensure the provisions of contracts and/or agreements are being met in addition to 
specific compliance with Federal laws, regulations, and performance goals. 

The SAWDB’s Administrative Entity, SCCOG, will also be responsible for arranging for required audit 
services of the SAWDB in accordance with Federal regulations and local procurement policy.  The 
SCCOG will assist the auditors in obtaining required reports, statements and records.  The external 
auditor, in conjunction with SAWDB staff, will ensure all procedures comply with the New Mexico 
State Auditor Rule, which is updated on an annual basis. 

Upon receipt of the draft audit report, the Administrative Entity will review and respond in writing to all 
findings to be included in the final report.  After receipt of the final audit report, the Administrative 
Entity will ensure all entities take appropriate and timely corrective action.   

Final audit reports, upon approval by the State Auditor will be released to the State Administrative 
Entity, Cognizant Agency, Federal Clearinghouse and any other specified entities.  Auditees will retain 
copies of the Federal Clearinghouse collection form and all audit supporting documentation for a period 
of three (3) years unless the State requires an extended retention period. 
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2. Sub-recipient Standards:
Sub-recipients must: 

1. Review the audit report of their subrecipients to ensure compliance with the
requirements of 2 CFR 200.501.

2. Establish an audit resolution file to document the disposition of reported questioned costs and
corrective actions taken for all findings.

3. Complete a control log. (The log must contain the date of the audit, the period covered
by the audit, the date that the audit was received, the auditor, the questioned costs, the
administrative findings, the date or dates of the Initial and Final Determinations, and
documentation of decisions regarding the disallowed costs and administrative findings.)

4. Issue a letter of Initial Determination based on the audit review. The
Initial Determination letter includes:

a. A list of all questioned costs.
b. Whether the costs are allowed or disallowed, including the reasons with

appropriate citations for such actions.
c. Acceptance or rejection of any corrective action taken to date, including

corrective action on administrative findings.
d. Possible sanctions.
e. The opportunity for informal resolution of no more than 60 days from the date of Initial

Determination.

5. During informal resolution, the auditee may provide documentation to    support
allowability of costs and proposed corrective action of administrative findings.
Informal resolution discussions may be held by telephone, if necessary, but in person is
preferable. When a meeting is held, provide a sign-in sheet. The sign-in sheet must be
retained as part of the audit file. The meeting must be documented either with a voice
recording or written notes. Negotiations of repayments can be initiated at this time.

6. Issue a written Final Determination. The Final Determination includes:

a. Reference to the Initial Determination.
b. Summation of the informal resolution meeting, if held.
c. Decisions regarding the disallowed costs, listing each disallowed cost and
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 21 
AUDIT REQUIREMENTS & AUDIT 
APEALS Continued 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

d. Noting the reasons for each disallowance.
e. Questioned costs that have been allowed by the awarding agency and the basis for the

allowance.
f. Demand for repayment of the disallowed costs.
g. Description of the debt collection process and other sanctions that may be imposed if

payment is not received.
h. Rights to a hearing.
i. The status of each administrative finding.

7. The audit resolution process must be completed within six months after receipt of the
subrecipient's audit report and must ensure that the sub-recipient takes appropriate and timely
corrective action.

8. The audit file must be assembled for ease of reference in the event of future action. The file
must be tabulated with the most current documentation first.  The file should include the 
following: 

a. Final Determination and proof of receipt by the sub-recipient.
b. Additional documentation submitted as part of the informal

resolution process: − Notes related to the informal resolution.
c. Sign-in sheets from any informal resolution meetings.
d. Initial Determination and proof of receipt by the sub-recipient.
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 22 
Program Income 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   04/03/2019 
REVISION DATE:     

Purpose: 

This document establishes a Program Income Policy for Southwestern Area Workforce Development 
that adheres to the federal requirements regarding Workforce Innovation and Opportunity Act program 
income. 

Scope: 

This policy requires that all subrecipients expending WIOA funds shall comply with federal laws and 
regulations regarding program income. 

REFERENCES: 

Note: References from WIOA are from the Act, as signed into law in July 2014. References from Title 
20 of the Code of Federal Regulations (CFR) are cited from the Notice of Proposed Rulemaking, and are 
therefore subject to change pending issuance of final Federal Regulations. 

• WIOA Section 185(f)
• Title 20 Code of Federal Regulations (CFR), Subpart B, Section 683.200
• OMB Title 2 CFR 200.307

POLICY AND PROCEDURES: 

Definition: 

Program income means gross income earned by the non-Federal entity that is directly generated by a 
supported activity or earned as a result of the Federal award during the period of performance except as 
provided in §200.307 paragraph (f). (See §200.77 Period of performance.) Program income includes but 
is not limited to income from fees for services performed, the use or rental or real or personal property 
acquired under Federal awards, the sale of commodities or items fabricated under a Federal award, 
license fees and royalties on patents and copyrights, and principal and interest on loans made with 
Federal award funds. Interest earned on advances of Federal funds is not program income. Except as 
otherwise provided in Federal statutes, regulations, or the terms and conditions of the Federal award, 
program income does not include rebates, credits, discounts, and interest earned on any of them. See 
also §200.407 Prior written approval (prior approval). See also 35 U.S.C. 200-212 “Disposition of 
Rights in Educational Awards” applies to inventions made under Federal awards. 
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Policy: 

Cost of generating program income. If authorized by Federal regulations or the Federal award, costs 
incidental to the generation of program income may be deducted from gross income to determine 
program income, provided these costs have not been charged to the Federal award. 

Governmental revenues. Taxes, special assessments, levies, fines, and other such revenues raised by a 
non-Federal entity are not program income unless the revenues are specifically identified in the Federal 
award or Federal awarding agency regulations as program income. 

Property. Proceeds from the sale of real property, equipment, or supplies are not program income; such 
proceeds will be handled in accordance with the requirements of Subpart D— Post Federal Award 
Requirements of this part, Property Standards §§200.311 Real property, 
200.313 Equipment, and 200.314 Supplies, or as specifically identified in Federal statutes, regulations, 
or the terms and conditions of the Federal award. 

The addition method, described at 2 CFR 200.307, must be used for all program income earned under 
title I of WIOA. When the cost of generating program income has been charged to the program, the 
gross amount earned must be returned to the WIOA program. However, the cost of generating program 
income must be subtracted from the amount earned to establish the net amount of program income 
available for use under the grants when these costs have not been charged to the WIOA program. Fiscal 
Staff will report Program income on Cash Requests and Monthly Financial Status Reports to the State 
Administrative Entity.   

There are no Federal requirements governing the disposition of income earned after the end of the period 
of performance for the Federal award, unless the Federal awarding agency regulations or the terms and 
conditions of the Federal award provide otherwise. The Federal awarding agency may negotiate 
agreements with recipients regarding appropriate uses of income earned after the period of performance 
as part of the grant closeout process. See also 
§200.343 Closeout.

Unless the Federal statute, regulations, or terms and conditions for the Federal award provide otherwise, 
the non-Federal entity has no obligation to the Federal awarding agency with respect to program income 
earned from license fees and royalties for copyrighted material, patents, patent applications, trademarks, 
and inventions made under a Federal award to which 37 CFR part 401,“Rights to Inventions Made by 
Nonprofit Organizations and Small Business Firms Under Government Awards, Contracts and 
Cooperative Agreements” is applicable. 

Action: 

This policy is effective on the date approved by the Southwestern Area Workforce Development Board. 
Retain this policy until further notice. 

Inquiries: 
If you have questions, please contact the SAWDB WIOA Program Administrator or the SAWDB Fiscal 
Administrator at (575) 744-4857. 
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WIOA FINANCIAL POLICY AND 
PROCEDURE MANUAL 

CHAPTER 23 
PURCHASING/PROCUREMENT 
CONTRACTS/RFP/COMPETITION 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE 
DEVELOPMENT BOARD 

EFFECTIVE DATE:   04/25/2019 
REVISION DATE:  11/07/2019 

INTRODUCTION 

SAWDB uses SCCOG’s purchasing regulations that follows New Mexico State Procurement Code, 
1.4.1 NMAC State Procurement Code Regulations which is more strict than Federal: 2 CFR (UG) 
200.94 & 200.319.   

When SAWDB is purchasing capital equipment – those over $5000 – the NMDWS grant officer must be 
informed and approval given.   

All purchases require an approved Purchase Order. Purchase Orders will include, when applicable, an 
explanation of necessity and allocation and source documentation.   

No purchases/contracts are to be made from debarred service providers or contractors.  

Generally, all purchases will be completed with the use of SAWDB’s procurement system including 
State approved venders and State contracted pricing when possible. 

Micro purchases of $3,000 or less may be made without competitive quotations if price is reasonable 
with an attempt to share amongst available US suppliers. 

Contracting/RFPs/Methods of Procurement 

SCCOG, directed by SAWDB board, will prepare all Contracts and RFP’s for Contractors and sub 
awarded Subrecipients in accordance with New Mexico procurement code, 1.4.1 NMAC State 
Procurement Code Regulations.  

All Contractors / Subrecipients must not be barred from receiving Federal Funds at a minimum.  

Methods of Procurment and Limitations that SAWDB will utilize are outlined in 1.4.1 NMAC State 
Procurement Code Regulations 

Proper RFP 2 CFR 200-320 (d) documentation for selection is maintained by SCCOG, processes include 
risk assessments, provider prior service history, Contractor’s Internal Control policies, conflict of 
interest provisions, past performance of objectives, any recent Federal funds awarded, current single or 
3rd party audit reports for risk a proper assessment.   
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Competition  
 
SAWDB complies with 2 CFR 200.319 Competition in which all procurement transactions must be 
conducted in a manner providing full and open competition consistent with the standards of this section. 
In order to ensure objective contractor performance and eliminate unfair competitive advantage, 
contractors that develop or draft specifications, requirements, statements of work, or invitations for bids 
or requests for proposals must be excluded from competing for such procurements. 
 
Some of the situations considered to be restrictive of competition include but are not limited to:  
(1) Placing unreasonable requirements on firms in order for them to qualify to do business;  
(2) Requiring unnecessary experience and excessive bonding;  
(3) Noncompetitive pricing practices between firms or between affiliated companies;  
(4) Noncompetitive contracts to consultants that are on retainer contracts;  
(5) Organizational conflicts of interest;  
(6) Specifying only a “brand name” product instead of allowing “an equal” product to be offered and 
describing the performance or other relevant requirements of the procurement; and  
(7) Any arbitrary action in the procurement process.  
 
References: 
 
 2 CFR 200.319 Competition.  
1.4.1 NMAC State Procurement Code Regulations 
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 24 
Subrecipient/Contractor and Pass-
Through Entity Determination 
Requirements 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   04/25/2019 
REVISION DATE:     

INTRODUCTION: 

This policy communicates the requirements regarding Subrecipients/Contractors and Pass-Through 
Entities as outlined in the Workforce Innovation and Opportunity Act (WIOA) Title I and 2 CFR 
200.331. 

POLICY: 

LWDB agreements with other entities may be classified as either a Subrecipient or a Contractor 
(determination is made using the criteria set forth in 2 CFR 200.330).  If the agreement meets the 
requirements of a subrecipient, the LWDB is a Pass-Through Entity. The information below is provided 
to assist with Subrecipient and Contractor determinations and the requirements of a Pass-Through 
Entity.  

2 CFR 200.331   Requirements for pass-through entities 

All Pass-Through Entities must: 
A. Ensure that every subaward is clearly identified to the Subrecipient as a subaward and
includes the following information at the time of the subaward, and if any of these data elements
change, include the changes in subsequent subaward modification. When some of this
information is not available, the pass-through entity must provide the best information available
to describe the Federal award and subaward. Required information includes:

1. Federal Award Identification
(a) Subrecipient name (which must match the name associated with its unique
entity identifier);
(b) Subrecipient's unique entity identifier;
(c) Federal Award Identification Number (FAIN);
(d) Federal Award Date (see 2 CFR 200.39 Federal award date);
(e) Subaward Period of Performance Start and End Date;
(f) Amount of Federal Funds Obligated by this action;
(g) Total Amount of Federal Funds Obligated to the subrecipient;
(h) Total Amount of the Federal Award;
(i) Federal award project description, as required to be responsive to the Federal
Funding Accountability and Transparency Act (FFATA);
(j) Name of Federal awarding agency, pass-through entity, and contact
information for awarding official;
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(k) Catalog of Federal Domestic Assistance (CFDA) Number and Name; the pass-
through entity must identify the dollar amount made available under each Federal
award and the CFDA number at time of disbursement;
(l) Identification of whether the award is Research and Development;
(m) Indirect cost rate for the Federal award (including if the de minimis rate is
charged per 2 CFR 200.414 Indirect (F&A) costs).

2. All requirements imposed by the pass-through entity on the Subrecipient so that the
Federal award is used in accordance with Federal statutes, regulations and the terms and
conditions of the Federal award.

3. Any additional requirements that the pass-through entity imposes on the subrecipient
in order for the pass-through entity to meet its own responsibility to the Federal awarding
agency including identification of any required financial and performance reports;

4. A requirement that the subrecipient permit the pass-through entity and auditors to have
access to the Subrecipient's records and financial statements as necessary for the pass-
through entity to meet the requirements of this part; and

5. Appropriate terms and conditions concerning closeout of the subaward.

B. Evaluate each Subrecipient's risk of noncompliance with Federal statutes, regulations, and the
terms and conditions of the subaward for purposes of determining the appropriate subrecipient
monitoring described in paragraphs (d) and (e) of this policy, which may include consideration
of such factors as:

(a) The subrecipient's prior experience with the same or similar subawards;
(b) The results of previous audits including whether or not the subrecipient receives a
Single Audit in accordance with Subpart F-Audit Requirements, and the extent to which
the same or similar subaward has been audited as a major program;
(c) Whether the subrecipient has new personnel or new or substantially changed systems;
(d) The extent and results of Federal awarding agency monitoring.

C. Consider imposing specific subaward conditions upon a subrecipient if appropriate as
described in 2 CFR Part 200.207 - Specific conditions.

D. Monitor the activities of the Subrecipient as necessary to ensure that the subaward is used for
authorized purposes, in compliance with Federal statutes, regulations, and the terms and
conditions of the subaward; and that subaward performance goals are achieved.  Pass-through
entity monitoring of the subrecipient must include:

1. Reviewing financial and performance reports required by the passthrough entity
2. Following-up and ensuring that the Subrecipient takes timely and appropriate action on
all deficiencies pertaining to the Federal award provided to the subrecipient from the
pass-through entity detected through audits, on-site reviews, and other means
3. Issuing a management decision for audit findings pertaining to the Federal award
provided to the subrecipient from the pass-through entity as required by 2 CFR Part
200.521 - Management decision.
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WIOA FINANCIAL POLICY AND PROCEDURE 
MANUAL 

CHAPTER 25 
Equipment Policy 

SOUTH CENTRAL COUNCIL OF GOVERNMENTS 
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT 
BOARD 

EFFECTIVE DATE:   04/25/2019 
REVISION DATE:       

 
 
INTRODUCTION: 
 
This policy describes the requirements for the management and inventory of equipment and supplies. 
The Workforce Innovation and Opportunity Act (WIOA) requires each state, local workforce 
development board, subrecipient, and service provider receiving funds under the Workforce Innovation 
and Opportunity Act to comply with the Uniform Administrative Requirements. 
 
POLICY: 
 
The SAWDB and its Subrecipients are responsible for the safeguarding and management of equipment 
obtained using WIOA funds.  
 
At a minimum, equipment records must be maintained and provide the following information: 

a) An item description 
b) The serial number or other identification number 
c) Source of the funding 
d) Acquisition date and cost 
e) Location and condition of the property 
f) And disposition information when applicable 

 
At least every two years, SAWDB and Subrecipients must perform and document an inventory of all 
equipment purchased with WIOA funds.  Inventory results must be reconciled with current records and 
discrepancies shall be investigated.   
 
References: 

• Workforce Innovation and Opportunity Act (WIOA) 
• 2 CFR Part 200 Uniform Administrative Requirements, Cost Principles, and Audit Requirements 

of Federal Rewards 
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board November 7, 2019 

Consent Agenda Item 
*Resolution 19 – 16 approves the Customized Training Policy 19-01.

SUMMARY OF AGENDA ITEM 
As a function of the Board, this item is presented for your review and consideration to approve the 
Customized Training Policy. The Board has been using the Customized Training Policy provided by the 
State. This local policy has been created to meet the specific needs of the Southwestern Area.  

RECOMMENDATION  
A motion to approve Resolution 19 – 16. 

BOARD’S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 
• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 
• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Customized Training Policy 19-01
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Southwestern Area  
Workforce Development Board 

Customized Training Policy 
Policy 19-01 

Date of Issue 
November 7, 2019 

Effective Date 
November 12, 2019 

Applicability 
WIOA Adults and Dislocated Workers 

PURPOSE. The purpose of this policy is to provide direction to Southwestern Area Workforce 
Development Board (SAWDB) Service Provider regarding the permissible use of adult and 
dislocated worker funds for customized training activities. 

REFERENCES. 
• Workforce Innovation and Opportunity Act (WIOA), July 22, 2014, §108, §122,

§134, §181 and §194.
• WIOA Final Rules – U.S. Department of Labor (Title I): 20 CFR §680.760,

§680.830, and §680.840.
• Office of Management and Budget (OMB), Uniform Guidance at 2 CFR §200, et

al., Uniform Administrative Requirements, Cost Principles, and Audit
Requirements for Federal Awards.

• Training and Employment Guidance Letter WIOA No. 19-16 Operating Guidance
for the Workforce Innovation and Opportunity Act.

• Fair Labor Standards Act (FLSA) §203.

BACKGROUND. 
The Workforce Innovation and Opportunity Act (WIOA) of 2014 explicitly allows for the use 
of customized training contracts as a workforce strategy. This training strategy is designed to 
meet the special requirements of an employer (including groups of employers) with the 
commitment that the employer(s) hire an individual upon successful completion of the training. 

DEFINITIONS. 
• Appropriate Commitment to hire an individual means to maintain an employer-

employee relationship meeting the requirements of the Fair Labor Standards Act for a
minimum of one (1) year.

• Customized Training is a training by an employer or group of employers generally for
the hiring of new or recent employees and not for retraining existing employees.

• High-Priority Occupation (HPO) is an in-demand occupation that has higher skill
needs and is likely to provide a self-sufficient wage. Statistical data, regional expertise,

74



and local workforce development area inputs are combined to determine whether or 
not an occupation meets the high-priority criteria. 

• Incumbent Worker is an individual who is employed, meets Fair Labor Standards Act
requirements for an employer-employee relationship, and has an established
employment history with the employer for six (6) months or more.

• Incumbent Worker Training (IWT) is training provided to an incumbent worker that
is designed to meet the needs of an employer(s) to retain a skilled workforce or avert
the need to lay off employees; increase the competitiveness of the employer or
employee; and be conducted with a commitment by the employer to retain or avert the
layoffs of the incumbent worker trained. Such training may also include the upskilling
of an employer’s current workforce, which may lead to additional opportunities for
potential jobseekers.

• In-Demand Industry Sector is an industry sector that has a substantial current or
potential impact (including jobs that lead to economic self-sufficiency and opportunities
for advancement) on the state, regional, or local economy, as appropriate, and that
contributes to the growth or stability of other supporting businesses, or the growth of
other industry sectors.

• In-Demand Occupation is an occupation that currently has or is projected to have a
number of positions (including positions that lead to economic self-sufficiency and
opportunities for advancement) in an industry sector so as to have a significant impact
on the state, regional, or local economy, as appropriate.

Note: The determination of whether an industry sector or occupation is in-demand 
in a local area is made by the local board, as appropriate, using business and 
labor market projections and statistics. Customized Training must lead to an in-
demand occupation, but does not necessarily have to lead to an HPO. However, 
all HPOs are considered in-demand occupations, and therefore, eligible for 
customized training. 

• Recent Employee is an individual who is employed, meets Fair Labor Standards Act
requirements for an employer-employee relationship, and has an established
employment history with the employer for six (6) months or less.

EMPLOYER PAYMENT OF SIGNIFICANT COST OF TRAINING. 
Employers receiving funds for customized training are required to pay a significant cost of 
the customized training. This can be done through both cash and fairly evaluated in-kind 
contributions. Rules for matching funds can be found in the Uniform Guidance at 2CFR 
200.306 and 2 CFR 2900.8. 

The share of the cost of training can include elements such as the expenses related to the: 
• Instruction or the instructor
• Curriculum development
• Course materials or books
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Expenses that are not permissible under the match and are not reimbursable through a 
customized training contract include: 

• Equipment purchases
• Administration
• Facility upgrades/ renovations
• Travel and incidentals

The employer share is based on the size of the workforce as follows: 
• At least 10 percent of the cost for employers with 50 or fewer

employees:

• At least 25 percent of the cost for employers with 51 to 100

employees; and

• At least 50 percent of the cost for employers with more than 100

employees.

SAWDB Service Providers will track and document employer cost share contributions. 

The employer size means the number of employees currently employed at the local 
operation where the customized training placement will be made. Employer size is 
determined by the number of employees at the time of the execution of the customized 
training contract. This applies at all employers, including employers with seasonal or 
intermittent employee size fluctuations. 

RESTRICTIONS. 
SAWDB will comply with the limitations and prohibitions on the use of funds allocated to 
the local area under WIOA title I-B §181 and Part 680 of federal regulations, as follows. 

• WIOA funds cannot be used to pay the wages of employees during their participation in
an economic development activity provided through a statewide workforce development
system.

• When a relocation of a business results in the loss of employment of any employee of
such business, no funds provided for employment training can be used for customized
training until after 120 days has passed since the relocation that caused the loss of
employment at an original business location in the United States.

• WIOA work-based training funds must not be used to directly or indirectly assist,
promote, or deter union organizing.

• WIOA work-based training funds may not be used to directly or indirectly aid in the
filling of a job opening which is vacant because the former occupant is on strike, or is
being locked out in the course of a labor dispute, or the filling of which is otherwise an
issue in a labor dispute involving a work stoppage.

• WIOA work-based training funds must not be used to directly or indirectly provide
supportive services described in §680.900 or §681.570.

ELIGIBILITY CRITERIA. 
Customized Training Agreement 
SAWDB will address the following factors when developing a customized training agreement: 

• Special training requirements of the employer (or group of employers);
• Agreement that the employer will pay for the significant cost of the training;
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• Agreement that an appropriate commitment is made by the employer to employ the 
individual upon successful completion of the training; 

• Curriculum;
• Performance and;
• A clearly stated goal.

SAWDB Service Providers will document the factors that were considered in approving a 
customized training agreement with an employer (or group of employers). 

Employer Eligibility 
SAWDB will consider the following factors when determining the eligibility of employers to 
receive the WIOA customized training funds. 

1. The strategy of the LWDB in fulfilling the vision and goals established for the local area
(i.e., the local plan)

2. The characteristics of the workers to be trained (i.e., the extent to which these
individuals historically represent individuals with barriers to employment as defined in
WIOA Section 3(24), and how such individuals would benefit from a skill gain that
results in retention or advancement).

3. The quality of the training (e.g., industry-recognized credentials, advancement
opportunities, etc.).

4. The number of participants the employer plans to train.
5. The wage and benefit levels of participants (before and after training).
6. The occupation(s) for which customized training is being provided must be in-demand

as defined by WIOA Section 3(23) and as determined by workforce development area-
specific labor market information.

7. Employer’s industry status. Is the employer in:
1. An in-demand industry as defined by WIOA Section 3(23) and determined by

labor market information; or
2. A stable industry as determined by labor market information; or
3. A declining industry, but there are compelling reasons (e.g., evidence of long-

term viability of the employer) justifying investment in customized training?
8. Recent lay-offs and relocations. The employer must not have laid off workers within 120

days to relocate from another state.
9. Employer’s unemployment insurance and workers’ compensation status. The employer

must be current on unemployment insurance and workers’ compensation taxes,
penalties, and/or interest or related payment plan (including timely Quarterly Reports).

10. Be located in and have operations in the Southwestern Area.
11. Employ at least one full-time employee.
12. Keep accurate records of the project’s implementation process for audit purposes for a

minimum of five years.

SAWDB will document the factors that were considered in approving a customized training 
contract with an employer (or group of employers). 

Employed Worker Eligibility 
Customized Training funds may be used to provide training to eligible employed workers for 
an employer (or group of employers) when the following conditions are met: 

• Employee is not earning a self-sufficient wage;
• All other provisions of Customized Training are met; and
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• Customized Training relates to the introduction of new technologies, introduction to 
new production or service procedures, upgrading to new jobs that require additional 
skills or workplace literacy. 

 
Exception: Customized training is generally for hiring new or recent employees (less than six 
months) and not for retraining existing employees which is reserved for incumbent worker 
training, although there may be instances where customized training is appropriate in that 
circumstance. In those instances, customized training may be used for individuals making more 
than self-sufficient wages if all appropriate criteria are met and it leads to comparable or higher 
than previous employment. 

 
PERFORMANCE ACCOUNTABILITY. 
Due to the unique eligibility requirements in WIOA sec. 134, individuals who receive only 
customized training are reportable individuals, but not participants required for inclusion in the 
WIOA performance accountability calculations. As a result, an individual who only receives 
customized training and does not become a core program participant will not be included in the 
calculation of the primary indicators of performance for negotiations and accountability 
purposes. However, LWDBs are required to collect and report the outcomes of individuals in 
receipt of customized training on the primary indicators of performance, among other required 
elements. 

 
CONFLICT OF INTEREST. 
State and local board members and members of standing committees may not vote or nor 
participate in any decisions regarding the provision of services by such members or any 
organization they directly represent, nor on any matter that would provide any direct financial 
benefit to that member or the member’s immediate family. For example, a SAWDB member who 
is also an employer who wants to use services on a fee-for-service basis would be prohibited 
from voting to approve the use of local area services, facilities, or equipment for employment 
and training activities to such board member’s workers. Neither membership on the state board, 
local board, or standing committee, nor receipt of WIOA funds to provide training and related 
services, by itself, violates these conflict of interest provisions. In accordance with §200.112 of 
the Uniform Guidance, recipients of federal awards must disclose in writing any potential 
conflicts of interest. Sub-recipients must disclose in writing any potential conflict of interest to 
the recipient of grant funds. 
 
 
PROCESS FOR CONTRACTING 
 
Process   
While customized training is a service that focuses on the needs of  business, it shall still follow 
all the regular requirements for providing individual participant training. All required customized 
training documentation shall be kept on file with the service provider, business and Workforce 
Connection Online System (WCOS). Service providers shall make all files and documentation 
available for monitoring, audits and date validation as required. 
 

1. Eligibility shall be determined and eligibility documents shall be 
compiled and kept on file with the service provider and business. 
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2. An individual employment plan shall be completed for each participant identifying 
the need for customized training and kept on file with the service provider and
business.

3. Customized training processes can include the following.
a. Service providers may work with an employer to provide the

eligibility documentation on potential trainees (staff-assisted service without
significant staff involvement).  Special attention shall be paid to eligibility
documentation requirements to ensure all data validation requirements are met.

b. Once eligibility is determined, the service provider may work with the employer
to complete an individual employment plan for each participant, identifying the
need for customized training. For purposes of the customized training activity,
an individual employment plan may consist of the employment goal,
achievement objective and services to achieve the employment goals.

c. Service providers do not have to maintain individual file folders for each
participant as long as all required information and documentation is kept on file
collectively for each customized training contract by the service provider and
business.

Customized training agreement provisions 
Customized training agreements shall at a minimum include the following elements: 

1. The occupation for which training will be provided; the skills and
competencies to be achieved and the length of time for the training.

2. The name of each employee to be trained, social security number, date of birth, gender,
selective service registration, I-9 on file with employer, hourly pay, hours per week, and
employee start date.

3. The employer's assurance that customized training is needed based upon the individual
skill sets of trainees.

4. Training outline.
5. Method and maximum amount of reimbursement.
6. The cost and documented description of any ancillary items or

supportive services that may be needed.
7. Other appropriate training outcomes related to the training (includes obtainment of

veteran status, highest grade completed, household/family size and increases in earnings
after training if applicable).

8. Appropriate assurances and certifications as defined in the agreement:
a. Employer shall provide worker's compensation coverage for the participants on

the same basis as the compensation is provided to other individuals in the same
employment. 20 CFR 680.700 (b).

b. Employer shall verify that the training will relate to the introduction of new
technologies, introduction to new production or service procedures, or is an
upgrade to a new job that requires additional skills, work place literacy, or other
appropriate identified by the local WDB. 20 CFR 680.710 (C).

c. Employer certifies that the company is financially solvent on the date of the
contract, and the employer's best projection is that they will remain financially
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able to meet contract obligations at the end of the training period, including 
training participant retention. 

d. Employer agrees that wage and labor standards will be adhered to and to pay
the participants at the same rates, including increases, and benefits as trainees
or employees who are situated in similar jobs. Such rates shall be in accordance
with applicable law, but in no event less than the higher rate specified in section
6(a) (1) of the Fair Labor Standards Act of 1938 (and as amended in 1996) or
the applicable state or local minimum wage law and WIOA 20 CFR Part
683.275.

e. Conditions of employment and training will be in full accordance with all
applicable federal, state, and local laws and ordinances (including but not
limited to anti-discrimination, labor and employment laws, environmental laws
or health and safety laws), 29 CFR part 38.

f. Employer certifies that the training will not impair existing agreements for
services or collective bargaining agreements and that either it has the
concurrence of the appropriate labor organization as to the design and conduct
of training, or it has no collective bargaining agreement with a labor
organization that covers the participants’ position.

g. Employer assures that they are not debarred or suspended in regard to federal
funding. 29CFR 180 Sub Part H, (Verifiable at
https://www.sam.gov/portal/SAM/#1#1).

h. Employer further assures that federal funds will not be used to assist, promote
or deter union organizing, 20 CFR 663.730.

i. Employer certifies that no member of the training participant’s immediate
family will directly supervise the participant.  For the purpose of this contract,
immediate family is defined as spouse, children, parents, grandparents,
grandchildren, brothers, sisters or person bearing the same relationship to the
participant’s spouse, 20 CFR 683.200 (a).

j. Employer assures that the participants will not be employed to carry out the
construction, operation or maintenance of any part of a facility that is used or
to be used for sectarian instruction or as a place for religious worship, 29 CFR
part 2, Subpart D.

k. Employer assures that the participant(s) has not been hired into or will remain
working in any position when any other person is on layoff from the same or a
substantially equivalent job within the same organizational unit or has been
bumped and has recall rights to that position, nor if the training is created in a
promotional line that infringes on opportunities of current employees, 20 CFR
680.710.

l. Employer is committed to employ and/or retain the individual upon successful
completion of the training for a minimum of twelve months as specified in
section 680.760 (b), WIOA July 22, 2014.
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Equal Opportunity Employer/Program. Auxiliary aids and services are available upon request 
to individuals with disabilities. Relay New Mexico: 711 (Voice) or 1-800-659-8331 (TTY) 
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 Customized training documentation.  
The Customized Training Agreement and its related information and documentation may be kept 
by the service provider and business. The local board and service provider are responsible for 
ensuring the information and documentation is available for monitoring and review as required: 

1. Customized Training Agreement and supporting documentation.
2. Customized Training Plan.
3. Customized Training Modification(s), if applicable.
4. Customized Training Progress Report and Invoice.
5. All Provider and Participant Files required documentation submitted in the Workforce

Connection Online System (WCOS).

ACTIONS REQUIRED 
LWDBs must establish a local customized training policy that outlines the following; 

1. Criteria for determining employer eligibility.
2. How the significant cost of the training’ will be established;
3. Define what constitutes an appropriate commitment to hire the individual on

behalf of the employer.
4. The process for collecting, from the employer, performance information and data

entry into the Workforce Connection Online System.
5. Contracting process with employers providing customized training.

APPLICABILITY: 

All WCCNM –initiated customized training contracts and all service provider-initiated customized 
training contracts.   

INQUIRIES:   

WIOA Administrator 575-740-5381 

Attested 

This policy was reviewed and approved by the SAWDB 

_______________________ 
SAWDB Chairman 

_____________________ 
Date 
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board November 7, 2019 

Consent Agenda Item 
*Resolution 19 – 17 approves the Required Information in Communications Policy 19-02.

SUMMARY OF AGENDA ITEM 
As a function of the Board, this item is presented for your review and consideration to approve the 
Required Information in Communications Policy 19-02.   

In compliance with the Consolidated Appropriations Act, 2017, the Southwestern Area Workforce 
Development Board will inform the public of how much funds comes from Federal sources in any 
program, project, or grant activity when issuing statements, press releases, requests for proposals, bid 
solicitations, and other documents describing its projects or programs funded in whole or in part with 
Federal funds. 

In compliance with Code of Federal Regulations Title 29, Part 38, Subpart B, the Southwestern Area 
Workforce Development Board will provide notice in communications of the nondiscrimination and 
equal opportunity provisions of the Workforce Innovation and Opportunity Act (WIOA) which are 
contained in section 188 of WIOA (29 U.S.C. 3248) 

Policy 19-02 outlines specific requirements. Training and monitoring will be provided to ensure staff are 
adequately educated and the region is in compliance. 

As a consent agenda item, any member of the board can pull one, or all the policies, to discuss and 
vote on separately from the others.  Policies that are amended contain colored text for added items or 
strikethroughs for deleted ones.  Upon board approval, the policy will be signed by the board chair or 
vice-chair. 

RECOMMENDATION  
A motion to approve Resolution 19 – 17. 

BOARD’S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Required Information in Communications Policy 19-02
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SOUTHWESTERN AREA  
WORKFORCE DEVELOPMENT BOARD 

REQUIRED INFORMATION IN COMMUNICATIONS 
POLICY 19-02 

DATE OF ISSUE 

November 7, 2019 

EFFECTIVE DATE 

December 1, 2019 

APPLICABILITY 

New Mexico Workforce Region IV, Southwestern Area New Mexico Workforce Connection in all seven counties: 
Catron, Doña Ana, Grant, Hidalgo, Luna, Sierra, Socorro 

PURPOSE 

In compliance with the Consolidated Appropriations Act, 2017, the Southwestern Area Workforce Development 
Board will inform the public of how much funds comes from Federal sources in any program, project, or grant 
activity when issuing statements, press releases, requests for proposals, bid solicitations, and other documents 
describing its projects or programs funded in whole or in part with Federal funds. 

In compliance with Code of Federal Regulations Title 29, Part 38, Subpart B, the Southwestern Area Workforce 
Development Board will provide notice in communications of the nondiscrimination and equal opportunity 
provisions of the Workforce Innovation and Opportunity Act (WIOA) which are contained in section 188 of WIOA 
(29 U.S.C. 3248) 

BACKGROUND 

Public Law 115-31 – May 5, 2017, Division H, Title V, Section 505, stipulates when issuing statements, press 
releases, requests for proposals, bid solicitations and other documents describing projects or programs funded 
in whole or in part with Federal money, all grantees receiving Federal funds included in the Act, including but not 
limited to State and local governments and recipients of Federal research grants, shall clearly state –   

A. The percentage of the total costs of the program or project which will be financed with Federal money;

B. The dollar amount of Federal funds for the project or program; and

C. Percentage and dollar amount of the total costs of the project or program that will be financed by non-
governmental sources.

Section 188 of WIOA prohibits discrimination on the basis or race, color, religion, sex, national origin, age, 
disability, or political affiliation or belief, or, for beneficiaries, applicants, and participants only, on the basis of 
citizenship status or participation in a WIOA Title I-financially assisted program or activity.  

ACTION 

A. For consistency in all forms of communications, internal and external, either verbal or print, including digital
forms, such as but not limited to emails, letterhead, issued statements, press releases, policies, outreach
materials to include business cards, brochures, fliers, banners, posters, social media posts and the like, will
contain at a minimum the following tagline:

83



REQUIRED INFORMATION IN COMMUNICATIONS POLICY 19-02 
Effective December 1, 2019 

Page 2 

Funded by the U.S. Department of Labor 

B. Per CFR §38.34: Recipients’ obligations to disseminate equal opportunity notice

1) A recipient must provide initial and continuing notice as defined in §38.36 that it does not discriminate
on any prohibited basis. This notice must be provided to:

a. Registrants, applicants, and eligible applicants/registrants;

b. Participants;

c. Applicants for employment and employees;

d. Unions or professional organizations that hold collective bargaining or professional agreements with
the recipient;

e. Subrecipients that receive WIOA Title I financial assistance from the recipient; and

f. Members of the public, including those with impaired vision or hearing and those with limited
English proficiency.

2) As provided in §38.15, the recipient must take appropriate steps to ensure that communications with
individual with disabilities are as effective as communications with others and that this notice is
provided in appropriate languages to ensure meaningful access for LEP individuals as described in
§38.9.

C. Per CFR §38.34: Equal opportunity notice/poster

1) The notice must contain the following specific wording:

Equal Opportunity Is the Law

It is against the law for this recipient of Federal financial assistance to discriminate on the 
following bases: Against any individual in the United States, on the basis of race, color, religion, sex 
(including pregnancy, childbirth, and related medical conditions, sex stereotyping, transgender status, 
and gender identity), national origin (including limited English proficiency), age, disability, or political 
affiliation or belief, or, against any beneficiary of, applicant to, or participant in programs financially 
assisted under Title I of the Workforce Innovation and Opportunity Act, on the basis of the individual's 
citizenship status or participation in any WIOA Title I-financially assisted program or activity. 

The recipient must not discriminate in any of the following areas: 
Deciding who will be admitted, or have access, to any WIOA Title I-financially assisted program or 

activity; 
providing opportunities in, or treating any person with regard to, such a program or activity; or 
making employment decisions in the administration of, or in connection with, such a program or 

activity. 
Recipients of federal financial assistance must take reasonable steps to ensure that 

communications with individuals with disabilities are as effective as communications with others. This 
means that, upon request and at no cost to the individual, recipients are required to provide 
appropriate auxiliary aids and services to qualified individuals with disabilities. 
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REQUIRED INFORMATION IN COMMUNICATIONS POLICY 19-02 
Effective December 1, 2019 

Page 3 

What To Do If You Believe You Have Experienced Discrimination 
If you think that you have been subjected to discrimination under a WIOA Title I-financially 

assisted program or activity, you may file a complaint within 180 days from the date of the alleged 
violation with either: 

The recipient's Equal Opportunity Officer (or the person whom the recipient has designated for this 
purpose); or 

The Director, Civil Rights Center (CRC), U.S. Department of Labor, 200 Constitution Avenue NW., 
Room N-4123, Washington, DC 20210 or electronically as directed on the CRC Web site at 
www.dol.gov/crc. 

If you file your complaint with the recipient, you must wait either until the recipient issues a written 
Notice of Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil 
Rights Center (see address above). 

If the recipient does not give you a written Notice of Final Action within 90 days of the day on 
which you filed your complaint, you may file a complaint with CRC before receiving that Notice. 
However, you must file your CRC complaint within 30 days of the 90-day deadline (in other words, 
within 120 days after the day on which you filed your complaint with the recipient). 

If the recipient does give you a written Notice of Final Action on your complaint, but you are 
dissatisfied with the decision or resolution, you may file a complaint with CRC. You must file your CRC 
complaint within 30 days of the date on which you received the Notice of Final Action. 

D. Per CFR §38.36: Recipients’ obligations to publish equal opportunity notice
1) At a minimum, the Equal Opportunity Notice required by §38.34 and 38.35 must be:

a. Posted prominently, in reasonable numbers and places, in available and conspicuous physical
locations and on the recipient’s webs tie pages;

b. Disseminated in internal memoranda and other written or electronic communications with staff;

c. Included in employee and participant handbooks or manuals regardless of form, including
electronic and paper form if both are available; and

d. Provided to each participant and employee; the notice must be made part of each employee’s and
participant’s file. It must be part of both paper and electronic files, if both are maintained.

2) The notice must be provided in appropriate formats to registrants, applicants, eligible
applicants/registrants, applicants for employment and employees and participants with visual
impairments. Where notice has been given in an alternate format to registrants, applicants, eligible
applicants/registrants, participants, applicants for employment and employees with a visual
impairment, a record that such notice has been given must be made a part of the employee’s or
participant’s file.

3) The notice must be provided to participants in appropriate languages other than English as required in
§38.9.

4) The notice required by §§38.34 and 38.35 must be initially published and provided within 90 days of
January 3, 2017, or of the date this part first applies to the recipient, whichever comes later.

E. Per CFR §38.37: Notice requirement for service providers
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The Governor or the LWDA grant recipient, as determined by the Governor and as provided in that State’s 
Nondiscrimination Plan, will be responsible for meeting the notice requirement provided in Per CFR § Per 
CFR §38.34 and 38.35 with respect to a State’s service providers. 

F. Per CFR §38.38: Publications, broadcasts, and other communications

1) Recipients that publish or broadcast program information in the news media must ensure that such
publications and broadcasts state that the WIOA Title I-financially assisted program or activity in
question is an equal opportunity employer/program (or otherwise indicate that discrimination in the
WIOA Title I-financially assisted program or activity is prohibited by Federal law), and indicate that
auxiliary aids and services are available upon request to individuals with disabilities.

2) A recipient must not communicate any information that suggests, by text or illustration, that the recipient
treats beneficiaries, registrants, applicants, participants, employees or applicants for employment
differently on any prohibited basis specified in §38.35, except as such treatment is otherwise permitted
under Federal law or this part.

G. Per CFR §38.39: Communication of notice in orientations

During each presentation to orient new participants, new employees, and/or the general public to its WIOA
Title I-financially assisted program or activity, in person or over the internet or using other technology, a
recipient must include a discussion of rights and responsibilities under the nondiscrimination and equal
opportunity provisions of WIOA and this part, including the right to file a complaint of discrimination with the
recipient or the Director. This information must be communicated in appropriate languages as required in
§38.9 and in formats accessible for individuals with disabilities as required in this part and specified in
§38.15.

H. Per CFR §38.40: Affirmative outreach

Recipients must take appropriate steps to ensure that they are providing equal access to their WIOA Title I-
financially assisted programs and activities. These steps should involve reasonable efforts to include
members of the various groups protected by these regulations including but not limited to persons of
different sexes, various racial and ethnic/national origin groups, various religions, individuals with limited
English proficiency, individuals with disabilities, and individuals in different age groups. Such efforts may
include, but are not limited to:

1) Advertising the recipient's programs and/or activities in media, such as newspapers or radio
programs, that specifically target various populations;

2) Sending notices about openings in the recipient's programs and/or activities to schools or community
service groups that serve various populations; and

3) Consulting with appropriate community service groups about ways in which the recipient may improve
its outreach and service to various populations.

I. Training

1) The administrative entity will provide training on the required communications within the Act to SAWDB’s
service providers’ management, One-Stop Operator, and SAWDB Board
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Equal Opportunity Employer/Program. Auxiliary aids and services are available upon request 
to individuals with disabilities. Relay New Mexico: 711 (Voice) or 1-800-659-8331 (TTY) 

FUNDED BY THE U.S. DEPARTMENT OF LABOR 
 

J. Monitoring

1) The administrative entity will work with the One-Stop Operator to review materials and online information
which will include procurement solicitations

2) The administrative entity will review procurement and other printed materials during the annual on-site
monitoring review for compliance

INQUIRIES 

Questions related to this policy may be directed to the Administrative Entity at (575) 744-4857. 

ATTESTED 

This policy was approved through board resolution on November 7, 2019 

___________________________________________ 

SAWDB Board Chair Signature 

______________________________ 

 Date 
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board November 7, 2019 

Consent Agenda Item 
*Resolution 19 – 18 approves registration fees, lodging, and ravel for Southwestern Area Workforce
Development Board members to attend the National Association of Workforce Boards Forum 2020 in
Washington, D.C. in March 2020

SUMMARY OF AGENDA ITEM 
This item is presented for your review and consideration to approve funding for board members to 
travel to and attend the National Association of Workforce Boards (NAWD) Forum 2020 in Washington, 
D.C. scheduled for Saturday, March 21 through Tuesday, March 24, 2020 at The Washington
Hilton in Washing, D.C.
This Forum is the premier event where workforce development professional and leaders in business, 
government, labor, and education gather to gain insights into the current state of our nation’s workforce 
system and consider the goals and policy framework affecting the future of human capital 
development. The Forum addresses the needs of regional economies by strengthening the ability of 
American businesses and career seekers to compete in a global economy. The Forum is for: 

• Workforce Development Professionals, Leaders, and Board Members

• Business Leaders

• Industry and Trade Association Representatives

• Labor Representatives

• Economic Developers

• Community College and Education System Leaders

• Local Government Officials

• National Organizational Partners

The Forum 2020 will feature a host of high-impact speakers who are developing cutting edge solutions 
for the future of work. There will be interactive workshops, thought-provoking dialogue, and hard-hitting 
issue sessions, as well as the opportunity to engage with and hear from top leadership in Congress, 
the Department of Labor, business, and industry. 

RECOMMENDATION  
A motion to approve Resolution 19 – 18. 

BOARD’S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item
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DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• NAWB Forum 2020 schedule
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board November 7, 2019 

Agenda Item 
Resolution 19 – 19 designates the Healthcare and Education industries for its two Sector Partnership 
Strategies  

SUMMARY OF AGENDA ITEM 
The following Planning Committee recommendation is provided for your review and consideration. 

An analysis of regional economic conditions and Labor Market Information (LMI) was utilized by the 
committee to choose Healthcare and Education as the two industries to develop workforce sector 
strategies.  Included with this summary is an overview of the LMI information used to make the 
decision. 

A sector strategy is a partnership of employers within a critical industry that brings together education, 
economic development, workforce systems, and community organizations to identify and 
collaboratively meet the workforce needs of that industry within a regional labor market. 

RECOMMENDATION  
A motion to approve Resolution 19 – 19. 

BOARD’S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Industry Projection Table (2016 – 2026)

• Area Profile for SW NM, Jobs and Candidates by Occupation Group Table
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Industry Projections (Long-term) for Multiple Industries in Southwestern in 2016-2026 

Industry Projections Table 

The table below shows the long-term industry projections for Multiple Industries in Southwestern for the 2016-2026 projection period. 

Industry Industry 
Code 

2016 Estimated 
Employment 

2026 Projected 
Employment 

Total 2016-2026 
Employment 

Change 

Annual 
Percent 
Change 

Total 
Percent 
Change 

Total, All Industries 00 107,016 114,516 7,500 0.68% 7.01% 

Health Care and Social 
Assistance 62 18,638 22,609 3,971 1.95% 21.31% 

Accommodation and Food 
Services 72 10,173 11,038 865 0.82% 8.50% 

Educational Services 61 13,776 14,445 669 0.48% 4.86% 

Professional, Scientific, and 
Technical Services 54 4,373 4,863 490 1.07% 11.21% 

Administrative and Support and 
Waste Management and 
Remediation Services 

56 3,246 3,553 307 0.91% 9.46% 

Government 9 12,946 13,220 274 0.21% 2.12% 

Construction 23 4,573 4,822 249 0.53% 5.45% 

Local, Excluding Education and 
Hospitals 93 5,420 5,665 245 0.44% 4.52% 

Retail Trade (44-45) 44-45 10,959 11,109 150 0.14% 1.37% 

Agriculture, Forestry, Fishing and 
Hunting 11 4,871 4,986 115 0.23% 2.36% 

Transportation and Warehousing 
(48-49) 48-49 1,840 1,955 115 0.61% 6.25% 

Other Services (except Public 
Administration) 81 1,658 1,727 69 0.41% 4.16% 

Arts, Entertainment, and 
Recreation 71 1,106 1,147 41 0.36% 3.71% 

Finance and Insurance 52 2,230 2,270 40 0.18% 1.79% 

Federal Government 91 4,644 4,680 36 0.08% 0.78% 

Real Estate and Rental and 
Leasing 53 950 980 30 0.31% 3.16% 

Management of Companies and 
Enterprises 55 231 244 13 0.55% 5.63% 

Utilities 22 630 634 4 0.06% 0.63% 

Information 51 814 812 -2 -0.02% -0.25% 

Public Administration 92 2,882 2,875 -7 -0.02% -0.24% 

Wholesale Trade 42 1,438 1,426 -12 -0.08% -0.83% 

Mining 21 1,560 1,537 -23 -0.15% -1.47% 

Manufacturing (31-33) 31-33 3,693 3,497 -196 -0.54% -5.31% 
Source: NMDWS, Employment Projections program 

Downloaded: 10/31/2019 10:36 AM 
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Area Profile for Southwestern, NM 
Jobs and Candidates by Occupation Group Table 

The table below shows the distribution number of job openings advertised online, as well as potential candidates in 
the workforce system in Southwestern, NM by occupation group on October 30, 2019 (Jobs De-duplication Level 
2). 

Rank Occupation Group Job Openings Candidates 

1 Healthcare Practitioners and Technical Occupations 1,082 287 

2 Food Preparation and Serving Related Occupations 354 610 

3 Management Occupations 287 610 

4 Sales and Related Occupations 218 727 

5 Computer and Mathematical Occupations 213 208 

6 Office and Administrative Support Occupations 186 1,638 

7 Healthcare Support Occupations 185 398 

8 Installation, Maintenance, and Repair Occupations 139 468 

9 Transportation and Material Moving Occupations 118 695 

10 Architecture and Engineering Occupations 106 155 

11 Education, Training, and Library Occupations 104 154 

12 Personal Care and Service Occupations 101 195 

13 Building & Grounds Cleaning & Maintenance Occup. 77 283 

14 Production Occupations 68 623 

15 Business and Financial Operations Occupations 57 199 

16 Protective Service Occupations 53 212 

17 Community and Social Services Occupations 52 169 

18 Arts, Design, Entertainment, Sports, and Media Occ 48 137 

19 Construction and Extraction Occupations 48 1,089 

20 Life, Physical, and Social Science Occupations 16 94 

21 Legal Occupations 6 27 

22 Farming, Fishing, and Forestry Occupations 4 919 

23 Military Specific Occupations 4 26 
Job Source: Online advertised jobs data 

Candidate Source: Individuals with active résumés in the workforce system. 
Downloaded: 10/31/2019 10:57 AM 
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board November 7, 2019 

Agenda Item 
Resolution 19 – 20 approves the Career Pathways Plan 

SUMMARY OF AGENDA ITEM 
WIOA sec. 107(d)(s) and 20 CFR § 679.370(f) stipulates that the local workforce board, with 
representatives of secondary and postsecondary education programs, must lead efforts in the local 
area to develop and implement career pathways within the local area by aligning the employment, 
training, education, and supportive services needed by adults and youth, particularly individuals with 
barriers to employment. 

The SAWDB Planning Committee has developed a Career Pathways Plan for consideration of the 
Board. This plan implements a combination of rigorous and high-quality education, training and other 
services that assist individuals entering or advancing within an industry or occupation cluster. 

The Career Pathways Plan is still in process. It will be emailed to the board on Monday, November 4, 
2019. 

RECOMMENDATION  
A motion to approve Resolution 19 – 20. 

BOARD’S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Career Pathways Plan in progress – to be provided on November 4, 2019
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Southwestern Area  
Workforce Development Board 

Career Pathways Plan 
PY 2019 
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Executive Summary 
The Southwestern Area Workforce Development Board continues the process of improving its service 

delivery model to support economic development through workforce development.  A key pillar to this 
process is the career pathways system and how employers are directly in developing solutions to their 
workforce needs within their industry. 

This career pathways plan was developed in consideration of the U.S. Department of Labor Career 
Pathways Toolkit: An Enhanced Guide and Workbook for System Development and the sector 

partnership strategies model that is being implemented throughout New Mexico.  The toolkit provides 
the teams with a variety tools to use to strengthen its processes and the development of career 
pathways.  It calls for the alignment of cross-agency planning, performance, and strategies resulting in a 

skilled and ready workforce. 

A two-pronged approach describes how the traditional roundtable and the sector partnership strategies 

models will be used in PY19.  The sector partnership strategies model will first be used with the 
healthcare and education industries.  In future program years, the other priority industries of the board 
will also use the sector partnership strategy model. 

As described in the plan, the building of cross-agency partnerships will help organize partners to be an 
integral part of the process that leads to the engagement of businesses within their respective 

industries.  This group is referred to as the Core Team.  The Core Team consisting of businesses, 
workforce development, economic development, and education all working together to develop training 
programs that meet the needs of the employers.  The Core Team also works together developing the 

career pathway information that will be used within the workforce centers and system. The braiding of 
programs and services also leads to the search for additional funding and other resources to support the 

training needs of the industry.  The Southwestern Area Workforce Development Board will also work 
with the Core Team to align policies and programs that will improve services. The leadership team will 

measure change and report its conclusions to business, its partners, the Southwestern Area Workforce 
Development Board and the Chief Elected Officials on a quarterly basis.   

To truly change the economy, those involved in the career pathways systems must align their strategies 

and resources to build upon traditional approaches that result in more effective programs. By 
implementing the career pathways plan, our local economy becomes stronger as education, workforce 

development and industry connect to address the workforce readiness of the region.   
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Introduction to Career Pathways 
This plan has been created to support the workforce system and local leaders in the Southwestern area 
of New Mexico.  It outlines the process of the career pathways system: who is involved; what is 
produced; and how change is measured and reported to benefit employers within industries, job 
seekers, and youth.  This plan underscores the participation of business leaders through industry 
meetings, needs assessments, measuring, and reporting process.  The Southwestern Area Workforce 
Development Board has chosen to use a model provided by the U.S. Department of Labor (USDOL), The 
Career Pathways Toolkit, that is organized around the Six Key Elements of Career Pathways (Appendix 
A).   

What are Career Pathways? 

According to the information in the Toolkit, 

Career pathways are the new way of doing business and they operate at two levels—a system 
level and an individual program level. At the systems level, career pathways development is a 
broad approach for serving populations that may experience significant barriers to employment 
and can substantially alter the way the workforce system delivers its services and its relationship 
with partner organizations and stakeholders.  Career pathways programs offer a clear sequence, 
or path, of education course and/or training credential aligned with employ-validated work 
readiness standards and competencies (Introduction p.6). 

What is the Relationship Between Career Pathways and Sector Strategies? 
Career Pathways are complementary to Sector Strategies.  Using the Industry Demand for Skills, Sector 
Strategies are used to identify industry requirements.  Then the sector strategy information is used to 
develop career pathways to provide educational options (Toolkit p.8).  The work with industries is 
ongoing so Career Pathways are continually being updated based on new information from the 
particular industry sector.   

Career Pathways and Sector Strategy Partnerships are new to the New Mexico public workforce system.  
In the SAWDB’s contract with the State of New Mexico, two industries must be identified to use the 
sector strategy partnership model during PY19.   The SAWDB Planning Committee has chosen 
Healthcare and Education as the two industries for sector partnership strategies.  The partners may also 
opt to join existing roundtable discussions or convenings within the region.  The benefits are that time 
and resources do not have to be expensed to invent a “new wheel” and businesses leaders do not have 
to attend multiple meetings to discuss similar meeting topics – minimizing employer fatigue. 

The State Administrative Entity of the NM Department of Workforce Solutions has contracted with a 
trainer to assist the four local workforce boards in New Mexico with the deployment of the sector 
strategy model.   

This sector approach is different than the traditional industry partnership model that has been used with 
the Board’s priority industries in the past.  The traditional model uses an Employer Needs Guide 
(Attachment B) to engage employers and to open discussions. This guide seeks to learn about the 
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industry needs for entry, technical, and supervisory positions. Under this approach, each industry 
partnership will have a business leader as its 
chair and have a process to sustain and grow 
the partnership.   

The advantage of the traditional approach is 
that Career Pathways could be developed 
quickly for the eight Priority Industries selected 
by the board in 2018. However, the traditional 
industry partnership model may only be used 
as an interim approach during PY2019.  This 
approach may allow for the development of 
career pathways more quickly, but those career 
pathways would not be informed by any sector 
strategies work and would, therefore, need to 
be revisited.  According to the Toolkit, in order 
for the career pathways to reflect the needs of 
local and regional businesses and industries, 
the sector strategies work should occur first.  
(Toolkit: Complementary Approaches to 
Workforce Development, p. 8.)  

A Two-pronged Approach 

In order to satisfy the SAWDB’s contract with the State of New Mexico to identify two industries for the 
sector strategy partnership model during PY19 and to quickly develop Career Pathways for the Priority 
Industries, a two-pronged approach should be attempted. First, use the traditional approach to produce 
the initial Career Pathways for the eight Priority Industries.  Then, use the sector partnership strategy 
approach from the Toolkit to revisit and update the Workforce and Education Career Pathways. 

Initial Career Pathways 

In November 2019, the partners will convene to identify its leadership team (Team) and begin their work 
on developing the Career Pathways for the eight Priority Industries.  A Leadership Team (WIOA Project 
Manage [Lead], SAWDB Chair [or his appointed representative], WIOA Administrator, and One Stop 
Operator) will identify entry points, recruitment strategies, career ladders, and lattices.  Industry leaders 
will be involved in the design process of the career pathways system.   

Based on this information, the leadership team will develop and disseminate info sheets for each 
industry throughout the region.  Partners and educational providers will be encouraged to post a link to 
the career pathways webpage and provide hardcopy info sheets to the public and their staff.  The 
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leadership team will provide a quarterly webcast on the career pathway system and info sheets to the 
public and other stakeholders.  

Sector Partnership Strategies (Toolkit) 

After developing the Initial Career Strategies, developing and disseminating information, and training 
service providers, work can then begin on using the Toolkit to develop the Sector approach for 
Education and Healthcare.  Fortunately, the Toolkit integrates sector strategies and career pathways.  In 
addition, the final section of the Toolkit is the ETA Sector Strategies Technical Assistance Initiative, which 
is a Guide for Action for Sector Partnerships, so the Toolkit could easily be used to develop Sector 
Partnerships in the Healthcare and Education sectors. 

The focus is to organize the program partners identified by the Workforce Innovation and Opportunity 
Act (Act) across the region.  The region consists of the following seven counties in Southwestern New 
Mexico: Catron, Doña Ana, Grant, Hidalgo, Luna, Sierra, and Socorro.  

The core team for each industry will be drawn from cross-agency partners and employers in the region: 

1) WIOA Project Manager (Lead)
2) SAWDB Chair
3) WIOA Administrator
4) One Stop Operator Manager
5) Employers
6) Core program partners

a. WIOA Adult program
b. WIOA Dislocated Worker program
c. WIOA Youth program
d. WIOA Wagner-Peyser program
e. WIOA Adult Education Services program
f. WIOA Vocational Rehabilitation program

7) Education (K-12 and higher education)
8) Economic Development
9) Community based organizations

The Team will use the process described in the Six Key Elements in the Toolbox to create their 
shared vision, mission, and strategies for the two chosen industries—Healthcare and Education.  The 
Leadership team should begin with the Six Key Elements Readiness Assessment (Toolkit, p. 10) and 
the Next Steps Action Planning Tool (Toolkit, p.16).  “The flexible action-planning tool . . . can help 
the team carry out prioritized actions steps identified in the Six Key Elements Readiness Assessment.  
It may help the team decide which key element to concentrate on first (Toolkit, p. 17). 

The goal for this work is to obtain Optimal Alignment.  When Optimal Alignment is achieved, the 
following statements will describe the work of the SAWDB region. 

Leadership vision and strategy is operational.  System focuses on targeted sector strategy, 
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engages employers, and reflects clear pathways education components.  State-level policies 
support long-term sustainability with federal and/or state funding plan.  Metrics and outcomes 
reflect evidence-based evaluation processes and continuous improvement” (Toolkit, p. 11). 

Using the Toolkit 

Six Key Elements of Career Pathways 

Career pathways are developed through collaboration of partners and industry, who gather and analyze 
information to help customers make informed career choices  A key goal is to engage workforce 
partners, businesses, and education to form a team that work together to meet the workforce needs of 
the industry through workforce development.  

The six elements are a guide for the following: 

1. Building cross-agency partnerships and clarifying roles within the workforce system
2. Identifying industry sectors and engaging employers
3. Designing education and training programs to meeting the needs of employers
4. Identifying funding needs and sources
5. Aligning policies and programs
6. Measuring system change and performance
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Phase l: Building Cross-Agency Partnerships and Clarifying Roles 
Key Element Components: 

• Engage cross-agency partners and employers. 
• Establish a shared vision, mission, and set of goals. 
• Define the roles and responsibilities of all partners. 
• Develop a work plan and/or Memorandum of Understanding for the partnership. 

Organizing the Partners and Clarifying their Roles 

In this phase of the process, the focus is to organize the program partners identified by the Workforce 
Innovation and Opportunity Act (Act) across the region.  The region consists of the following seven 
counties in Southwestern New Mexico: Catron; Doña Ana; Grant; Hidalgo; Luna; Sierra; and Socorro. The 
public workforce system’s structure under the Act intends to braid a variety of partners’ resources and 
specialties into one system to coordinate services to customers.   

As part of developing a career pathways process, the partners will provide input based on their 
individual experiences.  This type of input is essential to understanding each other’s roles and how they 
can better serve customers with the board’s priority industries.  The Act requires that each local 
workforce board, like the SAWDB, have set of core program and other required partners who bring their 
special skills and resources to the table to better serve the needs of each individual or employer.  Their 
role of the partners is to develop a pipeline for skilled workers through training opportunities that meet 
the workforce needs of businesses.  

The administrative entity and one-stop operator of the Southwestern Area Workforce Development 
Board will lead in the initial phase of forming the leadership team. 

WIOA Core Program Partners 

The core program partners work in collaboration in various areas of the public workforce system.  
Working together as part of the career pathways process provides the system with a variety of 
perspectives that enhance the quality of services to employers, job seekers, and youth. 

The core programs consist of: 

1) WIOA Title I – Adult Program (funding by the SAWDB) 
2) WIOA Title I – Dislocated Worker Program (funded by the SAWDB) 
3) WIOA Title I – Youth Program (funded by the SAWDB) 
4) WIOA Title II – Adult Education Services (funded by the NM Department of Higher Education) 
5) WIOA Title III – Wagner-Peyser Employment Program (funded by NM Department of Workforce 

Solutions) 
6) WIOA Title IV – Vocational Rehabilitation Program (funded by the NM Department of Education) 
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WIOA Additional Partners 

The Code of Federal Register, 20 CFR § 678.400, as listed below, identify the additional partners who 
have a role in the public workforce system.  Like the core programs under the Act, these partners 
specialize in providing employment or education to specific populations within our communities.  Their 
rolls are essential to addressing the unique and diverse needs of those within our workforce system. 

1) The Senior Community Service Employment Program authorized under title V of the Older
Americans Act of 1965 (42 U.S.C. 3056et seq.);

2) Career and technical education programs at the postsecondary level authorized under the Carl
D. Perkins Career and Technical Education Act of 2006 (20 U.S.C. 2301et seq.);

3) Trade Adjustment Assistance activities authorized under chapter 2 of title II of the Trade Act of
1974 (19 U.S.C. 2271et seq.);

4) Jobs for Veterans State Grants programs authorized under chapter 41 of title 38, U.S.C.;
5) Employment and training activities carried out under the Community Services Block Grant (42

U.S.C. 9901et seq.);
6) Employment and training activities carried out by the Department of Housing and Urban

Development;
7) Programs authorized under State unemployment compensation laws (in accordance with

applicable Federal law);
8) Programs authorized under sec. 212 of the Second Chance Act of 2007 (42 U.S.C. 17532); and
9) Temporary Assistance for Needy Families (TANF) authorized under part A of title IV of the Social

Security Act (42 U.S.C. 601et seq.), unless exempted by the Governor under § 678.405(b).

In addition to the core and additional partners under WIOA, K-12 education providers are additional 
partner that have an important role in the process.  The region has over 20 public school districts and 
numerous private schools that will be invited to convene and participate in both the sector partnership 
strategy process and industry roundtable discussions.  Having K-12 education providers provides a sound 
balance and adds value to the workforce system. 

Community based organizations and government agencies that are not WIOA or K-12 partners should 
also be invited to partner depending on the value that they can bring to the workforce system.  Such 
partners are valuable as they can potentially fill gaps in the delivery of wrap-around services for 
individuals or their families. 

Phase II - Identifying Industry Sectors & Engaging Employers 
Key Element Components: 

• Conduct labor market analysis to target high demand and growing industries
• Survey and engage key industry leaders from targeted industries and sector partnerships.
• Clarify the role of employers in the development and operation of programs.
• Identify existing training systems within industry as well as the natural progression and/or

mobility (career ladders/lattices)
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• Identify the skill competencies and associated training needs
• Sustain and expand business partnerships.

Priority Industries 

This identification of industry sectors was completed in 2018 with the modification to the SAWDB’s four-
year plan.  The SAWDB’s priority industries are:  

• Aerospace
• Agricultural
• Education
• Health care
• Logistic and warehousing
• Manufacturing
• Mining
• Hospitality and tourism

In addition to the priority industries, other industries that are emerging in the region can also be 
engaged to develop sector strategy partnerships or through industry roundtables discussions.  The 
leadership team will make this determination on a case-by-case basis. 

Self-assessment 

In December of 2019, the Leadership Team (Team) will conduct a self-assessment using a career 
pathways tool (View Attachment A).  The self-assessment gauges how the workforce system in the 
Southwestern area of New Mexico if it is a high-performing sector-focused organization.  Based on the 
results of the self-assessment, the Leadership Team and develop strategies to improve its performance.  

In addition, the Team will begin reviewing labor market information for the career pathways that will 
also be used for the modification of the 2020 Four-year plan by analyzing labor market information and 
identifying high-demand industries with family sustaining wages.  The labor market analysis for the 
career pathway will also be used for the four-year plan to support the targeted high demand industries. 
The labor market information will be drawn from the Bureau Labor Statistic and LASER to search for 
industry projections and occupations in demand, as well as industry concentrations within the region.  

Career Pathway System Objectives 

The career pathway partners will have key tasks that are measurable indicators of the progress within 
the region.  The Toolkit provides 20 key elements of a high-performing sector-focused workforce 
system.   

High-performing Sector-focused Workforce System 

The following are a list of the areas for assessment from the Employment Training Administration (ETA) 
Sector Technical Assistance Initiative Sector Strategies Organizational Self-Assessment tool (Attachment 
A): 
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Data-Informed Decision Making 

Is your organization/partnership using rigorous data to make decisions about target industries 
and education and training investments? 

1) Understanding of the region’s most important industry sector(s) through use of
rigorous economic, industry and labor market data collection and analysis.

2) Process in place to identify specific skill needs, level of demand, and area education
and training program gaps within target industry sector(s)

3) Provision of data that is understandable and shared across partners to enable joint,
collaborative decision-making

Industry Engagement 

How broad and deep is the involvement of targeted industry sector(s) employers in designing 
and delivering programs and services?  

1) Regional influence to bring key industry leaders to the table and understand the needs
of their businesses

2) Industry as a strategic partner in designing and executing services and programs
3) Capability to take on the sector partnership intermediary role if required

Sector-Based Service Delivery 

How effectively are you and your partners facilitating the development and delivery of 
workforce opportunities that are responsive to the needs of an entire targeted industry? 

1) Capability to fill the industry’s near-term workforce needs
2) Capability to meet the industry’s longer-term pipeline needs across a range of skill

levels
3) Ability to overcome barriers for lower-wage workers in order to facilitate employment

and career advancement within the targeted sector(s)
4) Experience with and capability to develop effective, employer-validated career

pathways in support of the target sector(s)
5) Experience with and capability to design and implement, with employers, work-based

learning models in targeted sector(s)
6) Partnerships with the right regional organizations to deliver comprehensive solutions in

response to target industry sector(s) needs—while minimizing the duplication of
services

7) Willingness and ability to respond to non-workforce needs directly related to the
industry’s economic development or growth opportunities
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Sustainability & Continuous Improvement 

Is your organization able to measure sector strategy outcomes and sustain sector work 
overtime? 

1) Ability to “build the buzz” about the value of sector partnerships as a means to
continuously secure stakeholder buy-in

2) Sector partnership measures of success identified and tracked with continuous
improvement processes built in

3) Sustainable funding source(s) to establish and expand sector partnerships

Organizational Capacity & Alignment 

Does your organization have the personnel, policies, vision, and resources in place to support 
sector strategy outcomes? 

1) Organizational commitment to bring partners to a shared vision
2) Organizational culture that promotes a demand-driven approach within a sectors

framework
3) Organizational structure (administrative policy, committee structure) that supports

industry engagement within a sectors framework
4) Staff have expertise about current target industries and have opportunities to hone

knowledge as targets change”

Roundtables 

In January of 2020, the Team will conduct industry round table discussions with businesses and industry 
leaders from the areas of Workforce and Education to inventory of training systems and career ladders 
and lattices, and to identify skill competencies.  In this process, the Team will not only learn about the 
industry’s needs, but their interests in other areas of the workforce system. 

Phase III - Designing Education & Training Programs 
Key Element Components 

• Identify and engage education and training partners.
• Identify target populations, entry points, and recruitment strategies. Review, develop, or modify

competency models with employers and develop and validate career ladders/lattices.
• Analyze the State’s and region’s education and training resources and response capability.
• Research and promote work-based learning opportunities within business and industry.
• Develop integrated, accelerated, contextualized learning strategies.
• Provide flexible delivery methods.
• Provide career services, case management, and comprehensive support services. Provide

employment assistance and retention services.
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Benefits of Existing Partnership with Education 

The benefit of having education partners for various industries in the sector partnership strategies and 
career pathways process is that they will be involved in understanding the needs of the industry and be 
a part of designing the solution that will fill the skill gaps of individuals.  In 2000, the Workforce 
Investment Act (WIA) included a workforce system that established relationships between workforce 
boards and education. The reauthorization of WIA, the Workforce Innovation and Opportunity Act 
(WIOA), continued the same framework to assist job seekers with training.  Accordingly, the SAWDB has 
established relationship with various eligible training providers within the its public workforce systems 
and in January 2020 the Core Team will work with cross-agency partners and employers from 
Healthcare and Education to develop new or modify existing educational programs to bridge the 
workforce gaps within the industries. 

Phase IV - Identifying Funding Needs and Resources 
Key Element Components 

• Identify the costs associated with system and program development and operations.
• Identify sources of funding available from partner agencies and related public and private

resources and secure funding.
• Develop long-term sustainability plan with state or local partners.

In January 2020, the Team will explore how it will braid its funding, measure performance, and establish 
a strategy for the long-term sustainability of newly funded projects. 

Braided Funding 

A key step that the Team will examine is it funding needs for future services related to program 
development cost and participant costs. The Team will identify its existing sources of funding and how it 
can best braid them to meet its needs and how it will deliver services more effectively and efficiently.   

Beyond the existing sources of funding, the Team will explore addition sources of funding, both public 
and private.  Private organizations provide start-up funding for new concept ideas that help special 
populations.  The advantage to having an existing partnership with so many organizations is the ability 
to be more competitive in the application process for funding.  This consortium model typically leads to 
higher points of a proposal during the evaluation process and results in an award. 

Measuring the Return on Investment 

The partners in the public workforce system measure their performance at different levels, one being 
after the participant exits the program.  WIOA Title I service providers examine whether a participant 
was employed after the second quarter and fourth quarter after exit.  It also measures the median 
earnings of the participants after exit.  By taking median earning of the number of individuals in the 
measure, a computation can be made relative to annual earnings over the cost of the training.  Taking 
this measure on an annual basis can establish a barometer of how the public workforce system is 
performing year to year. 
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Long-term Sustainability for New Projects 

A major area of consideration when applying for new project funds, whether public or private, is how 
will the project be sustained beyond the start-up period?  Funding is typically the main issue for 
sustainability.  An advantage to the Team is having access to a consortium of partners that can set aside 
and commit funds from their respective organizations to support the project beyond the start-up period.  
This places the SAWDB in a good position for the sustainability for future projects with its partners.

Phase V - Aligning Policies and Programs 
Key Element Components 

• Identify state and local policies necessary to implement career pathways systems.
• Identify and pursue needed reforms in state and local policy.
• Implement statutory and administrative procedures to facilitate cross-agency collaboration.

Strategies for Aligning Policies and Programs 

The SAWDB has and is now more geared to consider the effects of its policies with workforce partners.  
One example is the supportive service policy that helps those in training programs pay for 
transportation, childcare, and medical costs that are barriers to education or training. 

In February 2020, the Team will work with the administrative policy committee to examine the SAWDB’s 
and partners’ policies for policies changes that can improve the service delivery model and career 
pathways for customers.  The Team will examine how it can promote better program alignment among 
the partners in the workforce system and how it will measure the outcomes. 

High schools, community colleges, and other post-secondary schools are an important part of this 
examination for alignment.  This holistic view involves a cross-section of partner who are all involved 
and have an important role in the career pathways process. 

The Team will produce a report no later than February 29, 2020 with its recommendations. 

Phase VI - Measuring System Change and Reporting 
Key Element Components 

• Define desired system program, and participant outcomes.
• Identify the data needed to measure system, program, and participant outcomes.
• Implement a process to collect, store, track, share, and analyze data.
• Design and implement a plan for reporting system and program outcomes.

Measuring system change is an important part of examining how a program is improving its services.  In 
respect the career pathway system, the Team will identify the desired outcomes for participants and the 
overall system.  It will identify what type of data will be collected and analyzed to establish conclusions 
and how it will report this information to the partnering programs and SAWDB. 
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Measuring Change 

Quarterly Basis 

On a quarterly basis, the leadership team will submit a report called, Career Pathways Quarterly Brief 
that summarizes the career pathway activities and progress of the quarter.  The first report will be for 
the period of October through December and published on February 1, 2020.  Subsequent reports will 
be on: 

Period Publication Date 
January 1 – March 31, 2020 May 1, 2020 

April 1 – June 30, 2020  August 1, 2020 

July 1 – September 30, 2020 December 1, 2020 

Biannual Basis 

On a biannual basis, the leadership team will measure the overall system change of each industry by 
comparing baseline workforce data to current data.  The leadership team will, at a minimum, measure 
and report on changes on: 

1) Funding resources
2) Activities and services
3) Outputs
4) Outcomes
5) Impacts

In this process, the leadership team will involve its partners and employers who are willing to assist in 
measuring change.  The leadership team will at a minimum submit its report to the following bodies: 

1) Businesses/Employers
2) Workforce partners
3) Education (Higher Education and K-12)
4) Economic development
5) Local elected officials and local government managers
6) Cabinet Secretary of the NM Department of Workforce Solutions
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ETA Sector Strategies Technical Assistance Initiative 

Sector Strategies Organizational Self-Assessment SSSSSSSSSSSSSSSSSSeeeeeeeeeeeeeeeeecccccccccccccccccctttttttttttttttttooooooooooooooooorrrrrrrrrrrrrrrrrr SSSSSSSSSSSSSSSSSStttttttttttttttttrrrrrrrrrrrrrrrraaaaaaaaaaaaaaaaattttttttttttttttteeeeeeeeeeeeeeeeeeggggggggggggggggggiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeessssssssssssssssss OOOOOOOOOOOOOOOOOrrrrrrrrrrrrrrrrrggggggggggggggggggaaaaaaaaaaaaaaaaaannnnnnnnnnnnnnnnniiiiiiiiiiiiiiiiiizzzzzzzzzzzzzzzzzzaaaaaaaaaaaaaaaaaatttttttttttttttttiiiiiiiiiiiiiiiiioooooooooooooooooonnnnnnnnnnnnnnnnnnaaaaaaaaaaaaaaaaaallllllllllllllll SSSSSSSSSSSSSSSSSSeeeeeeeeeeeeeeeeeellllllllllllllllfffffffffffffffff-----------------AAAAAAAAAAAAAAAAAsssssssssssssssssssssssssssssssssssseeeeeeeeeeeeeeeeeessssssssssssssssssssssssssssssssssssmmmmmmmmmmmmmmmmmmeeeeeeeeeeeeeeeeennnnnnnnnnnnnnnnnntttttttttttttttttt 

Data-Informed 
Decision Making 

Is your organization/partnership using rigorous data to make decisions 
about target industries and education and training investments? 

1 | Understanding of the region’s
most important industry
sector(s) through use of
rigorous economic, industry,
and labor market data 
collection and analysis 

You use tools (e.g. location quotient analysis, traditional and real-time 
LMI), to regularly quantify your region’s most competitive and emerging 
industries. 

You have agreement across partners (e.g. economic development 
entities) about target industry sectors. 

You use LMI and target industry data that focuses on your actual 
regional economy (e.g. where labor and goods flow) rather than on only
a WIB’s service delivery area or a county border). 

You have a formal process for an ongoing review of data and for making 
adjustments to target industry sectors. 

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling

6  
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2 | Process in place to identify
specific skill needs, level of
demand, and area education 
and training program gaps 
within target industry
sector(s) 

You regularly use both traditional and real-time data sources as well as
focus groups and/or interviews with employers to identify growth
occupations within target sectors and specific skill and hiring needs.

You have a formal and continuous process involving education partners
to work with employers to review labor market demand, and
identify/validate workforce needs and specific KSAs of critical
occupations.

You have a formal process to identify gaps among existing regional
education, training worker support, business services, and the needs of
the target industry sector(s) employers.

You have a clear grasp of the employment disparities (e.g. based on race,
ethnicity, gender) and individual and systemic barriers to economic
security faced by job seekers/workers in your region

1 2 3 4 5 

Action Items: 

3 | Provision of data that is
understandable and shared
across partners to enable 
joint, collaborative decision-
making 

You have up-to-date materials (i.e. reports, industry briefs) that clearly
and compellingly identify regional target industry sectors and their
workforce needs.

You have the reputation, regionally, as a “go-to” source for target
industry data and workforce needs.

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling

7  
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Industry 
Engagement 

How broad and deep is the involvement of targeted industry sector(s) employers in 
designing and delivering programs and services? 

4 | Regional influence to bring
key industry leaders to the 
table and understand the 
needs of their businesses 

You have relationships with business organizations within the target 
industry sector(s). 

You’ve developed criteria (e.g. high job quality, career paths, a great 
reputation among workers and job seekers) to identify which 
employers to focus on involving and supporting through use of sector 
partnership resources. 

You have the ability to easily identify and convene a network of large 
and small employers (and key decision-makers from those employers) 
within the sector(s), or credible relationships with business 
organizations that will include you in their meetings and conversations. 

1 2 3 4 5 

Action Items: 

5 | Industry as a strategic
partner in designing and
executing services and
programs 

You have specific vehicles for soliciting ongoing workforce needs from
industry partners (not just during periodic meetings or surveys). 

You have industry partners that help define program strategy and goals, 
identify necessary skills, competencies, and resources to support 
education (e.g., equipment, instructors, internships), and, where 
appropriate, hire qualified students who complete programs. 

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling

8  
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6 | Capability to take on the
sector partnership
intermediary role if required 

When necessary, you can play the intermediary role, including guiding 
the partnership; managing its work; maintaining strong relationships
with employers; maintaining an up-to-date understanding of employer 
needs and opportunities; and guiding efforts to evaluate and make 
improvements to a sector partnership. 

You have credibility with the target industry sector(s) and 
entrepreneurial attitude to guide sector partnerships where employers 
want to take it. 

1 2 3 4 5 

Action Items: 

Sector-Based 
Service Delivery 

How effectively are you and your partners facilitating the development and delivery of 
workforce opportunities that are responsive to the needs of an entire targeted industry? 

7 | Capability to fill the
industry’s near-term 
workforce needs 

You’ve had success in working with education partners through a sector 
strategy to develop responsive curriculum/courses for target sectors to 
provide immediate access to customized training and certification
programs as needed. 

You’ve had success in providing systematic support to employer 
needs—across an entire industry—in business outreach, hiring services, 
retention programs, etc. 

Your organization (e.g. WIB, AJC) has the agility and flexibility to 
develop new programs rapidly in response to target industry workforce 
needs. 

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling
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ETA Sector Strategies Technical Assistance Initiative

8 | Capability to meet the
industry’s longer-term 
pipeline needs across a range 
of skill levels 

You have an up-to-date inventory of regional education and training
programs relevant to the targeted industry sector(s) in order to
determine assets and gaps.

You can facilitate area educational units (e.g. K-12, adult education,
community colleges, career & technology institutions, universities) to
work together in response to targeted industry sector(s) to address
identified regional long-term workforce needs at all educational levels.

You have experience and the ability to influence target sector(s)
employers to develop, incorporate, and/or expand industry-recognized
credentials.

1 2 3 4 5 

Action Items: 

9 | Ability to overcome barriers
for lower-wage workers in
order to facilitate
employment and career
advancement within the 
targeted sector(s) 

You’ve identified barriers to work that are individual and systemic in
nature (e.g. lack of work experience, substance abuse, transportation,
child care), created solutions, and brought about industry-wide changes
that support them as standard practices.

You’ve worked across an industry on career advancement solutions (e.g.
tuition assistance, enhanced credentialing structure, on-the-job
coaching) to encourage worker mobility.

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling
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ETA Sector Strategies Technical Assistance Initiative

10 | Experience with and
capability to develop 
effective, employer-validated
career pathways in support of 
the target sector(s) 

With partners, you have experience with mapping and designing
modularized curricula and career pathways across a range of skill needs
(entry-level to advanced) to serve target industries.

You’ve had success in designing education and training pathways that
enable students and adults to move seamlessly between academic and
career technical programs, to and from work, and to achieve advanced
credentials.

1 2 3 4 5 

Action Items: 

11 | Experience with and
capability to design and
implement, with employers,
work-based learning models 
in targeted sector(s) 

You have experience building and funding—on an industry level—
models such as:

On-the-job training

Cooperative education

Paid internships

Pre-apprenticeship or Registered Apprenticeship programs

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling
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ETA Sector Strategies Technical Assistance Initiative 

12 | Partnerships with the
right regional organizations 
to deliver comprehensive 
solutions in response to
target industry sector(s) 
needs—while minimizing the 
duplication of services 

You have dynamic alliances (including clearly defined roles) with the
following organizations in executing sector strategies: 

K-12, community colleges, adult education programs, private 
training providers, labor unions, and universities: To align 
curricula to career pathways and provide a bridge from
secondary, pre-GED, and post-secondary education to a career. 

Local industry associations, chambers of commerce, and 
economic development agencies: To identify target industry 
sectors, convene industry, and jointly address regional growth 
strategies. 

Community-based organizations: To reach populations that are 
currently underrepresented in the target sector(s) and allow 
CBO services to be effectively integrated into sector-based 
strategies. 

1 2 3 4 5 

Action Items: 

13 | Willingness and ability to
respond to non-workforce 
needs directly related to the 
industry’s economic 
development or growth
opportunities 

You are open and have the capacity to engage sector partners to address
non-workforce issues with employers (e.g. access to technology and 
innovations, streamlining suppliers or supply chains, transportation and 
logistics issues) depending on industry sector(s) needs. 

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling
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ETA Sector Strategies Technical Assistance Initiative 

Sustainability & Sustainability & 
Continuous Improvement 

Is your organization able to measure sector strategy outcomes and sustain sector work 
over time? 

14 | Ability to “build the buzz”
about the value of sector
partnerships as a means to 
continuously secure 
stakeholder buy-in 

You have marketing material developed to promote existing sector
partnerships.

You have close connections with area media to build awareness about
partnership goals and community support.

1 2 3 4 5 

Action Items: 

15 | Sector partnership
measures of success 
identified and tracked with 
continuous improvement 
processes built in 

You have a common agreed-upon dashboard of success indicators (i.e.
consensus around sector partnership “outcomes”), determined in part
by indicators needed to bring about systems changes.

Your measures reflect services to business.

You have a process in place for collecting and analyzing data, and using
metrics to make future adjustments.

Your board, executive committee, or program committee routinely
reviews sector partnership metrics.

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling
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ETA Sector Strategies Technical Assistance Initiative 

16 | Sustainable funding
source(s) to establish and 
expand sector partnerships 

You have an understanding of available funding sources (e.g. grants, 
foundation support, repurposed program funds, discretionary funds, 
industry support), and a commitment to identify emerging sources that 
could support sector initiatives. 

You develop strategies for sustainability and pursue them from the 
beginning of sector partnership operations. 

You have a willingness to be innovative in finding, braiding, and utilizing 
resources to support sector partnerships (including public, 
philanthropic, and private sector resources). 

You’ve had success in obtaining funding from multiple sources that pays 
for the intermediary roles, services, systems change strategies, and 
other costs of the sector initiative.  

The business community contributes resources to the partnerships. 

1 2 3 4 5 

Action Items: 

Organizational Capacity 
& Alignment 

Does your organization have the personnel, policies, vision, and resources in place to 
support sector strategy outcomes? 

17 | Organizational
commitment to bring 
partners to a shared vision 

You’ve had success in collectively developing, with your partners (e.g. 
economic development, higher education), a shared vision around 
target industry growth and economic security for workers. 

You have the capacity to serve in a sector partnership intermediary role 
when required (i.e. as the neutral and credible party/convener 
brokering relationships among sector partners).for the intermediary
roles, services, systems change strategies, and other costs of the sector 
initiative. 

The business community contributes resources to the partnerships. 

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling
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ETA Sector Strategies Technical Assistance Initiative 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling

18 | Organizational culture
that promotes a demand-
driven approach within a
sectors framework 

You have the leadership (executives, board) that understands the
importance of and prioritizes a focus on serving employers for the
purposes of aligning the workforce system to target sector needs.

Your organization has a strategic plan/vision that emphasizes the
organization’s role in driving regional economic security and industry
growth through sector partnerships.

1 2 3 4 5 

Action Items: 

19 | Organizational structure
(administrative policy,
committee structure) that
supports industry
engagement within a sectors 
framework 

You have staff member(s) with explicit roles to examine, across
businesses, broader industry workforce trends for the purpose of
executing sector strategies.

Your organization’s board/oversight group includes private sector
representatives that reflects the target industry mix.

You have an administrative structure that promotes and supports sector
strategies (e.g. organizational or committee structure oversees sector
initiatives).

You have administrative policies that support sector strategies (e.g.
sector partnership concepts are explicitly built into organization’s
policy goals; American Job Center has a policy to prioritize services for
target industry employers).

1 2 3 4 5 

Action Items: 

15  
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ETA Sector Strategies Technical Assistance Initiative 

20 | Staff have expertise about
current target industries and
have opportunities to hone
knowledge as targets change 

Your staff has ample opportunities to attend targeted industry-related 
professional development events for the purposes of staying fresh on 
technologies, growth trends, and workforce needs. 

Your staff understands the industry sector’s language, pain points, high-
leverage opportunities, and culture, and they respect the industry 
sector’s culture. 

All staff members, regardless of position, understand why a sector 
strategy approach makes sense, and their role within it. 

1 2 3 4 5 

Action Items: 

1 = Not at all | 2 = Making progress but a long way to go | 3 = Have some of this, sometimes | 4 = Yes, in place now | 5 = Not only in place but we are excelling
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ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

2.5a  EMPLOYER NEEDS GUIDE 
The Employer Needs Guide may help the employer engagement team gather preliminary 
information on the workforce needs of an individual employer or an industry sector. Use this 
guide during an industry focus group or one-on-one with an individual employer. This guide 
has been adapted from the work of CORD. 

Industry Needs 
This assessment divides workers into three broad levels: entry-level, skilled workers (technical 
workers), and supervisory. These categories may or may not work for all industries. Modify the 
instrument as needed. 

Entry-level Positions 

1. Name the top three critical entry-level positions for your industry (critical to your
ability to grow and stay competitive), their corresponding skills/competencies, and
credentials needed:

Position Skills/Competencies Credentials Needed

2. Why did you identify these positions as your most critical needs in the entry-level arena?
Check all boxes that apply, and, where applicable, provide the additional data needed.

Hardest to fill with the right skills/competencies.  

What skills/competencies are hardest to find?  

Large number of positions needed.  

Number projected needed by quarter?  

Highest turnover rate.  

What is the turnover rate?  

47  

123



ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

What factors contribute to the turnover? 

Working conditions Training 

Shift work Adequate supervision

Competitive salary 

Other: 

adequate on-the-job training before the employee is productive. 

How many weeks/months? 

The entry-level positions require a great deal of company staff time to provide 

3. I anticipate a number of entry-level positions will become vacant due to retirements in the
next five years.

 yes no somewhat  

What percentage of the workforce?  

Technical-level (skilled) Positions 

1. Name the top three critical technical/skilled-level positions for your industry (critical to
your ability to grow and stay competitive), their corresponding skills/competencies and
credentials needed:

Position Skills/Competencies Credentials Needed
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ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

2. Why did you identify these positions as your most critical needs in the technical/
skilled-level arena? Check all boxes that apply, and, where applicable, provide the
additional data needed.

Hardest to fill with the right skills/competencies. 

What skills/competencies are hardest to find? 

Large number of positions needed. 

Number projected needed by quarter? 

Highest turnover rate. 

What is the turnover rate? 

What factors contribute to the turnover? 

Working conditions Training 

Shift work Adequate supervision 

Competitive salary 

Other: 

The technical-level/skilled positions require a great deal of company staff time to 

provide adequate on-the-job training before the employee is productive. 

How many weeks/months? 

3. I anticipate a number of technical-level/skilled positions will become vacant due to
retirements in the next five years.

 yes no somewhat  

What percentage of the workforce?  
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ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

Supervisory Positions 

1. Name the top three critical supervisory-level positions for your industry (critical for your
ability to grow and stay competitive), their corresponding skills/competencies and the
natural progression and credentials needed:

Position Skills/Competencies Career Ladder to Obtain 
this Position (Natural 
Progression to this Position) 
and Credentials Needed: 

2. Why did you identify these positions as your most critical needs in the supervisory-level
arena? Check all boxes that apply, and, where applicable, provide the additional
data needed.

Hardest to fill with the right skills/competencies. 

Skills/competencies hardest to find? 

Large number of them. 

# projected needed by quarter? 

Highest turnover rate. 

What is the turnover rate? 

What factors contribute to the turnover? 

Working conditions Training 

Shift work Adequate supervision 

Competitive salary 

Other: 
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ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

The supervisory-level positions require a great deal of company staff time to provide 

adequate on-the-job training before the employee is productive. 

How many weeks/months? 

3. I anticipate a number of supervisor-level positions will become vacant due to retirements in
the next five years.

 yes no somewhat  

What percentage of the workforce?  

Future Needs 

1. What positions in your industry are disappearing?

2. What are you doing to retrain these employees?

3. Are you planning major layoffs in upcoming quarters?

 yes no  

If so, what positions?  

127



ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

4. What new positions will you need in your industry in the future?

Future Position Skills/Competencies 

a. Have you done a job analysis to determine the essential skills/competencies for
the positions?

 yes no 

If so, what were the results of the job anaylsis? 

b. If you have not done a job analysis for the future positions, how do you plan to identify
the new skills/competencies required?

5. What challenges have you encountered in helping workers keep pace with
industry advances?

6. Is your company willing to allow release time for incumbent workers or new employees to
participate in training on the company clock?

 yes no 
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ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

7. What policies do you have in place to support a diverse workforce?

a. Do you offer telecommuting?

 yes  no 

b. Do you offer training incorporating new technologies in the workplace?

 yes  no 

c. Do you have an employee mentorship program?

 yes  no 

d. Do you provide special accommodations to employees with a disability if needed?

 yes no 

e. Do you provide tuition reimbursement?

 yes  no 

Training/Upward Mobility 

1. What are the potential growth opportunities for employees to advance within your
company or industry?

2. Have you mapped out the natural career advancement avenues for entry-level workers?

 yes no 

3. What positions have the greatest opportunity for upward mobility?
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ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

4. What type of in-house company or industry-supported training do you use to train entry-
level workers?

5. What type of in-house company or industry-supported training do you use to train
technical/skilled-level workers?

6. Do you have a labor union in which employees participate?

 yes no 

7. Does the labor union offer training for your employees?

 yes no 

8. List the local training institutions that have provided or are providing training in areas
where skill gaps are most plentiful?

Institution Training Provided
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ELEMENT TWO
IDENTIFY INDUSTRY SECTORS AND ENGAGE EMPLOYERS

9. Have local training institutions been able to fulfill your needs for qualified workers?

 yes no 

a. If no, how could they improve?

10. How do you recruit qualified job applicants?

Electronic job boards 

Newspaper ads 

American Job Centers 

Employee referrals 

Other: 

Word-of-mouth 

Training institutions 

Private nonprofit organizations 

Union hiring hall 

Other: 

Other: 

Other: 

Other: 

What method is most effective? 
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board Meeting November 7, 2019 

Agenda Item 
Resolution 19 – 21 approves the PY19 Southwestern Area Workforce Development Board Budget 
Amendment #1 

SUMMARY OF AGENDA ITEM 

• Presented for your consideration is the budget amendment that recognizes the final prior year
balances in the amount of $2,548,291.00.

• This budget is for the period of July 1, 2019 through September 30, 2020 in the amount of
$8,004,141.00.  It is a balanced budget with zero Unobligated Balances.

• The budget contains four funding streams:  The Adult program; Dislocated Worker program;
Youth program; and the Administrative funds.

• Please view the three attachments to this item.

• Current Budget

• Proposed Budget Amendment No. 1

• Differences Between the Current Budget and the Proposed Budget Amendment (this
attachment shows the additional program allocations)

RECOMMENDATION  
A motion to approve Resolution 19 – 21. 

BOARD'S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Budget
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Program Revenue Total Administration Adult Dislocated Worker Youth Percent of Total

Administration 545,585$                545,585$  7%

Adult 1,186,024$            1,186,024$            15%

Dislocated Worker 2,003,131$            2,003,131$              26%

Youth 1,721,110$            1,721,110$            22%

Sub-total 5,455,850$            545,585$  1,186,024$            2,003,131$              1,721,110$            70%

Projected Prior Year(s) Carry-in 2,299,135$            366,725$  893,752$                524,556$                 514,102$                30%

*Transfer from Dislocated Worker to Adult -$  0%

Total 7,754,985$            912,310.00$              2,079,776.14$       2,527,687.00$        2,235,212.08$       100%

12% 27% 33% 29%

Program Allocations Total Administration Adult Dislocated Worker Youth Percent of Total

Adult & Dislocated Worker Provider 3,462,000$            -$  1,515,000$  1,947,000$              45%

Youth Service Provider 1,882,000$            1,882,000$            24%

Youth Service Providers (Alamo Navajo) 145,000$                145,000$                2%

Administrative Entity 488,000$                110,000$  180,695$                75,000$  122,305$                6%

One Stop Operator 270,000$                -$  135,000$                85,000$  50,000$  3%

Fiscal Agent 175,000$                175,000$  2%

Board & CEO 513,000$                513,000$  7%

Reserves (July 1, 2019 - June 30, 2020) 37,129$  5,193.00$  11,876.00$            20,060.00$              0.48%

Reserves (July 1, 2020 - Sept. 30, 2020) 782,856.22$          109,117.00$               237,205.14$          400,627.00$            35,907.08$            10.09%

Total 7,754,985.22$       912,310.00$               2,079,776.14$       2,527,687.00$         2,235,212.08$       100%

Unobligated Balance -$  -$  -$  -$  -$  

Southwestern Area Workforce Development Board
Workforce Innovation and Opportunity Act

Program Year 2019 / Fiscal Year 2020 Budget 
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Program Revenue Total Administration Adult Dislocated Worker Youth Percent of Total

Administration 545,585$  545,585$  7%

Adult 1,186,024$               1,186,024$  15%

Dislocated Worker 2,003,131$               2,003,131$  25%

Youth 1,721,110$               1,721,110$               22%

Sub-total 5,455,850$               545,585$  1,186,024$  2,003,131$                  1,721,110$               68%

Prior Year Balances 2,548,291$               378,038$  1,008,968$  567,059$  594,226$  32%

Transfer from Dislocated Worker to Adult -$  1,150,000$  (1,150,000)$                0%

Total 8,004,141$               923,623$  3,344,992$  1,420,190$                  2,315,336$               100%

12% 42% 18% 29%

7,080,518$         47.24% 20.06% 32.70%

Program Allocations Total Administration Adult Dislocated Worker Youth Percent of Total

Adult & Dislocated Worker Provider 3,567,000$               -$  2,750,642$  816,358$  45%

Youth Service Provider 1,962,000$               1,962,000$               25%

Youth Service Providers (Alamo Navajo) 145,000$  145,000$  2%

Administrative Entity 488,000$  110,000$  180,695$  75,000$  122,305$  6%

One Stop Operator 270,000$  135,000$  85,000$  50,000$  3%

Fiscal Agent 175,000$  175,000$  2%

Board & CEO 513,000$  513,000$  6%

Reserves (July 1, 2018 - June 30, 2019) 101,285$  16,506$  41,450$  43,205$  124$  1.27%

Reserves (July 1, 2019 - Sept. 30, 2019) 782,856$  109,117$  237,205$  400,627$  35,907$  9.78%

Total 8,004,141$               923,623$  3,344,992$  1,420,190$  2,315,336$               100%

Unobligated Balance -$  -$  -$  -$  -$  

Southwestern Area Workforce Development Board
Workforce Innovation and Opportunity Act

Program Year 2019 / Fiscal Year 2020 Budget 
Proposed Budget Amendment No. 1
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Program Revenue Total Administration Adult
Dislocated 

Worker Youth

Administration -$  -$  

Adult -$  -$  

Dislocated Worker -$  -$  

Youth -$  -$  

Sub-total -$  -$  -$  -$  -$  

Prior Year Balances 249,156$              11,313$  115,216$              42,503$                 80,124$                 

Transfer from Dislocated Worker to Adult -$  -$  1,150,000$           (1,150,000)$          -$  

Total 249,156$              11,313$  1,265,216$           (1,107,497)$          80,124$                 

5% 508% -444% 32%

237,843$            531.95% -465.64% 33.69%

Program Allocations Total Administration Adult
Dislocated 

Worker Youth

Adult & Dislocated Worker Provider 105,000$              -$  1,235,642$           (1,130,642)$          -$  

Youth Service Provider 80,000$                 -$  -$  -$  80,000$                 

Youth Service Providers (Alamo Navajo) -$  -$  -$  -$  -$  

Administrative Entity -$  -$  -$  -$  -$  

One Stop Operator -$  -$  -$  -$  -$  

Fiscal Agent -$  -$  -$  -$  -$  

Board & CEO -$  -$  -$  -$  -$  

Reserves (July 1, 2018 - June 30, 2019) 64,156$                 11,313$  29,574$                 23,145$                 124$  

Reserves (July 1, 2019 - Sept. 30, 2019) -$  -$  -$  -$  -$  

Total 249,156$              11,313$  1,265,216$           (1,107,497)$          80,124$                 

Unobligated Balance -$  0$  -$  -$  -$  

Southwestern Area Workforce Development Board
Workforce Innovation and Opportunity Act

Program Year 2018 / Fiscal Year 2019 Budget
Differences Between Current and Proposed Budget
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board Meeting November 7, 2019 

Agenda Item 
Resolution 19 – 22 approves an amendment to Contract No. PY19-WIOA-01 between Youth 
Development, Inc. and the Southwestern Area Workforce Development Board for WIOA Youth 
services, and authorizes the Board Chair or Vice Chair to sign the contract amendment 

SUMMARY OF AGENDA ITEM 

• This agenda item is currently in process, as YDI has requested an additional $80,000. The
contract amendment will be emailed to the board on Monday, November 4, 2019.

RECOMMENDATION  
A motion to approve Resolution 19 – 22. 

BOARD'S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Contract amendment in process – to be provided on November 4, 2019
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WIOA SERVICES CONTRACT PERIOD

CONTRACT                           
COVER SHEET

July 1, 2019 through June 30, 2020

Phone: 505-831-6308
Fax: 505-352-3400
Email: dgallegos@ydi.org

ADMINISTRATION ADULT DISLOCATED WORKER YOUTH TOTAL

$0.00 $0.00 $1,882,000.00 $1,882,000.00

ADMINISTRATION ADULT DISLOCATED WORKER YOUTH TOTAL

$0.00 $0.00 $0.00 $80,000.00 $80,000.00

ADMINISTRATION ADULT DISLOCATED WORKER YOUTH TOTAL

$0.00 $0.00 $0.00 $1,962,000.00 $1,962,000.00

1. CONTRACT/AMENDMENT NO.

PY19-WIOA-01 / Amendment No. 2

AMOUNT OF MODIFICATION

AMOUNT OF TOTAL CONTRACT

This Amendment consists of this WIOA Contract Cover Sheet; Scope of Work; and Budget.

Albuquerque, NM 87105

4. FUNDING TYPE(S) (Check those that apply) TITLE I 5. TYPE OF CONTRACT ACTION 

  CITY, STATE & ZIP TELEPHONE/FAX/EMAIL

AMOUNT OF CONTRACT

Youth Development, Inc. Diego Gallegos, Ed.d.
   ADDRESS   TITLE OF POINT OF CONTACT

6301 Central Ave, NW Chief Operating Officer

This Contract Amendment is made and entered into by the Southwestern Area Workforce Development Board, 
hereinafter referred to as the LWDB, and Youth Development, Inc., hereinafter referred to as the Sub-Grantee. The 
Sub-Grantee agrees to provide WIOA Youth Services in the geographic area within the State of New Mexico, as 
stated in the scope of work, pursuant to the provisions of the Workforce Innovation and Opportunity Act (WIOA), and 
in accordance with the provisions of this Agreement.  

2. NAME OF PROVIDER 3. NAME OF PROVIDERS POINT OF CONTACT

Adult

Dislocated Worker

Youth

Administration

New

Modification

Other
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SECOND AMENDMENT 
TO THE 

SUB RECIPIENT AGREEMENT No. PY19-WIOA-01 
BETWEEN 

SOUTHWESTERN WORKFORCE DEVELOPMENT BOARD 
AND  

YOUTH DEVELOPMENT, INC. 

This Contract Amendment to the Grant Agreement ("Agreement") is between the Southwestern 
Workforce Development Board (LWDB), and Youth Development, Inc. (SUBRECIPIENT) 
under the Workforce Innovation and Opportunity Act (WIOA) Youth Program. 

WHEREAS, LWDB and SUBRECIPIENT are parties to the Agreement effective as of July 1, 
2019; and 

WHEREAS, the LWDB has reviewed the SUBRICIPIENT’S scope of work and budget 
adjustment; and 

WHEREAS, the Agreement contains provisions to allowing the modification of the Agreement 
when agreeable to both parties; and 

NOW THEREFORE, in consideration of the forgoing premises, the LWDB and 
SUBRECIPIENT agree to the following on the effective date of this Contract Amendment, 
which is on the most recent date of signature of the LWDB and SUBRECIPIENT; 

1. Scope of Work

(a) Attachment A – The scope of work is modified to reflect changes to sections in
the original contract agreement’s scope of work.

2. Budget Amount

(a) Attachment B – Budget is removed from the contract agreement and replaced
with Attachment B-1 Amended Budget.

Attachment B-1 reflects:
i. a budget increase in the amount of $80,000.00 in Youth funds for a total

contract amount of $1,962,000.00.
ii. increases in participant services

iii. staff and other operational costs as reflected in the budget to support
servicing the additional participants.
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3. Modification
(a) Except as modified by this Amendment, the terms and conditions of the

Agreement, remain in full force and effect.

LWDB SUBRECIPIENT 
SOUTHWESTERN AREA YOUTH DEVELOPMENT, INC. 
WORKFORCE DEVELOPMENT BOARD 

By: ____________________________ By:________________________ 

________________________________ ___________________________ 
Name Name 

________________________________ ___________________________ 
Title Title 

________________________________ ___________________________ 
Date Date 
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ATTACHMENT A -1   SCOPE OF WORK 
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1 

Youth Development, Inc. (YDI)  
WIOA Youth Services - Southwestern Area 
MOD2 – Scope of Work – PY 19 

Modifications to the Scope of Work (SOW) include: 

Operational: 

• Decreased percent of work hours for Vice-President (-$9,832.16)

The percent of work hours for the Vice-President, Concha Cordova, was decreased from 30% to 
19%. More of the VP’s original duties have been transitioned to the Program Managers. VP will 
continue to have overall oversight of the program, continue to support and train Program 
Managers, and actively engage in partnership development for the Region. 

• Eliminated the Associate Director Position (-$16,640.68)

With the resignation of Arnold Ontiveros, the Associate Director position was eliminated from 
the agency. These duties have been taken on by Vice-President. 

• Decreased total work hours for (1) Career Advisor position (-$2,140.65)

Due to late hire, total work hours for Career Advisor position in Lordsburg was deceased from 
2080 hours to 1943.4 hours. 

• Addition of 1 FTE position (+$26,035.20)

One (1) FTE position was added: Business Practitioner 

1 FT Business Practitioner: The Business Practitioner will be responsible for overall business 
development and engagement to secure worksites for the work experience component and 
promote youth employment opportunities. The Business Practitioner will also assist with and 
participate in Job Fairs to ensure youth opportunities and engage Career Advisors and youth 
participants. Work of the Business Practitioner will prioritize sector strategies and demand 
occupations to create career pathway opportunities for youth participants. The Business 
Practitioner will be supervised by the Program Managers and be located in Las Cruces for full 
support of Dona Ana, Sunland Park and Deming, and offer assistance to the remaining five 
counties. 

The program will staff 12 Full-time equivalent positions: (2) Program Managers, (8) Career 
Advisors, (1) Business Practitioner, and (1) Quality Assurance Practitioner, in addition to the (1) 
split management position mentioned above.  

• Increases in operating line items to cover unanticipated costs (+$45,828.41)
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2 

 In-State Travel – increase of $4,247.41 to cover unanticipated travel costs and hotel and per diem
costs for staff trainings in Albuquerque and T or C.

 Consumables – increase of $11,681 to cover unanticipated costs of furniture for Sunland and
Loretto offices and all cost allocations for both sites related to set-up

 Staff onboarding costs – increase of $1,000 for CPR and backgrounds for staff (staff turnover)
 Property – increase of $10,900 to cover unanticipated equipment costs for all staff. Equipment

included desktops, monitors and keyboards.
 Facility Rental – increase of $18,000 to cover unanticipated costs for Sunland Park, Loretto and

Lordsburg leases.

• Increase in YDI Indirect Cost Rate (+$3,877)

YDI’s Indirect Cost Rate increases by $3,877 with a higher operating budget 

Program: 

• Increased number of participants receiving work experience (+$21,286)

The total number of participants allocated to receive paid work experience increased by 9 from 
274 to 283. 

Below is the modified breakdown of enrollments and work experience slots per county: 

COUNTY 
IN 

SCHOOL  
ENROLLMENTS 

OUT OF 
SCHOOL 

ENROLLMENTS 

TOTAL 
YEAR 

ENROLLMENTS 

IN SCHOOL 
WORK 

PLACEMENTS 

OUT OF SCHOOL 
WORK 

PLACEMENTS 

TOTAL YEAR 
WORK 

PLACEMENTS 
Catron 5 10 17 5 10 15 
Dona Ana 30 90 120 24 85 109 
Grant 11 32 45 11 32 43 
Hidalgo 5 14 15 5 14 19 
Luna 10 29 39 8 28 36 
Sierra 8 22 30 6 21 27 
Socorro 9 25 36 9 25 34 
TOTAL 78 222 300 68 215 283 

NOTE: WIOA services will be provided to 300 youth in PY 19, however, WIOA work 
experience funds will only be utilized for 283 participants. The remaining 17 participants will 
receive core WIOA services and/or leveraged funding to move straight into employment.  

• Work experience wages for carry-in participants from PY18 (+$11,512.79)

Increase of $11,512.79 to cover unanticipated wages to continue work experience in the first 
quarter for carry-in participants from PY18. 

TOTAL BUDGET: $1,962,000 

TOTAL OPERATING: $917,822.40 

TOTAL PROGRAM: $1,044,177.60 

IN-SCHOOL = 19% 
OUT-OF-SCHOOL = 81% 
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Sub-grant Number
PY19 - WIOA - 01

In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
Staff Salaries Wage x % of Program x Project Hours

Vice-President - Concha Cordova $53.50 x 19% x 2080 hours 6,814.57$           24,160.79$         30,975.36$         (2,163.08)$          (7,669.08)$          (9,832.16)$          4,651.49$           16,491.71$         21,143.20$     
Associate Director - Arnold Ontiveros $28.76 x 40% x 2080 hours  $           5,264.23  $         18,664.09 23,928.32$         (3,660.95)$          (12,979.73)$        (16,640.68)$        1,603.28$           5,684.36$           7,287.64$       
Business Practitioner $18.08 x 100% x 1440 hours  $ -    $ -   -$  5,727.74$           20,307.46$         26,035.20$         5,727.74$           20,307.46$         26,035.20$     
Program Manager $22.95 x 100% x 2080 hours  $         10,501.92  $         37,234.08 47,736.00$         -$  10,501.92$         37,234.08$         47,736.00$     
Program Manager $22.95 x 100% x 2080 hours  $         10,501.92  $         37,234.08 47,736.00$         -$  10,501.92$         37,234.08$         47,736.00$     
Career Advisor $15.67 x 100% x 2080 hours  $           7,170.59  $         25,423.01 32,593.60$         -$  7,170.59$           25,423.01$         32,593.60$     
Career Advisor $15.67 x 100% x 2080 hours  $           7,170.59  $         25,423.01 32,593.60$         -$  7,170.59$           25,423.01$         32,593.60$     
Career Advisor $15.67 x 100% x 2080 hours  $           7,170.59  $         25,423.01 32,593.60$         -$  7,170.59$           25,423.01$         32,593.60$     
Career Advisor $15.67 x 100% x 2080 hours  $           7,170.59  $         25,423.01 32,593.60$         -$  7,170.59$           25,423.01$         32,593.60$     
Career Advisor $15.67 x 100% x 2080 hours  $           7,170.59  $         25,423.01 32,593.60$         -$  7,170.59$           25,423.01$         32,593.60$     
Career Advisor $15.67 x 100% x 2080 hours  $           7,170.59  $         25,423.01 32,593.60$         -$  7,170.59$           25,423.01$         32,593.60$     
Career Advisor $15.67 x 100% x 2080 hours  $           7,170.59  $         25,423.01 32,593.60$         -$  7,170.59$           25,423.01$         32,593.60$     
Career Advisor $15.67 x 100% x 1943.4 hours  $           7,170.59  $         25,423.01 32,593.60$         (470.91)$             (1,669.74)$          (2,140.65)$          6,699.68$           23,753.27$         30,452.95$     
Quality Assurance Practitioner $18.08 x 100% x 2080 hours  $           8,273.40  $         29,333.00 37,606.40$         -$  8,273.40$           29,333.00$         37,606.40$     

98,720.76$         350,010.12$       448,730.88$       (567.20)$             (2,011.09)$          (2,578.29)$          98,153.56$         347,999.03$       446,152.59$       

Fringe Benefits Percentage or Cost In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
FICA/Medicare 7.693% x $446,152.59  $           7,550.82  $         26,771.10  $         34,321.92 0.13$                  0.47$                  0.60$                  7,550.95$           26,771.57$         34,322.52$         
FUTA  $ -   -$  -$  -$  -$  
SUTA 5.641% x $446,152.59  $           5,537.27  $         19,632.14  $         25,169.41 (0.43)$                 (1.51)$                 (1.94)$                 5,536.84$           19,630.63$         25,167.47$         
Workmans Comp. Ins. 5.028% x $446,152.59  $           4,935.18  $         17,497.45  $         22,432.63 (0.02)$                 (0.06)$                 (0.08)$                 4,935.16$           17,497.39$         22,432.55$         
Workmans Comp. Fee  $ -   -$  -$  -$  -$  
Health Care Ins. 18.712% x $446,152.59  $         18,349.70  $         65,058.03  $         83,407.73 16.79$                59.55$                76.34$                18,366.49$         65,117.58$         83,484.07$         
Retirement 5.540% x $446,152.59  $           5,437.96  $         19,280.06  $         24,718.02 (0.26)$                 (0.91)$                 (1.17)$                 5,437.70$           19,279.15$         24,716.85$         

 $         41,810.93  $       148,238.78  $       190,049.71 16.21$                57.54$                73.75$                41,827.14$         148,296.32$       190,123.46$       

Travel Description In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
In-State Travel

Mileage reimbursement for local travel; hotel & 
per diem costs for out-of-city training

Average 200 miles per month x $0.405/mile per 
employee  $           7,233.60  $         25,646.40  $         32,880.00 934.43$              3,312.98$           4,247.41$           

8,168.03$           28,959.38$         37,127.41$         
Out-of-State Travel

 $ -   -$  -$  -$  -$  
 $           7,233.60  $         25,646.40  $         32,880.00 934.43$              3,312.98$           4,247.41$           8,168.03$           28,959.38$         37,127.41$         

Materials & Supplies Description In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
Consumables files, paper, pens, furniture for offices, etc.  $              990.00  $           3,510.00  $           4,500.00 2,569.82$           9,111.18$           11,681.00$         3,559.82$           12,621.18$         16,181.00$         

Cellular phones $50/month average x 11 lines + usage+ cell 
phone purchase  $           2,662.00  $           9,438.00  $         12,100.00 -$  2,662.00$           9,438.00$           12,100.00$         

Staff onboarding costs CPR training + backgrounds for 12 new staff  $              330.00  $           1,170.00  $           1,500.00 220.00$              780.00$              1,000.00$           550.00$              1,950.00$           2,500.00$           
 $ -   -$  -$  -$  -$  

 $           3,982.00  $         14,118.00  $         18,100.00 2,789.82$           9,891.18$           12,681.00$         6,771.82$           24,009.18$         30,781.00$         

Property Description In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
Laptops & peripherals 3 @ $1165 for remote staff  $              770.00  $           2,730.00  $           3,500.00 -$  -$  -$  770.00$              2,730.00$           3,500.00$           
Desktops & Monitors for all staff  $ -   2,398.00$           8,502.00$           10,900.00$         2,398.00$           8,502.00$           10,900.00$         

 $              770.00  $           2,730.00  $           3,500.00 2,398.00$           8,502.00$           10,900.00$         3,168.00$           11,232.00$         14,400.00$         Total Property

Total Staff Salaries

Total Fringe Benefits

Total Travel

Total Materials & Supplies 

MOD 2 - November 2019

Budget Category

Budget
Current Budget Budget Adjustment *Revised Budget

July 1, 2019 - June 30, 2020 Youth Development, Inc. (YDI)

WORKFORCE INNOVATION AND OPPORTUNITY ACT
Budget Worksheet - Youth Services
Attachment B-1 Amended Budget

Contract Period Name of Provider
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Facility Rental Description In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
Rent costs for 7 NMWC Offices + 2 possible 
satellite sites includes utilities, phones, and copier fees  $           8,800.00  $         31,200.00  $         40,000.00 3,960.00$           14,040.00$         18,000.00$         12,760.00$         45,240.00$         58,000.00$         

-$  -$  -$  
 $           8,800.00  $         31,200.00  $         40,000.00 3,960.00$           14,040.00$         18,000.00$         12,760.00$         45,240.00$         58,000.00$         

Miscellaneous Description In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
Staff Training classes/workshops $375 x 12 employees  $              990.00  $           3,510.00  $           4,500.00 -$  -$  -$  990.00$              3,510.00$           4,500.00$           
Commercial Insurance Building rental coverage, vehicle and liability  $              844.93  $           2,995.68  $           3,840.61 -$  -$  -$  844.93$              2,995.68$           3,840.61$           
Other occupancy costs interior cleaning, pest control services  $              220.00  $              780.00  $           1,000.00 -$  -$  -$  220.00$              780.00$              1,000.00$           

 $ -   -$  -$  -$  
 $           2,054.93  $           7,285.68  $           9,340.61 -$  -$  -$  2,054.93$           7,285.68$           9,340.61$           

Professional Services Description In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total

Contractual Services CES/Systems MD (IT Provider), Shred-It, Quest 
Diagnostics (drug testing), fingerprinting services  $              550.00  $           1,950.00  $           2,500.00 -$  -$  -$  550.00$              1,950.00$           2,500.00$           

Advertising Staff or participant recruitment @ $300/mth x 6 
months  $              880.00  $           3,120.00  $           4,000.00 -$  -$  -$  880.00$              3,120.00$           4,000.00$           

 $           1,430.00  $           5,070.00  $           6,500.00 -$  -$  -$  1,430.00$           5,070.00$           6,500.00$           

Total Facility Rental

Total Miscellaneous

Total Professional Services
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Profit Incentives Descriptions In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
Profit Incentives  $         11,000.00  $         39,000.00  $         50,000.00 -$  -$  -$  11,000.00$         39,000.00$         50,000.00$         

 $         11,000.00  $         39,000.00  $         50,000.00 -$  -$  -$  11,000.00$         39,000.00$         50,000.00$         

Indirect Costs Descriptions In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
Indirect Costs 8.95% of operating costs of $842,425.07  $         15,734.40  $         55,785.60  $         71,520.00 852.94$              3,024.06$           3,877.00$           16,587.34$         58,809.66$         75,397.00$         

 $         15,734.40  $         55,785.60  $         71,520.00 852.94$              3,024.06$           3,877.00$           16,587.34$         58,809.66$         75,397.00$         

Participant Training Costs Descriptions In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
In School Work Experience 44 participants x $9.00/hr x 200 hours  $         66,600.00  $         66,600.00 12,600.00$         12,600.00$         79,200.00$         -$  79,200.00$         

FICA, WC, Unemployment  $         12,161.16  $         12,161.16 2,299.96$           2,299.96$           14,461.12$         -$  14,461.12$         
Out of School Work Experience 130 participants x $9.00/hr x 300 hours  $       345,600.00  $       345,600.00 5,400.00$           5,400.00$           -$  351,000.00$       351,000.00$       

FICA, WC, Unemployment  $         63,106.56  $         63,106.56 986.04$              986.04$              -$  64,092.60$         64,092.60$         
In School Work Experience (Dona Ana) 24 participants x $10.10/hr x 200 hours  $         48,480.00  $         48,480.00 48,480.00$         -$  48,480.00$         

FICA, WC, Unemployment  $           8,852.45  $           8,852.45 8,852.45$           -$  8,852.45$           

Out of School Work Experience (Dona Ana) 85 participants x $10.10/hr x 300 hours  $       257,550.00  $       257,550.00 -$  257,550.00$       257,550.00$       

FICA, WC, Unemployment  $         47,028.64  $         47,028.64 -$  47,028.64$         47,028.64$         
-$  -$  -$  

Supportive Services $300 PP x estimated 270 particpants in need  $         12,150.00  $         68,850.00  $         81,000.00 12,150.00$         68,850.00$         81,000.00$         
Participant Incentives $300 PP x estimated 270 particpants qualify  $         12,150.00  $         68,850.00  $         81,000.00 12,150.00$         68,850.00$         81,000.00$         

Carry-in Work Experience Completion of work experience hours for 2,579.10$           8,933.69$           11,512.79$         2,579.10$           8,933.69$           11,512.79$         
carry-in participants from PY18

 $ -   
 $       160,393.61  $       850,985.20  $    1,011,378.81 17,479.06$         15,319.73$         32,798.79$         177,872.67$       866,304.93$       1,044,177.60$    

351,930$        1,530,070$     1,882,000$     27,863$          52,136$          80,000$          379,793$        1,582,206$     1,962,000$     

In-School Out-of-School Total In-School Out-of-School Total In-School Out-of-School Total
61 213 274 7 2 9 68 215 283 
5,769.35$           7,183.43$           6,868.61$           3,980.47$           26,068.20$         8,888.85$           5,585.20$           7,359.10$           6,932.86$           
3,139.94$           3,188.19$           3,177.45$           1,483.46$           18,408.34$         5,244.54$           2,969.42$           3,329.77$           3,243.19$           
2,629.40$           3,995.24$           3,691.16$           2,497.01$           7,659.87$           3,644.31$           2,615.77$           4,029.33$           3,689.67$           

19.36% 80.64% 100.00%
* There are 300 individuals to be served; (283 will receive services that are budgeted under the participant training cost and the remaining 17 participants will be provided other program elements through their career advisors
or other partnering programs or through the leveraging of other non-WIOA resources.

Percentage of In-School Budget (Can not exceed 25% of Total Budget)

TOTAL BUDGET EXPENSE

Current Budget Budget Adjustment *Revised Budget
AVERAGE PARTICIPANT COSTS
Number of Participants
Average Cost per Participant (Operating + Participant Training)
Average Cost per Participant (Operating Costs Only)
Average Cost per Participant (Participant Training Costs Only)

 Total Participant Services 

Total Profit Incentives

Total Indirect Cost Rate
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OFFEROR'S NAME: MOD2 - November 2019

STAFFING PLAN ANNUAL WAGES / SALARY EXPENSE 

Title of Position
Work Site 
Location

Does this 
Position have 
Direct Contact 

with 
Customers? Hourly Rate

Total Work 
Hours During 

Term of 
Contract                                  

(All Programs) WIOA Youth
Non - WIOA 
Programs Total WIOA Youth

Example: Supervisor Las Cruces Yes 18.00$         800 80% 20% 100% 11,520.00$  
Vice-President - Concha Cordova Albuquerque No 53.50$         2,080 19% 81% 100% 21,143.20$  
Associate Director - Arnold Ontiveros Albuquerque No 28.76$         634 40% 60% 100% 7,287.78$  
Program Manager Las Cruces Yes 22.95$         2,080 100% 0% 100% 47,736.00$  
Program Manager Las Cruces Yes 22.95$         2,080 100% 0% 100% 47,736.00$  
Career Advisor Las Cruces Yes 15.67$         2,080 100% 0% 100% 32,593.60$  
Career Advisor Las Cruces Yes 15.67$         2,080 100% 0% 100% 32,593.60$  
Career Advisor Sunland Park Yes 15.67$         2,080 100% 0% 100% 32,593.60$  
Career Advisor Lordsburg Yes 15.67$         1,943 100% 0% 100% 30,453.08$  
Career Advisor Deming Yes 15.67$         2,080 100% 0% 100% 32,593.60$  
Career Advisor Silver City Yes 15.67$         2,080 100% 0% 100% 32,593.60$  
Career Advisor Socorro Yes 15.67$         2,080 100% 0% 100% 32,593.60$  
Career Advisor Truth or Consequences Yes 15.67$         2,080 100% 0% 100% 32,593.60$  
Quality Assurance Practitioner Las Cruces No 18.08$         2,080 100% 0% 100% 37,606.40$  
Business Practitioner Las Cruces Yes 18.08$         1,440 100% 0% 100% 26,035.20$  

0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  
0% -$  

446,152.86$  

Youth Development, Inc.

PERCENT OF WORK HOURS

TOTAL
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AGENDA ITEM SUMMARY 
Southwestern Area Workforce Development Board Meeting November 7, 2019 

Agenda Item 
Resolution 19 – 23 approves an amendment to Contract No. PY19-WIOA-02 between ResCare 
Workforce Services and the Southwestern Area Workforce Development Board for WIOA Adult & 
Dislocated Worker Services pending the approval by the DWS to transfer funds from WIOA Dislocated 
Worker to Adult, and authorizes the Board Chair or Vice Chair to sign the contract amendment 

SUMMARY OF AGENDA ITEM 

• ResCare Workforce Services has requested to transfers $1,190,642 from their Dislocated
Worker program to the Adult program.

• If approved, the total contract amount will remain unchanged at $3,567,000.00. It will consist
of $2,750,642 in Adult; and $816,000 in Dislocated Worker funds.

• This budget adjustment request to transfer funds is dependent on the Board’s transfer
request with its funding source, DWS. Once the board’s transfer request of $1,150,000 is
approved, then ResCare’s request to transfer funds can be processed and the contract
amendment can be signed.

RECOMMENDATION  
A motion to approve Resolution 19 – 23. 

BOARD'S OPTIONS ARE TO 
1. Accept the recommendation
2. Amend the recommendation
3. Reject the recommendation
4. Table the item
5. Take no action on the item

DEPENDING ON ACTION TAKEN, ITEM MAY BE REFERRED OR REPORTED TO 

• Staff or committee, as directed.

THIS ITEM SUPPORTS STRATEGIC PLAN GOAL(S) 

• Supports all strategic plan goals

LIST OF SUPPORTING INFORMATION FOR YOUR REVIEW 

• Contract amendment
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WIOA SERVICES CONTRACT PERIOD

CONTRACT                           
COVER SHEET July 1, 2019 - June 30, 2020

Mark Douglass

  TITLE OF POINT OF CONTACT

President

TELEPHONE/FAX/EMAIL

Phone: 714-349-9739
Fax:
Email:

ADMINISTRATION ADULT DISLOCATED WORKER YOUTH TOTAL

$0.00 $1,560,000.00 $2,007,000.00 $0.00 $3,567,000.00

ADMINISTRATION ADULT DISLOCATED WORKER YOUTH TOTAL

$0.00 $1,190,642.00 -$1,190,642.00 $0.00 $0.00

ADMINISTRATION ADULT DISLOCATED WORKER YOUTH TOTAL

$0.00 $2,750,642.00 $816,358.00 $0.00 $3,567,000.00

AMOUNT OF MODIFICATION

AMOUNT OF TOTAL CONTRACT

This Agreement consists of this WIOA Contract Cover Sheet; Sub-Grant Agreement Provisions; Scope of Work; 
Budget; and Exhibits.

Louisville, KY 40222

4. FUNDING TYPE(S) (Check those that apply) TITLE I 5. TYPE OF CONTRACT ACTION 

AMOUNT OF CONTRACT

   ADDRESS

805 N. Whittington Pkwy

1. CONTRACT/MODIFACTION NO.

PY19-WIOA-02/No.1

This Contract Amendment is made and entered into by the Southwestern Area Workforce Development Board, 
hereinafter referred to as the LWDB, and  ResCare Workforce Services, hereinafter referred to as the Sub-Grantee. 
The Sub-Grantee agrees to provide WIOA Adult and Dislocated Worker services in the geographic area within the 
State of New Mexico, as stated in the scope of work, pursuant to the provisions of the Workforce Innovation and 
Opportunity Act (WIOA), and in accordance with the provisions of this Agreement.  

2. NAME OF PROVIDER 3. NAME OF PROVIDERS POINT OF CONTACT

  CITY, STATE & ZIP

Arbor E&T, LLC dba ResCare Workforce Services

Adult

Dislocated Worker

Youth

Administration

New

Modification/Amendment

Other
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Sub-grant Number PY19 WIOA-1 Contract Period

Dislocated
Worker

Staff Salaries
See attached Staff Cost Plan 736,610$              213,805$              950,415$              

-$
736,610$              213,805$              950,415$              

Fringe Benefits
FICA/Medicare  $                56,351  $                16,356 72,707$                
FUTA  $ 967  $ 281 1,248$                  
SUTA  $ 2,455  $ 712 3,167$                  
Workmans Comp. Ins.  $                32,999  $ 9,579 42,578$                
Health Care Ins.  $                78,963  $                22,920 101,883$              
Retirement  $             4,157.00  $             5,348.00 9,505$                  

175,892$              55,196$                231,088$              

Travel
Hotel  $ 2,790  $ 810 3,600$                  
Meals  $ 1,162  $ 338 1,500$                  
Airfare  $ 2,325  $ 675 3,000$                  
Rental Car  $ 1,395  $ 405 1,800$                  
Mileage  $                31,521  $ 9,099 40,620$                

-$
39,193$  11,327$  50,520$                

Materials & Supplies
Office Supplies  $                17,705  $ 5,139 22,844$                
Postage/Courier  $ 1,711  $ 497 2,208$                  
TABE Testing -$
Sales Tax  $                90,183  $                26,192 116,375$              

-$
109,599$                  31,828$  141,427$                  

Property
Furniture, Fixtures & Equipment -$

-$  -$

Facility Rental
Las Cruces 8,370$ 2,430$                  10,800$                
Sunland 12,506$                3,630$                  16,136$                
Deming 4,883$ 1,417$                  6,300$                  
Silver City 4,366$ 2,834$                  7,200$                  
Business Office (Las Cruces) 18,200$                5,254$                  23,454$                
Socorro 5,425$ 1,575$                  7,000$                  
T or C 4,693$ 1,353$                  6,046$                  

58,443$  18,493$  76,936$  

10.72%

14.99 Per Square foot - 467 Sq 

Descriptions

15.53 Per Square foot - 1900 Sq Ft

$525 per month for 12 months

Total Facility Rental

1344.70 per month for 12 months

$600 per month for 12 months

Descriptions
$900 per month for 12 months

Total Facility Rental

Total Fringe Benefits

Total Travel

Total Materials & Supplies

$2040 per year

Descriptions
$150 per night for 24 nights
$50 per meal for 30
$750 per per trip for 4
$300 per per trip for 6
$0.32 per mile for 114,600 

Descriptions
$1,038.36 per Employee
$184 per month x 12 months

Adult Total

07/01/2019 - 6/30/2019

WORKFORCE INNOVATION AND OPPORTUNITY ACT
WIOA - Adult and Dislocated Worker Services

Attachment A-1 / Cost Response Form - Proposed Budget
ResCare Inc.

WIOA - Adult and Dislocated Worker 
Services

Budget Category

Wage x % of Program
See attached Staff Cost Plan

7.65%
Percentage or Cost

0.30%
0.33%

Total Staff Salaries

3.43%

8.3125% x Total Funding
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Miscellaneous
General & Professional Liability  $ 7,194  $ 2,088 9,282$                  
Cell Phone Stipend  $ 5,587  $ 1,613 7,200$                  
Community Outreach  $ 9,112  $ 2,644 11,756$                
Job Fairs -$
Dues & Subcriptions  $ 279  $ 81 360$  
Profit  $                80,200  $                40,800 121,000$              
Equipment Rental  $ 2,328  $ 672 3,000$                  
Equipment Repair & Maint  $ 1,164  $ 336 1,500$                  

105,864$                  48,234$  154,098$                  

Professional Services
Audit  $ 2,945  $ 855 3,800$                  
Payroll Services  $ 2,125  $ 617 2,742$                  
User Fees  $ 4,464  $ 1,296 5,760$                  
SaaS - SERA -$
Backgroung Check/Drug Screens  $ 651  $ 189 840$  
Janitorial Services  $ 5,226  $ 1,314 6,540$                  
Sercuity Guard  $ 9,300  $ 2,700 12,000$                

24,711$  6,971$  31,682$  

Indirect Costs Descriptions
Indirect Costs  $              111,230  $                32,304 143,534$              

-$
Total Indirect Cost Rate 111,230$                  32,304$  143,534$                  

Participant Services
On-the-Job Training 803,400$              241,800$              1,045,200$           

Incumbent/Customized /Employee Training 10,100$                10,100$                
Individual Training Accounts 281,600$              62,400$                344,000$              
Career Services/Supportive Services 105,000$              35,000$                140,000$              
Supportive Services 189,000$              59,000$                248,000$              

-$
1,389,100$               398,200$                  1,787,300$           
2,750,642$               816,358$                  3,567,000$               

Total Participant Services

$75 per month allowance for Cell 
$980 per month for 12 months

Descriptions

$5.46 per $1,000 of revenue

Descriptions

$90 per quarter for 4 quarters
9% of Operating Cost

Descriptions

245.00 per month for 12 months

Total Miscellaneous

Total Professional Services

20% of revenue

$70 per check for 12 checks
545.00 per month for 12 months

$249 per month for FTE for 11FTEs
$384 per user for 15 users

10.33% x operating costs

TOTAL BUDGET EXPENSE
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WIOA Adult and Dislocated Worker Participant Services 
Southwestern Area Workforce Development Area 
Fund Utilization Trend by Program Year 

November 7, 2019 

The following chart illustrates the three-year trend of the WIOA Adult & Dislocated Worker program participant service investments, as well as the 
level of obligations that have been made from July 1, 2019 through October 31, 2019.  The obligations are contracts written with schools for tuition 
assistance, books and fees, On-the-Job training and customized training with employers, and supportive services.  The PY19 figures do not reflect 
ResCare Workforce Services operational costs – only participant service costs. 

The graph shows that 60.6% of the $1,787,300 for participant services have been obligated.  This is a positive trend and favorable trend for the 
program.  If ResCare continues this rate of obligation, it is projected to use its entire contract amount by June 30, 2020. 

Reflects the ResCare’s PY19 pending contract amendment budget. 
Source: ResCare Workforce Services and SAWDB Fiscal Agent 
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• Social media posts to our EmployNM website, Facebook, and Instagram for the month of
August & September total 320 posts

The following items were shared at the September 12, 2019 board meeting, but internet 
issues prevented me from showing these items on the live website. With that, I am sharing 
again for those who may not have visited and explored our EmployNM website.

In July, we made some modifications to our regional website, www.EmployNM.com. There
is now a tab with a drop-down menu at the top of the page that says Workforce Board. The
available links in that menu are:

• Board Members: this contains a list of our current Chair and Vice Chair, all our board
members, their representation, our committees and committee members. We also
included a list of the administrative staff and contact information.

• Chief Elected Officials

• Meeting Information: this page was created months ago, but now easier to find with the
link moved from the footer

• Mission Statement

• Partners and Representation

• Service Providers

• Policies, Regulations, & More

• Bids & RFPs

• Equal Opportunity is the Law

• Contact Us

The next three pages contain screenshots to show you the EmployNM home page, the
location of the Workforce Board tab, the drop-down menu, and part of the Board Members
page.

U p d a t e s  t o  We b s i t e

S o c i a l  M e d i a  Po s t s  f o r  A u g u s t  &  S e p t e m b e r  2 0 1 9
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Wo r k f o rc e  B o a rd  Ta b  o n  E m p l o y N M  We b s i t e
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Wo r k f o rc e  B o a rd  Ta b  o n  E m p l o y N M  We b s i t e
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Wo r k f o rc e  B o a rd  Ta b  o n  E m p l o y N M  We b s i t e
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At the request of some outreach staff, our brochures are accessible from the EmployNM 
website. These links are not intended for anyone to download, print, and distribute. The 
Administrative Entity will still provide printed brochures for outreach. The intent is to have 
them accessible when a printed version is not available from workforce connection staff. 

From the EmployNM website (also works on mobile devices):

• Mouse over the Employers tab to go to Employer Outreach Materials

• Mouse over Job Seekers tab to go to Job Seeker Outreach Materials

• Mouse over Youth tab to go to Youth Outreach Materials

B ro c h u re s  A d d e d  t o  We b s i t e
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SOUTHWESTERN AREA WORKFORCE DEVELOPMENT BOARD 
Adult & Dislocated Worker Services and Youth Services 

Technical Assistance and Trainings 
for the period of July 1, 2019 –September 30, 2019 

TECHNICAL ASSISTANCE 

Program Sessions Hours 

Adult & Dislocated Worker 543 135.75 

Youth 71 17.75 

Alamo Youth 30 7.5 

TRAININGS 

Program Dates of Trainings Training Topics 

WIOA Adult & Dislocated Worker August 14, 2019 State provided Supportive Service Training 

Youth August 15, 2019 State provided Supportive Service Training 

WIOA Adult, DW and Youth October 10, 2019 Customer Relationship Management 
(NMWCOS) 
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SOUTHWESTERN AREA WORKFORCE DEVELOPMENT BOARD 
Adult & Dislocated Worker Services and Youth Services 

Service Provider Goals vs. Actuals 
for the period of July 1, 2019 – September 30, 2019  

Year End Complete is 25% 

Alamo Navajo School Board Youth 

Program 

Annual 
Participant 

Goals 

Actual Participants 
Enrolled in Training 

YTD Percent 

Youth In-School 10 8 80% 

Youth Out-of-School 20 7 35% 

SUMMARY 

Budget 
YTD 

Expenditures Balance Percent 

In School $36,125.00 $22,968.05 $13,156.95 64% 

Out of School    $108,875.00 $7,656.02 $101,218.98 7% 

Total Budget    $145,000.00 $30,624.07 $114,375.93 21% 
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SOUTHWESTERN AREA WORKFORCE DEVELOPMENT BOARD 
Adult & Dislocated Worker Services and Youth Services 

Service Provider Goals vs. Actuals 
for the period of July 1, 2019 – September 30, 2019 

Youth Development, Inc. Youth 

Program 

Annual 
Participant 

Goals 

Actual Participants 
Enrolled in Training 

YTD Percent 
Youth In-School 74 13 18% 
Youth Out-of-
School 226 14 6% 

SUMMARY 

Budget 
YTD 

Expenditures Balance Percent 

In-School Youth $351,930.00 $34,194.68 $317,735.32 10% 

Out of School Youth $1,530,070.00 $112,641.15 $1,417,428.85 7% 

Total Budget $1,882,000.00 $146,835.83 $1,735,164.17 8% 
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SOUTHWESTERN AREA WORKFORCE DEVELOPMENT BOARD 
Adult & Dislocated Worker Services and Youth Services 

Service Provider Goals vs. Actuals 
for the period of July 1, 2019 – September 30, 2019 

ResCare Adult & Dislocated Worker 

Program 
Annual 

Participant 
Goals 

Actual Participants 
Enrolled in Training 

YTD 
Percent 

Adult 214 86 40% 

Dislocated Worker              237 19 8% 

SUMMARY 

Program 
Participant 

Training Line 
Item Budget 

Obligations Balance Percent 

Adult $780,900.00 $426,031.96 $354,868.04 55% 

Dislocated Worker $1,006,400.00 $101,776.88 $904,623.12 10% 

WIOA Adult 
Program Budget 

YTD 
Expenditures Balance Percent 

Participant Training $780,900.00 $203,025.04 $577,874.96 26% 

  Operating $779,100.00 $285,000.01 $494,099.99 37% 

Total Budget $1,560,000.00 $488,025.05 $1,071,974.95 31% 

WIOA Dislocated 
Worker Program Budget 

YTD 
Expenditures Balance Percent 

Participant Training $1,006,400.00 $20,572.42 $985,827.58  2% 

  Operating $1,000,600.00 $105,741.54 $894,858.46 11% 

Total Budget $2,007,000.00 $126,313.96 $1,880,686.04 6% 
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SOUTHWESTERN AREA WORKFORCE DEVELOPMENT BOARD 
Adult & Dislocated Worker Services and Youth Services 

Service Provider Goals vs. Actuals 
for the period of July 1, 2019 – September 30, 2019 

ResCare One-Stop Operator 

SUMMARY 

WIOA Adult 
Program Budget 

YTD 
Expenditures Balance Percent 

Adult $135,000.00 $24,013.02 $110,986.98 18% 

  Dislocated Worker $85,000.00 $5,930.34 $79,069.66 7% 

Youth $50,000.00 $12,692.82 $37,307.18 25% 

Total Budget $270,000.00 $42,636.18 $227,363.82 16% 
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Southwestern Area Workforce Development Board
Workforce Innovation and Opportunity Act
Balance Sheet
September 30, 2019

WORKFORCE INNOVATION AND OPPORTUNITY ACT
SOUTHWESTERN AREA WORKFORCE DEVELOPMENT BOARD
BALANCE SHEET
September 30, 2019

WIOA

ASSETS:
Cash and cash equivalents $ 77,873          
Accounts Receivable-Grants 263,391        

Total assets $ 341,264        

LIABILITIES AND FUND BALANCE:
Accounts payable $ 341,264        
Deferred Revenue -

Total liabilities 341,264        

Fund Balance
Unreserved and designated for 

future expenditures -
Total fund balance -

Total liabilities and fund balance $ 341,264        
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Southwestern Area Workforce Development Board
Workforce Innovation and Opportunity Act
Statement of Revenues, Expenditures, and
Changes in Fund Balances - Budget (GAAP Basis) and Actual
For the Fiscal Year Ended September 30, 2019

SOUTHWESTERN AREA WORKFORCE DEVELOPMENT BOARD
WORKFORCE INNOVATION AND OPPORTUNITY ACT
STATEMENT OF REVENUES, EXPENDITURES,  AND
CHANGES IN FUND BALANCES - BUDGET (GAAP BASIS) AND ACTUAL
FOR THE FISCAL YEAR ENDED September 30th, 2019

Budget Actual Variance
Revenues:

Federal grants $ 7,754,985       1,138,078      6,616,907               

Expenditures:
Employment services:

Program Year 19/Fiscal Year 20
Adult 1,186,024       - 1,186,024 
Dislocated Worker 2,003,131       - 2,003,131 
Youth 1,721,110       - 1,721,110 
Administration 545,585          - 545,585 

Program Year 18/Fiscal Year 19
Adult 893,752          669,111         224,641 
Dislocated Worker 524,556          159,600         364,956 
Youth 514,102          215,734         298,368 
Administration 366,725          93,633           273,092 

Total general governmental 7,754,985       1,138,078      6,616,907               

Excess (deficiency) of revenues over
expenditures - - - 

Fund balance, beginning of year - - - 

Fund balance, end of year $ - - - 
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Adult	 DW	 Youth In	 Youth Out	 Admin
$ 669,111	 $ 159,600	 $ 51,419	 $ 164,315	 $ 93,633

Expenditures by Fund

Southwestern Area Workforce Development Board
Workforce Innovation and Opportunity Act
September 30, 2019
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All Counties	 Doña Ana	 Grant	 Luna	 Sierra	 Hidalgo	 Catron	 Socorro
$ 692,251	 $ 187,649	 $ 69,320	 $ 67,151	 $ 31,246	 $ 15,765	 $ 7,529	 $ 67,167

Expenditures by County

Southwestern Area Workforce Development Board
Workforce Innovation and Opportunity Act
September 30, 2019
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