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Subject: WIA DIRECTIVE NO. 03-17
PROJECT PHOENIX VENDOR TRAINING REFERRAL PROCEDURE

The purpose of this directive is to provide contractors with the Individual Training Account (ITA)
referral procedures for Project Phoenix participants and to issue the Pre-obligation and CRITA
(Client Referral Individual Training Account) forms required for processing.

Effective Date
The procedures are effective immediately and apply to all enrolled Project Phoenix customers
referred to vendor training.

Background

Under the Project Phoenix agreement, South Bay WIB, as a lead partner, has agreed to
administer all Project Phoenix retraining funds for participants through the ITA delivery system.
Employment Development Department (EDD) staff must refer customers to the Los Angeles
City or County WorkSource Center of collocation for ITA processing.

Limitations

Due to recent revisions of the City’s ITA Policy, it is imperative the City emphasize that the ITA
referral procedures contained in this directive are specifically designed for use with
Project Phoenix and are limited to dislocated worker participants enrolled into grant code
539 only and are not applicable to WIA adult and dislocated workers
enrolled into grant codes 201 and 501. The standard ITA Policy and Procedures
recently issued in WIA Directive 03-10 remain applicable to all non-Project Phoenix WIA
enrolled adults and dislocated workers in the City of Los Angeles Local Workforce
Investment Area (LWIA).

Role and Responsibility
WorkSource Centers are responsible for referring eligible participants to training with the costs
reimbursed to providers listed on the California Eligible Training Provider List (ETPL).

The South Bay Workforce Investment Board (South Bay WIB) is responsible for processing all
Project Phoenix related vendor training requests for participants determined to be in need of
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retraining through the ITA delivery system. South Bay WIB will administer funds for vendor
training.

Referral Procedure

1.

Ensure that WIA Application and Enroliment forms document core and intensive services
provided to the participant and the original forms have been submitted to Donya Plazo of
the City of Los Angeles at: ’

Community Development Department
WorkForce Development Division
215 West 6™ Street

9" Floor/MIS Section

Los Angeles, CA 90014

Once you determine the need for training, call Suzan Davis of the MIS Section at (213)
473-4692 to verify the participant has been entered into the State’s Reporting System,
JTA. South Bay WIB must view the JTA System to verify the client received core
and intensive activities before approving training.

Submit a cover letter with your name and the agency’s name, your telephone and fax
number, and a completed Pre-Obligation Form to Jackie Edwards of South Bay WIB via
fax at (310) 970-7713. The purpose of the Pre-Obligation Form is to set aside the
training dollars.

If funds are available and the participant is approved for training, South Bay WIB will fax
back an approved Pre-Obligation Form to you.

Submit the approved Pre-Obligation Form and a copy of the participant's WIA
Application/Registration and Enrollment Forms to Rosemarie Sweeney of South Bay
WIB via fax at (310) 970-7713. South Bay WIB will then enter the training activity into
the JTA System.

Once a client is confirmed to attend training, a CRITA Form must be completed by the
Agency and submitted to the selected school/vendor for confirmation of enroliment and
signature.

The school/vendor will then forward the signed CRITA Form to South Bay WIB. Since
the vendors used for training are on the Eligible Training Provider List, they are aware of
the process for submitting the CRITA Form to South Bay WIB for payment.

De-Obligation of Funds

If an Agency receives an approved Pre-Obligation Form from South Bay WIB for a patrticipant,
but the participant fails to enroll or attend the selected school, South Bay WIB must be notified
immediately to de-obligate the funds. Since training funds are limited, early notification is crucial
to free the training dollars for other participants.




The contractor is required to immediately write de-obligate in bold letters across the approved
Pre-Obligation Form and fax back to Jackie Edwards of South Bay WIB at (310) 970-7713.

Should any questions arise, please contact Donya Plazo at (213) 485-0652, or via electronic
mail at dplazo @cdd.lacity.org.
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