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INTRODUCTION 

This document has been prepared to outl ine the internal accounting procedures for Region 5-LWDA--51. 
Its purpose is to ensure that assets are safeguarded. that financial reports are in accordance with generally 
accepted accounting princi pies and the Uniform Administrative requirements, and that finances are handled 
responsibly. 
All personnel with a role in the management ofthe financial operations ofLWDA-51 are expected to uphold 
the policies and procedures in this manual as well as the rules and regulations ofthe US Department of Labor, 
the State of Louisiana. and the Calcasieu Parish Police Jury. 
The following is a partial Iist ofrules and regulations and guidance policies applicable to the Local Workforce 
Area: 
I) Workforce Innovation and Opportunity Act (WIOA)PublicLaw 113-128 
2) OfftceofManagementandBudget(OMB)circularUniformAdministrati ve Requirements, Cost 

Principles, andAudit Requirements for Federal Awards-Federal Register Volume 78, Number248. 2 
CFR Chapter I, Chapter II, Pait 200 et. aI. 

3) US Department ofLaborguidance-Federal Register, Volume 79 Number 244, 2CFRPart 2900 
4) Office of the Governor, Louisiana Workforce Commission, Office ofWorkforce Development directives 
5) Calcasieu Parish Police Jury Division ofFinance Accounting and Grants Manual 
6) All policies and procedures approved bythe Local Workforce Development Board 

GENERAL INFORMATION 

The Calcasieu Parish Police Jury (hereafter referred to as the Parish) has been designated by the Louisiana 
Workforce Commission, Office of Workforce Development as the grant recipient and fiscal agent for the Local 
Workforce Development Area (Region 5/L WDA-51) as authorized under the Workforce Innovation and 
Opportunity Actof2014 (WIOA). Region 5--L WDA-51 is comprised ofCalcasieu, Cameron, Jefferson Davis, 
and as ofOctober 31, 2015, Allen, Beauregard, and Vernon Parishes. The six Parish Police Juries have agreed 
that the Calcasieu Parish Police Jury will oversee the operations ofLWDA-5 1. The Calcasieu Workforce 
Development Board, along with the Calcasieu AmeticanJobCenter, has been designated by the Calcasieu Parish 
Police Jury as the administrative ann of Region 5, LWDA-51. 

The WIOA funds are accounted for as a part ofthe Parish overall accounting system separated from other 
departments through numeric codes ofaccounts. Because the Parish is the grant recipient, the Parish Finance 
Department maintains the official accounting system for the Workforce Development Board and the WIOA 
section ofthe American Job Center. The Parish annual accounting period is the calendar year-January to 
December. Because ofthisfact, amanual in-house system of j oumals and Excel spread sheets is maintained to 
more efficiently generate reports that are submitted to the Louisiana Workforce Commission (LWC)on a 
monthly basis. The dual systemcontainsthefollowingcriteria: 
a) Provides the LWDA with the financial data needed for planning, budgeting, yeai·-to-date reporting 

and expenditures. 
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b) Provide for the control ofcash and other resources to ensure that obligations and expendi tures offunds and 
the use of property are in compliance with the requirements and conditions ofthe WIOA grant. 

c) Ensure that optimal use is made ofthe WIOA grant funds by means of cost and property control and 
prudent management. 

d) Provide accw-ate,cutTent, and complete financial information to meet the prescribed 
requirements for periodic reporting. 

e) Provide for the classification and presentation ofprojected and actual costs of the program, thus 
providing for both budgetary and evaluation needs. 

n 	 Provide, by a coding or classification system or other means, for summarizing and reporting 
expenditures byspecificprograms, projects. revenue and expenditure classifications. and other major 
activities funded in the local plan. 

SCOPE 

The various topics discussed in this manual are considered ina logical sequence for responsible fi scal 
management. In keeping with this purpose, the format ofthis manual is structuredasareadyreferencecentering 
on the theme ofopti mum fi scal management. It is designed as a step-by-step procedures gui de. 

everal forms are discussed in this manual, copies of which are located atthe end ofthis manual. Most, but 
notall ,oftheforms included intheAppendix aredirectlyreferred to in the body of th is manual. 

This manual is directed to persons who have a need to be knowledgeable ofthe accounting systems of the L WDA 
and specifically to members ofthe L WDA staff who have responsibility for fi scal matters. 

This manual will consider all elements of the L WDA's accounting process including cash receipts and 
outlays, procurement. payroll , costs allocation, budgeting, repo1ting, internal controls, and monitoring. 

FISCALLY RESPONSIBLE PERSONNEL 

The following isa listofstaff who have someform offisca l responsibility: 
A) Calcasieu Parish Police Jury 

l) Maintains all the official accounting and inventory records 
a) Bank account-all payments are issued th.rough the Parish Finance Department 
b) Payroll-time and attendance maintained in Kronos timekeeping system 
c) Human Resources-maintains all employee records 
d) Computerized general ledgers 
e) Computerized fi xedassets listings 

2) Approves the acceptance of any new grants or contract agreements unless it is an extension 
of a current agreement. 

3) Must give prior approval for the transfer of funds between Adult and Dislocated Workers. 

B) 	 Workforce Development Board 
l) 	 The Workforce Development Board authorizes and oversees the overal I spending of the funds 

received by the L WDA. Th.is includes the approval ofthe annual budget. any sub~contracts, a 
quarterly review of expenditures as part of its quarterly Board meetings. 

2) 	 Approves the acceptance of new grants and contract agreements . 
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3) Approves the policies and procedures pertaining to participant services, i.e. , training providers, 
support services. 

4) Approves requests to transfer funds between Adult and Dislocated Workers prior to submission to 
LWC. 

C) Workforce Development Board Director 
1) Reviewsandapprovesadministrati veandprogrammaticpayments. 
2) Reviews the annual budgets for both the Board and the separate budget for the Parish (requires 

two budgets due to different fi scal periods). 
3) Approves requests by staff for the purchase ofneeded supplies and materials. 
4) Approves certain contract agreements. i. e., training provider agreements, OJTcontracts. 
5) Responsible for the interpretation ofand compliance with Federal, State. and local 

guidelines. 
0 ) Planner 

1) Along with the Director, Site Coordinators, and the Local Area Coordinator helps to develop and 
write required participant services policies, i.e., ITA, Support Services. 


2) Research labor market information. 

3) Along with the WDB Director, writes the local and regional plans 


E) WDB Finance Director 

I) Fiscal Iiaison. along with the WDB Director, between the Board and the Pari sh. 

2) Develops the budgets for both the Board and the Parish. 

3) Maintains an in-house manual journal and Excel spread sheets to track spending and prepare 


monthly reports. 
4) Processes funds requests for all funding streams ( drawdowns from LWC) when necessary. 

All WlOA funds are received by electronic transfer. 
5) Prepares a journal entry for the Pari sh Finance Department to post funds received to the proper 

funding source in the general ledger. 
6) Prepares monthly expenditure reports for submiss ion toL WC. 
7) Prepares a general ledger reconciliation for the Parish after the closing ofeach month. 
8) Prepares monthly line-item budget reports to compare actual expenditures to budget 

projections. 

9) Orders supplies and materials for Board staff 

l 0) Codes invoices fa· items purchased for Boord staff 

11) Maintains cash control spread sheets 

12) Prepares One Stop Cost Al location Plan 

13) Works with Parish auditors during annual audit. 


F) American Job Center Accoun ti ng Support Technician 
1) Timekeeper for program staff 
2) Orders supplies and materials for Centers (Calcasieu, Beauregard, Vernon) 
3) Verities receipt and con-ect pricing ofitems purchased for use in Centers. 
4) Prepares payroll rep01ts for WDB Director' s approval and signature to be submitted to Parish 

Payroll Department. 
5) Codes vendor invoices for items purchased for Center use to be approved by the WDB 

Director or her designee and submits them to Parish Accounts Payable office. 

6) Receives any refund checks and process for submission to Parish for deposit 

7) Conducts annual review of fixed assets . 
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8) Processes payments to or on behalf of WIOA participants, i.e., tuition, support services. etc. 

FISCAL POLICY STATEMENTS 

I) 	 All cash accounts are maintained by the Calcasieu Parish Police Jury in federa lly insured banking 
institutions. L WDA-51 has no individually held bank accounts. 


2) Nosalaryadvances are allowedunderanycircumstances. 

3) All staff salaries will be within the federa l guidelines for salary caps. 

4) All travel advances require prior approval by the WDB Director or her designee. After travel 


reimbursements wi II be made onlywith proper documentation. 

5) Vacations ofstaff responsible for payroll or other payments must not interfere\: ith the fi scal processes. 


Leave time should be planned with this policy in mind. 

6) Reimbursements ofout-of-pocket expenses will be made in ful.I , with proper supporting 


documentation when the purchase was immediately necessary. 

7) All funds areexpendedthroughthe use ofseparateline-tmcodesset up in the Parish 


computerized general ledger system. 

8) All payments are processed through the Pari sh Finance Department This includes payro ll and vendor 


payments. 

9) Nopettycashaccounts are cuITentlymaintained. 

I0) Files wi ll be maintained byfiscal year. 

11) Audit services are provided through the Calcasieu Parish Police Jury. 

12) No coJTection fluid wil l be used on time sheets or other accounting documents. Strikeovers are 


permitted only when necessary. 

13) All documents, especiallythose containing confidential information, must be destroyed by shredding or 


incineration when no longer required. 

14) Payroll and other information ofasensitive nature must be stored out ofpublic view, preferably in 


a locked storage unit. 


CASH RECEIPTS 

WIOA/Other USDOL ETA Award 
For more efficient use of federal funds, regulations limit the amount of money on hand to "immediate use." 

LWDA-51 defines "immediate use" as no more than three days from time ofdraw down to issuance of 

payments. 

The LWC Fiscal Section allows for the drawdown ofadvance funds on Monday, Wednesday, and Friday. 

Requestmust be made by I 0:00 a.m. on the allowed days. Requests are made via email to the LWC grantsemai l 

address. Funds are received by the L WDA via electronic transfer and are generally in the bank on the day following the 

day the draw down request issubmitted. 


Draw down requests are completed by the WDB Finance Director and approved by one of two persons authorized 

to approve such requests: WDB Director, Director ofHuman Services. 


A) 	 Advance Draw Down Process 
1) Drawdowns are completed primarily to coincide with the payment of the biweekly staff 

• 
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payroll , however, may be done in between if there are large amounts of invoices being 
processed. 

2) 	 Program invoices and participant support payments are coded by the American Job Center 
Accounting Support Technician. Board invoices are processed by the WDB Finance Director. 
Vendor invo ices are processed weekly. Part icipant support payments are processed biv,reekly 
because attendance sheets are used as documentation forthese payments, i.e.. transportation or 
childcare. Invoices are approved for payment by the WDB Director. Local Area Coordinator, or 
the Parish Director of Human ervices. Copies ofthe approved invoices are given to the WDB 
Finance Director who post them to Excel spread sheets by funding source for program costs and 
administration for administrative costs. Invoices are subsequently posted to a second Excel 
spread sheet by cost item for each funding source and administration. The second spread sheet 
mirrors the LWC Request for Payment form and is used to transfer the cost items lo the L WC 
Request for Payment form. 

3) 	 Staff payroll and participant work experience are processed at the same time. The Parish uses an 
electronic timekeeping system for its staff (Kronos). The AJC timekeeper verifies that all staff 
timeiscorrectandsthen approvedbytheWDBDirectororher designee. Time and 
attendance is submitted to the Parish Payroll Department on the Monday following the pay 
period end on the previous aturday. taff payroll does not generally fluctuate to a great 
degree therefore for draw down purposes the amount included in the current draw down request 
is an estimate based on each employee's maximum work hours. Any differences will clear in 
the next drawdownrequest. 
Since work experience participants are not considered staffbut trainees, they are not on the 
Kronos system. Participants working in either of the two Centers must clock in and out using a 
time clock. Participants atotherworksites use ahard copy time sheet that must becompleted by 
the participant, signed by both the supervisor and the participant, and submitted to the ATC Case 
Manager by the Monday payroll is due. The time is then transferred to a Parish payroll time 
summary that is approved by the WDB Director or her designee and submitted to the Parish 
payroll department along with the regular staff payroll. 
Both staff and work experience estimated payroll amounts are included on the Excel cost item 
spread sheets along with any invoices due atthat point in time or paid between draw downs. 

4) 	 Advance Requests for Payment for only vendor invoices are made on Wednesday just before the 
Friday that checks are issued unless there are special circumstance such as a holiday. Requests for 
Payment that include payroll are made on the Monday before the Thursday pay day. The majority 
of the Parish payroll is done through direct deposit which occurs on Wednesday at midnight. 
Work Experience participants previously received hard copy checks which \veregiven out by the 
Case Managers on Friday, however, CPPJ Human Resources now requires some form of direct 
deposit. 

B) Deposit Notification: Requests for payment are subm itted via email to the WlOA grants email 
address-WIAGrants-LWC@lwc. la.goY. Ifno corrective response is recei ved from LWC, a copy of 
the request along with a journal entry is emailed to CPPJ Finance Department. The deposit is posted 
to the in-hou:;e Cash Receipts and Disbursements Excel spread sheet. 

C) Cash received by mail is limited to refunds from vendors and occasionally a donation to the 
Youth Department. These receipts are submi teed as soon as possible to the Parish Finance Department for 
deposit. An accompanying memo explains the nature of the deposit. Refunds are credited back to the 
original payment line-item code; donations are deposited as miscellaneous revenue until they are 
expended. 
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D) 	 Programlncomeismainly interesteamedonthebankaccountandsaleofoldequipment. Interest is 
posted as program income and used tooff-setexpenditures. Beforeanassetisplaced in auction a 
request is submitted toL WC for approval to dispose ofsaid asset. If the asset was purchased as a 
supply with an initial unit cost ofless than $5,000, the proceeds are used as program income. For items 
with an initial unitcostof$5,000orgreater, theL WDA seeks guidancefromL WC on theuseofthesale 
proceeds. LWC may request the return ofthese proceeds or approve the Local to use the funds toward 
WIOA eligible expenditures. 

CHART OF ACCOUNTS 

The Calcasieu Workforce Development organization is under the Human Services Department of the Calcasieu 
Parish Police Jury. The chait of accounts is distinguished from other departments through a numeric system of 
line-item codes. The codes ai·e 10 to 11 numbers long that indicate revenue, expense, department, funding 
stream, and item of expense. Copy attached. 

FERSONNEL IROCEDURES 

A) 	 STAFF PAYROLL: 

WIOA staff are employees of the Calcasieu Parish Police Jury and are governed by the Parish 

Personnel Pol icies and Procedures manual. 

1) New employees are entered into the Parish payroll system using the Human Resow-ces Payroll 


RequesttoHireform. Thisformshowsthedepartmentthree-digitlocationcode, employee 
personal information, salary line-item code, rate ofpay, withholding status, etc. 

2) All regular non-exempt employees are on the Kronos timekeeping system and must clock in and 
out on that system. There are a few exceptions. i.e., supervisors and other exempt employees. 

3) 	 Pay periods are biweekly and end on a Saturday. Payro ll is submitted to the payroll department 
onMonday. Ho l id ays may alter the time fr ame. A ll payroll is di rectdepositand 
isdisbw-sed at midn ight on the Wednesday before what is considered pay day-Thursday. Staff is 
given a check stub on Thursday. 

B) 	 TRA VEL/MILFAGE 
Any employee ofthe Workforce Development Board and the American Job Centers can receive mi leage 
and out of town travel for agency business with prior proper authorization. The Pai·ish Personnel Pol icies 
and Procedures Manual outlines mileage reimbursements and out of town travel guidelines. Except where 
restricted by grant agreement, the Parish uses the Internal Revenue Service (IRS) travel rules as a guide. 
The Parish travel guidelines allow for the traveler to receive advances for lodging, cost at hotel best price 
plus tax, when applicable, a daily meal allowance, and parking and taxi fees if applicable. If the 
employee drives their personal vehicle for out-{)f-town travel , mileage may also be reimbursed. Mileage is 
paid at whateverthecurrentIRS rate per mi le isatthetimeoftravel. When travel necessitates that the 
employee travels by air, airline tickets are generally purchased in advance using a travel agency and are paid 
for through the regular accounts payable process. The meal allowance rate is spelled out on the most 
cun-ent Parish travel expense report. The cun-ent minimum daily meal allowance is used unless the 
employee is traveling to an IRS high-cost ai·ea. This information can befoundon the IRS website. 

ADVANCE TRAVEL: If the employee chooses to request an advance before traveling, he/she must 
complete the Advance po1tion ofthe travel expense report. The form is self-explanatory and easy to 
complete. The employee signs and dates, and the request is then approved by the WDB Directororher 
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designeesigninganddating. Acopyoftheexpensereportisretained bythe employee to be completed 
upon return. The advance trave l request must be submitted to the Parish Finance Department far enough 
in advance of actual travel that a check can be issued on the Friday before travel takes place. A copy of 
the expense check is attached to the file copy of the travel advance request form. 

Usi ng the copy ofthe expense report that was retained. the employee must submit his/her completed expense 
report within 72 hours ofreturn from travel status. The employee completes the Actual portionoftheexpense 
report. He/shemayattachacopyoftheadvance checkthatwas issued. The fo llowing items must be attached 
as support documentation: airline ticket receipt if traveling by air, hotel receipt showing a zero balance, 
parking and/or taxi receipts. If a personal vehicle was used for any part of the trip, odometer read ings must be 
shown on the expense report. If the actual is in excess ofthe advance given, a check wi II be issued to the 
employee in the next earliest accounts payable cycle. If the actual is less that the advance, the employee must 
submit a refund to the Parish. Zero is indicated if nothing is owed or due. Both theemployeeandthe WDB 
Director or her designee must sign and date the completed expense report. 
Employees are encouraged to keep a copy ofthe completed expense report and support documentation fortheir 
personal records. 

MILFAGE: Amileageexpensefonn is usedto trackanemployee'smiles traveled on agency business within 
the six-parish consortium area when the employee uses a personal vehicle. The form shows date travel occurred. 
beginning, andendingodometerreadings, destination and purpose of trip, number ofmi les, and distribution to 
funding source. The employee totals the miles shown on the mi leage report signs dates, gets form approved by 
immediate supervisor, and submits to the AJC Accounting Suppott Technician to process through the accounts 
payable cycle. Final approval of the report is by the WDB Director or her designee. 

Staffmi leage forms can be submitted as often as the employee desires, but at least once a month. Staff should 
make every effort not to have more than one month per mileage form. 

PROCUREMENT PROCEDURES 

PURPOSE: To provide a guide forthe purchasing ofsupplies, services, equipment, and other materials 
necessary to operate theAmerican Job Centers as well as for the Workforce Development Board staff. All 
purchases aremade in accordance with Federal, State, and local regulations, guidelines, directives and 
policies. as well as the CPPJ Procurement and Grants Management policies. 

PROCU REME T METHODS: 
A) Micro Purchase ($0-$9,999)--No specific procurement guidel ines apply to this type of purchase. Items 

may be purchased from any vendor in good standing. 
B) Small Purchase ($10,000-$249,999)--This method is a relatively simple, informal procedure to make 

purchases between $I 0,000 and $249999 in aggregate. As many quotes as deemed adequate to make a 
reasonable decision on the purchase should be requested from qualified vendors, but at a minimum, 
three. Thequotes may beoral or written. From a Parish standpoin~ oral quotes may be used on limited 
occasions after approval from the Finance Division. Twoorless responsesmay require that the process is 
repeated. The Parish requests that the Parish's Request for Quote or the Request for Qualifications 
Quote documentati on anddeli very requirements be fo llowed. 

C) 	 Sealed Bid ($250,000 or more)--This is a method rarely used by LWDA-51. The Sealed Bid method 
requires bids to be publicly advertised or solicited in accordance with State Publ ic Bid law and the 
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Parishprocurementpolicy. A fi1111 fixed pricecontract(eitherlumpsumorunitprice) is awarded to the 
bidder with the lowest price and conforms to all the material terms and conditions of the advertisement 
forbids. The Parish Procurement Policy and the Accounting and Grants Manual should always be 
reviewed prior to using this method. 
D)Competitive Proposal (Request for Proposal-RFP)--The Request for Proposal is the preferred 
method for acquiring training and service contracts for WIOA purposes. This method has always been 
used to procure the local Wl OA Youth Comprehensive Services providers and other training providers. 
Regulations require that advertisements announcing the RFP are published, at a minimum, in the most 
commonly read newspaper in the local area. pecific criteria and evaluation factors must be apart of 
the solicitation along with price, qualifications, and technical ski ll s. Vendors must be given adequate time 
to submit their responses. All proposals received and deemed adequately responsive to the RFP will be 
reviewed and scored by a panel of staff and/or Board members. 

E) 	 Non-competitive Proposals/Sole Source Procurement--Solesource procurement shall be used 
when I) no other procurement method is feasible; 2) item or service is proprietary and only available 
from one source; or3) ifafteruse ofoneormorcoftheotherprocurement methods results in only 
one qua Ii fyi ng response. 

The L WDA follows the procurement policies and procedures set forth in the Parishes Procurement Policy and 
Accounting and Grants Manual unless the policy or procedure conflicts with Federal or tate gu idelines. 

PURCHASING PROCEDURES: 
I) 	All requests for materials, suppl ies, services, and/or equipment must be approved by the immediate 

supervisor, Local Area Coordinator, or the WDB Director before being submitted to the Accounting Support 
Technician. 

2) 	 Once the purchase has been approved, the Accounting Support Technician initiates the proper 
procurement method dictated by the goods or service to be purchased and fo llows the requirements ofthe 
method through to the receipt ofgoods or service and payment process. 

a 	 Micro Purchase ($0-$9,999) 
b. 	 Smal I Purchase ($10,000-$249.999) 
c. ealed Bid ($250.000 or more) 
d. 	 Competitive Proposal (Request for Proposal-RFP) 
e. 	 Non-competitive/Sole Source (Last resort) 

3) teps for each procurement method can be found in the Parish's Procurement Policy Manual. 

4) 	 Purchases ofconsultant, personal, or professional services must be approved by the Louisiana Workforce 
Commission no matter what the amount ofthe contract. Such requests must go directly to the WDB Director. 

5) 	 Upon receipt or completion ofthe procurement process, goods or services are inspected to insure that all 
requirements ofthe purchase have been ful ft lied. 

6) 	 The tale of Louisiana exempts governmental entities from paying sales taxes. As a part of the 
Calcasieu Parish Police Jury the LWDA is a quasi-governmental agency and is therefore exempt from 
sales taxes. Unless the payment is reimbursement to an employee for an expense paid for using 
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personal funds on behalf of the organization or a participant for a training or support service cost, no 
sales taxes are paid. 

7) Purchases may be made using State Contractpricingiftheprocessismorefeasibleand/orcost effective. 

ACCOUNJSPAYABIEPROCE§ GENERAL 
PROCEDURES: 

Vendor invoices are submitted for payment on a weekly basis to the Parish Finance department. The 
Calcasieu Parish Police Jury is the grant recipient and fi scal agent for WlOA and other grants 
receivedbyLWDA-51. 

1) lnvoices must be submitted by 3:00 p.m. on Friday and will be processed on the following Friday. 
2) Before submission, invoices are coded with the proper account line-item code based on the ultimate 

useofthegoodsorservice. ThesecodesaretakenfromtheChartofAccounts. Also includedonthe 
invoice is the net amount being paid and the purchase order number if applicab le. The individual 
vendor code may be shown. 

3) Invoices are given to the WDB Director or her designee for final approval by signing and dating. 
5) A copy ofeach invoice ismade for the AJC filesandacopyforthe WDB Finance Director with the 

original going to the Parish Finance Department for payment. 
6) A total is run for all invoices by funding s tream and thatamountisgiventothe WDB Finance Director 

so that funds can be drawn to cover the di sbursements. 
7) Invoices are posted to the accounts payable Excel spread sheets maintained by the WDB Finance 

Director. Information posted includes the payment date, vendor nan1e invoice number or date, 
invoice amount in total , and by account code line-i tem amount if more than one code is indicated. 

8) Invoice payments receive a final approval by the Police Jury at its regular meetings or committee 
meetings depending on the week of the month. Regular meetings are the first and third Thursday of the 
month. Committee meetings are on the second and four Thursdays. 

9) Checks are mailed to vendors on Friday. 

PARTICIPANT TRAINING AND SUPPORT PAYMENTS 

A) WORK EXPERIENCE 
Work Experience is available to adults and youth participants and agreements may be written with pub lic, 
private for profit, and non-profit agenc ies. Work experience may be paid or unpa id. 

1) Paid Work Experience participants are entered into the CPPJ payroll system using the Payroll 
Request to Hire Form. Because work experience participants are not considered agency 
employees but WIOA participants in training (trainees) they receive no benefits, i.e., 
unemployment, vacation, s ick leave, etc. Partic ipants are paid no less than minimum wage, 
currently $7.25 per hour, but may be paid more depending on the job site. 

2) Time keeping for work experience is maintained by the contracted work sites. Participants must 
s ign in and out at the beginning of the day, lunch, and the end of each workday. Time and 
attendance reports are submitted to the WIOA Case Manager at the end of the biweekly pay 
period for review and approval. The time and attendance sheets are rev iewed a second time by 
the L WDA timekeeper, transfen-ed to the CPPJ time report, and submitted to WDB Director or 
her designee for final approval. 

3) Work Experience payroll checks are issued at the same time as regular staff checks for the 
biweekly pay period. The CPPJ Human Resources Department now requires al l payroll to be 
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processed through direct deposit, check stubs are picked up on payroll Thursday by authorized 
WIOA staff and given to the WIOA Accounting Support!fimekeeper staff person. Participant 
check stubs are given to the Youth progran1 supervisor who mails them to the participants. 

ON-THE-JOB TRAINING'EMPWYER BASED TRAINING (OJI) 
OJT agreements must be written with vendors who have positions open and avai lable to the WIOA 
participants. Unlike Work Experience, OJTparticipants are considered employees of the 
company/agency with whom the agreement is written and must be treated as such. The OJT 
reimbursementmay be upto 50% of thecostto train theparticipantemployee. 
l) An OJT contractor may submit its first Request for Payment and Time Report 

form for reimbursement only after the participant employee has actually worked 
for 30 days. 

2) 	 The Request form is submitted first to the WIOA Program staff person responsible for OJT 
agreements. This person reviews the Request for accuracy and guideIine comp Iiance, signs, and 
forwards ittothe Accounting Support Technician. 

3) 	 The Accounting Support Technician reviews the request for accuracy and compliance. The 
request is then coded in red with the proper expense line-item code. 

4) The request then goes to the WDB Director or her designee for final approval. 
5) The Accounting Support Technician makes a copy ofthe request for the in-house files and the 

WDB Finance Director and the original request form is submitted to the CPPJ Accounts Payable 
department for payment as a part ofthe regular accounts payable process. 

B. 	 SUPPORT SERVICES 
Support services reimbursements are made on behalf ofordirectly to participants, third party individuals 
and vendors in one oftwo ways: memo requests and regular accounts payable. Support services include 
child-care, mileage/transportation, youth incentive payments, and one-time payments for such things as 
uti lities, rent, and auto repair. Support services are de tined in detail in the LWDA Support Services 
Policy. 
Except for payments requested by memorandum in emergency situations,all support services payments 
are made as part of the regular CPPJ accounts payable process. 
Al 1support services payments are made in accordance with the most current Support Services Policy approved 
by the Workforce Development Board. 

C. 	 TUITION, BOOKS, TRAINING SUPPLIES 
Tuition, books, and other training supplies may be purchased for WIOA participants enrolled in State and 
local board approved curricula offered by training providers on the State's Eligible Training Provider 
List. The local Workforce Development Area does not issue open-ended vouchers to its participants. 
1) Tui tion payments are made on a per-semester basis upon receipt ofan invoice from the training 

provider. 
2) 	 Only required books and training supplies are allowable purchases. Participants must provide a 

list of course requirements and are issued a purchase order made out to the vendor 
for the required items. The vendor then invoices WIOA for the items purchased. If 
the participant pays for an item up front, he/she is reimbursed through the regular 
accounts payable process. 

3) 	 No payments are made on behalf or directly to a client prior to actual enrollment in 
one of the WIOA funding streams. 
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FINANCIAL REPORTING 

PU RPO E : The various fi nancia l status reports completed atthe end ofeach month are used asan 
administrative too l for both the local staff and the tate stafftoassist in evaluating howwell the local area is 
meeting its yearly goa ls. 

R EPORTING PROCE S 
1) An in-house system of Exce l spread sheets and workbooks is mainta ined by the WDB Finance Director 

to accompany the computerized cash-based accounting system maintained by the Calcasieu Pari sh 
Police Jury Finance Department. 
At the end o f each month the books of account are closed, and financial status reports are prepared and 
submitted to the Louis iana Work fo rce Commission (L WC). On a quarterl y basis a cumulative financial 
report is presented to the Workforce Development Board at its meeting. The re are fo ur meetings per 
fi scal year-formerly September. January . April. and June. now July. October, January, and Apri l. 

2) The financ ia l status reports subm itted to the State are completed by funding source, cost category. and 
year of appropriation. These reports show cumulati ve expenditures as we ll as current month's 
expenditures. 
Once the financial status reports have been completed, they are g iven to the WDB Director for approval. 
The signed reports are then submitted to L WCviaemail. Atthesametime,amonthlyCashManagement fo m1 
issubmittedto LWC. The Cash Management form shows dates of and types of transactions. 

3) Line-item reports which show proposed budget, current month expenses. year to date cumulati ve 
expenditures and budget balances are completed at the end of each month fo r use by the local 
administration. 

4) After the end of the month closeout by the Police Jury Finance Department, the WDB Finance Director 
receives a printout of the computerized budget journa l detail showing all disbursements during the 
month. Each entry is reconciled with the WDB Finance Director's in-house records fo r any unknown 
charges paid directly by the Parish but not previously reported along with any other discrepancies 
between in-house and Po lice Jury Finance records. A reconciliation form is completed li sting all 
di screpancies found for the month and is then submitted to the Police Jury Finance Department Grant 
Manager. Most discrepancies will generally clear in the subsequent month and are shown on that 
month's financ ial reports to L WC. 

COST ALLOCA TION PLAN AND METHOD 

PURPOSE: 
The Calcas ieu Workforce Development Board ,Local Workforce Development Area 51 is under the authori ty of 
the Calcasieu Pari sh Police Jury (grant recipient), administers the WIOA funds al located to the grant recipient. 
The purpose of this plan is to describe how the staffsalaries, fringe benefits, and operating costs will be 
a llocated to the benefi tting funding sources. To the extent possible, these costs will be direct charged to the 
appropriate funding source. 
Thosecosts that cannot be readily identifi ed as a direct charge will be allocated based on the method described 
in this plan. The WIOA fu nds allocated to the local area are Adult, Youth, and Dis located Workers. The Adult 
funds will be the main source offu nding fo r all pooled costs, i.e., rent, utilities, supplies, etc. 

ALLOCATION METHOD: 
PER ONNEL: All staff costs identi fied as benefitting more than one funding source w ill be a llocated based on 
di rect hours. Indi idua l staff time chargeable to each funding source wi ll be converted to a percentage based 
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on each employee's biweekly time report and that percentage wi ll be applied to the biweekly salary and related 
fringe benefits. All staff persons whether in direct contact with clients or not will document their time on a 
biweekly time sheet. The Accounting Suppo11 Technician is responsible for all WlOA staffand work 
experience payroll time. Therefore, the timekeeper ' s salary and fringe will be allocated quarterly based on the 
number of administrative staff as a percent of total staff. The L WDA currently has three administrative staff 
persons. 

OPERATING COSTS: Operating costs will be allocated based staff salaries and will be completed on a 
monthly basis. These costs include such things as utilities, j anitorial , communications. etc. 

Expenditures may have to be adjusted to ensure that allocations are not skewed whereby one title is charged 
more than its fair share of the costs. An example of this would be the one-time purchase of equipment for use 
by a specific funding source. To adj ust for this extortion the equipment cost would be removed from the 
equation for that month. 

This plan wi ll not violate any grant specific regulations or guidelines govern ing the funding sources 
administered by the Local Workforce Development Area. 

ABBREVIATIONS 

AJC-American Job Center 
CPPJ-Calcasieu Parish Police Jury 
IRS-Interna l Revenue Service 
ITA- lndividual Training Account 
LWC-Louisiana Workforce Commission, Office of Workforce Development 
L WDA-Local Workforce Development Area 
USDOL-ETA-US Department of Labor Employment & Training Administration 
WDB-Workforce Development Board 
WIOA-Workforce Innovation & Opportunity Act 
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