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SUB-RECIPIENT FUNDING AGREEMENT BETWEEN 

BOARD OF TRUSTEES OF THE MINNESOTA  

STATE COLLEGES AND UNIVERSITIES ON BEHALF OF  

LAKE SUPERIOR COLLEGE 

AND 

CITY OF DULUTH 

FOR THE 

STATE OF MINNESOTA 

DEPARTMENT OF EMPLOYMENT AND ECONOMIC DEVELOPMENT 

WORKFORCE DEVELOPMENT DIVISION 
 

PATHWAYS TO PROSPERITY 

BRIDGE – INTODUCTION TO HEALTHCARE CAREERS 

 

THIS AGREEMENT, effective as of the date of attestation by the City Clerk (“Effective 

Date”), by and between the CITY OF DULUTH, (the "City"), and BOARD OF TRUSTEES 

OF THE MINNESOTA STATE COLLEGES AND UNIVERSITIES on behalf of LAKE 

SUPERIOR COLLEGE, (the "Grantee"). 

 

WHEREAS, the City has entered into a Master Grant Agreement with the State of Minnesota, 

acting by and through its Department of Employment and Economic Development, Workforce 

Development Division ("DEED") to apply for and receive funds to provide employment and 

training services offered through the City’s Workforce Development Department; and  

 

WHEREAS, under the Master Grant Agreement, in cooperation with Grantee, the City applied 

to and received approval for four grant funds in the amount totaling One Million One Hundred 

Sixty-One Thousand Seven Hundred Ninety-Seven Dollars and 10/100 ($1,161,797.10) from 

DEED under its Pathways to Prosperity Program (the "Program Grant") to support workforce 

needs in key industries and address employment disparities in Duluth and southern St. Louis 

County. This program will prepare individuals with the skills needed to enter into employment in 

high demand occupations and/or access additional education (“the Project”). The Project Specific 

Plan (“PSP)/Work Plan/Budget is attached as Exhibit B; and 

 

WHEREAS, the City desires to award a portion of the Program Grant (the "Subgrant") to 

Grantee, and Grantee agrees to accept and utilize such proceeds for the Project. 

 

NOW, THEREFORE, the parties agree to the following terms: 
 

1. AWARD. The City awards a Subgrant to Grantee in the amount of One Hundred One 

Thousand Two Hundred Eighty Dollars and no/100th ($101,280) for Grantee’s performance of its 

obligations under the Program Grant including: 

 

 State Fiscal Year 22 (SFY22), Bridge - Introduction to Healthcare Careers, 

$42,810.00 

 State Fiscal Year 23 (SFY23), Bridge - Introduction to Healthcare Careers, 

$58,470.00 
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A. Perform the duties specified in the PSP/Work Plan/Budget Bridge - Introduction to 

Healthcare Careers attached as Exhibit B, and incorporated into this Agreement. 

B. Achieve the specific enrollment, training completion, and placement targets outlined in 

the P2P Work Plan Summary, attached as Exhibit E.  

C. Fulfill the roles and responsibilities as outline in the P2P Partner Roles and 

Responsibilities Summary, Exhibit F. 

D. Follow all DEED policies and procedures within the required timeframes. 

E. Provide information for quarterly reports two weeks prior to the reporting due date and/or 

any other reporting required by DEED, including Workforce One reporting and the 

Bridge - Introduction to Healthcare Careers Project data. 

F. Submit invoices outlining services provided with supportive documentation to City 

Director as described in section 5. Examples of documentation for services include 

detailed receipts and timesheets. 

G. Coordinate with City staff on scheduling for services and/or workshops. 

H. If applicable and as requested, provide evaluations, attendance and completion 

information for services, trainings or workshops.  

I. Facilitate City’s Fiscal and Program Monitoring as outlined in the P2P Sub-Recipient 

Monitoring Schedule, as attached as Exhibit G; and assist in the completion of the DEED 

Pathways to Prosperity Monitoring Guide, attached hereto as Exhibit H-Example.  Fiscal 

sub-recipient monitoring will be conducted once per state fiscal year (“SFY”).  Program 

monitoring will be conducted once per quarter. 

J. Submit the completed Grantee Obligation Acknowledgement Checklist, attached as 

Exhibit I.  
K. Develop and maintain ongoing communication with City staff.  

L. Participate in outreach and recruitment efforts. 

M. Complete work at the direction of the Duluth Workforce Development Director. 

 

Notwithstanding anything to the contrary, the Grantee understands and agrees that any 

reduction or termination of the Program Grant may result in a like reduction or termination of the 

Subgrant, and that any material change in the timeline or scope of the Program must be approved 

in writing by the City and DEED.  The City reserves the right to cancel or postpone training class 

start dates due to lack of enrolled participants or other circumstances. 

 

2. PERFORMANCE. The Grantee must comply with all requirements applicable to the City in 

the Master Grant Agreement and/or Project Specific Plan.  Grantee’s default under the Project 

Specific Plan will constitute noncompliance with this Agreement. If the City finds that there has 

been a failure to comply with the provisions of this Agreement or that reasonable progress on the 

Program has not been or will not be made, the City may take action to protect its interests, 

including refusal to disburse additional funds and requiring the return of all or part of the funds 

already disbursed. If action to correct substandard performance is not taken by the Grantee 

within 60 calendar days (or such longer period specified by the City) after written notice by the 

City, the City may terminate this Agreement. 

 

3. TIME OF PERFORMANCE. Grantee must start the Program upon execution of this 

Agreement and complete the Program for SFY22 on or before September 30, 2022, and for 

SFY23 on or before June 30, 2023. The City is not obligated to pay for any Program costs 

incurred after that date or any earlier termination, whichever occurs first.  The term of this 

agreement may be extended as approved by DEED on substantially the same terms as set forth 
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herein by mutual written consent of the authorized representatives of the parties.  Nothing herein 

guarantees any such renewal. 

 

4. CONDITIONS PRECEDENT TO DISBURSEMENT. The following requirements are 

conditions precedent to the City's disbursement of any of the Subgrant proceeds.  

A. The Grantee must have provided the City with evidence of compliance with the insurance 

requirements of Section 7(G) herein. 

B. The Grantee must have provided to the City such evidence of compliance with all of the 

provisions of this Agreement as the City may reasonably request. 

 

5. DISBURSEMENT. It is expressly agreed and understood that the City will pay Grantee under 

this Agreement $42,810 in the SFY 2022, and upon receipt of SFY23 funding, $58,470 in SFY 

2023 with the total amount not to exceed $101,280.  Grantee’s proposed budget is outlined in the 

Reimbursement Payment Request and Performance Outcomes form, attached as Exhibit J.  If the 

total funding allocation remains unchanged, Grantee may change how funds are allocated within 

the budget categories listed in Exhibit J with the prior written approval of the Workforce 

Development Director.  Invoices must be submitted on a monthly basis or other timeframe 

approved in writing by the Workforce Development Director.  For SFY 2022, a final invoice 

must be received by October 31, 2022; for SFY 2023 a final invoice must be received by July 30, 

2023. Payment for services will be sent within 45 days of receipt of invoice.  
 

6. NOTICES. Communication and details concerning this Agreement must be directed to the 

following Agreement representatives: 

 

City: City of Duluth  

Elena Foshay, Director  

Workforce Development Department 

402 W. 1st Street 

Duluth, MN 55802 

218-730-5241 

efoshay@duluthmn.gov 

 

GRANTEE:   Lake Superior College 

Attn:  Thomas Kriske, Director, Workforce Development 

2101 Trinity Road 

Duluth, MN  55811 

218-733-1026 

thomas.kriske@lsc.edu  

 

7. GENERAL CONDITIONS. 

A. General Compliance. The Grantee agrees to comply with all applicable federal, state 

and local laws and regulations governing the project and funds provided under this 

Agreement. 

 

B. Civil Rights Assurances. Grantee and City, and their respective officers, agents, servants 

and employees, as part of the consideration under this Agreement, do hereby covenant 

and agree that: 

mailto:efoshay@duluthmn.gov
mailto:thomas.kriske@lsc.edu
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1. No person on the grounds of race, color, creed, religion, national origin, ancestry, age, 

marital status, status with respect to public assistance, sexual orientation and/or 

disability shall be excluded from any participation in, denied any benefits of or 

otherwise subjected to discrimination with regard to the services provided under this 

Agreement. 

2. That all activities to be conducted pursuant to this Agreement shall be conducted in 

accordance with the Minnesota Human Rights Act of 1974, as amended (Chapter 

363), Title 7 of the U.S. Code and any regulations and executive orders which may be 

affected with regard thereto.  

 

C. Independent Contractor. Nothing contained in this Agreement is intended to, or may be 

construed in any manner, as creating or establishing the relationship of 

employer/employee between the parties. The Grantee will at all times remain an 

independent contractor with respect to the services to be performed under this 

Agreement. Grantee and its employees shall not be considered employees of the City and 

any and all claims that may or might arise under the Workers’ Compensation Act of the 

State of Minnesota on behalf of Grantee’s employees or agents while so engaged, and 

any and all claims whatsoever on behalf of Grantee’s employees and agents arising out of 

employment shall in no way be the responsibility of the City. Grantee’s employees shall 

not be entitled to any compensation or rights or benefits of any kind whatsoever from the 

City, including without limitation, tenure rights, medical and hospital care, sick and 

vacation leave, Workers’ Compensation, Unemployment Insurance, disability or 

severance pay, and PERA. 

 

D. Liability. Each party hereto agrees that it will be solely liable for any liability arising out 

of any acts or omissions of itself or its officers, agents, servants, employees or 

subcontractors in the performance of its respective obligations under this Agreement. 

 

Nothing herein shall be deemed to create any liability on behalf of either party not 

otherwise existing as to such party under the provision of the Minnesota Municipality 

Limitation of Liability Statute, Minnesota Statute Section 466 et. seq., or to extend the 

amount of liability of either party to amounts in excess of that specified in said Chapter. 

 

E. Indemnification. Grantee will be responsible for its own acts and behaviors and the 

results thereof.  Grantee’s liability is governed by the Minnesota Tort Claims Act, Minn. 

Stat. § 3.736. 

 

F. Workers' Compensation. The Grantee must provide workers' compensation insurance 

coverage for all employees involved in the performance of this Agreement.  

 

G. Insurance. Grantee shall procure and maintain continuously in force Public Liability 

Insurance written on an "occurrence" basis under a Comprehensive General Liability 

Form in limits of not less than One Million Five Hundred Thousand and No/1OOs 

($1,500,000.00) Dollars aggregate per occurrence for personal bodily injury and death, 

and limits of One Million Five Hundred Thousand and No/100s ($1,500,000.00) Dollars 

for damage liability. If person limits are specified, they shall be for not less than One 

Million Five Hundred Thousand and No/100s ($1,500,000.00) Dollars per person and be 
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for the same coverages. The City shall be named as an additional insured therein. 

Insurance shall cover: 

 1. Public liability. 

 2. Independent contractors--protective contingent liability. 

 3. Personal injury. 

 4. Contractual liability covering the indemnity obligations set forth   

  herein. 

 

8. ADMINISTRATIVE REQUIREMENTS. 

A. Accounting Standards. The Grantee agrees to maintain the necessary source 

documentation and enforce sufficient internal controls as dictated by generally accepted 

accounting practices to properly account for expenses incurred under this Agreement. 

 

B. Records. 
 1. Retention. The Grantee must retain all records pertinent to expenditures 

incurred under this Agreement until conclusion of the latest of (a) six years after the 

Grantee has completed the Program; (b) six years after the Grantee has expended all 

proceeds of the Subgrant; or (c) six years after the resolution of all audit findings. 

Records for nonexpendable property acquired with funds under this Agreement must be 

retained for six years after final disposition of such property. Records for any displaced 

person must be kept for six years after he/she has received final payment. 

 2. Inspections. All Grantee records with respect to any matters covered by 

this Agreement must be made available to the City, DEED or their designees at any time 

during normal business hours, as often as the City or DEED deems necessary, to audit, 

examine, and make excerpts or transcripts of all relevant data. 

 3. Audits. If requested by the City, the Grantee must have an annual financial 

compliance audit conducted in accordance with the City's requirements. The Grantee 

must submit two copies of such audit report to the City. Any deficiencies noted in such 

an audit report or an audit/monitoring report issued by the City or its designees must be 

fully resolved by the Grantee within a reasonable time period after a written request from 

the City. Failure of the Grantee to comply with the provisions of this paragraph will 

constitute a violation of this Agreement and may result in the withholding of future 

payments or the requirement for Grantee to return all or part of the funds already 

disbursed. 

 4. Data Practices Act. The Grantee must comply with the Minnesota 

Government Data Practices Act, Chapter 13. 

 5. Close-Outs. The Grantee's obligation to the City does not end until all 

closeout requirements are completed. Activities during this close-out period include: 

making final payments, disposing of program assets (including the return of all unused 

materials, equipment, unspent cash advances, program income balances, and receivable 

accounts to the City), determining the custodianship of records and resolving audit 

findings. 

 

C. Payments. The City will pay to the Grantee funds available under this Agreement based 

upon information submitted by the Grantee and consistent with any approved budget and 

City policy concerning payments. Payments may be adjusted at the option of the City in 

accordance with advance funds and program income balances available in Grantee 
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accounts. In addition, the City reserves the right to liquidate funds available under this 

Agreement for costs incurred by the City on behalf of the Grantee. 

 

D. Procurement. The Grantee must maintain an inventory record of all nonexpendable 

personal property procured with funds provided under this Agreement. All unexpended 

program income must revert to the City upon termination of this Agreement. 

 

9. MISCELLANEOUS. 

A. Assignability. The Grantee may not assign or transfer any interest in this Agreement 

(whether by assignment or novation) without the prior written consent of the City; 

provided, however, that claims for money due or to become due to the Grantee from the 

City under this Agreement may be assigned to a bank, trust company, or other financial 

institution without such approval. Notice of any such assignment or transfer must be 

furnished promptly to the City. 

 

B. Copyright. If this Agreement results in any copyrightable material, the author is free to 

copyright the work, but the City and/or DEED reserves the right to royalty-free, 

nonexclusive and irrevocable license to reproduce, publish or otherwise use, and to 

authorize others to use, the work for government purposes. 

 

C. Relationship of the Parties.  It is agreed that nothing herein contained in intended or 

should be construed in any manner as creating or establishing the relationship of co-

partners, joint ventures, or joint enterprise between the parties hereto or constituting 

either party as an agent, representative or employee of the other for any purpose or in any 

manner whatsoever. 

 

D. Governing Law. This Agreement will be governed by, and construed in accordance 

with, the laws of the State of Minnesota. 

 

E. Counterparts. This Agreement may be executed in two or more counterparts, each of 

which shall be deemed to be an original as against any party whose signature appears 

thereon, but all of which together shall constitute but one and the same instrument. 

Signatures to this Agreement transmitted by facsimile, by electronic mail in “portable 

document format” (“.pdf”), or by any other electronic means which preserves the original 

graphic and pictorial appearance of the Agreement, shall have the same effect as physical 

delivery of the paper document bearing the original signature. 

 

10. ENTIRE AGREEMENT.  This Agreement contains all negotiations and agreements 

between City and Grantee. No other understanding, agreements or understandings regarding the 

Grant Agreement, or this Agreement, may be used to bind either party 
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IN WITNESS WHEREOF, the parties have caused this Agreement to be duly executed 

intending to be bound thereby. 

 
CITY OF DULUTH 

 

 

By  __________________________________ 

Mayor 

 

Attest: 

 

       

City Clerk 

Date Attested:       

 

Countersigned: 

 

 

       

City Auditor 

 

As to form: 

 

 

______________________________________  

City Attorney 

 

LAKE SUPERIOR COLLEGE 

 

 

By       

Patricia Rogers, President 

 

 

 

By:       

 

Its:       

 

 
 

ATTACHMENTS 

 

Exhibit B:  Project Specific Plan/Work Plan/Budget - P2P - Bridge – Introduction to Healthcare 

Careers Program SFY22 & SFY23 proposal and DEED contract 

 

Exhibit E:  P2P Work Plan Summary  

 

Exhibit F:  P2P Partner Roles and Responsibilities Summary 

 

Exhibit G:  Fiscal and Program Monitoring Schedule  

 

Exhibit H:  DEED Pathways to Prosperity Monitoring Guide - Example 

 

Exhibit I:  Grantee Obligations Acknowledgement Checklist 

 

Exhibit J:  Sub-recipient Budgets (Reimbursement Payment Request and Performance 

Outcomes) Forms 

 



Master Contract Number: DULUTH2020M

STATE OF MINNESOTA Term of Master Contract: 4/1/20 - 3/31/25

PROJECT SPECIFIC PLAN (PSP) Master SWIFT Contract Number: 172729

ORIGINAL Grant ID Number: 2047801

1 Or the date the State obtains all required signatures under Minn. Stat. §16B.98, Subd. 5, whichever is later. 
PSP Original

(Rev. 7/6/2021)

GRANTOR / STATE GRANTEE
Employment and Training Programs (ETP) Division
MN Department of Employment and Economic Development 
1st National Bank Building, 332 Minnesota Street – Suite E200
Saint Paul, MN  55101-1351

City of Duluth Workforce Development
402 W. First St
Duluth, MN 55802

GRANT MANAGER CONTACT GRANTEE CONTACT
Name and Title: Jenilee Drilling, ACP Grant Coordinator
Phone: 651-259-7530
Email: jenilee.drilling@state.mn.us

Name and Title: Elena Foshay; Director
Phone: 218-730-5241
Email: efoshay@duluth.mn.gov

Required Attachments: Attachment 1: Work Plan
Attachment 2: Budget
Attachment 3: Partnership Chart
Attachment 4: Terms & Conditions

 COMPLETED BY DEED:

Program Name: SFY 22 City of Duluth P2P Bridge (Healthcare)

Start Date1: SWIFT Contract Number: 

End Date: 9/30/2022 SWIFT PO Number:

Total Amount: $200,000 SWIFT Vendor Number + Location:

Match / Leverage Required: Yes  No
Procure-It Number: 

NGA Number:

AFS Signature: Encumbrance Date:

SUBMITTED BY GRANTEE:
I certify that the information contained in the attached Work Plan and Budget, labeled Attachment 1 and Attachment 2, respectively, 
is true and accurate to the best of my knowledge and I agree that this PSP is subject to all provisions of the Master Grant Contract
Agreement which is incorporated by reference. I further certify that I am authorized to submit this PSP on behalf of the Grantee. 

Signature:  Date:   
Printed Name and Title of Grantee’s Authorized Representative: Elena Foshay, Director City of Duluth

APPROVED BY (GRANTOR / STATE):
I have reviewed and approved the attached PSP which is referenced in and incorporated into the Master Grant Contract Agreement
indicated herein.

Signature:  Date:
Printed Name and Title of State’s Authorized Representative: Marc Majors, Director, Employment and Training Programs Division

01/12/22

1/13/22

21-10

Exhibit B



SFY22 City of Duluth Bridge to Career Pathway P2P #2047801

1 
 

SFY22 Bridge to Career Pathways P2P Grant Summary Sheet

Grantee: City of Duluth Grant #: 2047801

1. Organization Name: City of Duluth Workforce Development

2. Director Name: Elena Foshay 3. Program 
Contact Name:

Betsy Hill

4. Telephone: 218-730-5241 5. Telephone: 218-730-5228

6. Email: efoshay@duluthmn.gov 7. Email: bhill@duluthmn.gov 

8. Swift Vendor ID# 0000197681-001 9. DUNS# 077627883 

10. Organization Address: 
402 W 1st St., Duluth, MN 55802

Program Information: 
11. Program Name: Bridge to Healthcare Careers

12. Program Summary: 
Provide training for entry level, in-demand occupations in the 
healthcare industry with strong connection to employment and further 
training opportunities. 

13. Geographic Area Served by Program: Southern St. Louis County 

14. Target Population Served: Individuals eligible under P2P guidelines 

15. Amount of Award: SFY 22: $200,000  

16. SFY 22 Projected Enrollments: 37 

17. SFY 22 Participants Carried over to SFY 23 Grant: 13 

18. Cost Per Participant Served:  
amount awarded ÷ # of participants enrolled 

SFY 22: $ 5,405

19. Cost per Certificate/Credential attained:  
amount awarded ÷# certificate/credential attained 

SFY 22: $7,407

20. Cost per exit to employment:  
amount awarded ÷ # exit to employment

SFY 22: $ 11,765

21. Name of Certificate(s) to be awarded: 
if applicable N/A  

22. Name of Credential(s) to be awarded: 
Required for Bridge to Career Pathways

Certified Nursing Assistant, Trained Medication Aide, Health Services 
Certificate

23. Training Providers: Lake Superior College

24. Compensated Partners: 
SOAR Career Solutions, Duluth Adult Education, Lake Superior College, 
Community Action Duluth 

25. Adult Basic Education Partner (If applicable*): Duluth Adult Education 

26. SNAP E&T Reimbursement Program: 
(Indicate interest in applying for this program) 

 Yes No  

* Required for On-Ramp and Bridge to Career Pathways Programs
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Attachment 1. Work Plan

Narrative
Duluth Workforce Development (DWD) and our partners have built a community-wide career pathway model 

that offers a range of training options that lead to industry-recognized credentials and offer strong connection 

to employment, with multiple entry and exit points and wraparound supports.  DWD seeks P2P Bridge funding 

to support career pathway training in the healthcare sector.  We will train a total of 86 individuals over two 

years for occupations that offer an entry point into healthcare with multiple opportunities for career 

advancement.  Certified Nursing Assistant (C.N.A.) participants will have the option to continue to earn their 

Trained Medication Aide certificate.  Both C.N.A. and Health Services participants will also have the option to 

earn college credit and be able to continue on to additional post-secondary training at Lake Superior College.  

All participants will receive academic support from Duluth Adult Education (ABE), and wraparound case 

management through DWD and SOAR Career Solutions. 

Bridge to Healthcare Careers is implemented by a strong partnership that has been working together 

to provide career pathway training for over 10 years.  Our focus is to increase the number of working age 

adults, especially those who are BIPOC or experience barriers to employment, to post-secondary training 

leading to industry-recognized credentials.  Each partner brings their own strengths and contributions to 

ensure students get high-quality training and support to successfully enter employment and/or further 

education.  Employers also play a key role in determining which pathways to focus on, developing curriculum, 

and connecting graduates to employment and further training.

Section 2:  Equity Analysis 

Duluth Workforce Development helps individuals build economic self-sufficiency and achieve their potential, 

while helping our community build a resilient economy, through investment in our current and future 

workforce.  We do this by recognizing everyone’s potential and using a person-centered approach to provide 

individualized coaching and support, personal and career-focused skill development, and connection to 
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training and other resources.  We apply an equity lens to all parts of our work, seeking out voices of those 

historically excluded to challenge systemic inequities through our day-to-day work.  We also take a Trauma 

Informed Care approach, which acknowledges and addresses both immediate and historical trauma that 

might impact our clients and their ability to achieve employment and educational goals.   

Racial Equity  Duluth Workforce Development and its partners have collectively offered programs and 

services to Eligible Populations for more than 30 years.  Whereas Duluth’s population is about 10% people of 

color, over one third of the people DWD serves each year are from communities of color, particularly from the 

African Heritage and Indigenous communities, and just under one third have a disability.  SOAR Career 

Solutions, our key partner in this project, has a specific focus on those with the greatest barriers – including 

the long term unemployed and those who are low-income, homeless, or have a criminal background.  Both 

DWD staff and boards reflect the populations we serve.  Twelve percent of DWD staff and 7% of board 

members identify as BIPOC, and 6% of DWD staff self-identify as having a disability.  More than half of DWD 

staff and a third of board members are previous DWD clients, the majority as MFIP recipients or dislocated 

workers.  We continue to actively work to recruit diverse staff and board members through a variety of 

proactive strategies, including partnering with BIPOC-led organizations and including a broader range of 

community members and partners on various workforce board committees.  Both DWD, SOAR, and CAD also 

serve on the Wealth, Entrepreneurship, and Economic Sustainability (WEES) working group, which brings 

community voices to the table to influence design of career pathway training programs and workforce 

services and played a key role in the design of this proposal.  WEES members will continue working together 

to ensure those who are historically excluded are accessing workforce programs and services.     

Section 3:  Proposed Services 

Duluth Workforce Development’s Bridge to Healthcare Careers builds on close to a decade of success offering 

employer-driven career pathway training to Eligible Populations, focused on a variety of occupations and with 
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active engagement of a range of partners.   As the population in Duluth and surrounding communities includes 

a very small number of foreign-born residents, it is unlikely that participants receiving services will be 

immigrants or individuals for whom English is a second language.  Additionally, a high school diploma or GED is a 

prerequisite for employment in the occupations targeted by this project, so it will be required for entry into the 

Bridge program.  

This project builds on an existing program, with new innovations to better connect participants to living 

wage jobs and career advancement.  Our C.N.A. training adds a Trained Medication Aide component for 

participants who earn an additional credential and offers a class option through a new partner that provides 

evening hours and childcare.  The Health Services curriculum has been adapted to more directly respond to skill 

needs identified by employers, and to include college credit that can apply toward a Medical Assistant degree.        

The Bridge to Healthcare Careers program includes all seven required components.  Training focuses on 

our most in-demand industry sector – healthcare, preparing participants for high growth occupations.  Through 

integration with On-ramp and Individualized programs, this project offers multiple entry and exit points, with 

strong connection to additional post-secondary training.  Both C.N.A. and Health Services pathways offer a 

college credit option, and fulfill prerequisites for LPN, RN, and Medical Assistant programs.  Programs are 

offered in partnership with other organizations, and were designed with significant involvement of employers, 

as well as ABE, Lake Superior College, and community organizations.  Participants completing Bridge training will 

earn industry-recognized credentials.  C.N.A. participants will earn their credential and complete all steps to be 

added to the registry and will have the option to complete their Trained Medication Aide certification.  Health 

Services participants will earn an industry-recognized credential and complete two required prerequisites for 

the Medical Assistant program – Medical Terminology and Microsoft Office.  All participants will be provided 

comprehensive support and navigation services 
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throughout.  All training will be contextualized, with curriculum components designed with employer input to 

ensure skills match those needed for employment. 

Client services will be provided by DWD and SOAR staff, who will hold responsibility for WF1 data entry.  

DWD will oversee performance and compliance and will be responsible for fiscal and program monitoring of 

subgrantees.  Training will be delivered on-site at Lake Superior College and Community Action Duluth.  All staff 

involved in the program have participated in cultural competency training, including completing the 

Intercultural Development Inventory and participating in training workshops on 

diversity/inclusion, equity, and privilege.  

Expected Outcomes 

Of the 86 individuals enrolled in this grant for both years of the grant, 76 will enroll in training and 85% will 

graduate.  Of those who earn their credential, 90% will exit to employment or further post-secondary education 

with a 100% goal of 90-day retention.  

Geographical Location  This project will serve individuals living in southern St. Louis County, particularly Duluth 

and surrounding communities.  In our target area, there are 18,451 individuals over the age of 25 with no post-

secondary education, and an additional 14,290 who started but did not finish a post-secondary degree.  

Additionally, more than 1500 individuals who lost their jobs during the pandemic remain unemployed, with the 

highest long-term unemployment among African Heritage and Indigenous community members.  Twenty 

percent of households live in poverty and need access to living wage jobs - and likely higher now due to the 

impacts of the pandemic.       

Labor Market Demand  In the Northeast region, healthcare represents 25% of employment, and most living 

wage healthcare jobs require some sort of post-secondary training.  There is a projected annual demand of 321 

C.N.A.s, 282 Registered Nurses, 102 Medical Assistants, and 91 LPNs over the next decade.  At last count, 

Essentia Health, our largest hospital system, had more than 1200 job openings.  Long term care facilities 
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everyone in the region struggle to find staff, with C.N.A.s as the highest need.  All healthcare employers have 

lost staff due to the strain of the pandemic and are in desperate need of staff at all levels.  To help attract and 

retain staff, Essentia Health has begun offering a tuition assistance to support training in high-demand 

occupations that are difficult to fill.  C.N.A.s are one of the prime targets of these programs, which offer multiple 

opportunities for advancement. 

Partnerships and Collaborations 

Duluth’s Community Career Pathways model builds integrated partnerships between the City, community 

organizations, education/training providers, and employers.  This model creates an accessible, ‘no wrong door’ 

approach where individuals seeking workforce and training services can enter through a network of 

organizations, be assessed for skills, interests, and barriers, and then matched with the right pathway and 

program for their needs.  This network includes BIPOC-led organizations like Family Freedom Center, Family Rise 

Together, AICHO, and others.  Our overall goal is to engage/re-engage more people in the labor force, and to 

provide training and connection to in-demand, living-wage careers.   

Partner Roles  For the Bridge to Healthcare Careers program, SOAR Career Solutions and Duluth Workforce 

Development will share responsibility for recruitment, enrollment, intake, and navigation services.  Both share a 

decade of experience providing career pathway training.  Duluth Adult Education, our ABE partner, will conduct 

CASAS testing to assess math/reading skills, and offer academic support before and during training classes.  For 

the C.N.A., TMA, and Health Services classes, Lake Superior College will provide technical instruction and ABE will 

teach study skills and digital literacy and offer structured lab time to supplement technical instruction.  We will 

also offer one C.N.A. class through Community Action Duluth, which will be taught in the evening and include 

child care during class time. 

Employers are key partners throughout this project.  The pathways were selected based on employer 

input about workforce needs, as well as their accessibility as entry points with strong connections to 
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additional post-secondary training.  Employer partners inform the curriculum, visit classes, offer worksite 

visits, conduct mock interviews, and give priority to graduates when hiring.  Our partners include several long-

term care providers – Ecumen, Chris Jensen, Franciscan, and Viewcrest, as well as Essentia Health and St. Luke’s, 

our two large hospital systems.   

Participant Recruitment, Intake, and Retention Strategy 

The Bridge to Healthcare Careers program will serve a total of 86 individuals over two years, through enrollment 

in one of two career pathway options.  Participants will be supported by navigators who will follow them through 

intake, training, graduation, and placement into employment or further education.  To recruit participants, we 

will utilize two innovative strategies that have will help both expand and deepen our impact.  The first is an Intro 

to Healthcare workshop, a four-hour evening workshop that provides an overview of the range of healthcare 

career options in our community.  This workshop will be offered several times per year in a variety of locations 

and co-hosted by partner organizations.  It will serve as an initial entry point, with pre-screening to determine 

the best training pathway for the individual.  The second strategy is outreach conducted by Community Liaisons.  

DWD has a team of four liaisons who are deeply connected to the BIPOC community.  They assist with outreach 

and recruitment and serve as trusted advisors to help with navigating barriers to employment.  The liaison team 

meets regularly with DWD Navigators to communicate and collaborate on recruitment and retention.  In 

addition, many participants will come through On-ramp.   

After applying, all participants will be assessed to determine whether On-ramp, Bridge, or Individualized is 

the best path, based on math/reading skills and career interests and goals.  Once it is determined that a Bridge to 

Healthcare Careers training class is the right path, the Navigator conducts a comprehensive intake that assesses 

work and educational history, skills and strengths, and any barriers to employment.  The participant and 

Navigator collaborate to write an Individual Employment Plan, which is revisited at least once per year.  

Supportive services needs are identified and made available, including 
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transportation assistance and work clothes/shoes.  During training, Navigators visit the class at least one per 

week to check in on participants and instructors.  After training is completed, Navigators remain in frequent 

contact to focus on job placement, continued education, and additional support needs.  Once placed in 

education or employment, Navigators continue to check in at least once per month for the first 90 days to ensure 

placement is successful.  Participants who choose may stay in touch longer, and often continue to provide 

updates or return for additional services. 

We have demonstrated success providing job training and placement for hard-to-train individuals.  

Through our 2018-2019 P2P, we served 83 individuals (65 trained bridge/integrated classes), with a 74% 

graduation rate.  Of those who graduated, 88% were placed in employment.  In 2020-2021, years which were 

significantly impacted by the pandemic, we have served 75 individuals to date (61 trained through 

bridge/integrated classes).  Of those who completed training, 21 have so far been placed in employment, with 

the remaining participants still enrolled and working toward their education/employment goals.  To support 

retention, participants will receive incentives in the form of gas-only or retail cards at one ($25), two ($25), and 

three ($50) months of employment/apprenticeship. Incentives are provided with proof of employment 

(pay stub) and/or apprenticeship (state-issued apprenticeship agreement) and proper internal documentation. 

Budget/Fiscal Capacity 

This proposal offers an effective and productive way to use Pathways to Prosperity funds.  The Bridge to 

Healthcare Careers project brings multiple partners under one comprehensive program that actively integrates 

with both On-ramp and Individualized pathways.  Through these integrated partnerships and programs, we 

create a comprehensive model that offers training linked to employment opportunities, access to further 

education, academic support, and wraparound services that continue through at least 90 days post-placement.  
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Direct Services will support outreach and recruitment, assessment, orientation, case management, job 

placement, and retention support. Direct Services-ABE will support the assessment and academic support 

provided by Duluth Adult Education.  Direct Customer Training will support technical instruction leading to 

industry-recognized credentials.  Fees for required background checks are also included here. Support 

Services includes participant support in alignment with DWD policy.  Administrative costs support grant 

administration and partner oversight, and do not exceed 10% of total costs.      

The City of Duluth has been providing workforce services since 1968. With a total annual budget of $3.2 

million and a staff of 17, the Workforce Development Department is the lead implementer of workforce 

services for Local Area 4. In addition to convening the Duluth Workforce Development Board, we also co-

chair the Regional Leadership Team implementing workforce initiatives for Region 2. The work of the 

department is overseen by the Director, who is part of the Mayor’s leadership team and has more than a 

decade of leadership experience and a long career in youth and workforce development. Both DWD and 

SOAR are staffed by full time Navigators with many years of experience in employment services and program 

implementation.  Their work is supported by an Operations Manager who is responsible for contract, 

budget, and program oversight, and a .25 FTE dedicated staff member in the auditor’s office who is 

responsible for fiscal management.   

Leveraged Funds This project will effectively and efficiently utilize a mix of P2P and leveraged funds to serve 

participants not being adequately served by traditional college degree and certificate programs. By 

structuring training using a cohort model, we are able to provide concentrated, wraparound support to 

ensure participants can successfully complete training and move on to employment.   

Additional funds to provide continuity of services before and after participation in the Bridge 

program will be leveraged by co-enrolling participants with WIOA Youth and Adult, CDBG, and MFIP 

Employment Services.  All partners are tapping into other resources to provide in-kind administrative and 

program 
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management support. ABE will provide in-kind support for curriculum design and program administration. 

Lake Superior College is providing additional in-kind support in the form of classroom space, on-campus office 

space, materials and equipment, and curriculum development. Employer time engaging in training is also in-kind.  

Leveraged funds will allow us to sustain some level of services to eligible populations beyond the grant period, 

and we will continue to seek out other resources to sustain our community career pathways model in 

the long-term. 
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Attachment 4

TERMS & CONDITIONS 
DEPARTMENT OF EMPLOYMENT & ECONOMIC DEVELOPMENT (DEED) – 

EMPLOYMENT & TRAINING PROGRAMS (ETP) DIVISION
 

This attachment provides the 1.) Contacts, 2.) Funding Information and Limitations, 3.) Items required 
during the Grant Period, 4.) Special Administrative Provisions Required, and 5.) Annual Items, sent on 
First Award of Fiscal Year.  

1.) CONTACTS: 

Marc Majors 
Director, Employment & Training Programs
(651) 259-7595 
Marc.Majors@state.mn.us 

Enock Kakuuku
Adult Career Pathways Program Coordinator
(651) 259-7581 
Enock.Kakuuku@state.mn.us 

Nancy Omondi 
Director of Adult Programs 
(651) 259-7525 
Nancy.Omondi@state.mn.us 

Jenilee Drilling
Adult Career Pathways Program Coordinator 
(651)259-7530 
Jenilee.Drilling@state.mn.us 

Ann Meyers 
Supervisor, Adult Career Pathways 
(651) 259-7174 
Ann.Meyers@state.mn.us 

Vanessa Roman 
Adult Career Pathways Program Coordinator 
(651) 259-7578 
Vanessa.Roman@state.mn.us

Fiscal/ Monitoring Contacts 
Shannon Rolf 
Supervisor/Monitoring 
(651) 259-7574 
Shannon.Rolf@state.mn.us

 
Colleen Schwab 
Fiscal/Finance Activities 
(651)-259-7589 
Colleen.Schwab@state.mn.us

Reimbursement Payment Request (RPR) Submittal Address: 
DEED.FSR@State.mn.us 
Workforce One website for submitting service desk ticket: 
https://apps.deed.state.mn.us/survey/ticket.shtml 

2.) FUNDING INFORMATION AND LIMITATIONS: 
DUNs Number: Grantee must be registered and current with https://www.sam.gov/portal/SAM/#1

Cost Category Definitions: See Planning instructions 

Administration Limit: No more than ten percent (10%) may be expended for administration 



ATTACHMENT 4

3.) ITEMS REQUIRED DURING THE GRANT PERIOD: 
Grant Program Monitoring Guide– Complete and return to program monitor when instructed to do so. 

As applicable, Monthly Reimbursement Payment Request (RPR) – Template (for completion) – Due no 
later than the 20th of the month following the preceding month end (i.e. July 2018 RPR is due August 
20, 2018).  Report accrued monthly expenditures. 

Progress Report Format – Completed Quarterly 
 

4.) SPECIAL ADMINISTRATIVE PROVISION REQUIRED: 
Grantees must conduct at least one monitoring visit and complete a financial reconciliation of expenditures for 
their subrecipients receiving over $50,000 in State funds.  The monitoring and financial reconciliation must be 
completed before final payment is made (Policy Number: 08-10, Policy on Grant Monitoring, Rev. 2016).  The 
Code of Federal Regulations (CFR) outlines monitoring and auditing requirements for subrecipients of federal 
awards (2CFR 200.311).  Grantees are responsible for review, interpretation, and application of these regulations. 

5.) ANNUAL ITEMS, SENT ON FIRST AWARD OF FISCAL YEAR: 
If you have multiple grants with DEED Employment and Training, these items are only required to be 
submitted by the organization once per fiscal year, regardless of the number of grants. 

Fiscal Monitoring Guide - Complete and return to WSCD.Notifications@state.mn.us within 30 days from 
receipt of grant package 
Annual Assessment - Complete and return to WSCD.Notifications@state.mn.us within 30 days from 
receipt of grant package 
EO ADA Annual Assessment – Complete and return to WSCD.Notifications@state.mn.us within 30 days 
from receipt of grant package 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Updated 08/30/2021 



P2P Work Plan Summary Exhibit E

P2P Grant Program Component
Career 

Pathway Link

SFY22 & 
SFY23 

Planned 
Participants 

Served - 
Total

SFY22 & SFY23 
Planned 

Participants 
Enrolled in 

Training - Total

SFY22 & 
SFY23 

Planned 
Participants 
Completing 
Training - 

Total

SFY22 & 
SFY23

Planned 
Participants 

Placed in 
Employment

Agency - Enrollment/ 
Case Management

Agency - 
Instruction Employer Partners

Certificates: Mind Over Matters/Career Quest SOAR Healthcare: Essentia, St. Luke's

Contextualized reading/math

26

ABE

Construction: Northland 
Constructors, Ames, Kramer NA, 
IUOE local 49, Ironworkers 512

Orientation to Career Pathway Options (Tools of the 
Trades, Intro to Manufacturing, Healthcare) SOAR

Manufacturing: SCS Interiors, ME 
Global, Altec

Intro to healthcare (4 hrs, 5 workshops per year) n/a n/a DWD/LSC n/a

Building Strong Communities (OSHA 30, MC3)
Union 
apprenticeship 35

30 (2 cohorts) 26 23 SOAR SOAR/ABE
Northland, KA, Operating 
Engineers, Ironworkers

C.N.A. at LSC LPN/RN 36 30 (3 cohorts) 26 23 30% SOAR/70% DWD LSC/ABE

TMA LPN/RN
20 (18 from 
C.N.A. class) 20 (2 cohorts) 18 n/a 30% SOAR/70% DWD LSC/ABE Chris Jensen, Ecumen

C.N.A. at CAD LPN/RN 20 20 (2 cohorts) 17 15 70% SOAR/30% DWD CAD/ABE Benedictine
Health Services MA 28 24 (2 cohorts) 20 18 40% SOAR/60% DWD LSC/ABE Essentia/St. Lukes

CDL A Employment 12 LSC Halvor, MNDoT

IT LSC CW or Citon
Other healthcare degrees 20 LSC Essentia/St. Lukes
Manufacturing degrees LSC Cirrus, Altec

P2P Work Plan Summary

P2P Grant Program Component
Career 

Pathway Link

SFY22 
Planned 

Participants 
Served - Year 

One

SFY22 
Planned 

Participants 
Enrolled in 

Training - Year 
One

SFY22 
Planned 

Participants 
Completing 
Training - 
Year One

SFY22 
Planned 

Participants 
Placed in 

Employment
Agency - Enrollment/ 

Case Management
Agency - 

Instruction Employer Partners

Certificates: Mind Over Matters/Career Quest SOAR Healthcare: Essentia, St. Luke's

Contextualized reading/math
12

ABE

Construction: Northland 
Constructors, Ames, Kramer NA, 
IUOE local 49, Ironworkers 512

Orientation to Career Pathway Options (Tools of the 
Trades, Intro to Manufacturing, Healthcare) SOAR

Manufacturing: SCS Interiors, ME 
Global, Altec

Intro to healthcare (4 hrs, 5 workshops per year) n/a n/a n/a DWD/LSC n/a

Building Strong Communities (OSHA 30, MC3)
Union 
apprenticeship

17
15 (1 cohort) 13 11 SOAR SOAR/ABE

Northland, KA, Operating 
Engineers, Ironworkers

C.N.A. at LSC LPN/RN 12 10 (1 cohort) 30% SOAR/70% DWD LSC/ABE

TMA LPN/RN
10 (9 from 

C.N.A. class) 1 (1 cohort) 24 30% SOAR/70% DWD LSC/ABE Chris Jensen, Ecumen
C.N.A. at CAD LPN/RN 10 10 (1 cohort) 70% SOAR/30% DWD CAD/ABE Benedictine
Health Services MA 14 12 (1 cohort) 40% SOAR/60% DWD LSC/ABE Essentia/St. Lukes

CDL A Employment 6 LSC Halvor, MNDoT
IT LSC CW or Citon
Other healthcare degrees 8 LSC Essentia/St. Lukes
Manufacturing degrees LSC Cirrus, Altec

P2P Work Plan Summary

P2P Grant Program Component
Career 

Pathway Link

SFY23 
Planned 

Participants 
Served - Year 

Two

SFY23 
Planned 

Participants 
Enrolled in 

Training - Year 
Two

SFY23 
Planned 

Participants 
Completing 
Training - 
Year Two

SFY23 
Planned 

Participants 
Placed in 

Employment
Agency - Enrollment/ 

Case Management
Agency - 

Instruction Employer Partners

Certificates: Mind Over Matters/Career Quest SOAR Healthcare: Essentia, St. Luke's

Contextualized reading/math
14

ABE

Construction: Northland 
Constructors, Ames, Kramer NA, 
IUOE local 49, Ironworkers 512

Orientation to Career Pathway Options (Tools of the 
Trades, Intro to Manufacturing, Healthcare) SOAR

Manufacturing: SCS Interiors, ME 
Global, Altec

Intro to healthcare (4 hrs, 5 workshops per year) n/a n/a DWD/LSC n/a

Building Strong Communities (OSHA 30, MC3)
Union 
apprenticeship 18

15 (1 cohort) 13 12 SOAR SOAR/ABE
Northland, KA, Operating 
Engineers, Ironworkers

C.N.A. at LSC LPN/RN 24 20 (2 cohorts) 30% SOAR/70% DWD LSC/ABE

TMA LPN/RN
10 (9 from 

C.N.A. class) 1 (1 cohort) 30% SOAR/70% DWD LSC/ABE Chris Jensen, Ecumen
C.N.A. at CAD LPN/RN 10 10 (1 cohort) 33 70% SOAR/30% DWD CAD/ABE Benedictine
Health Services MA 14 12 (1 cohort) 40% SOAR/60% DWD LSC/ABE Essentia/St. Lukes

CDL A Employment 6 LSC Halvor, MNDoT

IT
12

LSC CW or Citon
Other healthcare degrees LSC Essentia/St. Lukes
Manufacturing degrees LSC Cirrus, Altec

SOAR

Bridge

37

Individualized 12 10 DWDEmployment or 
further 
education

6

SFY23 Year Two

On-Ramp

Employment, 
BSC, healthcare 

or 
Individualized

35 28 23

SOAR

Bridge

27

Individualized 12 10 DWDEmployment or 
further 
education

6

On-Ramp

Employment, 
BSC, healthcare 

or 
Individualized

40 32 26

SFY22 + SFY 23 Cummulative Totals

SFY22 Year One

SOAR

Individualized 24 20Employment or 
further 
education

12
DWD

On-Ramp

Employment, 
BSC, healthcare 

or 
Individualized

75 60 48

Bridge



                                   P2P Partner Roles and Responsibilities Summary   Exhibit F 

State Fiscal Year 22 & State Fiscal Year 23 
 

Role and 
Responsibility 

Duluth Workforce 
Development 

SOAR Career Solutions Lake Superior College Adult Basic Education 

 

P2P Partner Roles and Responsibilities – SFY22 & SFY23       1 of 4 

Recruitment Conduct outreach and 
recruitment through a 
variety of channels 
 
Conduct eligibility screening 
and finalize class participant 
list 

Conduct outreach and 
recruitment through a 
variety of channels 
 
Conduct eligibility 
screening and finalize 
class participant list 

Share information about 
training through available 
communication channels 
 
Refer interested individuals to 
DWD and/or SOAR for eligibility 
screening  
 
Provide clear guidelines for 
requirements/prerequisites for 
LSC component of training 

Share information about training 
through available communication 
channels 
 
Refer interested individuals to DWD 
and/or SOAR for eligibility screening  
 

Enrollment Enroll participants in grant 
through Workforce One, 
ensuring all required 
paperwork is complete and 
prior to incurring any 
expenses 
 
Assist students in completing 
LSC enrollment steps by 
deadline 

Enroll participants in grant 
through Workforce One, 
ensuring all required 
paperwork is complete 
and prior to incurring any 
expenses 
 
Assist students in 
completing LSC 
enrollment steps by 
deadline 

Clearly communicate all 
enrollment process steps to 
partners 
 
Ensure all students are enrolled 
at LSC by the start of class 
 
Pro-actively communicate with 
DWD and SOAR case managers 
about enrollment 
problems/barriers to ensure 
they are resolved before class 
starts 

Administer TABE test prior to 
enrollment 
 
Allow class time to complete LSC 
enrollment steps if needed 

  



                                   P2P Partner Roles and Responsibilities Summary   Exhibit F 

State Fiscal Year 22 & State Fiscal Year 23 
 

Role and 
Responsibility 

Duluth Workforce 
Development 

SOAR Career Solutions Lake Superior College Adult Basic Education 

 

P2P Partner Roles and Responsibilities – SFY22 & SFY23       2 of 4 

On-ramp 
Portion 

Refer applicants testing 
below a 6th grade level on 
reading or math, or 
requiring basic computer 
literacy skills, to ABE for skill 
development 
 
Provide basic work 
readiness skill development 
through CareerForce 
workshops 

Refer applicants testing 
below a 6th grade level on 
reading or math, or 
requiring basic computer 
literacy skills, to ABE for 
skill development 
 
Provide basic work 
readiness skill development 
through Mind Over Matters 
and CareerQuest  

No role during on-ramp Provide math, reading, and digital 
literacy instruction to on-ramp 
participants 

 Bridge and 
Integrated 
Instruction 

Portion 

Regularly check in with 
students and instructor on 
progress and support needs  
 
Communicate with 
instructors to help track 
attendance and follow up 
with students who are 
struggling in class 

Regularly check in with 
students and instructor on 
progress and support 
needs 
 
Communicate with 
instructors to help track 
attendance and follow up 
with students who are 
struggling in class 

Provide ABE instructor with class 
outline and materials to support 
pre-training preparation 
 
Track student attendance using 
sign-in sheets 
 
Communicate with job 
counselors to help track 
attendance and follow up with 
students who are struggling in 
class 
 
Provide effective and engaging 
career skills instruction in Health 
Services, CAN, CDL, carpentry, 
and machine operating 
 
Hire and provide adequate 
orientation and training on LSC 

Communicate with job counselors to 
help track attendance and follow up 
with students who are struggling in 
class 
 
Provide bridge instruction as part of 
each training cohort 
 
Participate in curriculum and lesson 
planning coordination between LSC 
and ABE instructors 
 
Provide open lab and in class support 
to students to ensure learning 
objectives are achieved 
 
Assist LSC instructor in differentiating 
instruction to serve different students’ 
needs 
 



                                   P2P Partner Roles and Responsibilities Summary   Exhibit F 

State Fiscal Year 22 & State Fiscal Year 23 
 

Role and 
Responsibility 

Duluth Workforce 
Development 

SOAR Career Solutions Lake Superior College Adult Basic Education 

 

P2P Partner Roles and Responsibilities – SFY22 & SFY23       3 of 4 

systems and processes to LSC 
instructors 
 
Participate in planning for 
curriculum and classroom 
integration between LSC and 
ABE instructors  

Support individual and group work; 
Provide technology assistance  
 
Support students in developing study 
and test taking skills 
 
Assist students in catching up after an 
absence 

Job 
Readiness 

Provide one-on-one job 
readiness counseling to 
participants 
 
Assist participants in 
creating resumes and cover 
letters and addressing 
barriers to employment 

Provide one-on-one job 
readiness counseling to 
participants 
 
Assist participants in 
creating resumes and cover 
letters and addressing 
barriers to employment 

Ensure training curriculum 
effectively teaches skills 
required to succeed on the job 

Assist in providing job readiness 
instruction  

Job 
Placement 

Provide one-on-one job 
placement support to 
participants 
 
Work with LSC instructors to 
coordinate employer 
participation during training 
classes 

Provide one-on-one job 
placement support to 
participants 
 

Work with DWD to coordinate 
employer participation during 
training classes 

n/a 

Grant 
Management 

Provide overall budget 
oversight 
 
Convene and facilitate 
partner coordination 
meetings 
 
 

Fulfill recruitment, 
enrollment, and placement 
goals laid out in sub 
recipient agreement 
 
Participate in partner 
coordination meetings  
 

Actively participate in partner 
coordination meetings 
 
Assist in problem solving to 
ensure quality of student 
experience 
 

Actively participate in partner 
coordination meetings 
 
Assist in problem solving to ensure 
quality of student experience 
 
Designate point person to manage all 
components of program 



                                   P2P Partner Roles and Responsibilities Summary   Exhibit F 

State Fiscal Year 22 & State Fiscal Year 23 
 

Role and 
Responsibility 

Duluth Workforce 
Development 

SOAR Career Solutions Lake Superior College Adult Basic Education 

 

P2P Partner Roles and Responsibilities – SFY22 & SFY23       4 of 4 

 

 

Designate point person to 
manage all components of 
program implementation 
including tracking timelines 
and deadlines 
 
Assist in problem solving to 
ensure quality of student 
experience 

Designate point person to 
manage all components of 
program implementation 
including tracking timelines and 
deadlines 
 

implementation including tracking 
timelines and deadlines 
 



P2P Sub-Recipient Monitoring Schedule - LSC Exhibit G
Grant Dates:  start date through June 30, 2023

Sub-Recipient Monitoring Schedule

Jan-March 

2022

April-June 

2022
July-Sept 2022

Oct-Dec 

2022

Jan-March 

2023

April-June 

2023

Fiscal Monitoring (Once per SFY)

On Ramp to Career Pathways Program planned planned

Bridge to Healthcare Careers planned planned

Bridge - Building Strong Communities planned planned

SFY22 - start date through Sept. 30, 2022

SFY23 - July 1, 2022 through June 30, 2023



Exhibit H - Example 

Page 1 of 14 

 

 

Annual 

Administrative and Fiscal Monitoring Guide 

To be completed by Employment and Training Program Providers/Grantees 

Returned to the WSCD.Notifications@state.mn.us e-mail account. 

State Fiscal Year (SFY) 2022 Example 
Program Year (PY) 2021 Example 

Minnesota Department of  
Employment and Economic Development 

Employment and Training Programs Division 
Fiscal/Monitoring Unit 

Updated June 28, 2021 

  

mailto:WSCD.Notifications@state.mn.us
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Page 2 of 14 

 

Table of Contents 
Applicant/Grantee Information .................................................................................................. 3 

Alternative Formats .................................................................................................................... 3 

Introduction ................................................................................................................................ 3 

Instructions ................................................................................................................................. 4 

Staff, Comments, Questions ....................................................................................................... 4 

References .................................................................................................................................. 5 

Internal Controls ......................................................................................................................... 5 

Accounting Systems .................................................................................................................... 6 

Petty Cash System ....................................................................................................................... 7 

Cash Receipt and Disbursement System .................................................................................... 7 

Reporting..................................................................................................................................... 8 

Program Income  (Reference 2 CFR200.80 of the Omb Uniform Guidance ............................... 8 

Cost Classification/Principals ...................................................................................................... 9 

On-The-job Training (OJT) ......................................................................................................... 10 

Audit .......................................................................................................................................... 10 

Equipment Purchases/Inventory .............................................................................................. 10 

Liability Insurance ..................................................................................................................... 11 

Procurement Systems ............................................................................................................... 12 

Request for Proposals (RFP) ...................................................................................................... 12 

Personnel .................................................................................................................................. 13 
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APPLICANT/GRANTEE INFORMATION 

Name of person submitting the form: Enter the name of the person submitting this form. 

E-mail address: Enter e-mail address. 

Agency: Enter name of organization. 

Date Guide Completed: Enter the date the guide was completed. 

ALTERNATIVE FORMATS 

This guide is available in alternative format(s) upon request. To arrange to receive this guide in 
an alternative format, please contact: 

Name of Contact:  Karen Lilledahl 

E-mail:   Karen.lilledahl@state.mn.us 

Phone Number: 651-259-7089   TTY:  651-296-3900 

INTRODUCTION 

This guide is one of the tools used to determine whether the Minnesota Department of 
Employment and Economic Development’s (DEED) providers/grantees (referred to as grantee, 
moving forward) have developed and implemented sound administrative, financial and 
accounting strategies, policies, procedures, and systems to ensure the grantee (itself as an 
entity) and any subgrantees have the administrative and fiscal capacity, and financial health to 
carry out the activities of the grant, serve grant participants, manage the grant funds, and 
segregate the multiple funding sources to ensure optimal use of the grant funds. Monitoring is 
not only to be carried out by DEED at the grantee level, but also by the grantee at the 
subgrantee level. 

The Annual Assessments/Local Unified Plan (as applicable), Equal Opportunity (EO) and 
Americans with Disabilities Act (ADA) Annual Assessment, and program monitoring reports, etc. 
will be reviewed as they relate to the various sections of this Guide. 

  

mailto:Karen.lilledahl@state.mn.us
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INSTRUCTIONS 

Employment and Training Program (ETP) grantees are required to submit an Annual Administrative 
Fiscal Monitoring Guide to the Minnesota Department of Employment and Economic Development 
(DEED) to receive and continue to receive federal, state, and other funding.  

The character field to key your answer in is depicted with instructions written in dark blue font, 
and a gray background will show when you hover over it. 

Return this populated guide to: WSCD.Notifications@state.mn.us, with the following 
attachments, which are written in red font: 

 Liability Insurance Certificate 

 Most recent audit report, if not on file with DEED.  

 Inventory list of equipment and other purchases made with DEED grant funds (over 
$5,000 per item). 

 Organizational chart for the agency. 

 Chart of accounts related to DEED’s grants. 

All sections of this guide must be completed by the grantee.  

STAFF, COMMENTS, QUESTIONS 

To be completed by the grantee.  

Grantee staff completing this guide: 

1. Name: Enter grantee name. 
Title: Enter grantee title. 
E-mail Address: Enter grantee e-mail address. 

2. Name: Enter grantee name. 
Title: Enter grantee title. 
E-mail Address: Enter grantee e-mail address. 

3. Name: Enter grantee name. 
Title: Enter grantee title. 
E-mail Address: Enter grantee e-mail address. 

Comments from the provider/grantee: Enter comments. 

Questions for DEED staff: Enter questions here. 

If you have any questions, comments, or concerns related to this guide, please contact your 
monitor (as indicated in the grant Terms and Conditions), or Chris Ortega at 
Chris.Ortega@state.mn.us. 

  

mailto:WSCD.Notifications@state.mn.us
mailto:Chris.Ortega@state.mn.us
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REFERENCES 

Uniform Guidance 2CFR 200 

Subpart D: 

 Standards for Financial and Program Management (200.302 to 200.303) 

 Payment (200.305) 

 Procurement Standards (200.318 to 200.321) 

 Performance & Financial Monitoring and Reporting (200.327 to 200.328)  

 Uniform Guidance 2 CFR 200 (200.33) 

Subpart F: 

 Management Decision Letters (200.66) 

 Sanctions (200.505) 

 Audit Findings Follow-up (200.511) 

 Audit Reporting (200.515) 

 Criteria for a low-risk auditee (200.520) 

Single Audit Act of 1996 

Minnesota Office of Grants Management Policies and Statutes 

 Policy 08-01: Grants Conflict of Interest 

 Policy 08-03: Publicizing Grants Notices and Requests for Proposal (rev. 2012)  

 Policy 08-06: Financial Review of Nongovernmental Organizations (rev.12-2016) 

 Policy 08-08: Grant Payments (rev. 10-2013) 

 Policy 08-10: Grant Monitoring (rev. 12-2016) 

Conflict of Interest Minnesota Statute 10A.07 

Minnesota Data Privacy Practices 

Salary and Bonus Limitations (if applicable) 

WIOA Part 683-Administrative Provisions Under Title 1 of the Workforce 
Innovation and Opportunity Act 

INTERNAL CONTROLS 

Per Uniform Guidance, below is a list of required written policies and procedures. Please check 
the box if you have these policies and enter the most recent policy date. 

☐Payments - (2 CFR 200.302(b)(6) and 2 CFR 200.305, Dated: Enter the date the policy was 
most recently updated. 

☐Allowable Costs - 2 CFR 200.302(b)(7), Dated: Enter the date the policy was most recently 
updated. 

http://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1&rgn=div5#se2.1.200_116
http://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1&rgn=div5#sp2.1.200.d
http://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1&rgn=div5#se2.1.200_116
http://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1&rgn=div5#sp2.1.200.f
https://www.grants.gov/web/grants/learn-grants/grant-policies/single-audit-act-amendments-1996.html
http://mn.gov/admin/government/grants/policies-statutes-forms/
https://www.revisor.mn.gov/statutes/?id=10A.07
http://www.house.leg.state.mn.us/hrd/pubs/dataprac.pdf
https://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=2262
https://www.gpo.gov/fdsys/pkg/FR-2016-08-19/pdf/2016-15975.pdf
https://www.gpo.gov/fdsys/pkg/FR-2016-08-19/pdf/2016-15975.pdf
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☐Procurement - 2 CFR 200.318, Dated: Enter the date the policy was most recently updated. 

☐Competition - 2 CFR 200.319, Dated: Enter the date the policy was most recently updated. 

☐Method of Evaluation and Selection - 2 CFR 200.320, Dated: Enter the date the policy was 
most recently updated. 

☐Compensation-Personal Services - 2 CFR 200.430, Dated: Enter the date the policy was most 
recently updated. 

☐Compensation-Fringe Benefits - 2 CFR 431, Dated: Enter the date the policy was most 
recently updated. 

☐Employee Relocation Costs - 2 CFR 200.464, Dated: Enter the date the policy was most 
recently updated. 

☐Travel Costs - 2 CFR 200.474, Dated: Enter the date the policy was most recently updated. 

1. Does the grantee have the following internal controls in place to provide reasonable 
assurance that grant operations will achieve the following objectives?  

Effectiveness and efficiency of operations?  ☐Yes ☐No 

Reliability of reporting for internal and external use?  ☐Yes ☐No 

Compliance with applicable laws and regulations? ☐Yes ☐ No 

Do the policies and procedures above reflect proper segregation of duties? 

☐Yes ☐No 

2. Are duties for the following tasks segregated? 

Recording ☐Yes ☐No 

Custodian ☐Yes ☐No 

Authorizing ☐Yes ☐No 

Reconciliation ☐Yes ☐No 

If not, do you have compensating controls in place to mitigate the internal control risk? 

☐Yes ☐No 

Note: A compensating control is an alternative control that if the primary control fails, 
there are other controls in place to mitigate any risk. 

ACCOUNTING SYSTEMS 

1. Is a chart of accounts or accounting structure maintained? 

☐Yes ☐No 

2. Are funds adequately segregated for grant fund reporting? 

☐Yes ☐No  
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3. Is an accrual accounting system used? 

☐Yes ☐No 
If not, do you report on an accrual basis?  

☐Yes ☐No 

Definition of accrual: method under which revenues are recognized in the period they become 
available and measurable, and expenditures are recognized in the period the liability is 
incurred. Most government accounting follows this method. 

PETTY CASH SYSTEM 

1. Does your organization have petty cash? 

☐Yes ☐No ☐N/A 
If yes, please answer the following: 

a. Are the replenishments appropriately allocated to DEED’s funds? 

☐Yes ☐No 

b. How much money is kept in petty cash? 
Enter how much money your organizations keeps in petty cash. 

c. How is petty cash safeguarded? 
Enter how your organization safeguards petty cash. 

d. How often is petty cash reconciled or replenished? 
Enter how frequently your organization reconciles or replenishes petty cash. 

CASH RECEIPT AND DISBURSEMENT SYSTEM 

1. Is there adequate segregation of duties between cash receipts and disbursements? 

☐Yes ☐No 

2. Is there adequate documentation to support all expenses reported on the general 
ledger? 

☐Yes ☐No 

3. Are there policies and procedures in place to identify and recapture improper 
payments? 

☐Yes ☐No 

If no, what process is in place to identify and recapture improper payments? 
If no, enter what process is in place to identify and recapture improper payments. 

4. Are vendor invoices compared and reconciled to purchase orders? 

☐Yes ☐No 
If no, why not? 
If not, enter in why your organization doesn't compare and reconcile invoices to 
purchase orders. 
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5. Are invoices authorized for payment? 

☐Yes ☐No 
If no, why not? 
If not, enter in why your organization doesn't authorize invoices for payment. 

6. Are vendor account balances reviewed? 

☐Yes ☐No 
If no, why not? 
If not, enter in why your organization doesn't review vendor account balances. 

7. Are your bank account(s) covered by FDIC or FSLIC? 

☐Yes ☐No 
If yes, for what amount? 
If yes, enter in the dollar amount of your organization’s FDIC or FSLIC coverage. 

8. Does the amount kept in any account exceed the FDIC or FSLIC coverage? 

☐Yes ☐No 
If yes, how are the funds in excess insured from loss? 
If yes, enter how the funds in excess are insured from loss. 

9. Are receipts deposited immediately? 

☐Yes ☐No 

REPORTING 

1. Which monthly fiscal request is submitted to DEED? 

☐Financial Status Report (FSR)/Cash Advance Payment Request (CAPR) 

☐Reimbursement Payment Request (RPR) 

2. Are there policies and procedures in place to ensure accurate financial reporting? 

☐Yes ☐No 

3. Are there policies and procedures in place to ensure that the reporting system is 
safeguarded, and security is limited to the appropriate staff? 

☐Yes ☐No 

PROGRAM INCOME  

(REFERENCE 2 CFR200.80 OF THE OMB UNIFORM GUIDANCE 

Program Income – The grant recipient’s written program income policy and procedures 
describe the allowability of costs in accordance with Subpart E – Cost Principles and have been 
issued to key personnel and, if applicable, subgrantees. (U.S. DOL Employment and Training 
Administration, Core Monitoring Guide). 

1. Do you have program income? 

☐Yes ☐No 
If yes, please answer the following questions: 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=2aacbed08146c13efe58492370ab1f26&mc=true&n=sp2.1.200.e&r=SUBPART&ty=HTML
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a. Do you have policies and procedures for program income requirements? 

☐Yes ☐No 

b. Do you have a system in place to record and expend program income? 

☐Yes ☐No 

c. Do you expend program income before expending grant funds? 

☐Yes ☐No 

COST CLASSIFICATION/PRINCIPALS 

Cost Principals - There is written evidence that costs being allocated to the grant are allowable, 
being treated consistently over time and within the accounting system, are necessary, 
reasonable, and allocated to the grant based on benefit received. 

1. Have written and uniform cost classifications for each cost category been developed? 

☐Yes ☐No 

a. If yes, do you verify that these classifications are properly adhered to by 
subgrantee(s), if applicable? 

☐Yes ☐No ☐N/A 

b. If no, then please explain why the cost classifications haven’t been developed. 
Enter why cost classifications haven’t been developed. 

2. Do you have written policies and procedures for distributing costs, staff time and 
administrative costs among funding streams, programs, etc.? 

☐Yes ☐No 

3. How do you allocate shared costs? 

☐Cost Allocation Plan ☐Approved Indirect Rate 

4. How do you allocate staff’s time among the various grant programs they work on? 
Enter how your organization allocates staff's time among the various grant programs 
they work on. 

5. Is there written evidence, such as timesheets, used to allocate personnel time and 
costs? 

☐Yes ☐No 
If no, how is time allocated? 
If no, please enter how your organization allocates time. 

6. How do you ensure that the grant is not charged unallowable costs based on the cost 
principles and the provisions of the grant agreement? 
Enter how your organization ensures that the grant is not charged unallowable costs 
based on the cost principles and provisions of the grant agreement. 

7. Are you aware that DEED’s grant funds cannot pay the cost of other programs? 

☐Yes ☐No 
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ON-THE-JOB TRAINING (OJT) 

1. Do you utilize OJT’s? 

☐Yes  ☐No 
If yes: 

a. Do you have an OJT monitoring process? 

☐Yes ☐No 

b. Does monitoring include identifying the participant’s progress and/or skill 
attainment during the training period? 

☐Yes ☐No 

c. Are you aware of the new WIOA regulations when determining the amount of OJT 
reimbursement to the employer? (WIOA 680.730) 

☐Yes ☐No ☐N/A 

d. Do you have a contract with the required assurances? 

☐Yes ☐No 

AUDIT 

1. Does DEED have a copy of your most recent audit report? 

☐Yes ☐No 

2. Has the audit report identified your agency as high risk? 

☐Yes ☐No 

3. Do you review your subgrantee’s audit reports? 

☐Yes ☐No ☐We don’t have subgrantees 

EQUIPMENT PURCHASES/INVENTORY 

Equipment is defined by the federal government in Uniform Guidance 2 CFR 200 (200.313) as 
“……tangible personal property (including information technology systems) having a useful life 
of more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the 
capitalization level established by the non-Federal entity for financial statement purposes, or 
$5,000.” Purchasing equipment with DEED funds cannot occur within the second year of the 
grant period (if applicable). The grantee must submit a property/equipment inventory list of 
items purchased with DEED funds annually. 

1. Do you have minimum insurance coverage for real property and equipment acquired 
with DEED grant funds? 

☐Yes ☐No ☐N/A 

2. In the past year, has property and/or equipment (over $5,000 per item) been purchased 
with DEED grant funds? 

☐Yes ☐No 
If yes, please answer the following questions: 

https://www.gpo.gov/fdsys/pkg/FR-2016-08-19/pdf/2016-15975.pdf
http://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1&rgn=div5#se2.1.200_116
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a. List items, date of purchase, and costs: 
Enter items, date of purchase, and cost 

b. Was prior approval received from DEED? 

☐Yes ☐No 

c. Are you aware that purchasing equipment in the second year of the grant is 
prohibited? 

☐Yes ☐No 

3. Do you conduct an inventory of equipment and is it reconciled at least once every two 
years? 

☐Yes ☐No ☐N/A 

4. Do you have a process/policy in place to identify electronic devices and/or equipment 
that has been lost, damaged, stolen, or disposed of? 

☐Yes ☐No 

5. Do you have assets such as bus cards, credit cards, gift cards, etc. 

☐Yes ☐No 
If yes, please answer the following questions: 

a. Is inventory conducted on these assets? 

☐Yes ☐No  
If yes, how often is this conducted and by whom? 
If yes, enter how often inventory is conducted and by whom.  

b. How are these items safeguarded to prevent unauthorized use? 
If yes, enter in how your organization has safeguarded these items to prevent 
unauthorized use.  

c. How are these items tracked to ensure proper usage? 
If yes, enter in how your organization tracks these items to ensure proper usage.  

6. Can you attest or confirm that you have made efforts where required or applicable to 
follow the “Buy American” Act for purchases of products or goods? 

☐Yes ☐No 

LIABILITY INSURANCE 

Attach a copy of your liability insurance certificate and answer the following questions. 

1. Does your liability insurance include employee dishonesty? 

☐Yes ☐No 

2. Does the coverage include participant work-related and/or training activities? 

☐Yes ☐No ☐N/A 

3. Has this coverage requirement been included in your subgrantee agreements? 

☐Yes ☐No ☐We don’t have subgrantees 



Exhibit H - Example 

Page 12 of 14 

 

Note: This is in addition to paid employment activities (work experience, On-the-Job Training 
(OJT)) covered by workers compensation. 

PROCUREMENT SYSTEMS 

1. Do you conduct procurement activities in a manner that promotes full and open 
competition? 

☐Yes ☐No 

2. Have you correctly identified each third-party as a subgrantee or a contractor? 

☐Yes ☐No ☐N/A 

3. Do you understand the two roles (subgrantee or contractor) in accordance with the 
Uniform Guidance? 

☐Yes ☐No 

4. Do you conduct a risk assessment of your subgrantees? 

☐Yes ☐No ☐We don’t have subgrantees 

REQUEST FOR PROPOSALS (RFP) 

1. Do you contract for administrative services, goods, and/or grant program services (Not 
including audit services)? 

☐Yes ☐No 
If yes: please answer the following questions. 

a. For which programs? 
Enter your organization's contracted programs. 

b. Do you require the same contract provisions of a subgrantee that is similar to 
DEED’s master contract (PSP) or stand-alone contract? 

☐Yes ☐No ☐We don’t have subgrantees 

c. Do you have a policy or procedure in place to conduct fiscal and program 
monitoring of subgrantees? 

☐Yes ☐No ☐We don’t have subgrantees 

d. Do you conduct financial reconciliations on all subgrantee agreements over 
$50,000? 

☐Yes ☐No ☐We don’t have subgrantees 

e. How often is a solicitation or RFP conducted? 
Enter how often your organization conducts a solicitation or RFP.  

f. When was the last time an RFP was conducted for program services? 
Enter how often your organization conducts a solicitation or RFP. 

g. Is the review criteria similar to the elements in Office of Grants Management 
Policy 08-02? 

☐Yes ☐No 

https://mn.gov/admin/assets/08-02%20Grants%20Policy%20Revision%20September%202017%20final_tcm36-312046.pdf
https://mn.gov/admin/assets/08-02%20Grants%20Policy%20Revision%20September%202017%20final_tcm36-312046.pdf
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h. Do you maintain a written code of conduct covering conflicts of interest and 
governing the actions of your employees or Board members engaged in the 
selection, award, and administration of contract? 

☐Yes ☐No 

2. Do you contract for audit services? 

☐Yes ☐No 
If yes, please answer the following questions: 

a. How often is an RFP conducted for audit services? 
Enter how often your organization conducts an RFP for audit services. 

b. When was the last time an RFP was conducted for audit services? 
Enter the last time your organization conducted an RFP for audit services. 

3. Do you have noncompetitive (sole source) procedures? 

☐Yes ☐No 

4. How do you administer contracts and confirm the terms and conditions of the contracts 
are being met? 
Enter how your organization administers contracts and confirms the terms and 
conditions of the contracts are being met. 

5. Do you have a process for the closeout of contracts? 

☐Yes ☐No 

6. Does the contract closeout policies and procedures address the following issues: 

a. Final Payment? 

☐Yes ☐No 

b. Final deliverable of goods and/or services? 

☐Yes ☐No 

PERSONNEL 

1. Is there a current written personnel policy? 

☐Yes ☐No 
If yes, does the policy include the hiring procedures to fill staff vacancies supported by 
grant funds? 

☐Yes ☐No  

2. Are there current vacancies showing on the organizational chart? 

☐Yes ☐No 
If yes, do/does the vacancy(ies) affect the implementation of any DEED-funded grants? 

☐Yes ☐No 
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3. Are appropriate grant staff properly insured and bonded? 

☐Yes ☐No 
If yes, who is bonded? 
Enter the names of the grant staff who are insured and bonded. 

If no, do you conduct background or qualification checks? 

☐Yes ☐No 

4. Has the grantee confirmed and disclosed in a timely manner, in writing, to DEED all 
violations of criminal law involving fraud, bribery, or gratuity violations potentially 
affecting the grant award? 

☐Yes ☐No ☐N/A 

5. Are salary and bonuses reasonable and comparable to the local labor market and within 
the Executive Level II salary cap? (TEGL 5-06). 

☐Yes ☐No 

6. Are bonuses, raises, and leave practices, covered in the written personnel policies? 

☐Yes ☐No 

7. Is there sufficient documentation to support the salaries and fringe benefits charged to 
DEED grants? 

☐Yes ☐No  

8. Is payroll certified by management? 

☐Yes ☐No 

9. Are leave requests used and signed by employees/participants/supervisors? 

☐Yes ☐No 

10. Are employees/participants paid only by check or direct deposit? 

☐Yes ☐No 

11. Do you retain payroll withholding forms for employees and participants? 

☐Yes ☐No 

12. Do employees directly time charge to grants based on activities conducted for each 
grant? 

☐Yes ☐No 

13. Is there a procedure for cross-training or rotation of duties for accounting personnel? 

☐Yes ☐No 

 



This form is intended to ensure that those responsible for managing the grant are aware of grant requirements. 
For more information see https://mn.gov/deed/programs-services/adult-career-pathways/ This site will be updated regularly. 

    Pathways to Prosperity    Exhibit I 
State Fiscal Year (SFY) 2022 – 2023 

Sub-Recipient 
Grantee Obligations Acknowledgement Checklist 

Please read and check all items to confirm that you understand all requirements. Sign and return this form with your contracting packet. If 
you have questions please contact your program coordinator.  

I understand: 

Eligibility/Enrollment Elements  

☐and have read the “Documentation Needed to Support Participant Eligibility” at https://mn.gov/deed/programs-services/adult-career-
pathways/. We understand that there are participant eligibility requirements and that we must obtain and retain backup 
documentation to support a participant’s eligibility.  

Workforce One (WF1) – applicable to SOAR Career Solutions only 

☐ that my organization is required to enter all eligible participants into the Workforce One (WF1) database. 

☐ that all enrollment/eligibility backup documentation must be collected before enrolling a participant into WF1. 

☐ that the participant’s enrollment date must be on or after the date all supporting documentation is received. 

☐ that we are required to input all activities, support services, credentials, and employment data into WF1.  

☐ that all data (enrollments, case notes, activities, exits, etc.) must be entered into WF1 within fifteen (15) business days of event date. 

☐ that monthly one on one contact/engagement is required for all enrolled participants and the contact must be documented in WF1. 
Payment Requests (RPR/FSR) - due monthly, by the 10th of the following month 

☐ that we are responsible for tracking ACTUAL incurred grant costs. 

☐ that we are responsible for retaining documentation of these costs and will submit to Duluth Workforce Development monthly along 
with our Reimbursement Payment Request (RPR).  

☐ that RPR payments are made on a reimbursement basis and will not be made unless all required reports have been submitted.  

☐ that we cannot bill Duluth Workforce Development for a participant until he/she/they are entered into WF1; back billing is not 
permitted. 

☐ all expenses billed must be within the scope and detail of the approved work plan.  

☐ all expenses associated with participants lacking enrollment/eligibility backup documentation will be disallowed. 
Quarterly Reports -due April 30, July 30, October 30, and January 30.  

☐ that my organization is required to submit a quarterly narrative Performance Outcome reporting that describes the progress of the 
award. (Due the 30th of the month following the end of the quarter.) 

Modifications to the Grant 

☐ that my organization must promptly notify Duluth Workforce Development of any proposed change to the scope of the project, 
project activities, budget, work plan, grant expenditures or completion date and that any changes must be approved by Duluth 
Workforce Development. 

☐ that proposed changes are subject to approval by Duluth Workforce Development and are not effective until all parties have signed a 
modification/amendment agreement.  

☐ the project end date, is as stated in the Grant Agreement, and that any requests to extend or modify the contract are subject to 
approval by Duluth Workforce Development and must be submitted, in writing, at least 30 days prior to the end of the contract.  

Wage Data 

☐ I am required to report placement and wage data for all individuals who receive training through the grant project.  

                
Print the Name of your Organization and Grant program (On-Ramp, Bridge – Introduction to Healthcare, Bridge – Building Strong Communities, Individualized Career Pathways) 

            
Print Your Name and Title      Date 

https://mn.gov/deed/programs-services/adult-career-pathways/
https://mn.gov/deed/programs-services/adult-career-pathways/
https://mn.gov/deed/programs-services/adult-career-pathways/
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