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AB # 19-06 

Effective Date: 7/1/2019 

 

ACTION BULLETIN 

 

 

TO: All Adult and Dislocated Worker Career Service Providers (CSP) funded through the 

Workforce Innovation and Opportunity Act (WIOA)  

 

DATE: July 29, 2019 

 

SUBJECT: New Process for Quality Review and Data Entry of Training Activities  

 

PURPOSE OF BULLETIN: 

 

The purpose of this bulletin is to provide notification to Alameda County Workforce Development 

Board’s (ACWDB) contracted CSPs regarding updates to the paperwork submittal, quality review, 

and data entry processes related to training. 

 

BACKGROUND: 

 

The State of California enforces a mandate upon all WIOA Local Workforce Development Areas 

(LWDA) across the state – that an amount equal to 30% of the WIOA Adult and Dislocated Worker 

funding streams be spent on vocational retraining for WIOA eligible participants each program 

year. This mandate allows 10% (1/3 of the 30% training mandate) to be accounted for through 

leveraged sources other than WIOA training dollars. 

 

These mandates and allowances require thorough and accurate tracking of all training activities and 

associated costs – and within the last year, ACWDB staff has found several technical errors in ITA 

paperwork coming from ACWDB’s CSP staff.  The errors found include, but are not limited to 

incorrect program year, incorrect dollar amounts, incorrect selection of funding stream, incorrect 

program name, etc.  These types of errors substantially limit ACWDB’s ability to ensure accurate 

tracking of costs and other important elements related to WIOA participant training. 

 

ACWDB had previously adopted a policy requiring all vocational training activities be entered into 

the Grants Checkbook and CalJOBS by the Workforce Services Technicians and/or the ACWDB 

Account Clerk.  This bulletin outlines a newly mandated process that expands the responsibility of 

ACWDB staff to include a quality assurance review of all training-related paperwork before it is 

sent to the attention of ACWDB’s contracted fiscal agent – and will serve to ensure accurate 

tracking of all vocational training activities and associated costs.   
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POLICY: 

 

Effectively immediately, CSP staff will be required to submit the ITA Worksheet, the Eligible 

Training Provider List (ETPL) listing, and any other relevant paperwork to their assigned 

Workforce Technician for quality assurance review PRIOR TO that paperwork being forwarded to 

the attention of ACWDB’s contracted fiscal agent.  CSP staff will no longer send ITA paperwork 

directly to the fiscal agent.  ACWDB staff will take responsibility for ensuring accuracy of the 

documents prior to forwarding all training-related paperwork to the attention of the fiscal agent.  

 

PROCESS: 

 

The process is outlined in Attachment 1 to this bulletin. 

 

ACTION: 

 

ACWDB’s CSPs must ensure that all relevant staff are made aware of these immediate changes to 

the training paperwork process. 

 

For information and inquiries please contact: 

 

Michele G. Garcia  

Workforce Board Systems Administrator 

24100 Amador Street, 6th Floor 

Hayward, CA 94544-1203 

(510) 259-3802 

mggarcia@acgov.org 

 

ATTACHMENTS: 

 

Attachment 1:  ITA Submittal Process Outline 
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ACWDB AB 19-06 

Attachment 1 

 
 

 


