CITY OF LOS ANGELES

CLIFFORD W. GRAVES, FAICP CALIFORNIA COMMUNITY DEVELOPMENT
GENERAL MANAGER DEPARTMENT

215 W. 6TH STREET
Los ANGELES, CA 90014

JAMES K. HAHN
MAYOR

DATE:  JUL 22 2003
TO: Welfare-to-Work Agencies

FROM: Ann Giagni, Director
Workforce Development Divisi

SUBJECT: Welfare-to-Work (WtW) Closeout Directive No. 04-03
Final Contract Closeout Instructigns for WtW Contracts Ending June 30, 2003
Not receiving a new WtW Funding Beyond June 30, 2003

The purpose of this directive is to provide termination and closeout instructions for WtW contracts
ending June 30, 2003. This provides necessary guidance for an efficient closeout of those Welfare-to-
Work contractors with contracts terminating on or before June 30, 2003 who will not receive a new
Welfare-to-Work agreement beyond June 30, 2003.

Your PY 02-03 contract, which was scheduled to end on June 30, 2003, will be amended until August
15, 2003 for closeout purposes only and will incorporate the following:

* Contract time extension to August 15, 2003 for closeout purposes only;

* Your Closeout Expenditure Plan for the period July 1, 2003 to August 15, 2003,
covering all WtW related closeout, as requested by telephone and by e-mail on
July 9, 2003; deadline for submission July 15, 2003;

Closeout #1 requirements for period ending June 30, 2003;
Closeout #2 requirements for period ending August 15, 2003;
Allowable closeout costs;

Audit requirement;

Equipment inventory; and

Requirements related to retention of all records.
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A. TRANSITION PLAN ‘
June 30, 2003 End of WtW program services
July 30,2003 Last day for submission of Final Transition Plan
Final Participant Roster should include:
e participants who will terminate on June 30, 2003;
e participants being referred to Health Care Initiative;
e participants being referred to IDA Program..
e participants co-enrolled in WIA Program
Active participants being referred to Health Care Initiative, IDA, and/or WIA Programs
do not lose their Welfare-to-Work status.
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B. MIS Closeout Deadline

August 1, 2003 Last day for submission of MIS closeout responses.
a. Terminations

e Submit final termination forms for all participants who have been terminated from
your program as of June 30, 2003.

b. Transitions ,

e Do not terminate participants who wish to continue to receive services and are
qualified to be referred to one of the following programs:

v Individual Development Account Program,;
v" Health Care Initiative; and
v Co-enrolled in theWIA Program

c. Data Reconciliation

e Review the Participant Roster, Employment Progression Report and Monthly Activity
Report and compare them with your agency’s database.

e Any corrections will need to be recorded directly on the attached rosters. Please use a

. red pen to indicate any changes.

e Submit all necessary WtW forms (Application/Registration, Enrollment, Monthly
Activity Record, Employment Record and Follow-up Information) needed to support
the updated information reflected in the corrected rosters. Ensure that the forms are
complete and accurate.

MIS will not accept any closeout packages submitted after the deadline. If you fail to
respond within the required time frame, we will automatically assume that our records are
accurate. This is the contractor’s last opportunity to confirm that the City’s database
accurately reflects the contractor’s performance.

C. INVENTORY
A separate City Directive on Submission of Final Welfare-to-Work Inventory Report is being
sent under separate cover.
July 31, 2003 Last day for submitting a final inventory report to the City, which includes
any outstanding reports for stolen, lost or damaged equipment; and
* any additional equipment purchases made during the last year

D. FMD Closeout Deadlines
June 30, 2003 Last day of WtW actual expenditures.
All WtW procured goods and services must be received and invoiced.
July 21, 2003 Last day for submission to FMD/CDD of closeout reports,
Closeout #1 supporting documents and package for period ending
June 30, 2003 (as stipulated in your contract).
Sept. 15,2003  Last day for submission of final closeout invoice and final report for the
Closeout #2 period July 1, 2003 to August 15, 2003
Sept. 15,2003  Remit total amount of unearned funds to the City, as identified in the WtW
final fiscal closeout reports, as required by the City’s Financial
Management Division. Your check should be made payable to:
City of Los Angeles, Community Development Department.







