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Workforce Innovation and Opportunity Act 
 

Incumbent Worker Training 
 

 

 

No individual in the United States may, on the basis of race, color, religion, sex, national origin, age, disability, 
or political affiliation or belief, or, for beneficiaries, applicants, and participants only, on the basis of 
citizenship or participation in any WIOA Title I-financially assisted program or activity, be excluded from 
participation in, denied the benefits of, subjected to discrimination under, or denied employment in the 
administration of or in connection with any WIOA Title I-financially assisted program or activity. 
 

 

 

 

 

 

 

“Equal opportunity employment/program. Auxiliary aids and services are available upon 
request to individuals with disabilities.” 

https://www.law.cornell.edu/definitions/index.php?width=840&amp;amp%3Bheight=800&amp;amp%3Biframe=true&amp;amp%3Bdef_id=5814e48524e23b3549a88bcae9486b1d&amp;amp%3Bterm_occur=1&amp;amp%3Bterm_src=Title%3A29%3ASubtitle%3AA%3APart%3A38%3ASubpart%3AA%3A38.5
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I. Purpose  
The purpose of this policy is to provide guidance to Western Oklahoma Workforce Development Area 
(WOWDA) regarding participant eligibility for Incumbent Worker Training (IWT) and employer eligibility for 
IWT reimbursement. 
 

II. Effective Date 
Approved by the WOWDB Executive Committee 06.30.20. 
 

III. Policy 
Incumbent worker training (IWT) is designed to meet the special requirements of an employer, or a group of 
employers within the same industry, to retain a skilled workforce or avert the need to lay off employees. 
Incumbent workers benefit by acquiring the skills necessary to retain employment and/or advancement 
within the company, or acquire the skills necessary to avert a layoff.  IWT must be conducted with a 
commitment, by the employer, to avert the layoff of or retain the incumbent worker or workers 
participating in the training. 
 
Incumbent Worker Eligibility 
To qualify as an incumbent worker, an individual must:  
• Be employed with the employer applying for IWT funds, 
• Meet the Fair Labor Standards Act requirements for an employer-employee relationship (29 USC 

Chapter 8), and 
• Have an established employment history with the employer for six (6) months or more. 
• Fall at or below WOWDB standard for self sufficiency prior to training, see WOWDB Self Sufficiency 

policy. 
 

In the event that IWT is being provided to a cohort of employees, not every employee in the cohort must 
have an established employment history with the employer for 6 months or more, as long as a majority 
(51% or more) meet the requirement.  It must be noted however, that IWT may not be used to provide the 
occupational training a new hire needs. 

 
Individuals receiving incumbent worker services are not subject to the eligibility criteria that apply to 
participants in the Adult or Dislocated Worker (DLW) programs, unless they are receiving other services 
under those programs. Therefore, individuals who only receive IWT and no other WIOA title I career or 
training service(s) are not included in WIOA performance indicator calculations for the core programs. 
 
In order to best meet needs of the workforce, WOWDB requests that all potential IWT participants submit a 
WOWDA WIOA application.  Coenrollment is encouraged when participants meet eligibility for other WIOA 
programs, if the participant could benefit from those services.  WOWDB also encourages use of wrap around 
services by all partners. 
 
Performance indicator reporting requirements for IWT only individuals are addressed on pages 8 - 9 of this 
issuance. 

 
Development of Local Incumbent Worker Training Strategies 
Local workforce development areas are required to establish policies and definitions to determine which 
workers, or groups of workers, are eligible for incumbent worker services. IWT policies must be consistent 
with the State and Local Plan, as well as with career pathway and sector strategy approaches for in-demand 
occupations. 
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IWT is generally provided to private sector employees.  The local IWT policy should address instances where 
non-profit and local government entities may be the recipients of IWT funds. For example, IWT may be used 
in the health care industry where hospitals are operated by non-profit or local government entities and an 
upskilling opportunity for nurses is available.  
 
WOWDB IWT funds will be provided to private industry or in the health care industry where hospitals are 
operated by non-profit or local government entities and upskilling opportunities for healthcare related fields 
are available.  WOWDB will consider exceptions on a case by case basis.  A joint staffing between WOWDB 
staff and service provider staff will be held, all required documentation will be reviewed, a decision 
rendered and specific reasoning for each exception will be documented by WOWDB Review of Employer 
Application for Incumbent Worker Training (Attachment E) to include State submission and award 
information, as well as WOWDB review information with detailed considerations and rationale.  The review 
must include the names under which the establishment conducts business, including predecessors and 
successors in interest; the name, title, and address of the company official certifying the information, and 
whether WIOA assistance is being sought in connection with past or impending job losses at other facilities 
of their company.  The pre-award review should also include a review of whether appropriate notices have 
been filed, as required by the Worker Adjustment Retraining Notification (WARN) Act.  The WOWDB Review 
of Employer Application for Incumbent Worker Training and supporting documents will be kept by WOWDB 
in the IWT contract file. 
 
IWT may be utilized for underemployed incumbent workers that would prefer full-time employment but are 
working part-time within a company for economic reasons.  These employees may have accepted part-time 
employment to gain or maintain employment with the company.  Or, a previous dislocation has led them to 
accept reduced employment and often lower wages.  This strategy focuses on increasing skills for 
underemployed frontline workers in an effort to advance the workers to more skilled positions with the 
same employer or industry sector, thus leading to an increase in earnings through more work hours and an 
increase in pay. 

 
As part of an incumbent worker upskilling strategy, local boards are encouraged to develop an 
upskilling/backfill strategy that involves filling jobs with other WIOA participants, when the positions have 
been vacated by workers who are moving into more advanced positions in the company. 
 
WOWDB upskilling strategy includes:  When an IWT is given, it is required during employer orientation at 
pre-award review and one week prior to completion of IWT, that employers are advised of business services 
which will upskill current workers, such as work experience and on-the-job training, or of job-seekers 
available through the WIOA Title I Adult, Dislocated Worker and Youth programs appropriate for application 
to positions vacated by IWT, as well as the potential to tap job-seekers available through the Oklahoma 
Works American Job Centers and partner programs, and applicable business services such as Work 
Opportunity Tax Credit (WOTC) or Federal Bonding. 
 
IWT is not for funding of temporary jobs.  A participating employer will certify that and IWT participant will 
continue working with the employer upon completion of the IWT, based upon satisfactory job performance. 
 
The employer will acknowledge that each employee listed on the Incumbent Worker Training Employee List 
must be registered in OKJobMatch, and will authorize up to one hour of paid-time to accomplish this task 
prior to the start of training. 
 
The employer must collaborate in the development of a training plan for the IWT employee that includes 
competencies needed to be satisfactorily skilled in the IWT position. These competencies will be listed in the 
IWT Training Plan. The training provider will complete an evaluation to document competencies gained. 
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Funding Incumbent Worker Training 
The State of Oklahoma, through the Oklahoma Office of Workforce Development, offers funds available for 
IWT beyond what may be budgeted by local workforce development boards (LWDBs).  Together WOWDB, 
WOWDB service provider staff and Employer will complete the application process for those State funds, 
and for all employers wishing to apply for WOWDB IWT funds, prior to allocation of local funds.  Applications 
for State funds will be processed by the Governor’s Council for Workforce and Economic Development 
(GCWED).  The GCWED Executive Committee will meet as needed to approve applications and the goal is to 
review those as quickly as possible.  There are no set time frames to expect a response from OOWD on 
applications submitted and funds available will vary with budget limitations and restrictions. 
 
LWDBs may use up to 20 percent of their combined total of Adult and DLW allocations to pay for the Federal 
share of IWT.  Adult and DLW funding for IWT may only be used for activities that are programmatic in 
nature.  Related administrative activities must be paid out of the LWDB’s administrative funds. 
 
Beginning program year 2020, WOWDB may budget not more than 20% of the combined total of Adult and 
Dislocated Worker allocations to IWT programmatic activities as limited funding allows.   
Employers participating in the program are required to pay the non-Federal share of the cost of training.  
The non-Federal share may not be less than: 
• 10 percent of the cost, for employers with not more than 50 employees;  
• 25 percent of the cost, for employers with more than 50 employees 

but not more than 100 employees; and  
• 50 percent of the cost, for employers with more than 100 employees.  

 
Due to the nature of the funding, WOWDB has set the maximum per project contribution at $10,000.00 & 
the maximum per IWT participant contribution at $5000.00. These maximums reset if the employer is 
awarded another project contract.   

  
WOWDB may terminate an IWT contract if the state or federal government terminates or reduces the 
funding which makes the contract possible. 
 
The non-Federal share provided by a participating IWT employer may include the amount of the wages paid 
by the employer to a worker while in incumbent worker training.  The employer may provide the share in 
cash or with fairly evaluated in-kind contributions.  The employer and the local board must track and 
document employer cost share contributions.  An accurate accounting of the non-Federal share must be 
kept, including how the value of any in-kind contributions have been determined.  In-kind contributions will 
only count toward satisfying the cost-sharing requirement if the cost would be allowable if the employer 
was paying the cost instead of receiving the third party contribution.  Methodologies for determining the 
value of in-kind contributions will follow current Internal Revenue Service guidance including substantiation 
and disclosure requirements, determining the value of donated property, and charitable contributions 
guidelines available at https://www.irs.gov/. 
 
Allowable costs are determined by the tests of reasonableness, necessity, and allocability defined in 2 CFR 
200.402-405 – Basic Considerations.  Attachment M outlines reimbursable and non-reumburseable training 
costs. 
 
IWT funds will be tracked and employer cost share contributions documented by the WOWDB service 
provider and using Attachment G, the WOWDB IWT Funds Tracking Tool.  The completed tool and any 
supporting documentation provided to WOWDB IWT contract file.  All participant specific supporting 
documentation will be uploaded to that participant’s online case file. 
 

https://www.irs.gov/
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The employer will provide a copy of their IRS form W-9 and WOWDB shall reimburse the business upon 
completion of the training in an amount not to exceed the maximum training reimbursement.  The business 
must submit an IWT Funds Tracking Tool, along all supporting documentation, with invoices for training.  
When calculating employer contribution, credit will not include undocumented payments to the IWT 
employee(s).  No reimbursement will be made for costs which fall outside of the terms of an IWT contract.  
All reimbursement requests submitted by the employer shall be supported by business receipts, time and 
payroll records, and other records normally kept by the employer. 
 
The IWT employer agrees to maintain adequate time and attendance, payroll, and other records to support 
amounts credited towards the IWT contract.  Wages must be paid by check or direct deposit.  Inaccurate or 
incomplete timesheets or timesheets submitted more than thirty (30) days after the end of the training 
period will not be honored.  Copies of the timesheet(s) are to be maintained along with a copy of the IWT 
contract. 

 
The employer shall preserve all IWT employee payroll records, fringe benefits and personnel records for 
three (3) years after the end of the training period, or longer if any litigation or audit is begun or any claim is 
instituted which involves these records.  The employer shall retain the records beyond the three (3) year 
period until the litigation, audit findings or claim has been resolved. 

 
No fees will be charged to any IWT employee or employer for referral or placement services relative to an 
IWT contract. 

 
WOWDB requires IWT funds be included in adult and dislocated worker 40% minimum training expenditure 
rate reporting. 

 
Statewide Incumbent Worker Training Activities 
The State may use statewide activities funds and Rapid Response (OWDI #14-2017) funds for statewide 
incumbent worker training activities, as per 20 CFR §§ 682.210(b) and 682.320(b)(4). The State or the 
Governor’s Council may make recommendations to the LWDBs for providing IWT that has a statewide 
impact. The LWDBs are encouraged to cultivate opportunities for employers to develop a more competitive 
workforce or avert potential layoffs, and to provide incumbent workers with opportunities for advancement 
and wage gains within their company. 
 
WOWDB staff, including Business Services staff, Western Oklahoma Workforce Development Area 
(WOWDA) One-Stop Operator (OSO), and WOWDB Title I service provider staff, will include mention of IWT 
when making any business contacts and presentations (for businesses, partners, organizations, etc.), when 
advising businesses, job-seekers or potential participants of WIOA services, or when talking about 
workbased learning. 

 
Funding Priorities  
Preference is to be given to any of the following: 
• Smaller businesses with less than 50 employees; 
• Businesses located in an Opportunity Zone as defined by Oklahoma Statutes Title 68, Section 3603 

Definitions, see Oklahoma Works Federal Opportunity Zone Map (Attachment H) and at the following 
link 
http://odoc.maps.arcgis.com/apps/webappviewer/index.html?id=59732ff6a99746eabe25522bb609a8cf
; 

• Businesses located in a rural county (i.e., not a part of a metropolitan area.  For guidance on what 
constitutes a metropolitan area, contact WOWDB staff); 

http://odoc.maps.arcgis.com/apps/webappviewer/index.html?id=59732ff6a99746eabe25522bb609a8cf
http://odoc.maps.arcgis.com/apps/webappviewer/index.html?id=59732ff6a99746eabe25522bb609a8cf
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• Training for occupations on the Critical Occupations list as presented on oklahomaworks.gov 
https://oklahomaworks.gov/oklahoma-workforce-data/critical-occupations/; 

• Training provided to increase employee skills as a layoff avoidance strategy; or 
• Training that leads to a significant upgrade in employee skills. 
 
Employer Eligibility Criteria 
The WOWDB will take the following into consideration when determining the eligibility of an employer to 
receive IWT funding:  
• The characteristics of the individuals in the program, including the extent to which these individuals 

represent populations with barriers to employment, as defined in WIOA 3(24);  
• The relationship of the training to the competiveness of the individual. For example, extra consideration 

might be given to employers who propose to increase the competitiveness of individuals with barriers to 
employment, such as how these individuals would benefit from a skills gain that results in retention or 
advancement; 

• The relationship of the training to the competiveness of the individual and the employer;  
• The occupation for which the incumbent worker is training must be an in-demand industry as defined by 

WIOA 3(23) or as determined by the WOWDB or planning region; and 
• Other factors the WOWDB determines to be appropriate, include: 

o the number of employees participating in the training; 
o the wage and benefit levels of the participating employees at the beginning of training and 

anticipated upon completion of training. The new wage rate after training is completed must be 
higher than the employee’s prior wage rate; 

o the existence of other training and advancement opportunities provided by the employer; 
o the quality of the training, as evidenced by industry-recognized training experience and 

credentials; 
o layoffs averted as the result of the training; and 
o utilization of IWT as part of a larger sector and/or career pathway strategy. 

 
IWT is designed to increase the competiveness of the employer by developing a highly skilled workforce that 
will result in increased business financial viability, stability, competitiveness, and productivity. To avert the 
risk of closing, IWT may be developed with a business or business association to maintain their competitive 
status, incorporate new technology, or prevent downsizing. Process improvements that contribute to the 
competitiveness and productivity of a business are allowed as a component of IWT, when combined with 
training that results in new skill attainment for incumbent workers. However, training that is necessary for 
employers to meet federal “safe workplace” requirements, (e.g., OSHA, food handler certifications, etc.) is 
not considered IWT.  
 
The competitiveness of workers participating in IWT may be increased by enhancing existing skills, learning 
new skills, and earning employer or industry-recognized credentials, in addition to retaining employment, 
maintaining their careers, and increasing their earnings five percent (5%) of their gross wage upon successful 
completion of training.  An ideal IWT project allows the opportunity for employers to promote incumbent 
workers with increased skill levels, which creates backfill opportunities for other WIOA participants, such as 
less skilled or underemployed employees within the company, or for WIOA participants seeking 
employment. 
 
The employer must provide worker’s compensation coverage for the IWT employee and assures that the 
training shall be provided in accordance with local, state and federal WIOA guidance. 

 

https://oklahomaworks.gov/oklahoma-workforce-data/critical-occupations/
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The employer must not to discriminate in their hiring or employment practices and to comply with the Civil 
Rights Act of 1964,as amended, the Age Discrimination Act of 1975, as amended, Section 504 of the 
Rehabilitation Act of 1973, as amended, and the American with Disabilities Act of 1990, as amended. 
 
The employer must agree to adhere to the WOWDB grievance procedures if a complaint arises in connection 
with the IWT employee and the training. 
 
The employer must agree that the IWT employee will not be terminated from training without giving prior 
notice to the WOWDB representative that signed the IWT contract and reasonable opportunity must be 
given for correction or improvement of performance.  The employer must also agree that it will immediately 
notify the WOWDB representative if the IWT employee has an attendance or disciplinary problem or has 
demonstrated an inability to perform in accordance with the training outline contained in the contract.  The 
employer must understand that the termination of an IWT participant is subject to WOWDB grievance 
procedures.  In the event the participant is terminated without notice (through no fault of the employer), or 
the participant fails to report without giving notice, notice of termination must be provided to the WOWDB 
representative immediately. 
 
Employers must comply with Federal and State laws governing the IWT Program. 
 
The employer must assure that the IWT employee(s) will not be employed to carry out the construction, 
operation or maintenance of any part of a facility that is used or to be used for sectarian instruction or as a 
place for religious worship. 
 
The employer must assure that the IWT employee will not be required to participate in political activities. 
 
The employer must certify that no member of the IWT employee’s immediate family is engaged in an 
administrative capacity for the employer, or will directly supervise the IWT employee.  For the purpose of 
the an IWT contract, immediate family is defined as spouse, children, parents, grandparents, grandchildren, 
brothers, sisters or person bearing the same relationship to the IWT employee’s spouse. 
 
An employer may not exert any undue influence or engaged in conduct which would constitute a conflict of 
interest or the appearance of a conflict of interest in order to be awarded the funds under an IWT contract. 
 
The employer must assure they are not involved in a strike, lockout or other unusual labor condition. 
 
Employer must comply with all applicable local, state and/or federal laws and ordinances.  The employer 
must assure that they have not violated any of the following within the last three years:  antidiscrimination 
in its employment practices or delivery of services or other activities on the grounds of race, color, religion, 
national origin, age, sex, marital status, veteran status, sexual orientation, or the presence of any sensory, 
mental or physical disability. 
 
The employer must agree that no currently employed worker will be displaced by the IWT employee 
including a partial displacement such as a reduction in the hours, wages, or employment benefits.  The 
employer also must agree that no IWT employee will be placed into a position that is currently vacated by an 
employee who is on layoff or into a position in which the employer has terminated the employment of an 
employee with the intention of filling the position with an IWT employee.  The employer must also agree 
that an IWT contract does not infringe in any way upon the promotional opportunities of current employees 
not involved in the IWT training. 
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WOWDB may terminate an IWT contract if the employer has violated the terms and conditions of an IWT 
agreement. 
 
Procurement of Training 
Contracts are the mechanism used to provide IWT.  Contracts must be established through proper 
procurement procedures, as found in OWDI #10-2017.  Although the employer generally selects and 
procures the training provider, LWDBs may help identify training providers, such as those on the Eligible 
Training Provider List (ETPL).  WOWDB ETPL administrator staff is available to assist with ETPL operations 
and guidance.  Training providers for IWT do not have to appear on the ETPL. 
 
The IWT Contract must include: 
• the process for documenting the incumbent worker’s six month work history requirement with the 

employer;  
• the amount of the employer’s non-Federal share, based on the size of the employer’s workforce; 
• a statement that the empployer agrees to retain the participant, with a five percent (5%) gross wage 

increase, at the end of the training period if satisfactory performance is maintained 
• a statement regarding the expectation that once incumbent workers advance with the employer, the 

employer then provides an opportunity to WOWDB, WOWDB service provider staff and WOWDA 
partners to fill the now vacant position with a local WIOA participant, whenever possible; 

• the process for documenting how employer cost match contributions will be tracked and documented in 
the employer’s, the LWDB’s, and Service Provider’s contract file;  

• the methodologies for determining the value of in-kind contributions and how contributions are 
documented in the contract, all of which must conform to the cost match requirements at 2 CFR § 
200.306;  

• local monitoring requirements; 
• other documentation required by the local area;  
• assurances as required in the Regulatory and Prohibited Activities section of this issuance; 
• commitment by the employer to share required performance data with WOWDB and WOWDB service 

provider staff; 
• nondiscrimination and Equal Employment Opportunity (EEO) assurances, including complaint processing 

and compliance reviews;  
• start and end date of the contract; and  
• contract limits, including length of contract and funding amounts.  

 
Allowable and Unallowable Costs  
Allowable costs may include only costs directly related to training. Allowable costs may include: 
• Instructor/trainer salaries;  
• Curriculum development, textbooks, manuals, training software, materials and non-consumables; and  
• Other necessary and reasonable costs directly related to training. 
• Instructors’ and Incumbent Worker Trainees’ salaries (Trainers must not be employed by any business 

whose employees are being trained.) 
• Tuition 
• Training materials and training supplies 
• Textbooks/manuals (limited to course of study) 
• Training that results in participants obtaining an industry-recognized certification or credential, or that 

provides a significant step towards achieving such credentials which will increase the worker’s overall 
employability, and is in a demand occupation. 

• Training related software 
• Travel for trainers (if the requested training is not available within reasonable proximity to the business) 
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• Employee skills assessment that results in primary training funded through IWT 
o Other necessary and reasonable costs directly related to training as approved by WOWDB 

 
Unallowable costs include, but are not limited to: 
• Foreign travel;  
• Purchase or lease of capital equipment;  
• Encouragement or inducement of a business or part of a business to relocate from any location in the 

United States; and 
• Use of IWT funds to pay for a worker's training wages.  
• Use of IWT funds to pay for a worker's training wages 
• Tips, commissions and piece work 
• Compensation or consultant fees not directly related to the provision of training 
• Costs incurred prior to the approval date of the IWT application 
• Capital improvements and purchases of real estate, to include the construction or renovation of facilities 

or buildings 
• Business relocation expenses, including encouragement or inducement of a business, or part of a 

business, to relocate from any location in the United States 
• Employment or training in policial or religious activities 
• Costs associated with in-house company trainers to include parent company employees 
• Travel outside of the contiguous United States or costs associated with bringing a trainer into the 

country 
• Curriculum design and/or training program development 
• General office supplies and non-personnel service costs, it, e., postage and photocopying 
• Company website design and development, website hosting, and maintenance, software upgrade, 

advice on computer selection for purchase and upgrade 
• Memberships/Fees/Dues 
• Purchase of employee assessment systems or systems usage licenses 
• Employee travel 
• Basic occupational health and safety training, to include OSHA training 
• Any training that a company is mandated to provide on a regular basis to its employees by federal, state, 

or local laws 
• Equipment 
• Food, beverage, and/or celebrations 
• Job/position profiling 
• Publicity/public relations costs 
• Costs associated with conferences 

 
Regulatory Limitations and Prohibited Activities 
Businesses that fail to meet any of the following criteria are not eligible to receive funds for IWT: 
• Businesses must not be presently debarred, suspended, proposed for disbarment, declared ineligible, or 

voluntarily excluded from participation in transactions by USDOL or the State of Oklahoma. Below are 
some websites that may be helpful in checking tax, environmental compliance, and debarment status.  

o Federal Exclusion and Debarment Site: http://www.sam.gov 
o Oklahoma Tax Commission: https://www.ok.gov/tax/ 
o Oklahoma Employment Security Commission: www.ok.gov/oesc 
o Business Filing Search: https://www.sos.ok.gov/ 
o Oklahoma Department of Environmental Quality: http://www.deq.state.ok.us/OEA/index.html 

http://www.sam.gov/
https://www.ok.gov/tax/
http://www.ok.gov/oesc
https://www.sos.ok.gov/
http://www.deq.state.ok.us/OEA/index.html
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• Businesses shall not have any outstanding tax liability to the State of Oklahoma for over six months. 
WOWDB and WOWDB service provider staff will require the businesses to disclose any known 
outstanding tax liabilities, including those with other states, prior to entering into the contract. The 
WOWDB and WOWDB service provider staff shall consider existing out-of-state violations when 
determining eligibility to receive IWT funds. WOWDB and WOWDB service provider staff must 
document any resolution of outstanding tax liability, which may include letters from the business or 
from the State in which the tax liability occurred.  

• Businesses must ensure that they have no more than one unfair labor practice contempt of court 
finding. 

o http://www.oklegal.onenet.net/ok.agency.decisions.basic.html 
• Oklahoma businesses must have all of the approvals, licenses, or other qualifications needed to conduct 

business in the state and all must be current. Should this status change during the course of the local 
IWT program activities, resulting in the business’s disqualification from conducting business in 
Oklahoma, all training under the IWT program must cease.  

• IWT funds may not be used, or proposed for use, to encourage or induce the relocation of a business or 
part of a business if the relocation would result in a loss of employment for any employee at the original 
location, when the original location is within the United States. 

• Businesses that have relocated to Oklahoma and have laid-off workers at their former location in the 
United States may not be considered for this program until they have been in operation at the new 
location for 120 days.  

• To verify that a business is not relocating employment from another area, a pre-award review must be 
undertaken and documented by WOWDB and WOWDB service provider staff. The review must include 
the names under which the establishment conducts business, including predecessors and successors in 
interest; the name, title, and address of the company official certifying the information, and whether 
WIOA assistance is being sought in connection with past or impending job losses at other facilities of 
their company. The pre-award review should also include a review of whether appropriate notices have 
been filed, as required by the Worker Adjustment Retraining Notification (WARN) Act. The review may 
also include consultations with labor organizations and others in the affected local area(s). 

• Businesses must not have any outstanding civil, criminal or administrative fines or penalties owed to or 
pending in the state of Oklahoma.  

• Funds provided to employers for IWT must not be used to directly or indirectly assist, promote, or deter 
union organizing. 

• Funds provided to employers may not be used to directly or indirectly aid in the filling of a job opening 
what is vacant because the former occupant is on strike, or is being locked out in the course of a labor 
dispute, or the filling of which is otherwise an issue in a labor dispute involving a work stoppage. 

• All general fiscal and administrative rules listed at 20 CFR, Chapter V, Part 683, Subpart B – 
Administrative Rules, Cost, and Limitations apply. 

• Prohibited Industry:  In accordance with federal law, WIOA funds may not be used to directly or 
indirectly support the marijuana industry including, but not limited to use, possession, growth or 
distribution of marijuana.  Additionally, medical marijuana facility occupations are not occupations in 
which a local area can place a WIOA participant. 

 
Either party may terminate an IWT contract at any time by giving ten (10) day advance written, signed notice 
of intent to terminate to the other party.   
 
An IWT contract may be amended by the mutual written agreement of the parties.  All amendments must 
be signed by both parties prior to the start date of the amendment and the amendment section must be 
completed on the original the contract.  
 

http://www.oklegal.onenet.net/ok.agency.decisions.basic.html
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WOWDB staff may unilaterally amend an IWT contract if there are changes in federal, state or local laws, 
rules, regulations, or policies. 
 
WOWDB IWT contracts shall be construed as having been made and delivered within the State of Oklahoma 
and it is agreed by each party that the laws of the State of Oklahoma, both as to interpretation and 
performance, shall govern the WOWDB IWT contract.  Any action of law, suit in equity, or judicial 
proceeding for the enforcement of a WOWDB IWT contract or any provision thereof will be instituted and 
maintained only in any of the courts of competent jurisdiction in the State of Oklahoma. 

 
 

Monitoring 
The employer agrees that at any time during normal business hours, and as often as deemed necessary, 
WOWDB or WOWDB service provider staff, the State of Oklahoma, the U.S. Department of Labor, or other 
authorized federal agencies or their agents may inspect and monitor any records or activities pertaining to a 
WOWDB IWT contract.  Such inspection shall be made to determine if the employer is in compliance with 
the terms and provisions of an IWT contract and if the IWT employee is making sufficient progress. 

 
Performance Indicator Reporting Requirements 
Although individuals receiving IWT are not participants for the purpose of inclusion in WIOA performance 
indicator calculations, local areas are still required to report certain participant and performance data on all 
individuals who receive only IWT.  WOWDB service provider staff will ensure all federal performance 
documentation for IWT participants is in the electronic system and accounted for.  OOWD is in process of 
adjusting the electronic system to account for this requirement.  The required elements for these incumbent 
worker individuals are limited to basic information (name, address, date of birth, social security number, 
etc.) and the elements needed to calculate IWT performance indicators for: 
• Employment in the 2nd and 4th quarters after exit; 
• Median earnings in the 2nd quarter after exit; 
• Measurable Skills Gains; and 
• Credential Attainment. 
For the purposes of calculating the above metrics, the exit date for an individual who has received only IWT 
will be the last date of training, as indicated in the training contract.  

 
The U.S. Department of Labor (DOL) encourages the collection of incumbent worker social security numbers 
(SSNs) as part of the training contract with the employer, the purpose of which is to ensure the availability 
of wage records for these individuals. If no SSN is available, the WOWDB and WOWDB service provider staff 
may utilize supplemental wage information, as per OWDI #07-2018, to verify the wages reported. 
 
Incumbent workers receiving any WIOA service in addition to IWT must meet the eligibility and data 
validation requirements for which they are enrolled. 
 
This WOWDB policy is to become a part of permanent records and made available to appropriate staff and 
sub-recipients. 
 

IV. Authorization for Clarifications and Additions 
WOWDB authorizes the WOWDB Executive Director to issue additional instructions, guidance, approvals 
and/or forms to further implement requirements of this policy, without making substantive change to the 
policy except in situations where new or updated State and Federal guidance is issued. 
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V. History 
• Approved by the WOWDB Executive Committee 06.30.20. 

 
VI. References 

• WIOA 134(d)(4) 
• WIOA 133(b) 
• WIOA 181(d)(2)  
• WIOA 194(13)  
• 20 CFR §§ 680.320, 680.530, and 680.780 – 840 
• 20 CFR § 683.200 
• 2 CFR § 200 
• TEGL 10-16, Change 1 
• TEGL 19-16 
• 29 CFR § 38.25 
• OWDI 09-2019 
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This agreement is between _______________________________________________, and Western Oklahoma 
Workforce Development Board.  Both parties agree to the terms of this agreement as set forth below.  Project 
is expected to commence on ____________________ and terminate on ____________________. 
 

Project Lead  
 

Contact Name: Title: 

Phone: Email: 

Business/Organization: 
 

EMPLOYER INFORMATION 
 

Legal Business Name: 

Owner/Officer: Phone: 

Physical Address: 

Mailing Address (If different than physical): 

Is above company a subsidary or affiliate:  Yes  No (If yes provide information below if different than above) 

Legal Business Name: 

Authorized Representative: Phone: 

Physical Address: 

Mailing Address (If different than physical): 

Employer Sector:  Healthcare  Manufacturing  Transportation  Construction  Finance  Other: 

Is Employer expanding:   YES    NO Length of time in business at this address: 

Has the employer laid off workers within 120 days prior to relocation in OKLA from another state:   YES    NO 

Employers FEIN #: UBI #: 

Legal Structure of Business: Tax Structure of Business: 

The employer is current in unemployment insurance and workers’ compensation taxes, penalties, and/or 

interest or related payment plan:   YES    NO 

Number of employees scheduled to participate in training: 

Incumbent Worker 
Project Funding Proposal/Application 
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Total number of employed by employer in state and nationally:  

 

Is Employer subject to a collective bargaining agreement:   Yes    No 

(If yes, provide a letter of endorsement/concurrance from the authorized union official.) 

Does the company meet any funding priorities as per OWDI #09-2019:  Yes   No 

What is the type of priority or what are the priorities? 

 

Provide a brief description of what is done at this location: 

 

 
 

Project Overview 
 

Description of Need: 

 

 

 

 

 

 

List of Partners: 

 

 

 

Project Timeline: 

 

 

 

 

 

Will the Project Result in:   Increased Employee Wages    Avert Future Layoffs    Other: 
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EMPLOYER RESPONSIBILITIES 
 

1. Provide the information below as required for employer and each employee participating in the 

approved project opportunity utilizing approved documentation. 

2. Agrees to work with (local wdb) to identify and provide the employers process for complying with the 

required cost sharing requirements for this training, as determined by the size of the employer’s 

workforce.  (Wages paid to the participant while in training can be included as part of that share and 

the share can be provided as cash or in-kind that is fairly evaluated and approved by (local WDB)). 

o At least 10 percent of the cost for employers with 50 or fewer employees 

o At least 25 percent of the cost for employers with more than 50 employees but not more than 

100 employees; and 

o At least 50 percent of the cost for employers with more than 100 employees 

3. Complete required close out report within 30 days of completion of training.  

4. Complete the following regarding the total cost of the program, including employer contribution: 

Employer Cash:  Total Cost of Project: 
Employee Wages: Percentage Covered by Employer: 
Employer In-Kind:  Total Requested from WOWDB: 
Total Employer Contribution:  Percentage Covered by WOWDB:  

 

Describe Employer Contribution:  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Training Provider Justification 
 

Training Provider: 
Instructor Name: Phone: 
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O*Net Code: Email: 

Training Name: Training Location: 

Training Description: 
 
 
 
 
 
 
 
 
 
Training Timeline: 
 
 
 
 
 
Estimated Hrs. Specific Occupational Skills to be Learned 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
Will training include local, state, or nationally recognized certificate?    YES    NO 
If so, list here: 
 
Preferred Fiscal Contact for Training Provider:                Project Lead            Employer             WOWDB 

The selection made will be responsible for coordinating any fiscal payments with the training provider. 
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Required Project Documentation  
 

Employer For Each IWT Employee 

� Employer Request on Company Letterhead � WOWDB WIOA Applicaton 
� Project Funding Proposal, Attachment A 
� Anticipated Outcomes, Attachment D 
� IWT Contract, Attachment I 

� WOWDB Discrimination & Programmatic 
Grievance & Complaint Procedures 
Acknowledgement, Attachment N 

� Final Project Report, Attachment L 
� Proof of Worker’s Compensation Coverage 

� Photo ID 
� Social Security Number 

� Project Rating Form, Attachment E � Consent for Sharing of Confidential Information 
� Grantee Worksheet, Attachment B 
� IWT Employee List, Attachment C 
� WOWDB Discrimination & Programmatic 

Grievance & Complaint Procedures 
Acknowledgement, Attachment N 

� W-9 

� Form I-9, Employment Eligibility Verification 
Completed from Employer File 

� OKJobMatch Account 

  

Project Lead & EMPLOYER ASSURANCE  
 

EQUAL OPPORTUNITY AND NONDISCRIMINATION STATEMENT: All Recipients, and Sub recipients/Sub 
grantees must comply with WIOA’s Equal Opportunity and Nondiscrimination provisions which prohibit 
discrimination on the basis of race, color, religion, sex (including pregnancy, childbirth, and related medical 
conditions, transgender status, and gender identity), national origin (including limited English proficiency), 
age, disability, political affiliation or belief, or, for beneficiaries, applicants, and participants only, on the basis 
of citizenship status or participation in a WIOA Title-I financially assisted program or activity. 
 

 

Project Lead:  Employer – Owner/Designated Officer: 
 
          
Print First/Last  Print First/Last 
 
          
Signature  Signature 
 
            
Date  Date 
 
This Incumbent Worker Training (IWT), opportunity is brought to you by a grant funded in alignment with the 
Workforce Innovation and Opportunity Act (WIOA) and provided by the U.S. Department of Labor. This is a 
project led by the (local workforce development board). 
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BUDGET NARRATIVE 
TRAINING COSTS

Description Detail Budget Amount Employer Match
0.00 0.00 
0.00 0.00 
0.00 0.00 
0.00 0.00 

Subtotal  $                          -    $                          -   

PERSONAL SERVICES
Description Detail Budget Amount Employer Match

0.00 0.00 
0.00 0.00 
0.00 0.00 
0.00 0.00 

Subtotal  $                          -    $                          -   

TRAVEL
Description Detail Budget Amount Employer Match

0.00 0.00 
0.00 0.00 
0.00 0.00 
0.00 0.00 

Subtotal  $                          -    $                          -   

CONTRACTUAL
Description Detail Budget Amount Employer Match

0.00 0.00 
0.00 0.00 

Subtotal  $                          -    $                          -   

SUPPLIES
Description Detail Budget Amount Employer Match

0.00 0.00 
0.00 0.00 

Subtotal  $                          -    $                          -   

ADMINISTRATION
Description Detail Budget Amount Employer Match

0.00 0.00 
0.00 0.00 

Subtotal  $                          -    $                          -   

Total  $                          -    $                          -   
Grantee Name
Program, File #
Original Agreement

Western Oklahoma Workforce Development Board

Add additional pages as necessary.
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Employee's Name
Employment Location 

(city location) Hire Date Position Title Credentials/Licenses to be Obtained Training Dates
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Anticipated Outcomes of Incumbent Worker Training 
 
Employer:  

Section 1. Check all that are applicable 

☐Will help prevent possible relocation of operations 
(layoff aversion) 

☐Will make this location more competitive 

☐Will assist in the training of target groups or make 
employees more competitive  

☐Important to the stated mission of our company 

☐Will contribute to the long term viability of our 
company 

☐Will contribute to the short term viability of our 
company 

☐Will be an important component of our company’s 
overall workforce development efforts, such as sector 
or career pathway strategy 

☐Will assist in the improvement of international trade 
opportunities 

Section 2. At least six of the following ten must be completed 

Will save _____ jobs within the company Will create _____ openings in entry-level positions 

Will create _____ new jobs  within our company Will improve unit or labor costs by _____ percent 

Will lower turnover in our company by _____ percent Will increase overall efficiency by _____ percent 

Will Increase profit margin by _____ percent over the 
next _____ months 

Will increase or retain sales by _____ percent over the 
next _____ months 

Will improve the long-term wage levels of trainees by 
_____ percentage 

Will improve the short-term wage levels of trainees by 
_____ percentage 

Return on Investment Information Planned ROI is expected to be _____ percentage over 
____ months / years 

 

I certify information provided is true and correct to the best of my knowledge. 
 

Signature Date 
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Business Name: 

Date application received from Employer: Date application submitted to OOWD: 
Received by WOWDB for joint review with service provider: Submitted to OOWD* for GCWED consideration: 

� Project Funding Proposal/Application � Project Funding Proposal/Application 
� Grantee Worksheet � Grantee Worksheet 
� Employee List � Employee List 
� Anticipated Outcomes � Anticipated Outcomes 
� IWT Services Application Scoring Rubric � IWT Services Application Scoring Rubric 
� IWT Services Application Scoring Sheet � IWT Services Application Scoring Sheet 

*Applications for State funding must be submitted with delivery and read receipts requested to designated OOWD staff. 
 

WOWDB and WOWDB Service Provider Staff Joint Reviews 
Date of Review for Submission to OOWD: WOWDB Determination: 

 Decline   Submit to OOWD 
GCWED Determination: 
 Decline   Award $ 

Date of  Review for WOWDB Funding: Were all attendees present both times? 
 Yes   Absent: 

WOWDB Determination: 
 Decline   Award $ 

Attendees: 
 
 
Is WIOA assistance is being sought in connection with past or impending job losses at other facilities of the company? Yes No 
Have appropriate notices have been filed, as required, by the Worker Adjustment Retraining Notification (WARN) Act? Yes No 
Consideration & Rationale: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
WOWDB Staff Signature:  ___________________________________________________________        Date:  ___________________ 
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PID: Begin Expected
End Actual $0.00

Amount Date Amount Date Amount Date Amount Date Amount Date Amount Date

Local $0.00
State $0.00

TOTAL $0.00
% of IWT #DIV/0!

Wages $0.00
Training $0.00
In Kind $0.00
TOTAL $0.00
% of IWT #DIV/0!
% req'd

TOTAL $0.00
% of IWT #DIV/0!

Participant Name:

WIOA Funds Employer Contributions Other

Training Program:
Bus. Contact Name:

Grand TotalsLocal State Wages Paid In Kind Pd to Training Prov. (see backup documentation)

Description
WIOA Funds

Employer Contributions

Other

Instructions:
All entries must have 
supporting documentation.  
A printed copy of this tool 
and all supporting 
documentation must be 
remitted to WOWDB staff 
for entry to the IWT contract 
file.  All participant specific 
supporting documentation 
must be uploaded to that 
participant’s electronic case 
file.

Total Cost of IWT:Training Dates:
Business Name:
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Subpart B—Administrative Rules, 
Costs, and Limitations 
§ 683.200 What general fiscal and 
administrative rules apply to the use of 
Workforce Innovation and Opportunity 
Act 
title I and Wagner-Peyser Act funds? 
(a) Uniform Guidance. Recipients and 
subrecipients of a Federal award under 
title I of WIOA and the Wagner-Peyser 
Act must follow the Uniform Guidance 
at 2 CFR parts 200, 215, 225, 230, 
including any exceptions identified by 
the Department at 2 CFR part 2900. 
(1) Commercial organizations, forprofit 
entities, and foreign entities that 
are recipients and subrecipients of a 
Federal award must adhere to 2 CFR 
part 200, including any exceptions 
identified by the Department under 2 
CFR part 2900; 
(2) Commercial organizations, forprofit 
entities, and foreign entities that 
are contractors or subcontractors must 
adhere to the Federal Acquisition 
Regulations (FAR), including 48 CFR 
part 31. 
(b) Allowable costs and cost 
principles. (1) Recipients and 
subrecipients of a Federal award under 
title I of WIOA and the Wagner-Peyser 
Act must follow the cost principles at 
subpart E and appendices III through IX 
of 2 CFR part 200, including any 
exceptions identified by the Department 
at 2 CFR part 2900. 
(2) Unless specified in the grant 
agreement, for those items requiring 
prior approval in the Uniform Guidance 
(e.g., selected items of cost, budget 
realignment), the authority to grant or 
deny approval is delegated to the 
Governor for programs funded under 
sec. 127 or 132 of WIOA or under the 
Wagner-Peyser Act. 
(3) Costs of workforce councils, 
advisory councils, Native American 
Employment and Training Councils, 
and Local WDB committees established 
under title I of WIOA are allowable. 
(c) Uniform administrative 
requirements. (1) Except as provided in 
paragraphs (c)(3) through (6) of this 
section, all recipients and subrecipients 
of a Federal award under title I of WIOA 
and under the Wagner-Peyser Act must 
follow 2 CFR part 200, including any 
exceptions identified by the Department 
at 2 CFR part 2900. 
(2) Unless otherwise specified in the 
grant agreement, expenditures must be 
reported on accrual basis. 
(3) In accordance with the 

requirements at 2 CFR 200.400(g), 
subrecipients may not earn or keep any 
profit resulting from Federal financial 
assistance, unless expressly authorized 
by the terms and conditions of the 
Federal award. 
(4) In addition to the requirements at 
2 CFR 200.317 through 200.326 (as 
appropriate), all procurement contracts 
between Local WDBs and units of State 
or local governments must be conducted 
only on a cost reimbursement basis. 
(5) In addition to the requirements at 
2 CFR 200.318, which address codes of 
conduct and conflict of interest the 
following applies: 
(i) A State WDB member, Local WDB 
member, or WDB standing committee 
member must neither cast a vote on, nor 
participate in any decision-making 
capacity, on the provision of services by 
such member (or any organization 
which that member directly represents), 
nor on any matter which would provide 
any direct financial benefit to that 
member or that member’s immediate 
family. 
(ii) Neither membership on the State 
WDB, the Local WDB, or a WDB 
standing committee, nor the receipt of 
WIOA funds to provide training and 
related services, by itself, violates these 
conflict of interest provisions. 
(iii) In accordance with the 
requirements at 2 CFR 200.112, 
recipients of Federal awards must 
disclose in writing any potential conflict 
of interest to the Department. 
Subrecipients must disclose in writing 
any potential conflict of interest to the 
recipient of grant funds. 
(6) The addition method, described at 
2 CFR 200.307, must be used for all 
program income earned under title I of 
WIOA and Wagner-Peyser Act grants. 
When the cost of generating program 
income has been charged to the 
program, the gross amount earned must 
be added to the program in which it was 
earned. However, the cost of generating 
program income must be subtracted 
from the amount earned to establish the 
net amount of program income available 
for use under the grants when these 
costs have not been charged to the 
program. 
(7) Any excess of revenue over costs 
incurred for services provided by a 
governmental or non-profit entity must 
be included in program income. 
(8) Interest income earned on funds 
received under title I of WIOA and the 

Wagner-Peyser Act must be included in 
program income. 
(9) On a fee-for-service basis, 
employers may use local area services, 
facilities, or equipment funded under 
title I of WIOA to provide employment 
and training activities to incumbent 
workers: 
(i) When the services, facilities, or 
equipment are not being used by eligible 
participants; 
(ii) If their use does not affect the 
ability of eligible participants to use the 
services, facilities, or equipment; and 
(iii) If the income generated from such 
fees is used to carry out programs 
authorized under this title. 
(d) Government-wide debarment and 
suspension, and government-wide drugfree 
workplace requirements. All WIOA 
title I and Wagner-Peyser Act grant 
recipients and subrecipients must 
comply with the government-wide 
requirements for debarment and 
suspension, and the government-wide 
requirements for a drug-free workplace 
in accordance with the Drug-Free 

Workplace Act of 1988, 41 U.S.C. 8103 
et seq., and 2 CFR part 182. 
(e) Restrictions on lobbying. All WIOA 

title I and Wagner-Peyer grant recipients 
and subrecipients must comply with the 
restrictions on lobbying specified in 
WIOA sec. 195 and codified in the 
Department regulations at 29 CFR part 
93. 
(f) Buy-American. As stated in sec. 
502 of WIOA, all funds authorized in 
title I of WIOA and the Wagner-Peyser 
Act must be expended in compliance 
with secs. 8301 through 8303 of the Buy 
American Act (41 U.S.C. 8301–8305). 
(g) Nepotism. (1) No individual may 
be placed in a WIOA employment 
activity if a member of that person’s 
immediate family is directly supervised 
by or directly supervises that 
individual. 
(2) To the extent that an applicable 
State or local legal requirement 
regarding nepotism is more restrictive 
than this provision, such State or local 
requirement must be followed. 
(h) Mandatory disclosures. All WIOA 
title I and Wagner-Peyser Act recipients 
of Federal awards must disclose as 
required at 2 CFR 200.113, in a timely 
manner, in writing to the Federal 
awarding agency or pass-through entity 
all violations of Federal criminal law 
involving fraud, bribery, or gratuity 
violations potentially affecting the 
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Federal award. Failure to make required 
disclosures can result in any of the 
remedies described in 2 CFR 200.338 
(Remedies for noncompliance), 
including suspension or debarment. 
§ 683.205 What administrative cost 
limitations apply to Workforce 
Innovation 
and Opportunity Act title I grants? 
(a) State formula grants. (1) As part of 
the 15 percent that a State may reserve 
for statewide activities, the State may 
spend up to 5 percent of the amount 
allotted under secs. 127(b)(1), 132(b)(1), 
and 132(b)(2) of WIOA for the 
administrative costs of statewide 
activities. 
(2) Local area expenditures for 
administrative purposes under WIOA 
formula grants are limited to no more 
than 10 percent of the amount allocated 
to the local area under secs. 128(b) and 
133(b) of WIOA. 
(3) The 5 percent reserved for 
statewide administrative costs and the 
10 percent reserved for local 
administrative costs may be used for 
administrative costs for any of the 
statewide youth workforce investment 
activities or statewide employment and 
training activities under secs. 127(b)(1), 
128(b), 132(b), and 133(b) of WIOA. 
(4) In a one-stop environment, 
administrative costs borne by other 
sources of funds, such as the Wagner- 
Peyser Act, are not included in the 
administrative cost limit calculation. 
Each program’s administrative activities 
are chargeable to its own grant and 
subject to its own administrative cost 
limitations. 
(5) Costs of negotiating a MOU or 
infrastructure funding agreement under 
title I of WIOA are excluded from the 
administrative cost limitations. 
(b) Discretionary grants. Limits on 
administrative costs, if any, for 
programs operated under subtitle D of 
title I of WIOA will be identified in the 
grant or cooperative agreement. 
§ 683.210 What audit requirements apply 
to the use of Workforce Innovation and 
Opportunity Act title I and Wagner-
Peyser 
Act funds? 
All recipients of WIOA title I and 
Wagner-Peyser Act funds that expend 
more than the minimum amounts 
specified in 2 CFR part 200, subpart F, 
in Federal awards during their fiscal 
year must have a program specific or 
single audit conducted in accordance 
with 2 CFR part 200, subpart F. 

(a) Commercial or for-profit. Grant 
recipients and subrecipients of title I 
and Wagner-Peyser Act funds that are 
commercial or for-profit entities must 
adhere to the requirements contained in 
2 CFR part 200, subpart F. 
(b) Subrecipients and contractors. An 
auditee may simultaneously be a 
recipient, a subrecipient, and a 
contractor depending on the substance 
of its agreements with Federal awarding 
agencies and pass-through entities. 
Federal awards expended as a recipient 
or subrecipient are subject to audit 
requirements under 2 CFR part 200, 
subpart F. 
(c) Contractors. The payments 
received for goods or services provided 
as a contractor are not Federal awards. 
Subrecipient and contractor 
determinations made under 2 CFR 
200.330 must be considered in 
determining whether payments 
constitute a Federal award or a payment 
for goods and services provided as a 
contractor. 
§ 683.215 What Workforce Innovation 
and 
Opportunity Act title I functions and 
activities constitute the costs of 
administration subject to the 
administrative 
cost limitation? 
(a) The costs of administration are 
expenditures incurred by State and 
Local WDBs, Regions, direct grant 
recipients, including State grant 
recipients under subtitle B of title I of 
WIOA, and recipients of awards under 
subtitle D of title I, as well as local grant 
recipients, local grant subrecipients, 
local fiscal agents and one-stop 
operators that are associated with those 
specific functions identified in 
paragraph (b) of this section and which 
are not related to the direct provision of 
workforce investment services, 
including services to participants and 
employers. These costs can be both 
personnel and non-personnel and both 
direct and indirect. 
(b) The costs of administration are the 
costs associated with performing the 
following functions: 
(1) Performing the following overall 
general administrative functions and 
coordination of those functions under 
title I of WIOA: 
(i) Accounting, budgeting, financial 
and cash management functions; 
(ii) Procurement and purchasing 
functions; 
(iii) Property management functions; 

(iv) Personnel management functions; 
(v) Payroll functions; 
(vi) Coordinating the resolution of 
findings arising from audits, reviews, 
investigations and incident reports; 
(vii) Audit functions; 
(viii) General legal services functions; 
(ix) Developing systems and 
procedures, including information 
systems, required for these 
administrative functions; and 
(x) Fiscal agent responsibilities; 
(2) Performing oversight and 
monitoring responsibilities related to 
WIOA administrative functions; 
(3) Costs of goods and services 
required for administrative functions of 
the program, including goods and 
services such as rental or purchase of 
equipment, utilities, office supplies, 
postage, and rental and maintenance of 
office space; 
(4) Travel costs incurred for official 
business in carrying out administrative 
activities; and 
(5) Costs of information systems 
related to administrative functions (for 
example, personnel, procurement, 
purchasing, property management, 
accounting, and payroll systems) 
including the purchase, systems 
development and operating costs of 
such systems. 
(c)(1) Awards to subrecipients or 
contractors that are solely for the 
performance of administrative functions 
are classified as administrative costs. 
(2) Personnel and related nonpersonnel 
costs of staff that perform 
both administrative functions specified 
in paragraph (b) of this section and 
programmatic services or activities must 
be allocated as administrative or 
program costs to the benefitting cost 
objectives/categories. 
(3) Specific costs charged to an 
overhead or indirect cost pool that can 
be identified directly as a program cost 
are to be charged as a program cost. 
Documentation of such charges must be 
maintained. 
(4) Except as provided at paragraph 
(c)(1) of this section, all costs incurred 
for functions and activities of 
subrecipients, other than those 
subrecipients listed in paragraph (a) of 
this section, and contractors are 
program costs. 
(5) Continuous improvement 
activities are charged to administration 
or program category based on the 
purpose or nature of the activity to be 
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improved. Documentation of such 
charges must be maintained. 
(6) Costs of the following information 
systems including the purchase, systems 
development, and operational costs 
(e.g., data entry) are charged to the 
program category: 
(i) Tracking or monitoring of 
participant and performance 
information; 
(ii) Employment statistics 
information, including job listing 
information, job skills information, and 
demand occupation information; 
(iii) Performance and program cost 
information on eligible training 
providers, youth activities, and 
appropriate education activities; 
(iv) Local area performance 
information; and 
(v) Information relating to supportive 
services and unemployment insurance 
claims for program participants. 
(d) Where possible, entities identified 
in paragraph (a) of this section must 
make efforts to streamline the services 
in paragraphs (b)(1) through (5) of this 
section to reduce administrative costs 
by minimizing duplication and 
effectively using information technology 
to improve services. 
§ 683.220 What are the internal controls 
requirements for recipients and 
subrecipients of Workforce Innovation 
and 
Opportunity Act title I and Wagner-
Peyser 
Act funds? 
(a) Recipients and subrecipients of 
WIOA title I and Wagner-Peyser Act 
funds must have an internal control 
structure and written policies in place 
that provide safeguards to protect 
personally identifiable information, 
records, contracts, grant funds, 
equipment, sensitive information, 
tangible items, and other information 
that is readily or easily exchanged in the 
open market, or that the Department or 
the recipient or subrecipient considers 
to be sensitive, consistent with 
applicable Federal, State and local 
privacy and confidentiality laws. 
Internal controls also must include 
reasonable assurance that the entity is: 
(1) Managing the award in compliance 
with Federal statutes, regulations, and 
the terms and conditions of the Federal 
award; 
(2) Complying with Federal statutes, 
regulations, and the terms and 
conditions of the Federal awards; 
(3) Evaluating and monitoring the 

recipient’s and subrecipient’s 
compliance with WIOA, regulations and 
the terms and conditions of Federal 
awards; and 
(4) Taking prompt action when 
instances of noncompliance are 
identified. 
(b) Internal controls should be in 
compliance with the guidance in 
‘‘Standards for Internal Control in the 
Federal Government’’ issued by the 
Comptroller General of the United 
States and the ‘‘Internal Control 
Integrated Framework’’, issued by the 
Committee of Sponsoring Organizations 
of the Treadway Commission (COSO). 
See 2 CFR 200.303. 
§ 683.225 What requirements relate to 
the 
enforcement of the Military Selective 
Service Act? 
The requirements relating to the 
enforcement of the Military Selective 
Service Act are found at WIOA sec. 
189(h). 
§ 683.230 Are there special rules that 
apply to veterans when income is a 
factor 
in eligibility determinations? 
Yes, under 38 U.S.C. 4213, when past 
income is an eligibility determinant for 
Federal employment or training 
programs, any amounts received as 
military pay or allowances by any 
person who served on active duty, and 
certain other specified benefits must be 
disregarded for the veteran and for other 
individuals for whom those amounts 
would normally be applied in making 
an eligibility determination. This 
applies when determining if a person is 
a ‘‘low-income individual’’ for 
eligibility purposes (for example, in the 
WIOA youth, or NFJP programs). Also, 
it applies when income is used as a 
factor when a local area provides 
priority of service for ‘‘low-income 
individuals’’ with title I WIOA funds 
(see §§ 680.600 and 680.650 of this 
chapter). A veteran must still meet each 
program’s eligibility criteria to receive 
services under the respective 
employment and training program. 
§ 683.235 May Workforce Innovation and 
Opportunity Act title I funds be spent for 
construction? 
WIOA title I funds must not be spent 
on construction, purchase of facilities or 
buildings, or other capital expenditures 
for improvements to land or buildings, 
except with the prior written approval 
of the Secretary. 
§ 683.240 What are the instructions for 
using real property with Federal equity? 

(a) SESA properties. Federal equity 
acquired in real property through grants 
to States awarded under title III of the 
Social Security Act or the Wagner- 
Peyser Act, including State Employment 
Security Agency (SESA) real property, is 
transferred to the States that used the 
grant to acquire such equity. 
(1) The portion of any real property 
that is attributable to the Federal equity 
transferred under this section must be 
used to carry out activities authorized 
under WIOA, title III of the Social 
Security Act (Unemployment 
Compensation program), or the Wagner- 
Peyser Act. 
(2) When such real property is no 
longer needed for the activities 
described in paragraph (a)(1) of this 
section, the States must request 
disposition instructions from the Grant 
Officer prior to disposition or sale of the 
property. The portion of the proceeds 
from the disposition of the real property 
that is attributable to the Federal equity 
transferred under this section must be 
used to carry out activities authorized 
under WIOA, title III of the Social 
Security Act, or the Wagner-Peyser Act. 
(3) States must not use funds awarded 
under WIOA, title III of the Social 
Security Act, or the Wagner-Peyser Act 
to amortize the costs of real property 
that is purchased by any State on or 
after February 15, 2007, the date of 
enactment of the Revised Continuing 
Appropriations Resolution, 2007. 
(4) Properties occupied by the 
Wagner-Peyser Act Employment Service 
must be colocated with one-stop 
centers. 
(b) Reed Act-funded properties. 
Properties with Reed Act equity may be 
used for the one-stop service delivery 
system to the extent that the 
proportionate share of Reed Act equity 
is less than or equal to the proportionate 
share of occupancy by the 
Unemployment Compensation and 
Wagner-Peyser Act programs in such 
properties. When such real property is 
no longer needed for authorized 
purposes, the State must request 
disposition instructions from the Grant 
Officer prior to disposition or sale. The 
portion of the proceeds from the 
disposition or sale of the real property 
that is attributable to the Reed Act 
equity must be returned to the State’s 
account in the Unemployment Trust 
Fund (UTF) and used in accordance 
with Department-issued guidance. 
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(c) Job Training Partnership Act and 
Workforce Investment Act-funded 
properties. Real property that was 
purchased with WIA funds or that was 
transferred to WIA now is transferred to 
the WIOA title I programs and must be 
used for WIOA purposes. When such 
real property is no longer needed for the 
activities of WIOA, the recipient or 
subrecipient must seek instructions 
from the Grant Officer or State (in the 
case of a subrecipient) prior to 
disposition or sale. 
§ 683.245 Are employment generating 
activities, or similar activities, allowable 
under title I of the Workforce Innovation 
and 
Opportunity Act? 
(a) Under sec. 181(e) of WIOA, title I 
funds must not be spent on employment 
generating activities, investment in 
revolving loan funds, capitalization of 
businesses, investment in contract 
bidding resource centers, economic 
development activities, or similar 
activities, unless they are directly 
related to training for eligible 
individuals. For purposes of this 
prohibition, employer outreach and job 
development activities are directly 
related to training for eligible 
individuals. 
(b) These employer outreach and job 
development activities may include: 
(1) Contacts with potential employers 
for the purpose of placement of WIOA 
participants; 
(2) Participation in business 
associations (such as chambers of 
commerce); joint labor management 
committees, labor associations, and 
resource centers; 
(3) WIOA staff participation on 
economic development boards and 
commissions, and work with economic 
development agencies to: 
(i) Provide information about WIOA 
programs; 
(ii) Coordinate activities in a region or 
local area to promote entrepreneurial 
training and microenterprise services; 
(iii) Assist in making informed 
decisions about community job training 
needs; and 
(iv) Promote the use of first source 
hiring agreements and enterprise zone 
vouchering services; 
(4) Active participation in local 
business resource centers (incubators) to 
provide technical assistance to small 
businesses and new businesses to 
reduce the rate of business failure; 
(5) Subscriptions to relevant 

publications; 
(6) General dissemination of 
information on WIOA programs and 
activities; 
(7) The conduct of labor market 
surveys; 
(8) The development of on-the-job 
training opportunities; and 
(9) Other allowable WIOA activities in 
the private sector. 
§ 683.250 What other activities are 
prohibited under title I of the Workforce 
Innovation and Opportunity Act? 
(a) WIOA title I funds must not be 
spent on: 
(1) The wages of incumbent 
employees during their participation in 
economic development activities 
provided through a statewide workforce 
development system. 
(2) Public service employment, except 
as specifically authorized under title I of 
WIOA. 
(3) Expenses prohibited under any 
other Federal, State or local law or 
regulation. 
(4) Subawards or contracts with 
parties that are debarred, suspended, or 
otherwise excluded from or ineligible 
for participation in Federal programs or 
activities. 
(5) Contracts with persons falsely 
labeling products made in America. 
(b) WIOA formula funds available to 
States and local areas under title I, 
subtitle B must not be used for foreign 
travel. 
§ 683.255 What are the limitations 
related 
to religious activities of title I of the 
Workforce Innovation and Opportunity 
Act? 
(a) Section 188(a)(3) of WIOA 
prohibits the use of funds to employ 
participants to carry out the 
construction, operation, or maintenance 
of any part of any facility used for 
sectarian instruction or as a place for 
religious worship with the exception of 
maintenance of facilities that are not 
primarily used for instruction or 
worship and are operated by 
organizations providing services to 
WIOA participants. 
(b) 29 CFR part 2, subpart D, governs 
the circumstances under which 
Department support, including WIOA 
title I financial assistance, may be used 
to employ or train participants in 
religious activities. Under that subpart, 
such assistance may be used for such 
employment or training only when the 
assistance is provided indirectly within 

the meaning of the Establishment Clause 
of the U.S. Constitution, and not when 
the assistance is provided directly. That 
subpart also contains requirements 
related to equal treatment in Department 
of Labor programs for religious 
organizations, and to protecting the 
religious liberty of Department of Labor 
social service providers and 
beneficiaries. (29 CFR part 2, subpart 
D—Equal Treatment in Department of 
Labor Programs for Religious 
Organizations, Protection of Religious 
Liberty of Department of Labor Social 
Service Providers and Beneficiaries). 
§ 683.260 What prohibitions apply to the 
use of Workforce Innovation and 
Opportunity Act title I funds to 
encourage 
business relocation? 
(a) Prohibition. Section 181(d) of 
WIOA states that funds must not be 
used or proposed to be used for: 
(1) The encouragement or inducement 
of a business, or part of a business, to 
relocate from any location in the United 
States, if the relocation results in any 
employee losing his or her job at the 
original location; 
(2) Customized training, skill training, 
on-the-job training, incumbent worker 
training, transitional employment, or 
company specific assessments of job 
applicants for or employees of any 
business or part of a business that has 
relocated from any location in the 
United States, until the company has 
operated at that location for 120 days, if 
the relocation has resulted in any 
employee losing his or her jobs at the 
original location. 
(b) Pre-award review. To verify that a 
business establishment which is new or 
expanding is not, in fact, relocating 
employment from another area, 
standardized pre-award review criteria 
developed by the State must be 
completed and documented jointly by 
the local area and the business 
establishment as a prerequisite to WIOA 
assistance. 
(1) The review must include names 
under which the establishment does 
business, including predecessors and 
successors in interest; the name, title, 
and address of the company official 
certifying the information, and whether 
WIOA assistance is sought in 
connection with past or impending job 
losses at other facilities, including a 
review of whether WARN notices 
relating to the employer have been filed. 
(2) The review may include 
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consultations with labor organizations 
and others in the affected local area(s). 
§ 683.265 What procedures and 
sanctions 
apply to violations of this part? 
(a) The Grant Officer will promptly 
review and take appropriate action on 
alleged violations of the provisions 
relating to: 
(1) Construction (§ 683.235); 
(2) Employment generating activities 
(§ 683.245); 
(3) Other prohibited activities 
(§ 683.250); 
(4) The limitation related to religious 
activities (§ 683.255); and 
(5) The use of WIOA title I funds to 
encourage business relocation 
(§ 683.260). 
(b) Procedures for the investigation 
and resolution of the violations are 
provided under the Grant Officer’s 
resolution process at § 683.440. 
(c) Sanctions and remedies are 
provided for under sec. 184(c) of WIOA 
for violations of the provisions relating 
to: 
(1) Construction (§ 683.235); 
(2) Employment generating activities 
(§ 683.245); 
(3) Other prohibited activities 
(§ 683.250); and 
(4) The limitation related to religious 
activities (§ 683.255(b)). 
(d) Sanctions and remedies are 
provided for in sec. 181(d)(3) of WIOA 
for violations of § 683.260, which 
addresses business relocation. 
(e) Violations of § 683.255(a) will be 
handled in accordance with the 
Department’s nondiscrimination 
regulations implementing sec. 188 of 
WIOA, codified at 29 CFR part 38. 
§ 683.270 What safeguards are there to 
ensure that participants in Workforce 
Innovation and Opportunity Act 
employment and training activities do 
not 
displace other employees? 
(a) A participant in a program or 
activity authorized under title I of 
WIOA must not displace (including a 
partial displacement, such as a 
reduction in the hours of non-overtime 
work, wages, or employment benefits) 
any currently employed employee (as of 
the date of the participation). 
(b) A program or activity authorized 
under title I of WIOA must not impair 
existing contracts for services or 
collective bargaining agreements. When 
a program or activity authorized under 
title I of WIOA would be inconsistent 

with a collective bargaining agreement, 
the appropriate labor organization and 
employer must provide written 
concurrence before the program or 
activity begins. 
(c) A participant in a program or 
activity under title I of WIOA may not 
be employed in or assigned to a job if: 
(1) Any other individual is on layoff 
from the same or any substantially 
equivalent job; 
(2) The employer has terminated the 
employment of any regular, 
unsubsidized employee or otherwise 
caused an involuntary reduction in its 
workforce with the intention of filling 
the vacancy so created with the WIOA 
participant; or 
(3) The job is created in a promotional 
line that infringes in any way on the 
promotional opportunities of currently 
employed workers as of the date of the 
participation. 
(d) Regular employees and program 
participants alleging displacement may 
file a complaint under the applicable 
grievance procedures found at 
§ 683.600. 
§ 683.275 What wage and labor 
standards 
apply to participants in activities under 
title 
I of the Workforce Innovation and 
Opportunity Act? 
(a) Individuals in on-the-job training 
or individuals employed in activities 
under title I of WIOA must be 
compensated at the same rates, 
including periodic increases, as trainees 
or employees who are similarly situated 
in similar occupations by the same 
employer and who have similar 
training, experience, and skills. Such 
rates must be in accordance with 
applicable law, but may not be less than 
the higher of the rate specified in sec. 
6(a)(1) of the Fair Labor Standards Act 
of 1938 (29 U.S.C. 206(a)(1)) or the 
applicable State or local minimum wage 
law. 
(b) The reference in paragraph (a) of 
this section to sec. 6(a)(1) of the Fair 
Labor Standards Act of 1938 (29 U.S.C. 
206(a)(1)) is not applicable for 
individuals in territorial jurisdictions in 
which sec. 6(a)(1) of the Fair Labor 
Standards Act of 1938 (29 U.S.C. 
206(a)(1)) does not apply. 
(c) Individuals in on-the-job training 
or individuals employed in programs 
and activities under title I of WIOA 
must be provided benefits and working 
conditions at the same level and to the 

same extent as other trainees or 
employees working a similar length of 
time and doing the same type of work. 
(d) Allowances, earnings, and 
payments to individuals participating in 
programs under title I of WIOA are not 
considered as income for purposes of 
determining eligibility for and the 
amount of income transfer and in-kind 
aid furnished under any Federal or 
Federally-assisted program based on 
need, other than as provided under the 
Social Security Act (42 U.S.C. 301 et 
seq.). 
§ 683.280 What health and safety 
standards apply to the working 
conditions 
of participants in activities under title I 
of 
the Workforce Innovation and 
Opportunity 
Act? 
(a) Health and safety standards 
established under Federal and State law 
otherwise applicable to working 
conditions of employees are equally 
applicable to working conditions of 
participants engaged in programs and 
activities under title I of WIOA. 
(b)(1) To the extent that a State 
workers’ compensation law applies, 
workers’ compensation must be 
provided to participants in programs 
and activities under title I of WIOA on 
the same basis as the compensation is 
provided to other individuals in the 
State in similar employment. 
(2) If a State workers’ compensation 
law applies to a participant in work 
experience, workers’ compensation 
benefits must be available for injuries 
suffered by the participant in such work 
experience. If a State workers’ 
compensation law does not apply to a 
participant in work experience, 
insurance coverage must be secured for 
injuries suffered by the participant in 
the course of such work experience. 
§ 683.285 What are a recipient’s 
obligations to ensure nondiscrimination 
and equal opportunity, and what are a 
recipient’s obligations with respect to 
religious activities? 
(a)(1) Recipients, as defined in 29 CFR 
37.4, must comply with the 
nondiscrimination and equal 
opportunity provisions of WIOA sec. 
188 and its implementing regulations, 
codified at 29 CFR part 38. Under that 
definition, the term ‘‘recipients’’ 
includes State and Local WDBs, onestop 
operators, service providers, Job 
Corps contractors, and subrecipients, as 
well as other types of individuals and 
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entities. 
(2) Nondiscrimination and equal 
opportunity requirements and 
procedures, including complaint 
processing and compliance reviews, are 
governed by the regulations 
implementing sec. 188 of WIOA, 
codified at 29 CFR part 38, and are 
administered and enforced by the 
Department of Labor Civil Rights Center. 
(3) Financial assistance provided 
under title I of WIOA may be used to 
meet a recipient’s obligation to provide 
physical and programmatic accessibility 
and reasonable accommodation/ 
modification in regard to the WIOA 
program, as required by sec. 504 of the 
Rehabilitation Act of 1973, as amended; 
the Americans with Disabilities Act of 
1990, as amended; sec. 188 of WIOA; 
and the regulations implementing these 
statutory provisions. 
(4) No person may discriminate 
against an individual who is a 
participant in a program or activity that 
receives funds under title I of WIOA, 
with respect to the terms and conditions 
affecting, or rights provided to, the 
individual, solely because of the status 
of the individual as a participant. 
(5) Participation in programs and 
activities or receiving funds under title 
I of WIOA must be available to citizens 
and nationals of the United States, 
lawfully admitted permanent resident 
aliens, refugees, asylees, and parolees, 
and other immigrants authorized by the 
Secretary of Homeland Security or the 
Secretary’s designee to work in the 
United States. 
(b)(1) Title 29 CFR part 2, subpart D, 
governs the circumstances under which 
recipients may use Department support, 
including WIOA title I and Wagner- 
Peyser Act financial assistance, to 
employ or train participants in religious 
activities. As explained in that subpart, 
such assistance may be used for such 
employment or training only when the 
assistance is provided indirectly within 
the meaning of the Establishment Clause 
of the U.S. Constitution, and not when 
the assistance is provided directly. As 
explained in that subpart, assistance 
provided through an Individual 
Training Account is generally 
considered indirect, and other 
mechanisms also may be considered 
indirect. See also § 683.255 and 29 CFR 
37.6(f)(1). 
(2) Title 29 CFR part 2, subpart D, also 
contains requirements related to equal 

treatment of religious organizations in 
Department of Labor programs, and to 
protection of religious liberty for 
Department of Labor social service 
providers and beneficiaries. Limitations 
on the employment of participants 
under WIOA title I to carry out the 
construction, operation, or maintenance 
of any part of any facility used or to be 
used for religious instruction or as a 
place of religious worship are described 
at 29 CFR 37.6(f)(2). See also WIOA sec. 
188(a)(3). 
§ 683.290 Are there salary and bonus 
restrictions in place for the use of title I 
of 
Workforce Innovation and Opportunity 
Act 
and Wagner-Peyser Act funds? 
(a) No funds available under title I of 
WIOA or the Wagner-Peyser Act may be 
used by a recipient or subrecipient of 
such funds to pay the salary and 
bonuses of an individual, either as 
direct costs or indirect costs, at a rate in 
excess of the annual rate of basic pay 
prescribed for level II of the Executive 
Schedule under 5 U.S.C. 5313, which 
can be found at https://www.opm.gov/. 
(b) In instances where funds awarded 
under title I of WIOA or the Wagner- 
Peyser Act pay only a portion of the 
salary or bonus, the WIOA title I or 
Wagner-Peyser Act funds may only be 
charged for the share of the employee’s 
salary or bonus attributable to the work 
performed on the WIOA title I or 
Wagner-Peyser Act grant. That portion 
cannot exceed the proportional 
Executive level II rate. The restriction 
applies to the sum of salaries and 
bonuses charged as either direct costs or 
indirect costs under title I of WIOA and 
the Wagner-Peyser Act. 
(c) The limitation described in 
paragraph (a) of this section will not 
apply to contractors (as defined in 2 
CFR 200.23) providing goods and 
services. In accordance with 2 CFR 
200.330, characteristics indicative of 
contractor are the following: 
(1) Provides the goods and services 
within normal business operations; 
(2) Provides similar goods or services 
to many different purchasers; 
(3) Normally operates in a competitive 
environment; 
(4) Provides goods or services that are 
ancillary to the operation of the Federal 
program; and 
(5) Is not subject to compliance 
requirements of the Federal program as 
a result of the agreement, though similar 

requirements may apply for other 
reasons. 
(d) If a State is a recipient of such 
funds, the State may establish a lower 
limit than is provided in paragraph (a) 
of this section for salaries and bonuses 
of those receiving salaries and bonuses 
from a subrecipient of such funds, 
taking into account factors including the 
relative cost of living in the State, the 
compensation levels for comparable 
State or local government employees, 
and the size of the organizations that 
administer the Federal programs 
involved. 
(e) When an individual is working for 
the same recipient or subrecipient in 
multiple offices that are funded by title 
I of WIOA or the Wagner-Peyser Act, the 
recipient or subrecipient must ensure 
that the sum of the individual’s salary 
and bonus does not exceed the 
prescribed limit in paragraph (a) of this 
section. 
§ 683.295 Is earning of profit allowed 
under the Workforce Innovation and 
Opportunity Act? 
(a)(1) Under secs. 121(d), 122(a) and 
134(b) of WIOA, for-profit entities are 
eligible to be one-stop operators, service 
providers, and eligible training 
providers. 
(2) Where for-profit entities are onestop 
operators, service providers, and 
eligible training providers, and those 
entities are recipients of Federal 
financial assistance, the recipient or 
subrecipient and the for-profit entity 
must follow 2 CFR 200.323. 
(b) For programs authorized by other 
sections of WIOA, 2 CFR 200.400(g) 
prohibits earning and keeping of profit 
in Federal financial assistance unless 
expressly authorized by the terms and 
conditions of the Federal award. 
(c) Income earned by a public or 
private nonprofit entity may be retained 
by such entity only if such income is 
used to continue to carry out the 
program. 
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Training 
The IWT Proposal/Application (attachment A) must be completed and signed, and the employer must provide a copy of 
each IWT employee’s I-9 before the IWT employee starts the IWT to verify length of employment. 
 
The employer has reviewed Reimbursable/Non-Reimbursable Training Costs (attachment M) and agrees to abide by 
those stipulations. 
 
The employer acknowledges that each employee listed on the Incumbent Worker Training Employee List must be 
registered in OKJobMatch, and will authorize up to one hour of paid-time to accomplish this task prior to the start of 
training. 
 
The employer must collaborate in the development of a training plan for the IWT employee that includes competencies 
needed to be satisfactorily skilled in the IWT position.  These competencies will be listed in the IWT Training Plan.  The 
training provider will complete an evaluation to document competencies gained. 
 
The employer certifies that this is not a temporary job.  The IWT employee shall continue working with the employer 
upon completion of the IWT training, based upon satisfactory job performance. 
 
Fiscal 
The employer will provide a copy of their W-9, and WOWDB shall reimburse the business upon completion of the 
training in an amount not to exceed the maximum training reimbursement.  The business must submit the Incumbent 
Worker Training Funds Tracking Tool (attachment F) along with invoices for training.  When calculating employer 
contribution, credit will not include undocumented payments to the IWT employee.  No reimbursement shall be made 
for costs which fall outside of the term of the Contract.  All reimbursement requests submitted by the employer shall be 
supported by business receipts, time and payroll records, and other records normally kept by the employer. 
 
The IWT employer agrees to maintain adequate time and attendance, payroll, and other records to support amounts 
credited towards the IWT Contract.  Wages must be paid by check or direct deposit.  Inaccurate or incomplete 
timesheets or timesheets submitted more than thirty (30) days after the end of the training period may not be honored, 
at the sole discretion of the fiscal agent.  Copies of the timesheet(s) are to be maintained along with a copy of the IWT 
Contract. 
 
The employer shall preserve all IWT employee payroll records, fringe benefits and personnel records for three (3) years 
after the end of the training period, or longer if any litigation or audit is begun or any claim is instituted which involves 
these records. The employer shall retain the records beyond the three (3) year period until the litigation, audit findings 
or claim has been resolved. 
 
The employer agrees that at any time during normal business hours, and as often as deemed necessary, WOWDB or 
WOWDB service provider staff, the State of Oklahoma, the U.S. Department of Labor, or other authorized Federal 
agencies or their agents may inspect and monitor any records or activities pertaining to this Contract.  Such inspection 
shall be made to determine if the employer is in compliance with the terms and provisions of this Contract and if the 
IWT employee is making sufficient progress. 
 
Wages are monies paid by the employer to an IWT participant for work the IWT participant performs. 
 
Tips, commissions, and piece work are not considered wages and are not eligible for reimbursement. 
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Methodologies for determining the value of in-kind contributions will follow current Internal Revenue Service guidance 
including substantiation and disclosure requirements, determining the value of donated property, and charitable 
contributions guidelines. 
 
Employer Assurances 
The employer agrees that once incumbent workers advance with the employer, the employer will then provide an 
opportunity to WOWDB, WOWDB service provider staff and WOWDA partners to fill the now vacant position with a 
local WIOA participant, whenever possible. 
 
The employer shall provide worker’s compensation coverage for the IWT employee and assures that the training shall be 
provided in accordance with WIOA. 
 
Employer agrees not to discriminate in their hiring or employment practices and to comply with the Civil Rights Act of 
1964,as amended, the Age Discrimination Act of 1975, as amended, Section 504 of the Rehabilitation Act of 1973, as 
amended, and the American with Disabilities Act of 1990, as amended. 
 
Employer agrees to adhere to the WOWDB grievance procedures if a complaint arises in connection with the IWT 
employee and the training (attachment N). 
 
The employer agrees that the IWT employee shall not be terminated from training without giving prior notice to the 
WOWDB WIOA Representative that signed the IWT Contract and reasonable opportunity is given for correction or 
improvement of performance.  The employer also agrees that it will immediately notify the WOWDB WIOA 
Representative if the IWT employee has an attendance or disciplinary problem or has demonstrated an inability to 
perform in accordance with the training outline contained in the Contract.  The employer understands that the 
termination of an IWT participant is subject to the Board’s grievance procedures. 
 
Employer will comply with Federal and State laws governing the IWT Program. 
 
The employer further assures that IWT funds will not be used to assist, promote or deter union organizing. 
 
The employer assures that the IWT employee(s) will not be employed to carry out the construction, operation or 
maintenance of any part of a facility that is used or to be used for sectarian instruction or as a place for religious 
worship. 
 
The employer assures that the IWT employee will not be required to participate in political activities. 
 
No fees shall be charged to any IWT employee or employer for referral or placement services relative to this IWT 
Contract. 
 
The employer certifies that no member of the IWT employee’s immediate family is engaged in an administrative 
capacity for the employer, or will directly supervise the IWT employee.  For the purpose of this Contract, immediate 
family is defined as spouse, children, parents, grandparents, grandchildren, brothers, sisters or person bearing the same 
relationship to the IWT employee’s spouse. 
 
Employer has not exerted any undue influence or engaged in conduct which would constitute a conflict of interest or the 
appearance of a conflict of interest in order to be awarded the funds under this Contract. 
 
The employer assures they are not involved in a strike, lockout or other unusual labor condition. 
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Employer agrees to comply with all applicable local, state and/or federal laws and ordinances.  The employer assures 
that they have not violated any of the following within the last three years: antidiscrimination in its employment 
practices or delivery of services or other activities on the grounds of race, color, religion, national origin, age, sex, marital 
status, veteran status, sexual orientation, or the presence of any sensory, mental or physical disability. 
 
The employer agrees to provide required elements needed to calculate IWT performance indicators for: 

• Employment in the 2nd and 4th quarters after exit; 
• Median earnings in the 2nd quarter after exit; 
• Measurable Skills Gains; and 
• Credential Attainment. 

 
Additional Terms 
Either party may terminate this Contract at any time by giving ten (10) day advance written, signed notice of intent to 
terminate to the other party. In the event the participant is terminated without notice (through no fault of the 
employer), or the participant fails to report without giving notice, notice of termination must be provided to the Board 
immediately. 
 
WOWDB may terminate this Contract if: 

•The State or Federal Government terminates or reduces the funding which makes this Contract possible; 
•The employer has violated the terms and conditions of this agreement. 

 
This Contract may be amended by the mutual written agreement of the parties.  All amendments shall be signed by both 
parties prior to the start date of the amendment and the amendment section must be completed on the original the 
contract. 
 
A WOWDB WIOA Representative may unilaterally amend this Contract if there are changes in Federal, State or Local 
laws, rules, regulations, or policies. 
 
This Contract has been and shall be construed as having been made and delivered within the State of Oklahoma and it is 
agreed by each party hereto that the laws of the State of Oklahoma, both as to interpretation and performance, shall 
govern this Contract.  Any action of law, suit in equity, or judicial proceeding for the enforcement of this contract or any 
provision thereof shall be instituted and maintained only in any of the courts of competent jurisdiction in the State of 
Oklahoma. 
 
The employer agrees that no currently employed worker shall be displaced by the IWT employee including a partial 
displacement such as a reduction in the hours, wages, or employment benefits.  The employer also agrees that no IWT 
employee shall be placed into a position that is currently vacated by an employee who is on layoff or into a position in 
which the employer has terminated the employment of an employee with the intention of filling the position with an 
IWT employee.  The employer further agrees that this Contract does not infringe in any way upon the promotional 
opportunities of current employees not involved in the IWT training. 
 
No fees shall be charged to any IWT employee or employer for referral or placement services relative to this IWT 
Contract. 
 
All services to be rendered or performed by the employer under this Contract shall be performed or rendered entirely at 
the employer’s own risk.  The employer expressly agrees to indemnify and hold harmless Western Oklahoma Workforce 
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Development Board, its officers, agents, contractors, employees or otherwise, from any and all liability, loss or damage, 
including reasonable cost of defense that they may suffer as the result of claims, demands, actions, or damages to any 
and all persons or property, costs or judgments against the Western Oklahoma Workforce Development Board which 
result from, arise out of, or are in any way connected with the services to be performed by the employer under this 
Contract. 
 
Regulatory Limitations and Prohibited Activities 
All general fiscal and administrative rules listed at 20 CFR, Chapter V, Part 683, Subpart B – Administrative Rules, Cost, 
and Limitations apply. 
 
Businesses that fail to meet any of the following criteria are not eligible to receive funds for IWT: 

• Businesses must not be presently debarred, suspended, proposed for disbarment, declared ineligible, or 
voluntarily excluded from participation in transactions by USDOL or the State of Oklahoma. Below are some 
websites that may be helpful in checking tax, environmental compliance, and debarment status.  

• Businesses shall not have any outstanding tax liability to the State of Oklahoma for over six months. WOWDB 
and WOWDB service provider staff will require the businesses to disclose any known outstanding tax liabilities, 
including those with other states, prior to entering into the contract. The WOWDB and WOWDB service provider 
staff shall consider existing out-of-state violations when determining eligibility to receive IWT funds. WOWDB 
and WOWDB service provider staff must document any resolution of outstanding tax liability, which may include 
letters from the business or from the State in which the tax liability occurred.  

• Businesses must ensure that they have no more than one unfair labor practice contempt of court finding.  
• Oklahoma businesses must have all of the approvals, licenses, or other qualifications needed to conduct 

business in the state and all must be current.  Should this status change during the course of the local IWT 
program activities, resulting in the business’s disqualification from conducting business in Oklahoma, all training 
under the IWT program must cease.  

• IWT funds may not be used, or proposed for use, to encourage or induce the relocation of a business or part of a 
business if the relocation would result in a loss of employment for any employee at the original location, when 
the original location is within the United States. 

• Businesses that have relocated to Oklahoma and have laid-off workers at their former location in the United 
States may not be considered for this program until they have been in operation at the new location for 120 
days.  

• To verify that a business is not relocating employment from another area, a pre-award review must be 
undertaken and documented by WOWDB and WOWDB service provider staff. The review must include the 
names under which the establishment conducts business, including predecessors and successors in interest; the 
name, title, and address of the company official certifying the information, and whether WIOA assistance is 
being sought in connection with past or impending job losses at other facilities of their company. The pre-award 
review should also include a review of whether appropriate notices have been filed, as required by the Worker 
Adjustment Retraining Notification (WARN) Act.  The review may also include consultations with labor 
organizations and others in the affected local area(s). 

• Businesses must not have any outstanding civil, criminal or administrative fines or penalties owed to or pending 
in the state of Oklahoma.  

• Funds provided to employers for IWT must not be used to directly or indirectly assist, promote, or deter union 
organizing. 

• Funds provided to employers may not be used to directly or indirectly aid in the filling of a job opening what is 
vacant because the former occupant is on strike, or is being locked out in the course of a labor dispute, or the 
filling of which is otherwise an issue in a labor dispute involving a work stoppage. 
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• Prohibited Industry:  In accordance with federal law, WIOA funds may not be used to directly or indirectly 
support the marijuana industry including, but not limited to use, possession, growth or distribution of marijuana.  
Additionally, medical marijuana facility occupations are not occupations in which a local area can place a WIOA 
participant. 

 
Contract 
The aforementioned terms, conditions, assurances, regulatory limitations and prohibited activities; accompanied by the 
following Western Oklahoma Workforce Development Board Incumbent Worker Training Policy attachments; 

A. Project Funding Proposal/Application 
B. Grantee Worksheet/Budget 
C. Employee List 
D. Anticipated Outcomes 
E. WOWDB Review of Employer Application for Incumbent Worker Training 
I. IWT Contract Terms and Conditions 
M. Reimbursable/Non-Reimburseable Training Costs 
N. Acknowledgement of Grievance and Complaint Procedures 

constitute the Western Oklahoma Workforce Development Board Incumbent Worker Training Contract. 
 
Employer Certification 
I certify to the best of my knowledge that information contained in these documents is true and correct and that I intend 
to pay _____ % of the cost of training and retain the participant at the end of the training period if satisfactory 
performance is maintained.  I am also aware of my responsibilities as stated in this Individual Incumbent Worker 
Training Contract. 
________________________________________________________                        _______________________________ 
Authorized Employer Representative Signature                                                               Date 
_________________________________________________________                      _______________________________ 
Title                                                                                                                                            Phone Number 

 
Incumbent Worker Training Contract Modification 

    Effective Date of Modification___________________ 
☐  Change Contract Dates To extend contract ending date from _________________ to __________________ 
☐  Increase Funds  ☐     Decrease Funds ☐  De-Obligate Funds 
 

To increase/decrease the obligated funds:          Original Amount $____________    -/+     Amount $_____________ 
                                                                               
                                                                                                           Total $ ____________________ 
 

☐  Change of Ownership   ☐    Other  - Describe below 
Describe Modification: 
 

Authorized Signatures- I hereby agree to the changes set forth in this modification. All other terms  
________________________       ______________________     ________________________     ____________ 
Employer Signature    Print Name  Title    Date 
________________________        ______________________     ________________________     ____________ 
WOWDB Designated Representative                Signature  Title    Date 
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ELIGIBILITY 
Applicant is eligible if the applicant meets the criteria outlined in OWDI 09-
19 and submits the following documents: 

• Attachment A: Project Funding Proposal Application 
• Attachment B: Grantee Worksheet 
• Attachment C: Employee List 
• Attachment D: Anticipated Outcomes 
• Attachment E: Project Rating  

Applicant is NOT eligible if one or more of the following documents were NOT 
submitted: 

• Attachment A: Project Funding Proposal Application 
• Attachment B: Grantee Worksheet 
• Attachment C: Employee List 
• Attachment D: Anticipated Outcomes 
• Attachment E: Project Rating  

PREFERENTIAL POINTS (20 points) 
0 Points 

• Applicant is NOT located in an Opportunity Zone as defined by 
Oklahoma Statutes Title 68, Section 3603 definitions  

1 Points 
• Applicant is located in an Opportunity Zone as defined by Oklahoma 

Statutes Title 68, Section 3603 definitions 
0 Points 

• Applicant is NOT located in a rural county (i.e., not a part of a 
metropolitan area)  

2 Points 
• Applicant is located in a rural county (i.e., not a part of a metropolitan 

area) 
0 Points 

• Training is NOT part of a layoff aversion strategy  
6 Points 

• Training is part of a layoff aversion strategy 
0 Points 

• Training is for occupations that are NOT on the Critical Occupations 
List and/or are not on a career pathway to an occupation on the 
Critical Occupations List  

5 Points 
• Training is for occupations that are on the Critical Occupations List and/or 

are on a career pathway to an occupation on the Critical Occupations List 

0 Points 
• Applicant has MORE than 50 employees  

3 Points 
• Applicant has 50 employees or less 

0 Points 
• Training does NOT lead to a significant upgrade in employee skills  

3 Points 
• Training leads to a significant upgrade in employee skills 

Q1: What is the training? How many employees will attend? What is the duration? What is the requested funding? What is the company contribution? 
Who is the training entity?  
1 Point 

• Training duration is longer than 2 years. 
2 Points 

• Training duration is 1-2 years. 
3 points 

• Training duration is 1 year or less. 
 0 Points 

• Training entity is not on the Eligible 
Training Provider List. 

2 Points 
• Training entity is on the Eligible Training 

Provider List. 
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Q2: How will the training benefit the region, the employees, and the employer? Why is this training needed? Will it avert future layoffs or upskill 
employees to meet promotional requirements?   
0-1 Points 

• Applicant did not describe how the 
training will benefit the region, 
employees, or the employer.  

• Applicant did not describe why the 
training is needed or the employer’s 
strategy for offering the training. 

• Applicant did not describe how the 
training will adequately upskill employees. 

2-3 Points 
• Applicant described the training, but did 

not include a description of how the 
training is tied to a larger strategy to 
upskill workers, benefit the employer’s 
sustainability or growth, or how the 
region will be impacted.  

4-5 points 
• Applicant described the training, including a 

description of how the training is tied to a 
larger strategy to upskill workers, benefit the 
employer’s sustainability or growth, and how 
the region will be impacted. 

Q3: Is the training and/or employer directly associated with one of the local/regional priority ecosystems?   
0-1 Points 

• Training or employer is not directly 
associated with a local or regional priority 
ecosystem. 

2-3 Points 
• Training or employer is not directly 

associated with a local or regional 
priority ecosystem, but helps support a 
priority ecosystem indirectly (e.g. a part 
of supply chain, etc.). 

4-5 points 
• Training or employer is directly associated with 

a local or regional priority ecosystem. 

Q4: Will the training include a nationally, regionally, or industry recognized credential?   
0-1 Points 

• Training will not include a nationally, 
regionally, or industry recognized 
credential. 

2-3 Points 
• Training will result in a nationally, 

regionally, or industry recognized 
credential, but is not stackable or 
portable. 

4-5 points 
• Training will result in a portable, stackable, 

nationally, regionally, or industry recognized 
credential. 

Q5: Is the project aligned with an industry association partnership, such as an EDC, or other such business supported agency?  
0-1 Points 

• Project is not aligned with an industry 
association partnership or business 
supported agency/organization. 

2-3 Points 
• Project is somewhat aligned with an 

industry association partnership or 
business supported agency/organization. 

4-5 points 
• Project is fully aligned with an industry 

association partnership or business supported 
agency/organization. 

Q6: Beyond the required in-kind/cash match, does the application for funds include additional funding to support the project?  
0-2 Point 

• Company contribution meets minimum 
requirements (10% for less than 50 
employees; 25% for 50-100 employees; 
50% for 100 or more employees) 

3-5 Points 
• Company contribution exceeds minimum 

requirements (10% for less than 50 
employees; 25% for 50-100 employees; 
50% for 100 or more employees) 
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Name of Applicant (Region or Organization):

Amount Requested:

Funding Amount Recommended: Cap of $20,000 per application per year

Total Score: 0

Applicant is 
Eligible

Applicant is 
Ineligible

Points 
Awarded

Total 
Points 
Available

1

2

6

5

3

3

3

2

ELIGIBILITY

Applicant meets all criteria outlined in OWDI 09-19 and all required documents were submitted (Attachments A-E).

Q1: What is the training? How many employees will attend? What is the duration? What is the requested funding? What is the company 
contribution? Who is the training entity? 

Criteria

Training is for occupations that are on the Critical Occupations List and/or are on a career pathways to an occupation on the 
Critical Occupations List

Applicant has 50 employees or less

Training leads to a significant upgrade in employee skills

PREFERENTIAL POINTS

Applicant is located in an Opportunity Zone as defined by Oklahoma Statutes Title 68, Section 3603 definitions

Description of the length of training.

Inclusion of training provider on the Eligible Training Provider List.

Applicant is located in a rural county (i.e., not a part of a metropolitan area)

Training is part of a layoff aversion strategy
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Points 
Awarded

Total 
Points 
Available

5

5

5

5

5

0 50

Criteria

Description of the training, including a description of how the training is tied to a larger strategy to upskill workers, benefit 
the employer’s sustainability or growth, and how the region will be impacted.

Identification of funding and resources allocated to the project by the employer.

Q2: How will the training benefit the region, the employees, and the employer? Why is this training needed? Will it avert future layoffs or upskill 
employees to meet promotional requirements?  

Q6: Beyond the required in-kind/cash match, does the application for funds include additional funding to support the project? 

Q3: Is the training and/or employer directly associated with one of the local/regional priority ecosystems?  

Description of how the training and/or employer is associated with the local/regional priority ecosystem(s).

Q4: Will the training include a nationally, regionally, or industry recognized credential?  

Description of training and any associated credential(s).

Q5: Is the project aligned with an industry association partnership, such as an EDC, or other such business supported agency?   

Description of the project's alignment to or partnership with an industry association business supported agency/organization.
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Final Project/Closeout Report:  Outcomes of Incumbent Worker Training 
 
Employer:  

Section 1. Considering IWT results, check all that apply and provide quantitative information whenever possible. 
☐Prevented possible relocation of operations (layoff 
aversion) 

☐Made this location more competitive 

☐Assisted in the training of target groups or made 
employees more competitive  

☐Important to the stated mission of our company 

☐Contributed to the long term viability of our 
company 

☐Contributed to the short term viability of our 
company 

☐Was an important component of our company’s 
overall workforce development efforts, such as sector 
or career pathway strategy 
 
 

☐Assisted in the improvement of international trade 
opportunities 

Section 2. Considering IWT results, complete all that apply and provide any supporting details. 
Saved _____ jobs within the company 
 
 

Created _____ openings in entry-level positions 
 
 

Created _____ new jobs  within our company 
 
 

Inproved unit or labor costs by _____ percent 
 
 

Lowered turnover in our company by _____ percent 
 
 

Increased overall efficiency by _____ percent 
 
 

Increased profit margin by _____ percent over the 
next _____ months 
 
 

Increased or retained sales by _____ percent over the 
next _____ months 

Improved the long-term wage levels of trainees by 
_____ percentage 
 
 

Improved the short-term wage levels of trainees by 
_____ percentage 

Projected Return on Investment (ROI) Information  ROI is expected to be _____ percentage over ____ 
months / years 
 
 

 

I certify information provided is true and correct to the best of my knowledge. 
 
 

Signature Date 
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Reimburseable/Non-Reimburseable Training Costs 

The following is a listing of reimbursable and non-reimbursable training cost for the Incumbent Worker Training 
Program: 
 
Allowable Training Costs: 

• Instructors’ and Trainees’ salaries (Trainers must not be employed by any business whose employees are being 
trained.) 

• Tuition 
• Training materials and training supplies 
• Textbooks/manuals (limited to course of study) 
• Training that results in participants obtaining an industry-recognized certification or credential, or that provides 

a significant step towards achieving such credentials which will increase the worker’s overall employability, and 
is in a demand occupation. 

• Training related software 
• Travel for trainers (if the requested training is not available within reasonable proximity to the business) 
• Employee skills assessment that results in primary training funded through IWT 
• Other necessary and reasonable costs directly related to training as approved by WOWDB 

 
Non-Allowable Costs: 

• Use of IWT funds to pay for a worker's training wages 
• Tips, commissions and piece work 
• Compensation or consultant fees not directly related to the provision of training 
• Costs incurred prior to the approval date of the IWT application 
• Capital improvements and purchases of real estate, to include the construction or renovation of facilities or 

buildings 
• Business relocation expenses, including encouragement or inducement of a business, or part of a business, to 

relocate from any location in the United States 
• Employment or training in policical or religious activities 
• Costs associated with in-house company trainers to include parent company employees 
• Travel outside of the contiguous United States or costs associated with bringing a trainer into the country 
• Curriculum design and/or training program development 
• General office supplies and non-personnel service costs, it, e., postage and photocopying 
• Company website design and development, website hosting, and maintenance, software upgrade, advice on 

computer selection for purchase and upgrade 
• Memberships/Fees/Dues 
• Purchase of employee assessment systems or systems usage licenses 
• Employee travel 
• Basic occupational health and safety training, to include OSHA training 
• Any training that a company is mandated to provide on a regular basis to its employees by federal, state, or local 

laws 
• Equipment 
• Food, beverage, and/or celebrations 
• Job/position profiling 
• Publicity/public relations costs 
• Costs associated with conferences 
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Employer Acknowledgement of Grievance and Complaint Procedures 
 

 
 
By my initials below, I certify that: 
 
I have been verbally advised 

� of my right to file a grievance or complaint with the WIOA Title I service provider, local   
workforce development area, State or United States Department of Labor, and 

� of my right to receive technical assistance in filing a grievance or complaint. 
 

 
I have received copy of, read and understand WOWDB policy and procedures as follow 

� Discrimination Complaint Procedures Governing WIOA Activities and Oklahoma Works  
(One-Stop) Center Activities Policy 

� WIOA Programmatic Grievances and Complaint Policy 
 
 
 
 

  
Signature Date 
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IWT Participant Acknowledgement of Grievance and Complaint Procedures 
 

 
 

  
Participant Name (printed) PID 

 
 
By my initials below, I certify that: 
 
I have been verbally advised 

� of my right to file a grievance or complaint with the WIOA Title I service provider, local   
workforce development area, State or United States Department of Labor, and 

� of my right to receive technical assistance in filing a grievance or complaint. 
 

 
I have received copy of, read and understand WOWDB policy and procedures as follow 

� Discrimination Complaint Procedures Governing WIOA Activities and Oklahoma Works  
(One-Stop) Center Activities Policy 

� WIOA Programmatic Grievances and Complaint Policy 
 
 
 
 

  
Signature Date 
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Vital Service and Information Notice 
 
Pursuant to 29 CFR 38.9(g)(3), the following notice is given: 
This document contains vital service information. 
 
For people with speech or hearing loss: 
To enable telephone conversation between people with speech or hearing loss and people without speech or hearing 
loss, please call Oklahoma Relay at 711-(http://www.oklahomarelay.com/711.html) or TDD/TTY: 800-722-0353. 
 
If English is not your preferred language, please contact: 
Equal Opportunity (EO) Officers 
 
Local EO Officer  
Willie Tiller 
Western Oklahoma Workforce Development Board, 1222 10th St., Suite 115, Woodward, OK  73801 
580.256.8553 extension #2 
eoofficer@wowdb.org 
 
State EO Officer 
Ferris Barger 
Oklahoma Office of Workforce Development, 900 N Portland Ave., BT 300, Oklahoma City, OK  73107 
405.208.2519 
eoofficer@okcommerce.gov 
 

Notice in English 
IMPORTANT!  This document contains important information about your rights, responsibilities and/or benefits.  It is 
critical that you understand the information in this document, and we will provide the information in your preferred 
language at no cost to you.  Call (580) 256-8553 extension 0# for assistance in the translation and understanding of the 
information in this document. 
 

Notice in Marshallese 
MELE̗LE̗ KO RELUKKUN AORŌK!  Ilo pepa kein epād kōmele̗le̗ ko elap aer aorōk ikkijen jim̗we, eddo im marōn ko 
am.  Ellukun aorōk bwe kwōn jelā im mele̗le̗ kōn kōmele̗le̗ kein.  Kim naj jipan̄ eok kōn mele̗le̗ kein ilo ukook ak kajin eo 
kwōj kōnaan, im ejjelok wōnāān (free).  Kūr tok nōmba in talpoon in (580) 256-8553 ilo extension 0# n̄an jipan̄ ko ikkijen 
ukook in kōmele̗le̗ ko ilo pepa kein 
 

Notice in Spanish 
¡IMPORTANTE!  Este document contiene información sobre sus derechos, responsabilidades y/o beneficios.  Es 
importante que usted entienda la información en este documento.  Nosotros le podemos ofrecer la información en el 
idioma de su preferencia sin costo para usted.  Llame al (580) 256-8553 extension 0# para pedir asistencia en traducir y 
entender la información en este documento. 
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