Community Development Grants Administration

 Job Placement - Public Service

Policy and Reimbursement Procedures - Year 2009

Organizations will be reimbursed for eligible activities under Job Placement on a Pay-for-Performance basis.

A.
Required Documents for Reimbursement:

1. Cost Reports (due by the 10th of every month), must have the following supporting documentation for reimbursement:

a.  Cost Report and Schedule of Paid Costs

b.  Project Activity Report

c.  Direct Benefits form (CDA-35)

d.  Employee Data Form (submit once for each employee)

e.  45-Day CDGA Verification of Employment form

      f.   CDGA Payment Invoice
B. Pay-for-Performance Formula:

1.  One-half (50%) of the total funding allocation is available to the organization for administrative costs incurred during the year (i.e. $50,000 grant would allow up to $25,000 for administrative costs).

2.  The remaining one-half (50%) of total funding allocation is reimbursable according to the pay-for-performance scale (see below).
C. Pay-for-Performance Scale:

1. Job Placement reimbursed as follows:

-
50% for administrative costs. 

-
$375 for each full-time placement; $375 for each 45-day retention; $187.50 for each part-time placement; $187.50 for each 45-day retention. 

NOTE:  Part-time = 20 hours per week; full-time = 35+ hours per week.

D. Reimbursement Procedure:

1.    
50% administrative cost 

2.
Job Placement requirements: 

a. At least 51% of individuals trained and placed will be low/moderate income persons.

b. The organization must submit for each placement an Employee Data form.  Proof (wage statements, employee generated letters) of employee’s income at the time of employment must be kept on file by the CDGA funded agency for a minimum of 5 years for review by CDGA and/or HUD. 
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3.
The CDGA 45 Day Verification of Employment form must include the following information:

a.   Employee Wage Statement (i.e., pay stub); or, an employer-generated document on Company letterhead; or, CDGA generated Verification of Employment form

b.   Rate of pay at retention date

c.   Average hours worked per week

 

d.   Benefits available

            
e.   Current employment status

 

f.    Reason for leaving (if applicable)
Note the Following:

1.  
All documents must contain original signatures.

2. Businesses provided assistance must be located in the City of Milwaukee.   All employees submitted for reimbursement must reside within the City of Milwaukee.

3. Individuals placed through temporary staffing agencies will only qualify for job placement credit if the individual is hired permanently by the business and the permanent placement is verified.

4. The 45-day retention period commences the date hired by the business, not the                temporary staffing agency.

5. Reimbursement for training requires a CDGA approved curriculum prior to contract and documentation that clients received the approved training.

