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Workforce Developmegt Division
Subject: WIA DIRECTIVE NO. 02-61

PY 01-02 FINAL PARTICIPANT DATA RECONCILIATION-DUE JULY 8, 2002

The purpose of this directive is to provide all WIA service providers with instructions to assist in
reconciling PY 01-02 participant data for the period of July 1, 2001 to June 30, 2002. This is your
final opportunity to reconcile data that will be used to evaluate your agency’s performance.

DEADLINES
1. Identification of Data Corrections and Carryovers into PY 02-03 - Due July 8, 2002

The City will require corrected rosters which identify all final data revisions and additions
as well as listings of official carryovers into PY 02-03. The corrected rosters and carryover
listings will be used by MIS to compare information against what is reflected in the State
JTA database. Corrected rosters and carryover listings must be submitted to the
attention of your assigned MIS Analyst along with a cover letter signed by the
Executive Director no later than July 8, 2002. Please note that the cover letter must state
that the data is accurate or further data reconciliation is necessary. If your response does not
include a cover letter, MIS will assume that the City database is accurate and final.

2. ISIS Data Entry - Due July 12, 2002

All WIA funded service providers are required to input participant data into ISIS. Please be
aware that the City will not accept any WIA paperwork for input into ISIS or the State JTA
system. All PY 01-02 participant information must be input into ISIS by July 12, 2002.

Since all contractors were required to reconcile 3 Quarter participant information (July 1, 2001 to
March 31, 2002), this data reconciliation effort will focus on data for the period of April 1, 2002 to
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June 30, 2002. Due to the anticipated high volume of data corrections and adjustments, the
City cannot guarantee data entry of problem forms or information reporting participant
activity prior to April, 2002.

We are attaching the following material to facilitate this process:

. Required Agency Action Checklist
. Participant Roster

. Follow-Up Roster

. Official Carryover Form

Youth Service Providers Only

For youth contractors who serve more than one Area, please prepare a separate reconciliation
response for each area. For example, if your agency services Area 2 and Area 3, a separate cover
letter, corrected roster and official carryover listing must be completed for Area 2 and Area 3. This
will facilitate the City’s processing activities and will improve the accuracy of data used to calculate
agency performance.

Again, due to the State imposed reporting requirements, the reconciliation response including the
cover letter, corrected rosters and carryover forms must be submitted to the MIS Section no later than
July 8, 2002. Your agency will have until July 12, 2002 to input final data into ISIS to ensure
accurate performance calculations. Only the data entered into the City’s database by this
deadline will be included in the calculation of performance for your agency. It is therefore
vitally important to ensure that a high priority is assigned to this reconciliation.
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REQUIRED AGENCY ACTION CHECKLIST

0 Review the attached rosters and confirm accuracy of data. Make all corrections or additions
directly on the enclosed Participant Roster in red ink and submit it as part of the
reconciliation response.

> Do we have all participants served?

> Are the exit outcomes correct?

> If applicable, is the goal information accurate?

> Do we have complete and correct follow-up information?
> Did you make all corrections in red ink?

Q Identify all missing and/or inaccurate information and input the appropriate data in ISIS. If
the data is already in ISIS, carefully review it for accuracy.

Q The cover letter response to this reconciliation must indicate that the City data is accurate or
further data reconciliation is necessary. Responses must be directed to your assigned MIS
Analyst.

> If corrections are necessary or if you discover any participant not associated
with your agency, your cover letter must identify:

v participant name

4 social security number
e grant code (i.e., 201 for adult; 501 for youth and 201 for
Youth)

Q An “Official Carryover” form for each WIA funding stream is attached to assist your agency
in identifying carryovers into PY 02-03. When filling out the carryover form, please be sure
to complete the appropriate form for the program, i.e., adult, dislocated worker or youth.

Again, if your response does not include a cover letter, the MIS will assume that the City database
is accurate and final.







