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SAEF (Base) & MeadowLARK System Data Collection 

 

1.0  SAEF (Base) & MeadowLARK Overview 
Kansas Department of Commerce (Commerce) applied for USDOL funding with a competitive proposal for a 
two-tiered registered apprenticeship program: 

A. Formula Funding Base Grant – The goal for the base grant will continue modernizing the KOA and ensure that 
Kansas will successfully retain our SAA status.  This will include but is not limited to partnering with 3rd party 
program review auditors, submitting an updated EEO (last submitted to the DOL in 2018), convening partners for 
training, collaboration, and advancement efforts, as well as deploy effective technologies that can help to increase 
overall quality control of all RAP’s.  Kansas is currently experiencing the most growth and momentum ever in the 
state, and interest in Registered Apprenticeship has increased significantly. This funding will be leveraged with 
state funds to capitalize on this momentum.  No direct participants are planned to be funded with the SAEF (Base) 
funds. 

 

B. Competitive Funding – The goal of the competitive funding will be focused on significant expansion of 
Registered Apprenticeship for underserved populations as well as high wage and high demand industries 
that have not traditionally used the registered apprenticeship model.  As such, the KOA has identified 
two goals to meet these objectives including 1. grow Registered Apprenticeship using statewide 
intermediaries in specific industries including K-12 Teacher Educators and public administration roles, 2. 
build stronger partnerships with the workforce system by supporting at least two local workforce boards 
in becoming RA Multi-Employer Intermediaries to specifically serve justice involved individuals and the 
corrections industry.    

 

Commerce was awarded a total of $414,927.00 for Tier 1 – SAEF (Base 1) funding, $534,340.00  Tier 1 – SAEF  
(Base 2) funding, and $5,916,920.00 for Tier 2 – SAEF (Base) & MeadowLARK funding in response to Program 
Year 2022 proposal. As the State Apprenticeship Agency, Commerce will collaborate with each of the five Local 
Workforce Development Boards (LWDB) and intermediaries, awarded through an RFP process, increase the 
number of Registered Apprenticeship employers/sponsors and programs as well as increase the number of 
Apprentices in Kansas using an innovative intermediary model.  Grant period for this project is July 1, 2023 to 
June 30, 2026.  
 
KANSASWORKS.com (KW.com) is the primary system being utilized to collect the data elements needed to 
report for this grant.   
 
1.1 Eligibility Determination 
Employers will identify and determine eligibility based the following eligibility criteria:  

1. Expand Registered Apprenticeship in the State of Kansas through one or more of the following strategies: 
a. Register a Group Joint or Group Non-Joint Registered Apprenticeship, 
b. Scale an existing Registered Apprenticeship program, 
c. Register a new single business Registered Apprenticeship, and/or 
d. Work with Local Area Workforce Development Boards in order to maximize supportive service 

delivery for individuals who are suitable and meet WIOA eligibility criteria. 
 
Apprentices will meet the following criteria: 

1. 18 years of age or older 
2. Satisfy selective service requirements, and 
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3. Other WIOA barriers to employment, such as: 
a. Displaced Homemakers. 
b. Low-income individuals. 
c. Indians, Alaska Natives, and Native Hawaiians, as such terms are defined in section 166. 
d. Individuals with disabilities, including youth who are individuals with disabilities. 
e. Older individuals. 
f. Ex-offenders. 
g. Homeless individuals (as defined in section 41403(6) of the Violence Against Women Act of 1994 

(42 U.S.C. 14043e–2(6))), or homeless children and youths (as defined in section 725(2) of the 
McKinney-Vento Homeless Assistance Act (42 U.S.C. 11434a(2))).  (H) Youth who are in or have 
aged out of the foster care system. 

h. Youth who are in or have aged out of the foster care system. 
i. Individuals who are English language learners, individuals who have low levels of literacy, and 

individuals facing substantial cultural barriers. 
j. Eligible migrant and seasonal farmworkers, as defined in section 167(i). 
k. Individuals within 2 years of exhausting lifetime eligibility under part A of title IV of the Social 

Security Act (42 U.S.C. 601 et seq.). 
l. Single parents (including single pregnant women). 
m. Long-term unemployed individuals. 
n. Other Governor specified groups who have barriers to employment, like: 

i. Individuals facing substantial cultural barriers. 
ii. Individuals who have low levels of literacy. 

o. Veterans – Veterans continue to receive priority of service for all DOL-funded programs. 
 
NOTE:  Acceptable sources of documentation may include, but are not limited to: 
 

1. Management Information Systems (KANSASWORKS.com) 
2. Electronic Records 
3. Intake Documentation (Eligibility Determination Documentation/Enrollment Forms) 
4. Case Management Documentations (Case Files) 
5. Driver’s License/Photo ID/Passport 
6. Birth Certificate 
7. DD-214 
8. Social Security Card 
9. Transcripts/School Records 
10. Tax Records/Pay Advices/W2 Forms 
11. Self-Attestation 

 
For more specific element related documentation, see TEGL 23-19, Attachment I at the link below: 
https://wdr.doleta.gov/directives/attach/TEGL/TEGL_23-19_Acc.pdf  
 
 
2.0   KW.com Login & User Search 
 
Intermediaries staff will be responsible for the completion of KW.com registration processes and enrollment 
creation along with approvals, respectively.  LWDB staff will work within the approved enrollment in the 
specified areas to ensure supportive services and case management are provided respectively.  During the initial 

https://wdr.doleta.gov/directives/attach/TEGL/TEGL_23-19_Acc.pdf
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intake meeting with apprentices, intermediary staff will verify account and demographic information in 
KW.com.  Intermediary staff will then proceed with opening the RA MeadowLARK enrollment in KW.com. In 
addition to creating the enrollment data, employer and apprentice information will be added to RAPIDS, which 
is addressed in section 6.0.   Login and searching for an existing record in KW.com are described in the steps 
below: 
 

1. Go to www.kansasworks.com 

2. Click on , located in the upper right-hand corner of the page 

 
Or, click on the login window and enter credentials: 
 

 
 

 
3. At the “My Home Page”, to search for an existing client, click on User Search from the left menu bar: 

 

http://www.kansasworks.com/
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4. At the User Search page, enter in the “Who” field one of the following: 1) Username, 2) User’s name 
(last, first/last, first/middle/last), 3) last 4 digits of SSN, 4) Date of Birth, 5) Participant ID, 6) Email, 7) 
Phone (No Spaces), 8) City, Zip, 9) Employer Name, 10) FEIN, 11) SUIN, or 12) a combination of more 
than one separated by terms with spaces or the word “AND”.  *Search results returned will contain any 
account type and status associated with having part or full match for the information entered.  Typically, 
Participant ID will return the most restrictive list, but First/Last or email will return a reasonable list for 
confirming a client is an existing in KW.com. 
 

 

  
 

NOTE:  At the left menu, to refine your search to “Job Seekers” only, you can click “User Type” and the 
results will be adjusted to include only those results with the added filter. 
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5. If a client has an existing record, select the client case by clicking on the job seeker name.   
 

 
 

6. If you do not find the client in the user search, to proceed with creating a new account, section 3.1 below.  
7. If a client has an existing record, click on the “Case Details” bar for the client in the search results:  

 

 
 

8. If no client criteria match the search parameters requested, the list will be empty.  Proceed with 

 in Section 3.1. 
 

 

 
 
 
3.0   KW.com Existing Client Accounts  

1. Refer to 2.0.3-2.0.5 above to determine if a client has been registered in KW.com previously. 
2. If the client is in KW.com, click on the “Case Details” button shown below job seeker tile:  
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3. At the Case Details page, click on  under Demographic Info section. 

 
 

4. Users may be asked to confirm eligibility date prior to redirection to the Demographic Information page.  

Click  to refresh eligibility and eligibility date.  At the Demographic Information page, update 
any/all of the eligibility questions for sections including: Registration Information, Veteran Spouse 
Information, Migrant or Seasonal Farmworkers Status,  Employment Status, Unemployment Insurance 
Status, Selective Service Status, Eligibility to Work in the United States, Dislocated Worker, Layoff Details, 
Special Projects, KHPOP, Income Amounts, Reemployment Trade Adjustment Assistance (R/ATAA), Low 
Income Information, Public Assistance Information, Needs and Barriers, and/or Work Wanted.   

5. Once demographics are updated click, .  To Case Details returns the user to the Case Details 
page for the client: 

 

 
6. Confirm client is eligible for RA MeadowLARK by viewing the Eligibility List on the Case Details page, 

shown above.  Proceed to 6.0 RAPIDS Data Collection. 
 
CAUTION:  Within the demographics questions, the following 4 questions must be answered in order for 
an individual to be found eligible for RA MeadowLARK enrollments: 
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3.1   KW.com New Account 

1. Refer to 2.0.3-2.0.5 above to determine if a client has been registered in KW.com. 
2. Click on Job Seeker Search from the left menu bar: 

 
3. At the Job Seeker Search page, enter client’s Part ID, SSN, Last Name, First Name and/or DOB to search 

for existing clients.  *The more fields you enter the more restrictive your results.  Typically, Last and First 
Name will return reasonable list for confirming a client is an existing in KW.com. 
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If results returned do not produce the client record you are looking for, click on  to add new job 
seeker record: 

 
 

NOTE:  All fields containing a “required” are mandatory fields and cannot be left blank.  While the cell 
phone and email addresses are not mandatory fields, these fields are vital in providing users with 
additional options when passwords are lost.  At least one of these fields should be provided to assist 
users in gaining reset codes for password resetting. 
 

 
 

4. Once all of the account, profile information is entered, click . 
5. Next, the Terms of Agreement, Equal Opportunity Statement, and Authorization for Release of 

Information have been consolidated to one page.  Each section has a toggle box, which indicates the 
user agrees to the terms and or policies within.  If the user does not agree to terms, EEO, and release of 
information, no further services can be provided.  The Authorization for Release does provide the options 
to not share data with specified agencies and this will not prevent the user from receiving further 
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services as long as they understand that sharing information to Kansas Department of Labor for the 
purposes of reporting is not among those agencies that an individual can opt out.  Assuming the client 

agrees with all terms and conditions, click . 
6. Proceed to 6.0 RAPIDS Data Collection.   

NOTE:  Be sure to record the Apprenticeship Number as users will need to include this in their KW.com 
registration information.   

7. Following entry into RAPIDS, at the My Personal Information page, users should verify SSN, DOB, and 
begin building registration information related to the demographic portions of the KW.com account.  
Proceed thru each page answering all questions applicable and leaving no required or mandatory fields 
blank.   

 
 

8. Click  until you have completed all of the eligibility questions including, but not limited to the 
following sections: Personal, Veteran Information, Migrant Seasonal Farm Worker Status, Employment 
Status, Unemployment Information Status, Eligibility to Work in the United States, Dislocated Worker, 
Layoff Details, Special Projects, Miscellaneous, Income Amounts, Income Totals, Low Income, Public 
Assistance Information, Needs and Barriers and Work Wanted.   

 
NOTE:  KW.com eligibility questions are based on a decision tree of information provided from question 
to question and from page to page.  If a client is not a Veteran, for example, some veteran specific 
questions will be suppressed. 

 
9. Once eligibility and demographics are entered, verify information is correct and make any edits by 

clicking on the  beside the section needing updates.  
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10. If no edits are needed, scroll to the bottom of the Demographic Information and click, . 
 

 
 

11. Confirm client is eligible for RA MeadowLARK by viewing the Eligibility List on the Case Details page, 
shown above.  

12. If the client is not eligible for RA MeadowLARK programs appear in the Eligibility section, refer client to 
other programs for further services. 
 

4.0  KW.com Enrollment and Enrollment Approval  
Following eligibility, intake and account creation, next clients must be entered into corresponding enrollments 
in KW.com.  To enter the client enrollment and services data follow steps below: 
 

1. Repeat step 2.0.3 – 2.0.5 to open an existing client KW.com record.   

2. Click on Demographic Info, then on  

3. Click and proceed with enrollment creation. 
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NOTE:  It is possible errors may be encountered with required data missing, particularly if a client has created 
their own account.  If this occurs, complete required fields and save accordingly. 
 

4. On the Case Details Page, scroll down to the Program Registrations section: 

 

5. Click on RA (Registered Apprenticeship) link  button. 

 
 

6. At the Registered Apprenticeship enrollment page, click on the MeadowLARK enrollment button as 
shown below:    

 
 

7. Users will be redirected to the Demographic Information page for validation information is correct.  If all 
information can be validated, scroll to the bottom of the page to the Demographic Information 
Verification section: 

 
8. Intermediary staff will select the first selection box:  “Documentation was provided by the participant to 

verify all information and self-attestation is therefore not required, unless otherwise noted below.”   

9. Click on . 

10. If Demographic Information needs to be edited before proceeding with the enrollment, click  
to be redirected to the demographic pages. 
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11. Users will be presented with the EEO page again, click , same as in 3.1.5 above. 

12. Next, enrollment page requires mandatory information relating to the enrollment.  Click  .   
 

 
 
NOTE:  The enrollment start date will default today’s date and cannot be earlier than the eligibility check 
date once the system eligibility is in place.  If an earlier date is to be entered, the eligibility date in the 
demographics will need to be updated first to proceed. 
 
13. At the RA MeadowLARK Enrollment Details page, intermediary staff will enter testing, goals, services, 

employment plans, enrollment notes and access needs and barriers along with the contact and 
demographic and eligibility snapshots.  

  
 

14. Enrollments will be approved by intermediary program managers with access to approve enrollments. 
(See Section 11.0) Until the enrollment has been approved accordingly, the MeadowLARK enrollment 
will show as pending similar to the below:  
 

 
 
4.1  KW.com Entering Services Data Entry (Ongoing) 
 

1. To enter services, following referral and ongoing throughout the duration of the employment plan, click 
on Service and Training tab at the Enrollment Details Page: 
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Or, from Case Details, click on the button on the enrollment for RA MeadowLARK. 
 

2. To enter multiple completed services at once, click on “Services Quick Entry”:   

 
3. Select services delivered, enter service type (KW.com Service Mappings – Attachment B) enter date 

completed.   

4. Click to add as many completed services as needed. 

5.  When done, click  to add multiple services entered. 

 

6. To enter a single/training service or service with a status other than completed, click on . 
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7. Enter all required/mandatory fields on both the Provider Information and Service Information sections.  

This includes, but is not limited to:  Service Type, Leads to a Credential (if applicable), Participant Group 

(if applicable), Status, Est. Start Date, and Est. End Date.  Other related fields should be completed as 

well including:  O*NET-SOC, CIP, Credential, MSG, and service notes should be included to capture 

additional detail with the client and specified services. 

8. For RA MeadowLARK participants entering training and/or in-progress services, the following questions 

on the S&T Plan must be completed: 
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9. When all pertinent information is entered, scroll to the bottom and click . 

NOTE:  Service estimated start and end date is required.  If the service starts as of today, staff are required 

to enter actual start date as well.  Once the customer completes service, staff should revisit the service 

and update status as well as enter actual end date.  

10. Repeat 4.1.1 – 4.1.8 for all services delivered to clients.  

11. Proceed to 6.0 for RAPIDS Data Collection. 
 
 
4.2  KW.com Employment Plan (Ongoing) 

 
1. To enter an Employment Plan, at the Case Details page, click on the open RA MeadowLARK enrollment. 

 

 
 

2. At the Enrollment Details Page, click on , located at the right menu. 

 
 

3. When redirected to the MeadowLARK Employment Plan, enter sections applicable to client goals, 
strengths, barriers, responsibilities, etc.  Enter as many or as few sections that apply.   
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NOTE:  Employment Plans are meant to be managed throughout the duration of a client’s participation 
in the program.  Revisiting and updating the employment plan may be necessary as new goals, barriers 
or responsibilities present. 
 

4. Click . 
5. Once the Employment Plan has been created, review the results with the client.   

 
 

6. Users can edit, by clicking on  or print the Employment Plan by clicking the plan name: 

 
 
 

4.3  KW.com Upload Documentation (Ongoing) 
 

1. Users can also scan and upload the signed Employment Plan by following the breadcrumbs at the top of 
the page. 

2. Click on the client’s name: 

 
3. Using the printable or save/scanned version of the signed Employment Plan (shown below), click on 

“Uploaded Documentation” tab on the Case Details page:  
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4. At the redirect, click . 
5. At the New Document page, upload the Employment Plan and complete required fields for proper 

cataloging. 

 
 
NOTE:  Pay close attention to the file type of the uploaded document.  Acceptable types are shown here: 

 

6. Click . 
7. Users are redirected to the Uploaded Documentation list for retrieving of existing documents or adding new. 
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5.0   Employer Incentives  
 
MeadowLARK offers incentives to employers who meet specific criteria for program expansion.  Sector 
Coordinators will be working with employers/sponsors directly to ensure the employer meets the following 
criteria: 
 

1. Registering Youth Apprenticeship,  
2. Justice Involved, or  
3. Non-tradition programs supporting under-represented population 

 
While employer incentives are provided by sub-grantee discretion, the process for employer incentives is shown 
here: 

1) Employer must meet the criteria of serving special as defined above. 
2) Sector Coordinators determine the employer meets the criteria in #1 
3) Employer makes application to KANSASWORKS.com 
4) Sub-Awardee/Intermediary staff add service for employer incentive after employer passes approval. 
5) Budget and related payments will be added to KANSASWORKS.com.   
6) Reimbursement for employer incentives from Commerce will occur as per terms of the sub-award 

agreement and expenditures will be required to be reported on pre-approved incentive cost category 
budget on monthly expenditure reports. 
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6.0  RAPIDS Data Collection (Ongoing) 
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For details on how to register apprentices, employers and sponsors data, please see RAPIDS user guides at the link below:   
https://dol.appiancloud.com/suite/sites/rapids-user-guides 

 
7.0  KW.com – FiscalLink (Ongoing) 

https://www.ajla.net/fiscallink/fl_user_guide.pdf  

 
8.0  KW.com Data Entry – Entering Credentials & Outcomes (Ongoing) 

https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Outcomes.htm?Highlight=Credentials  
 
9.0  KW.com Data Entry – Entering Employment (Ongoing) 

Job Referral: 
https://www.ajla.net/servicelink/Content/Job_Seekers/Case_Details/JobReferrals.html?Highlight=job%20referr
al  

 
Job Placement: 
https://www.ajla.net/servicelink/Content/Job_Seekers/Case_Details/JobPlacement.html?Highlight=job%20plac
ement%20  

 
10.0  KW.com Exit 

Exit Questions: 
https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Exit_Questions.htm?Highlight=Exit%20
questions  

 
Wages After Exit: 
https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Wages.htm?Highlight=Wages%20at%2
0Exit  

 
11.0  KW.com Approving Enrollments 
 https://www.ajla.net/servicelink/Content/Admin_Tasks/ServiceLink/PendingEnrollments.html?Highlight=Appro

ve%20Enrollments  
 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdol.appiancloud.com%2Fsuite%2Fsites%2Frapids-user-guides&data=04%7C01%7CShelly.Jones%40ks.gov%7C9bfe4d9a001b4da1a08508da05c29b30%7Cdcae8101c92d480cbc43c6761ccccc5a%7C0%7C0%7C637828630748041325%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=5pUl6CKndYQK1w7XuWiPDeO2U39OE4vGcaLmzhGSyP0%3D&reserved=0
https://www.ajla.net/fiscallink/fl_user_guide.pdf
https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Outcomes.htm?Highlight=Credentials
https://www.ajla.net/servicelink/Content/Job_Seekers/Case_Details/JobReferrals.html?Highlight=job%20referral
https://www.ajla.net/servicelink/Content/Job_Seekers/Case_Details/JobReferrals.html?Highlight=job%20referral
https://www.ajla.net/servicelink/Content/Job_Seekers/Case_Details/JobPlacement.html?Highlight=job%20placement%20
https://www.ajla.net/servicelink/Content/Job_Seekers/Case_Details/JobPlacement.html?Highlight=job%20placement%20
https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Exit_Questions.htm?Highlight=Exit%20questions
https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Exit_Questions.htm?Highlight=Exit%20questions
https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Wages.htm?Highlight=Wages%20at%20Exit
https://www.ajla.net/servicelink/Content/Job_Seekers/Program_Details/Wages.htm?Highlight=Wages%20at%20Exit
https://www.ajla.net/servicelink/Content/Admin_Tasks/ServiceLink/PendingEnrollments.html?Highlight=Approve%20Enrollments
https://www.ajla.net/servicelink/Content/Admin_Tasks/ServiceLink/PendingEnrollments.html?Highlight=Approve%20Enrollments
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12.0  Reporting 
 
Commerce staff will compile data over the course of quarterly evaluations from RAPIDS, KW.com, intermediaries 
and LWDB staff to satisfy the performance reporting for this grant.  Timely and accurate collection is essential 
to ensure the reporting to USDOL has the highest level of integrity.  The Quarterly Progress Report will be based 
on the details found in Attachment C.   
 
Further reporting resources/forms can be found in the following attachments D, E, F, & G.  
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Attachment A 
 

 

 

 

 

 

 

 

 

 

  

Intermediary Sponsor Performs Eligibility Determination in-take form

If Eligible - a referral is made to LWDB

LWDB continues with in-take

LWDB provides appropriate supportive service delivery

Upon completion of supportive service delivery customer is connect to Intermediary Sponsor for RA enrollment

LWDB Performs Eligibility Determination 

If Eligible - a referral is made to Intermediary Sponsor to explore RA opportunities

LWDB continues with in-take

LWDB provides appropriate support service delivery

Upon completion of supportive service delivery customer is connect to Sponsor for RA enrollment

MeadowLARK Referrals to/from Employers 

LWDB Referral to Intermediary Sponsor 
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Attachment B 
 
 

 
 
NOTE:  LWDB Service Menu includes only those services identified as Supportive Service or Case 
Management as relates to MeadowLARK. 
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Attachment C 
 

Registered Apprenticeship PIRL Data Element Specifications: 

 

https://sokansas-

my.sharepoint.com/:x:/g/personal/shelly_jones_kdc_ks_gov/EWfY8YosfHBApAu5vUbLxQgBT3FYy

4lPfSPv-DpoW8p-fQ?e=RkwAku  

 

 

 

  

https://sokansas-my.sharepoint.com/:x:/g/personal/shelly_jones_kdc_ks_gov/EWfY8YosfHBApAu5vUbLxQgBT3FYy4lPfSPv-DpoW8p-fQ?e=RkwAku
https://sokansas-my.sharepoint.com/:x:/g/personal/shelly_jones_kdc_ks_gov/EWfY8YosfHBApAu5vUbLxQgBT3FYy4lPfSPv-DpoW8p-fQ?e=RkwAku
https://sokansas-my.sharepoint.com/:x:/g/personal/shelly_jones_kdc_ks_gov/EWfY8YosfHBApAu5vUbLxQgBT3FYy4lPfSPv-DpoW8p-fQ?e=RkwAku
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Attachment D 

0MB Control Number:1205-0448 
ETA-9179 

Expiration Date: 05/31/2024 
 

Quarterly Narrative Performance Report Template 
* Report Due Date: Forty-five (45) days after the end of each quarter 

 

DOL GRANT PROGRAM NAME: _ 
 

Program Year:  
Quarter End Date:   
Date Report Submitted:  

 
The information provided in this Quarterly  Narrative  Performance Report  will be used to help 
the Department of Labor's (DOL) Employment and Training Administration (ETA) monitor the 
progress of the grant and identify promising practices and challenges of the grantee in 
implementing the grant. The information collected here provides a more comprehensive 
assessment of the progress of grantees in meeting expected milestones, performance indicators, 
and program requirements. It also provides additional qualitative information to ETA 
regarding  the activities of grantees as it relates to Workforce Innovation and Opportunity Act 
(WIOA) implementation or implementation of other discretionary grant programs, timeliness of 
program deliverables, technical  assistance needs, innovative or promising practices in the 
field, and the use of evaluation for program accountability, assessment, and improvement. 

Additionally, please note that, per the Uniform Guidance (2 CFR 200.328), grantees must inform 
ETA as soon as the following types of conditions  become  known and should  not wait for a 
quarterly report deadline: 

(1) Problems, delays, or adverse conditions which will materially impair the ability to meet 
the objectives of the Federal award. This disclosure must include a statement of the action 
taken, or contemplated, and any assistance needed to resolve the situation. 

(2) Favorable  developments  which enable  meeting  time  schedules  and  objectives sooner 
or at less cost than anticipated, or producing more or different beneficial results than 
originally planned. 

 

Section I. Contact Information. 
 

DOL Grant Funding 
Opportunity 
Announcement (optional}: 

 

Grant Number: 
 

 

  



28 
 

Grant Recipient Name:  

Grant Project Name:  

Grant Project Address:  

Grant Period of 
Performance: 

 

Point of Contact (Name, 
Phone Number, and Email): 

 

 

Section II. Summary of Grant Activities. 

The purpose of this section is to provide an executive summary of grant activities, including 
planned  and  actual  progress.   Grant activities  should  be aligned  with  the goals and objectives 
outlined in the grant Statement of Work (SOW) and ETA approved work plan/timeline. For the 
current quarter, please include a description of all new and ongoing: 

 
• Services supported by the grant; 

• Key activities completed, including partnership development and coordination; 

• Performance improvement efforts being undertaken to meet goals for the 
performance year if projected goals for the quarter are not currently being met; and 

• Additional activities performed by both the grantee and any sub-grantees, if 
applicable. 

 
A This may include additional information about service and training activities and outcomes 

to supplement the data submitted on the Quarterly Performance Report. 
 

8. In accordance with the funding opportunity under which the grant was awarded, 
grantees that are providing supportive services and specialized  participant services, 
should include: 

 
• A description of the type(s) of services offered in the quarter; 

• How they were delivered;  and 

• How they contributed to a participant's ability to fully participate in grant-funded 
activities. 

 
C. Those grantees who have no changes to report on the above items relative to previously 

submitted reports should indicate so, in addition to indicating the reason for their lack of 
changes. 

 
D. For Senior Community Service Employment Program (SCSEP) grantees, please provide information 

on the current quarter regarding: 
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• Additional training activities outside of community service assignments;  and 

• Types of host agencies that are being recruited. 
 

Section III. Progress Toward Grant Goals. 

The purpose of this section is to describe the progress of the grant's project goals, benchmarks, 
milestones, special events, important deadlines, and deliverables. 

 
A Provide any updates on the progress of the ETA approved grant timeline/work plan and 

program activities, 
 

8. Provide any updates on key deliverables and products developed for broad 
dissemination to the workforce system, as applicable. This includes  identifying products 
developed with grant-funds such as educational curriculum, websites, and other 
resources. 

 
C. Utilize the timeline in the grant's SOW to identify all major  program  activities and training 

for the reporting quarter. The timeline will paint a picture of project flow that includes 
start and end dates, schedule of activities, and projected outcomes. The timeline must be 
updated each quarter noting the actual date of each activity's completion as 
accomplished. 

 
D. Include any challenges or concerns the project has encountered that may have affected or 

slowed grant progress of the timeline/work plan, and how the project intends to resolve 
them. 

 
E. Describe the next steps or key focus areas planned for the project in the next quarter. 

 
F.  If applicable to the grant, use this section to provide additional information that describes 

the status of capacity building activities occurring under the program. This may include 
highlighting those items that have been completed, and assessing how well the capacity 
building strategies of the program are meeting the  training  needs of the targeted industries 
through previously identified impact measures. 

 
G. Grantees who have nothing to report should indicate this. 

 

Section IV. Development and Implementation of Effective Practices and Program Model 
Strategies. 
The purpose of this section is to describe how the program model is achieving the program's 
intended purpose and the goals/objectives and activities outlined in the grant application 
and work plan. 

 
This section may also reflect how equity is taken into account in the development and 
implementation  of the program.  "Equity" means the consistent and systematic fair, just, and 
impartial treatment of all individuals, including individuals who belong to underserved 
communities that have been denied such treatment. The term "underserved communities" 
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refers to populations sharing a particular characteristic, as well as geographic communities 
that have been systematically denied a full opportunity  to participate in aspects of economic, 
social, and civic life. 

 
A  This may include: 

• A description of outreach and/or recruitment activities; 

• Examples of the development and implementation of education and training 
programs; 

• Identifying and engaging industry sectors and employers; 

• Aligning policies and programs; 

• Measuring systems change and tracking performance; 

• Developing new, or enhancing existing, curriculum  or industry training; and 

• Creating new career assistance tools and resources. 
 

8. Grantees may describe how any development and  implementation  activities  (such as those 
outlined above in Section IV.A) contribute to use of services by underserved populations 
and facilitate equitable service provisions across target populations and underserved 
communities. Grantees may also identify administrative barriers, statutory barriers, or 
other challenges they face in ensuring equitable use, service delivery and outcomes 
achieved. 

 
C. Grantees may describe any lessons learned and how those lessons learned will be integrated 

into ongoing grant activities. 
 

D. Grantees with no progress to report on the above items should indicate this. 

Section V. Status Update on Match and/orLeveraged Resources (if applicable).  

The purpose of this section is to provide updates on the status of all match and/or 
leveraged resources. 

 
A Identify any funding needs and sources, and report the cumulative amount of any match 

and/or leveraged resources provided by the grantee and partners each quarter. 

• Match resources are required resources, from non-Federal funds, that support the 
allowable grant activities. Only grants with a match requirement should report on 
match. 

• Leveraged resources are those additional resources  the grantee  and its partners use to 
support the implementation of the program. Leveraged resources may take the form of 
cash or in-kind donations.   Please indicate any new leveraged  resources used to 
sustain the project after the life of the grant, if applicable. 

• Please note that both match and leveraged resources must also be reported on the 
Financial Status Report (ETA-9130) quarterly, if applicable. 

 
8. The update may include: 

• Organizations that contributed the resources; 

• Ways in which the resources were used during the current quarter; 
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• Cumulative amount of match and/or leveraged resources; and 

• Type of match and/or leveraged resources contributed to the project. 
 

Section VI. Status Update on Strategic Partnership Activities (if applicable). 

The purpose of this section is to describe how partners are working together to implement the 
project and to communicate the dynamic growth and development of the strategic partnership, 
including cross-agency partnerships. This section is not intended  to be a list of every partner 
meeting or communication, but rather should reflect the results and outcomes from such 
interactions and their impact on the project.  Completing  this section of the report allows 
grantees to reflect critically on their partnerships and contributes to broader discussions among 
grantees on partnership development and management. 

 
A. Report the critical aspects of the grant partnership activities, including establishing and 

maintaining strategic partnerships, during the reporting period. 
 

B. This section may: 

• Discuss how partners have engaged during the current phase of the project; 

• Outline specific roles and contributions of each partner during this quarter; 

• Identify any challenges encountered/resolved in the development and management of 
the partnership; and 

• Report new partners that may have been included in the project, or identify any 
previous partners that may have left the project. Grantees with nothing to report should 
indicate as such. 

 
Section VII. Status Update on Employer Engagement Strategies. 

The purpose of this section is to share information related to promising practices and strategies 
that have strengthened existing employer  partnerships  and any efforts to develop new employer 
partnerships. This section may discuss how equity is taken into account in the identification of, 
engagement with, and services provided to employers and employer associations. 

 
A. Report the efforts that have been undertaken to receive feedback from local area 

employers to identify their employee pipeline needs and engage local employers to 
interview, assess, train, and/or hire program participants. Examples may include: 

• Increased employer involvement including employers serving as mentors; 

• Program staff and employers identifying ways to encourage continuous 
improvement to hire program participants; 

• New employer partnerships (e.g., increased number of employers); and 

• Positive employment outcomes for program participants (e.g., employers support the 
hiring and advancement of program participants). 

 
Section VIII. Key Issues and Technical Assistance Needs. 

The purpose of this section is to describe any grant challenges and related technical assistance 
needs. 
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A Summarize significant opportunities, issues, or challenges (such as under-enrollment) 
encountered during the quarter and any resolution of issues and challenges  identified in 
previous quarters. Furthermore, describe actions taken or plans to address issues. 

 
8.   Describe questions the grantee has for ETA, as well as any technical assistance  needs. 

 
C. For SCSEP grantees, this section should include information on the recruitment of eligible 

applicants, meeting the most in need goal, and over/under enrollment challenges. 
 

D. Grantees with nothing to report should indicate this. 
 

Section IX. Significant Activities, Accomplishments, and Success Stories. 

The purpose of this section is to provide additional, in-depth information regarding promising 
approaches, new processes, and/or lessons learned that are not addressed elsewhere in the 
report. 

 
A Report any other significant activities and accomplishments. 

 
8. Describe in detail  promising  approaches,  innovative processes,  lessons learned,  and grant- 

and participant-level success stories in this section each quarter, as appropriate. 
 

C. Additionally, if appropriate, and with the participant's permission,  please highlight one or 
two grant- or participant-level "success stories" from the program per quarter. 

 
When documenting success stories, please describe the: 

• Background, problem, issue, or concern prior to program involvement; 

• Response or intervention provided by the project; and 

• Results and  outcomes, including who benefited and what changed or improved. 
 

D. Grantees may also include promising practices and success stories as attachments to the 
report. 

 
E. Grantees with nothing to report should indicate this. 

 

Section X. Evidence and Evaluation. 

The purpose of this section is to provide information to ETA on how  evidence and evaluations 
are being developed and applied. This information may help ETA to plan for future evaluation 
needs. 

 
A Describe how the grantee is using or planning to use data, evidence, and evaluation findings 

to make improvements to programs and strategies. In this explanation, please include a  
discussion  on accomplishments,  strategies  being implemented,  and  any barriers to 
success. 
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8. Please provide an update regarding the participation and status of any evaluations required as part of the 
funding announcement or award. Please include any requests for technical assistance related to these 
requirements. 

 
C. Please include information regarding the grantee's participation in any studies or evaluations  not 

required  as  part of the grant award, including any internal evaluations. Please describe the study, any 
data sources, and whether a third party is managing this project. 

 
D. As part of the evaluations described above, or as a separate stand-alone data analysis project, is the 

grantee using, or have plans to use, administrative data to better understand the grant program or the 
population it serves? If so, what data sources has the grantee been able to use or planned/desired to use? 
If so, what research or management questions do/can these data help the grantee answer? 

 
E. Grantees with nothing to report should indicate this. 

 

 
Section XI. Additional Information (if applicable). 

The purpose of this section is to provide any additional  relevant information that is not included elsewhere 
in the report. 

 
A. For SCSEP grantees, this section should include information regarding the: 

• Status of the activities described in their training and supportive services waiver request; if applicable 
and if not described in Section II.D 

• Progress on special projects; and 

• Status of any complaints/grievances. 

 
8. For H-18 grantees, report any outcomes in this section that are required by the specific grant award but not 

otherwise captured in the Quarterly Performance Report. 

 
 

Paperwork Reduction Act Disclosure Statement 

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of 
information unless such collection displays a valid 0MB control number. 

The control number for this collection is 1205-0448. Public reporting burden for this collection of 
information, which is required to obtain or retain benefits, is estimated to average 10 hours per quarterly 
response, including time for reviewing instructions, gathering and maintaining the data needed, and 
completing and reviewing the Quarterly Narrative Performance Report. Send comments regarding  the 
burden estimate or any other aspect of this collection of information, including suggestions for reducing this 
burden, to the U.S. Department of Labor, Office of Workforce Investment, Room C-4526, 200 Constitution 
Avenue NW, Washington, DC 20210. 

Note: Please do not return the completed ETA-9179 to this address. 
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Attachment G 
Expenditure Report Form Instruction: 

The expenditure report form is intended to provide Commerce with consistent cumulative information for the purpose of 

reporting to USDOL as well as an analytical tool to assist with grant progress for other state funded programs.  

 

Section 1:  Contact & Grant Details 

The first section is the contact information section, which contains sub-grantee specific information per grant.  Please 

complete sub-grantee name, address and contact information as well as select from the drop-down choices in the Grant 

Name.  Please include corresponding information for this grant selected.  I.e., Sub-Award number, preparers name and 

phone number.  

 

Section 2:  Cumulative Cash Received & Funding/Reporting Period 

Cumulative Cash Received Year to Date should equal the cumulative expenditures totals on this report.  Cash Received 

YTD is the funding amount you have received in your account as of the report period end date or the last day of the 

reporting period. 

  

The Funding periods should be designated in sub-award agreements and/or notice of award letters.  This could be one 

year or more depending on the overall award of the grant.  The report period indicates the timeframe for which this report 

covers.  For example, monthly reports should begin on the 1st day of the month and end on the last day of the month.  The 

following month will pick up with 1st day and end on the last day, so on and so forth.   

 

Section 3:  Allowable Expenditures by Cost Category 

Sub-grantees will enter pertinent information regarding cost categories, budgets, expenditures, unliquidated obligations, 

and accruals.  The Allowable Expenditures section has multiple columns: 

• Cost Category – this column shows the line-item categories available for expending.  Cost Categories should align 
with the categories on the approved budget included with sub-awards and/or notice of awards.  NOTE:  Cost 
Categories may be different between programs.  

o For WIOA Programs, cost categories must include the following: 
▪ Adult, Dislocated Worker, Youth, NDWG, Rapid Response & WIOA Set-Aside 15% 

• Administration 

• Training Expenditures 

• Comprehensive Program Outlays 

• Youth Work Experience (Youth ONLY) 

• Youth In School 

• Youth Out of School 
▪ Comprehensive Outlays should be a representation of all remaining expenditures not falling in 

one of the specified categories above.  

• Approved Budget – this column will be the last approved budget found on the Contractual Breakout Form included 
on the sub-grantee agreement.  Any budget adjustments will be approved by the program manager via email 
communication and use of Line-Item Adjustment form.  Budgets should be developed by cost categories for a total 
not exceeding the sub-award total.   
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• Approved Carryover – in the event Commerce is approved for carryover, this column will be populated with the 
approved carryover budget awarded to sub-awardees and/or local areas, respectively.   Carryover Budgets should 
be developed by cost categories for a total carryover sub-award total.   

• Total Available – Approved Budget + Carryover (this is a formula and does not require any data entry.)  Carryover 
is not a guarantee, therefore, the only instance where the total available will differ from the approved budget is 
when carryover is awarded. 

• Cumulative Expenditures – the cumulative expenditures should be equal to the ytd expended reported in the prior 
month.  This should reflect all expenditures which represent cash out the door rather than accrued expenditures, 
which are pending payment.  

• Expenditures (This Report) – this value will include true expenditures ONLY incurred during this reporting period.  
No accruals should be reflected in this column as they have not yet been expended. 

• YTD Expended – Cumulative Expenditures + Expenditures (This Report) (this is a formula and does not require any 
data entry.)  This value represents all the expenditures incurred up to the last day of this reporting period. 

• *Unliquidated Obligations - This section is intended to provide Commerce with an up-to-date projection of 
unliquidated obligations.  As indicated on the expenditure report, unliquidated obligations are obligations 
incurred by an entity that have not been paid (liquidated). For example, client is enrolled in training, but has not 
started courses and incurred costs as a result.  This differs from an accrual in that an accrual is goods and services 
that have been delivered, constructed, or completed when the following conditions apply: 

o The vendor has not yet invoiced, 
o The vendor has invoiced, but the entity has not yet received the invoice, 
o If the invoice has been received, it has not been validated as a correct/complete invoice for processing 

purposes, or 
o If the invoice has been validated, it has not been processed into the accounting system for payment.  

(Unliquidated Obligations does not require data entry at cost category level (grayed rows), enter the total 

aggregate amount in the total line for this column.)   

• **Accruals – this column should include all expenses which reflect a product or service which has been received 
but has not been paid.  This is the only column which should be utilized to reflect accruals.  In the accrual column, 
we expect to see only those expenses which an invoice is pending due to the service and or product being received, 
but not paid.  If you have obligations, this is to be reported in the remarks/comments section.  An obligation is an 
anticipated expense but does not have a pending invoice as of the date of this report. 

(Accruals do not require data entry at cost category level (grayed rows), enter the total aggregate amount in the total 

line for this column.)   

• Balance – Total Available – (YTD Expended + Unliquidated Obligations + Accruals) (this is a formula and does not 
require any data entry.) 
 

Section 4:  Program Income 

Program Income generated by any federally funded operation/activity must be reported to the state (Commerce) and to 

the federal funding agency (USDOL) through a reduction of expense/draw.  Program Income is defined in the program 

regulations 2 CFR 200.80; 2 CFR 200.307; (2 CFR 200.305 (b)(5)).  To report any program income generated as required by 

the reduction of expense, follow the instruction below: 

• Cumulative Program Income – Enter the total amount of program income generated for the duration of the sub-
award and/or allocation period.  

• Program Income Generated (This Report) –  Enter the amount of program income generated for this report period 
only. 

• YTD Program Income – Calculation of Cumulative Program Income + Program Income Generated (this report) = 
YTD Program Income (this is a formula and does not require any data entry.) 

• Program Income Disbursed (This Report) – Enter the amount of program income disbursed during this report 
period as a reduction of expense. 
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• Program Income Accruals –  Enter the amount of program income not yet processed, but is accrued to expend 
immediately following this report period. 

• Program Income Undisbursed – Calculation of YTD Program Income – Program Income Disbursed (This Report) = 
Program Income Undisbursed (this is a formula and does not require any data entry.) 

 

Section 5:  Remarks/Comments 

The Remarks/Comments section is intended to provide a place for which you can report information of interest which is 

not already captured in other cells.  This could include, but not be limited to, obligation breakouts, leveraged resources, 

program income, fluctuations in expending trends, match requirements, and general comments.  

 

Section 6:  Participants, Employers/Sponsors/Providers Served or Recruited (IF APPLICABLE ONLY) 

This section intended to collect the total number of participants enrolled up to the last day of this report.  If applicable to 

the grant you have selected, please also include the number of employers/sponsors/providers served and the number of 

programs created, if applicable.  This will assist in monitoring the status against the annual and grant goals. 

 

Section 7:  Authorized Signatory & Date Signed 

An authorized signature as well as date signed on all initial or revised expenditure reports is required.  This indicates the 

report has been reviewed by program and/or fiscal representatives responsible for program oversight, even if with third 

party vendor (i.e., AGH).  Any communications regarding discrepancies, changes, etc. will be communicated back to the 

signatory. 

 

Current Reporting Schedule:  

Reporting schedules will be varied depending upon the grant inception dates and implementation of the fiscal processes.  

For allocated funds, this schedule is dictated by Commerce Fiscal unit.  For all other grants, the program manager will 

include reporting language in the sub-award agreement and notify sub-grantees of the reporting schedules. 

 

Grant Close Out Reports: 

Close out reports year over year will be processed 45 days following the last day of the grant year end.  If sub-grantees 

determined the financial reports provided throughout the grant period is accurate and truly reflects financial status as of 

the last report this report may suffice as grant end close report.   Otherwise, the 45-day close out report will be required 

for the final grant year ONLY.  Sub-grantees will be notified of the close out reports from Commerce Fiscal unit.  Final close 

out documentation will be detailed in the sub-grantee agreement and schedules provided at the end of a grant. 

 

Reimbursements: 

Reimbursements and/or payments for grant activities will be received based on the type of vendor you are.  For example, 

intermediaries and sub-grantees outside of local workforce development boards will be reimbursed for the value of the 

expenditures reported in “This Report” column noted in Section 3 above.  If you had any program income applied as 

reduction of expense, the amount reimbursed will be the adjusted payment total in Section 4 above.  Commerce will 
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process the expenditure report as a payment voucher internally and will reimburse expenses on the frequency detailed in 

the sub-award agreements.   

 

Local Areas, who receive allocated funds will continue to process vouchers through the ACH or wired funds and will receive 

the funds typically within a week through the standardized draw processes.   

 

State administered programs, such as TAA, will be processed as a voucher within KANSASWORKS.com with this voucher 

becoming the payment voucher for processing to the client and/or training institution as designated. 

 

Current Reporting Schedule:  

 

Grant Close Out Reports: 

Close out reports year over year will be processed 45 days following the last day of the grant year end.  If sub-grantees 

determined the financial reports provided with monthly reporting is accurate and truly reflects expenditures both month 

close and year end close.  The 45-day close out report will be required for the final year ONLY.  Sub-grantees will be notified 

of the close out reports needed from the RA Program Manager.  Final close out documentation will be due indicated in 

the sub-grantee agreement and schedules above. 

 

Reimbursements: 

Intermediaries will receive reimbursement for the value of the expenditures reported in “This Report” column noted in 

Section III above.  Commerce will process the expenditure report as a payment voucher internally and will reimburse 

expenses on a monthly basis.  Those recipients who have signed up for ACH or wired funds will receive the funds typically 

within a week.   
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Attachment H 
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Attachment I 
 

RAPIDS FLOWCHART FOR APPRENTICES 

REGISTER AN APPRENTICE 

 

   *Follow light blue if Apprentice Agreement is completed  

 

 

COMPLETE, CANCEL, SUSPEND, TRANSFER APPRENTICE 

 

Apprentices Tab
Register 

Apprentice (top 
right corner)

Input Apprentice 
Detail

Click on 
Apprentice 

Number

Apprenticeship 
Agreement (671)

Generate 671 or 
click on Download

Print or Save
Signatures 
(Sponsor & 
Apprentice) 

Scan or Save 
Signed Agreement

Return to 
Apprentice Tab & 
Select Apprentice

Click on 
Documents Tab

Upload signed 
agreement

Complete 
Transmital of 
Actions Form 

(TOA)

Apprentice Tab Select Apprentice Documents Tab

Upload completed 
and signed 

Transmital of 
Actions (TOA)

Select Summary 
Tab

Select Action (top 
right corner)

Enter TOA 
information

Save & Complete 
Request
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RAPIDS QUICK TIPS 

• Utilize 2 open windows 

• Work backwards on Tabs rather than using back button 

• Any action can be located under the Related Actions Tab from Program Screen 

• All signed documents that need to be uploaded (Agreement & TOA) are located in 

Apprentice File under Documents Tab 

 -Print ID Cards from Documents Tab 

• If Apprentice Agreement is word document be sure to block out SSN before uploading 

• Wage scales are important to keep up to date. Label wage schedules with 

Occupation/Employer – these are selected when registering an apprentice 

• Employers Tab - ensure Appendix D for each employer are uploaded 

• Check Overdue Apprentices monthly 

• Verify information for accuracy and ensure apprentices documents are uploaded 

• Some changes must be approved by our office before continuing 

- Wage Schedules 

- Apprentice Registration, Cancellation, or Completion 

 

 

 

 

 


