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1. Purpose. To transmt guidance for the devel opnent and
managenment of PY 2002 Workforce Information grant plans.

2. References. Section 7, Parts (a)(3)(D)and(d)and Section
15 of the WAgner-Peyser Act; Section 309 of the Wrkforce

| nvest nent Act; Section IV(C)(3) of the WA/ Wagner - Peyser

Pl anni ng Gui dance (FRN Vol 64, No. 37/ Thursday, February 25,
1999); 29 CFR Parts 93, 94, 96, 97 and 98; and OVMB G rcul ar
A- 87.

Consi stent with the Paperwork Reduction Act of 1995 (44

U S.C. 3501-3520), OWB has reviewed and approved the

I nformation Col | ecti on Request for this planning guidance
(OVMB Control Number 1205-0417). This approval expires (to
be determ ned). Under 5 CFR 1320.f(b), an Agency cannot
conduct, sponsor, or require a response to a collection of
i nformati on unl ess the collection displays a valid OB
Control Number .

RESCISSIONS EXPIRATION DATE
None




3. Allocations. Funding is provided in the One-Stop Career

Center/ America’s Labor Market |Information System

(ALM S) appropriation for Fiscal Year (FY) 2002. For PY 2002,
$38 mllion, mnus a 2.6 percent postage reserve($988, 000),

is allocated by fornmula to the fifty States, the District of
Col unmbi a, Guam Puerto Rico and the Virgin |Islands.

Funds are being provided to States to produce the core

i nformati on products and services defined in this guidance
and for the devel opnent of other workforce information
products and services which mght be required to support the
State’s strategi c workforce investnents.

States received an increase in funding for workforce
informati on core products and services beginning in PY 2001
and are allocated nearly identical anounts for PY 2002.
Fundi ng shoul d be sufficient to fully support production of
the required core products and services and to carry out
custoner satisfaction assessnent activities required in PY
2002.

See Attachnent | for the table of allocations and all ocation
f or mul a.

4. Period of Performance. The maxi num expenditure period
for these funds is three years, pursuant to the Wagner-
Peyser Annual Funding Agreenent. The grant plan will cover,
at a mnimm the 12 nonth period of July 1, 2002 to June
30, 2003 but may, if negotiated between the State and
Regional O fice, cover a longer period of tine up to the
maxi mum expendi ture period endi ng June 30, 2005.

5. Annual Plan Format and Content. The annual plan
narrative shall be organized into three sections: (a) a
description of the statew de enpl oynent statistics system
(b) a description of the products and services to be
provided with these funds; and(c) a description of the
strategy to be enployed by the State for assessing custoner
satisfaction with State produced workforce information.

(a) Statew de Enpl oynent Statistics System

It is ETA's intent that ALM S fornmul a-funded grants to
States for (Core) products be an integral part of the
statew de enpl oynent statistics system and support the
State's overall plan for workforce investnent.

Section 111(d)(8)of WA requires that the State Wrkforce
| nvest nent Board assi st the governor in devel oping the
statewi de enpl oynent statistics system Section 309 (e) of
WA requires that the State agency designated by the



Governor as being responsible for the managenent of the
statewi de enpl oynent statistics systemconsult with State
and | ocal boards, the business community and individuals
about the relevance of the information to be provided

t hrough the system In order to better understand how the
activities funded by these grant funds support the State's
overall workforce investnents, the plan narrative nust
provi de a conci se description of the statew de enpl oynent
statistics systemincludi ng descriptions of:

The state agency's consultation process wwth State and
| ocal workforce investnment boards, the business
communi ty, individuals and workforce devel opnent

prof essionals to determ ne custoners' workforce

i nformati on needs;

e how the statew de enploynent statistics system
supports the State's WA/ Wagner - Peyser Five Year
Strategic Plan for State and | ocal workforce
devel opnent ;

* the broad strategic approach for workforce information
delivery to the systems three principal custoner
groups - the business community, individuals and the
State's workforce devel opnent system

* how workforce informati on and services are delivered
to the business community and job seekers through the
State's One-Stop service delivery system

In addition, States are requested, but not required, to
provi de informati on on fundi ng sources ot her than these
grant funds which are budgeted for workforce information,
and the activities being carried out with those funds that
are part of the State's enploynent statistics system

(b) Products and Services. In order to receive funding,
States nust submit a grant plan for providing, at mninmm
the core products and services described in Attachnent 111.
These are the nost recent priorities defined by the
Wor kf orce I nformation Council, the Federal - State governance
body established pursuant to Section 309 (b)(1) of WA to
achi eve cooperative managenent of the nationw de workforce
i nformati on system

I n accordance with Section 309 of WA, the grant plan nust
be consistent with the State's WA/ Wagner - Peyser Five- Year
Strategic Plan. Al core products and services and any
addi ti onal products, services or activities to be delivered



wi th these grant funds nust be planned in consultation with
the State and | ocal Wirkforce Investnment Boards, with
activities and pl anned custoner outcones defined in context
of the State’s WA/ Wagner - Peyser Five-Year Strategic Plan.

The plan narrative nust provide a description of each
activity to be funded by the grant and include the foll ow ng
information for each of the planned activities, products or
servi ces:

* A detailed description of the activity, product or
service, including the principal custoners of the
product, e.g., enployers, job seekers, workforce
devel opnent professionals or others, and the
nmet hodol ogy to be used, where appropri ate;

* the focus of each activity, e.g., data or economc
anal ysis, correcting data gaps, system devel opnent,
One- St op service delivery or other;

* a description of the process for and result of the
consul tation process with the State Board concerning
the activity, product or service;

* how the activity supports the State's W A/ WAgner -
Peyser Five Year Strategic Plan;

* the neasurabl e custonmer outcone(s)projected for each
activity, product or service;

* planned nilestones for conpletion of the activity;

» total estinmated cost of each activity, including
identification of planned equi pnent purchases of $5, 000
or nore per unit cost.

The measurenment of custoner outcones comnbined with
assessnent of custoner satisfaction with workforce

i nformation products and services, provide the basis for
formul ati ng conti nuous inprovenent strategies for the
system States shoul d define measurabl e custoner outcones
that provide indicators of the utility or value of each
product or service for neeting the information needs of
princi pal customners.

Because of the nature of providing information services, it
may not be possible to identify specific customer outcones
such as "entered enploynent." Indicators such as custoner
usage may be used for this purpose.



Exanpl es of possible indicators are: usage statistics for
Web- based systens or nodul es of such systens; denmand
statistics for a product or service, such as nunber of
publication or listserv subscriptions or nunber of requests
for consultations by stakehol ders; or nunber of individuals
served by an activity, such as nunber of individuals trained
by course offering or counsel ed using an O°'NET based
occupati onal anal ysis product.

(c) Custoner Satisfaction Assessnment. Section 15 of the
Wagner - Peyser Act (WA Section 309) requires state agencies
to consult with custoners about the | abor market rel evance
of the information dissem nated through the statew de

enpl oynent statistics system in order to continuously

i nprove the system To carry out this requirenment and to
ensure accountability for the expenditure of these funds,
begi nning with PY 2002, a condition for receiving this grant
w Il be an assessnent by the State of custoner satisfaction
with state produced workforce information.

Based on gui dance fromthe Wrkforce I nformation Council,
ETA is not prescribing an approach or mnethodol ogy for
assessing custoner satisfaction, and is defining custoner
satisfaction information broadly to allow states to define
and use a variety of nethods for gaining information about
what custoners val ue. These m ght include focus groups,
surveys, consultation or other nmethods the State considers
appropriate, enployed solely or in conbination.

For PY 2002, each state has the flexibility to devise a
strategy enploying single or nmultiple approaches for
assessi ng custoner satisfaction with state workforce
information services. States nmay choose the range of
services to assess, fromthe entire Section 309 statew de
enpl oynment statistics systemto sel ected conponents of the
system such as these fornula funded products and services.

The grant plan nust include a description of the custoner
satisfaction assessnent strategy to be enpl oyed by the
State. The plan nust describe the workforce infornmation to
be assessed and the nethod(s) to be used to collect and
interpret custonmer satisfaction information. At a m ninum
sati sfaction nmust be assessed in sonme nmanner for each of the
system s three principal custoners - the business community,
j ob seekers, and the workforce system (state and | ocal
boards, state and | ocal workforce agencies, service and
training providers, etc.)



Since PY 2002 is the first year requiring custoner
satisfaction assessnent and many states are inexperienced in
this area, the strategy described in the plan may
subsequently be nodified, if necessary, through a fornal

nodi fication to the plan narrative statenent of work. It is
ETA's intent to provide technical assistance to assi st
States in devel oping strategies.

Grantees are to submt an electronic copy of the approved
plan narrative in PDF format to the ETA National Ofice at
es-i n@lol et a. gov. The docunent wi ||l be posted on a secure
ETA supported Wb site accessible to the workforce

devel opment system The purpose of nmaking the plans Wb-
accessible is to allow the sharing of workforce information
delivery strategies and i nnovative practices anong states.

6. Plan Modifications. The Gantee and Regional Ofice my
jointly nodify planned activities and associ at ed
expenditures, within the State allocation, during the plan
period of performance. The Regional Ofice has unil ateral
authority to recomend funding adjustnents to the G ant

O ficer when overall grant expenditures are substantially
bel ow quarterly budgeted forecasts in the approved SF-424A.

In the event that the Secretary of Labor nay be required to
carry out other responsibilities not anticipated in the

pl an, grantees nmay be requested to submt a plan

nodi fication to carry out the additional responsibilities.

7. Gant Conditions. Funds provided by this grant nay not
be used to supplant funds obligated from other funding
sources for workforce information activities.

Any planned data collection activities nmust conformto the
techni cal standards and net hodol ogi es established by the
Bureau of Labor Statistics or provide, in the plan, a sound
busi ness rationale for the use of an alternative

nmet hodol ogy.

Any information technol ogy systens or applications devel oped
with these funds nmust adhere to industry-standard, open
architecture principles with docunentati on and software code
made available for use by other State or local entities.

8. Publications and O her Informati on Products. Grantees are
requested to submt hard copies of publications produced
with these grant funds to the appropriate Regional Ofice
and to submt PDF copies of publications considered to be of
special interest to the systemand which m ght be replicated
by other states, to a Wb site supported by ETA. Exanples of



mailto:es-in@doleta.gov

publications of special interest m ght be workforce
information targeted to the needs of specific custoner
groups, sub-state econom c snapshots or industry-specific
research and anal ysi s.

Additionally, grantees are required to submt copies or
descriptions of marketing material and docunentation of

ot her innovative products or services to the ETA supported
Wb site. Exanples mght be State brochures describing the
avai lability and functionality of electronic, self-service
tools, or docunentation of applications devel oped for

dat abase access, or workforce information services publicly
avai |l abl e through the One-Stop systemor targeted to

speci fic custoner groups.

Subm ssion of hard copy publications to the ETA Nati onal
O fice is not required.

9. Annual Performance Reports. Gantees are required to
submt an annual perfornmance report that tracks perfornmance
for each planned activity, per 29 CFR 97.40(b)(2) and as
specified in Attachnment 1V, Section A

The annual performance report nust al so include a summary of
findings of the grantee’s assessnent of custoner
satisfaction with state workforce information products and
services and a summary of activities to be undertaken to add
custoner val ue where needs for inprovenent are indicated. A
description of the nethods used to collect and interpret
custonmer satisfaction information nust be included. The
report may al so include recommendati ons for consideration by
the Workforce Information Council and ETA for inprovenents
or changes to the suite of core products and servi ces.

Grantees are to electronically submt the annual performance
report to the appropriate Regional Ofice with a copy in PDF
format to the ETA National Ofice at: es-in@lol eta.gov. Per
29 CFR 97.40 (b) (1), annual reports are due 90 days
followi ng the end of the Program Year.

The ETA National Ofice will post the annual performance
reports on a secure ETA supported Wb site, accessible to

t he wor kforce devel opnment system for the purpose of
inform ng the system of overall perfornmance of the workforce
i nformati on system and of custoner satisfaction with the
products and services delivered.

10. Financi al Managenent and Reporting. States are to
forecast actual cash needs by program year quarter on SF-
424A, Section D, for all quarters covered by the plan.




State Workforce Agencies will report quarterly expenditures
by direct data entry of Standard Form 269 into the Wb-based
Enterprise Informati on Managenent System (EIMS). Quarterly
financial reports are due within 30 days follow ng the end
of each quarter, per 29 CFR 97.41(b)(4). A financial
reconciliation will be conducted by the Regional Ofice at
the end of the programyear.

Questions regarding financial managenent and reporting for
PY 2002 or for any existing prior year fund bal ances shoul d
be addressed to the appropriate Regional Ofice.

11. Action Required. Gant plans are due within 45 days of
the date of this guidance. Regional Ofices my extend the
due date, if necessary. State Wrkforce Agency

Adm ni strators are requested to:

a. Imediately transmt this planning guidance to the
appropriate State Wrkforce Agency office.

b. Submt two signed copies of the PY 2002 grant
appl i cation package to the appropri ate Regi onal
Adm ni strator and e-mail one el ectronic copy, in PDF
format, of the approved annual plan narrative to the
ETA national office at: es-in@lol eta.gov.

c. The grant application package must incl ude:

1. A Transmttal Letter

2. Application for Federal Assistance (SF-424)
3. Budget Pl an(SF-424A, Section D only)

4. Annual Plan Narrative

12. Inquiries. Questions on plan requirenents my be
directed to the appropriate Regional Ofice or to d af

Bj orkl und at 202-693-2870. Grant and financial nanagenent
questions nmay be directed to the appropriate Regional Ofice
or to Gmaendol yn Baron-Si mms at 202-693-3309 or to Jim
Stockton, Grant O ficer, at 202)693-3335.

13. Attachnents.

Al l ocati ons for PY 2002
Grant Procedures
St atenent of Wbrk Qui del i nes

l.
.
[T
| V. Annual Performance Report Instructions



Attachment 11
Grant Procedures

A. Grant Agreement. The Wagner-Peyser Annual Funding Agreement encompasses the
Wagner-Peyser Base Grant and the One-Stop/LMI grant for PY 2002/ FY 2003. The
Annual Funding Agreement includes Assurances and Certifications which apply to all
grants covered by the Agreement. Therefore, Assurances and Certifications need not be
submitted with the One-Stop/LMI grant application.

B. Grant Application. Grant Applications are to be developed in accordance with
Attachments [, IT and III. The Grant Application must include a signed trans mittal letter,
a signed Application for Federal Assistance (SF-424), Budget (SF- 424 A, Section D only)
and Plan Narrative. States are requested to submit two signed copies of the complete
grant package to the appropriate Regional Office and one PDF copy of the final
negotiated plan narrative to the ETA National Office at: es-in@doleta.gov.

C. Plan Approval. Regional Administrators are responsible for final approval of the plan
and will issue an approval letter, with a copy of the approved grant package, to the State
and a copy of the approval letter and approved grant package to the Grant Officer. A
Notice of Obligation will be issued by the Grant Officer subsequent to the receipt of the
Regional Office’s approval package.

D. Plan Modifications. The Grantee and Regional Office may jointly modify planned
activities and associated expenditures, within the State allocation, during the plan period
of performance. The Regional Office has authority to unilaterally recommend funding
adjustments to the Grant Officer when overall grant expenditures are substantially below
quarterly budgeted forecasts in the approved SF- 424A. In the event the Secretary of
Labor is required to carry out other responsibilities not anticipated in the plan, grantees
may be requested to modify the plan to carry out the additional responsibilities.




Attachment |11

Statement of Work Guidelines

Grantees are required to deliver eight core products and services with PY 2002 funding.
Except for those core products which are expected to be standard to allow comparability
across states (such as population of the ALMIS Database core tables, production and
dissemination of long-term employment projections and short-term employment
forecasts), all other core products and services allow states flexibility to address the
priority while determining the form and content that best meets the State's needs.

The plan statement of work will be posted on a secure ETA supported Web site to allow
review by the workforce development system. For consistency and ease of review, the
format of the statement of work must discretely and concisely address each of the planned
products and services and include the following information for each:

* A detailed description of the activity, product or service, including the principal
customers, e.g., employers, job seekers, workforce boards, workforce
development professionals or others, and the methodology to be used, where
appropriate;

» the focus of each activity, e.g., data or economic analysis, correcting data gaps,
system development, One-Stop service delivery or other;

* adescription of the process for and result of the consultation process with the
State Board concerning the activity, product or service;

* how the activity supports the State's WIA/Wagner-Peyser Five Year Strategic
Plan;

* the measurable customer outcome(s) projected for each activity, product or
service;

* planned milestones for completion of the activity;

* total estimated cost of each activity, including identification of planned equipment
purchases of $5,000 or more per unit cost.



Core Products and Services
1) Continue to populate the ALMIS Database with State data.

The ALMIS Database structure is designed to provide States with a resource for storing
information in a single format and location to facilitate information delivery to a wide
range of customers. The database can serve as the cornerstone for information delivery,
research and product development. States are required to populate all tables designated as
core tables in accordance with guidelines issued by the ALMIS Database Consortium.
Information and technical support are provided at the Consortium's Web site at:
http://almis.dws.state.ut.us.

The most current database version release is version 2.2. Depending on existing State
applications for accessing the database, some States may need to continue maintaining an
earlier version for a period of time. States are required to state in the plan which version
of the database is currently being used and the projected date for upgrading to version 2.2
if an earlier version is currently used.

The maintenance and updating of occupational licensing data is the responsibility of the
ALMIS Database administrator in each State. States are required to populate the
following database files: license.dbf, licauth.dbf and lichist.dbf. Licensing data must be
updated every two years. States are required to submit licensing data through the
National Crosswalk Service Center (NCSC) for inclusion on the America’s Career
Information Network (ACINet) site. The NCSC also provides support to the ALMIS
Database Consortium and State database administrators, including access to ALMIS
Database files and information on updates to those files.

The licensed occupations information found in ACINet were recently recoded from an
OES to the O*NET SOC coding taxonomy. The NCSC recently distributed the recoded
data to state ALMIS Database Administrators. States are free to use any

occupational coding taxonomy for the licensing information delivered in State systems.
However, the files included in ACINet must be coded to O*NET SOC. The NCSC

will assist states in recoding their files if necessary. States may access information and
support through the NCSC web site at http://www.xwalkcenter.org or by calling 515-242-
5034.

Grantees are required to develop or procure and deploy applications that allow customers
easy public access to the State ALMIS Database and are encouraged, by the Workforce
Information Council and ETA, to ensure such applications allow customers to access and
compare information for interstate labor market areas and across multiple States.

States are encouraged to participate in Basic ALMIS Database Training through the LMI
Institute, if needed. The curriculum is technical in nature and is targeted to new or
inexperienced staff with responsibility for ALMIS Database work. Instruction is
conducted with the assistance of the ALMIS Database Consortium.



These grant funds may be used for equipment, programming and applications
development and procurement, database development, staff or other costs required to
implement and maintain the database.

2) Produce and disseminate long-term, industry and occupational employment
projections.

Continue to produce and disseminate State-level, long-term industry and occupational
employment projections for calendar years 2000 to 2010, using the methodology,
software tools and guidelines developed by the Long-Term Employment Projections
Consortium and the MicroMatrix User’s Group, in consultation with BLS and ETA. The
primary focus for PY 2002 should be the production of sub-State, long-term projections.
Inability to produce sub-State projections due to size or other restrictions must be noted in
the plan.

States are required to populate the ALMIS Database with the projections data and submit
the data for public dissemination following procedures established by the Consortium in
consultation with BLS and ETA.

3) Produce and disseminate short-term, industry and occupational employment forecasts.

Each State is required to annually produce and disseminate state-level, short-term
industry and occupational employment forecasts using the methodology, software tools
and guidelines developed by the Short-Term Forecasts Consortium and the MicroMatrix
User’s Group, in consultation with ETA. For PY 2002, States will produce forecasts
using any quarter in calendar year 2002 as the base year and forecast to the same quarter
in 2004 as the forecasted year.

In addition, States are required to test the production of forecasts data for sub-state areas
in accordance with Consortium guidelines. Access to local employment forecasts has
been identified as a critical need by the workforce investment system. Inability to
produce sub-state forecasts due to size or other restrictions must be noted in the plan.

States will be required to submit the forecasts data for public dissemination in accordance
with procedures to be developed by the Consortium in consultation with ETA.

4) Develop occupational analysis products.

Each State will continue to develop customer-focused occupational and career
information products, incorporating related information such as occupational supply
information, employment projections, forecasts and trends, and skills requirements. All
products must be O*NET-based unless there is a compelling reason for using other skills
research and information sources. Occupational information products and services must
be developed in consultation with Workforce Investment Boards and other stakeholders.



States will determine the technologies and media for development and dissemination of
this information. Describe the products to be developed, including the products’ intended
utility for customers.

5) Provide an employer name and address list that can be accessed by the public.

The majority of States are licensed to use the ALMIS Employer Database. States not
licensed are required to provide public access to an alternative, comprehensive employer
name and address list to facilitate job search, job development and for other purposes.
Licensed States are required to integrate the ALMIS Employer Database with the ALMIS
Database in accordance with ALMIS Database Consortium guidelines.

States are required to develop applications allowing easy public access to the employer
name and address list and describe, in the plan, the employer name and address list being
used or developed, how workforce investment customers will access the information and
the functionality of the application for workforce development requirements and
operations in the State.

The ALMIS Employer Database also resides on the ACINet site. States have the option of
developing system links to or direct use of ACINet for public access to the employer
name and address list.

6) Provide information and support to Workforce Investment Boards (WIBs) and produce
other State information products and services.

The plan must describe the strategy for collaborating with State and local Workforce
Investment Boards to support WIBs' planning and policy development efforts and to
provide timely, needed workforce information and services to customers. Describe the
process to be used for determining customer’s information requirements, the customer
groups to be consulted, and the expected information products and services to be
provided.

7) Support development and deployment of State-based workforce information delivery
systems.

Funds are provided to support the development or the purchase and deployment of
electronic technologies to improve access to and dissemination of workforce information.
Describe what system development activities will be undertaken to improve customer
access to and system functionality of workforce information.

Examples include, but are not limited to, developing (Web-based) applications for self-
service access to the ALMIS Database or other information repositories, deploying
systems which are compatible with other States’ workforce information systems for
interstate functionality, or integrating workforce information systems with state
workforce development operating systems.



8) Support State workforce information training activities.

Describe the training activities to be undertaken to increase staff and customer
understanding of workforce information. The plan must describe the type of training to
be provided and its purpose, the intended recipients of the training, the number of training
sessions planned or alternative methods of training delivery to be used. Funds may be
used to support the costs of course development, training materials, training delivery,
facility rental, tuition, training related travel expenses and other associated costs
necessary to provide workforce information training. States are encouraged to take
advantage of the standard and customized training offered by the LMI Institute.



Attachment IV
Annual Performance Report

States are required to submit an annual performance report which concisely summarizes
accomplishments compared to plan and which summarizes the results of the State's
assessment of customer satisfaction with the State's workforce information products and
services. The report is intended to serve as an accountability, management and analysis
tool for States, ETA and the Workforce Information Council.

A. Accomplishments Compared to Plan. For each planned product and service, provide
a concise summary of:

* The customer outcomes achieved compared to planned customer outcomes and an
analysis that explains the cause of any significant variance from plan. Describe
any actions required to bring the activity into conformance with the approved
plan.

* The extent to which the activity has conformed to the planned milestones
including an explanation for the cause of any significant variance from schedule.

* Actual aggregate expenditures and an explanation for any significant variance
from planned aggregate expenditures.

B. Customer Satisfaction Assessment. For each planned product and service, provide a
concise summary of:

* The method(s) used for collecting customer satisfaction information and for
interpreting the information for assessing satisfaction.

* An assessment of the principal customers' satisfaction with each product and
service. At a minimum, satisfaction is to be assessed for the business community,
job seekers and for the workforce development system at the State and local
levels.

* Activities to be undertaken to add customer value to the product or service, where
needs for improvement are identified.

C. Recommendations for Improvements or Changes to the Suite of Core Products. These
may be based on one or more of the following:

* Recommendations based on accomplishments compared to plan.
* Recommendations based on customer satisfaction assessment findings.
* Recommendations based on perceived needs for other products and services.






