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Invoicing and the Grant Reporting Process

• Who - Contacts and Roles

• When - Invoicing and Reporting Timeframes 

• Why - State Reporting of Performance Requirements 

• What - Invoice Package Needed

• How - How Invoice Data is Reported

• Where - Finding Resources

Fiscal Monitoring
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Entity Overview – 2 Separate Not-for-Profits

Workforce Essentials serves as 
Fiscal Agent and Staff to the 
Northern Middle TN LWDB.

Northern Middle TN LWDB is 
the official subrecipient of 
TNLWD WIOA grants.



Contact 

Name
Contact Title Phone Number N

Invoice 

Recipient
Other Areas

Marla Rye NM Executive Director 931-905-3500 Mrye@workforceessentials.com Governance, Vision, Strategy, Contracts

*vacant* NM Executive 

Assistant/Marketing 

931-905-3504 Contract admin, Meetings, IFA/MOU signatures

Renee Hollis NM Policy & Performance 

Director

931-905-3506 RHollis@workforceessentials.com YES Policy, Jobs4TN (VOS), KPI’s, Program and Fiscal

Monitoring, Reconciliations

Andrea 

Dillard

NM Program & Planning 

Director

931-905-3501 Adillard@workforceessentials.com Program Policy, AJC Program Service Delivery, 

Incumbent Worker Contracts, Program Monitoring

Meagan 

Dobbins

NM Program QA Monitoring 931-905-3532

mdobbins@workforceessentials.com

Program Policy, Monitoring, Technical Assistance

Freda 

Herndon

NM Business Services 

Coordinator

615-533-0635 fherndon@workforceessentials.com ETPL, Business Resources, Incumbent Worker, 

Apprenticeships

Ginger 

Fussell

NM WIOA Fiscal Director 931-905-3559 gfussell@workforceessentials.com YES NM Budgeting, Reporting, Additional Funding, PAR, 

Audit, Monitoring

Christel 

Brown

NM Fiscal Tech/Reporting & 

Monitoring

931-905-3508 ckbrown@workforceessentials.com Fiscal Reporting, Monitoring

John Watz NM Military Liason 931-905-3502 jwatz@workforceessentials.com Policy, Governance, Military Liason

Barbara 

Unruh

WE Finance Director 931-905-3507 Bunruh@workforceessentials.com YES Financial Acct for Both NM and WE (CSP Invoice 

Processing), EEO, IFA/MOU (Bgts, FTE's, Signatures!)

Richard 

Nelson

WE Info Systems & Facilities 

Director

931-905-3505 rnelson@workforceessentials.com Equipment, Inventory, Procurement, IT in AJCs

Northern Middle Fiscal Contact List

mailto:gfussell@workforceessentials.com


NM Activity NM Reports To Recurrence Due Dates

Claims for Reimbursement TLWD Grants and Budgets Unit TN Weekly/NM Monthly Fridays at Noon for 2-Week Reimbursement

Drawdown Requests TDLWD Grants and Budgets Unit TN Weekly/NM Monthly Mondays by 10AM following Friday Claim

Status Reports (Enter Mo.$, 

Calculates Contract-to-Date)
TDLWD Grants and Budgets Unit Monthly

Last business day before the 25th, unless holiday or year 

end

Monthly Expenditure Reports 

(Enter Contract-to-Date) 
TDLWD Finance Monthly

Last business day before the 25th, unless holiday or year 

end

Monitoring Reports
State Workforce Board/Program 

Integrity Unit
Quarterly 30th of the month following end of quarter

Inventory TDLWD Grants and Budgets Unit Quarterly 15th of month following end of quarter

IFA/MOU Partner Meetings
N/A - One-Stop Operator will 

arrange quarterly partner meetings
Quarterly One-Stop Operator will schedule

IFA/MOU Documents with Partner 

Updates
TDLWD Grants and Budgets Unit Quarterly

Per Workforce Services Calendar/Partner Signatures 

should be timely

NMTWB Meeting
Northern Middle TN Local 

Workforce Development Board
Quarterly As announced

Equal Employment Opportunity 

AJC Complaint Logs
State Workforce Board Quarterly 10th of month following end of quarter

Program Integrity Unit Monitoring TDLWD Program Integrity Unit Ongoing Newly implemented monitoring policy

PAR Monitoring
TDLWD Performance 

Accountability Review (PAR)
Annual As announced; refer to 2020-2021 Monitoring Guide 

Northern Middle’s State Reporting Dates



INVOICE MONTH DUE DATE 

December, 2020 January 8, 2021 

January, 2021 February 10, 2021 

February, 2021 March 10, 2021 

March, 2021 April 9, 2021 

April, 2021 May 10, 2021 

May, 2021 June 10, 2021 

June, 2021 July 6, 2021 *

If the 10th falls on a weekend, the invoice is due on the Friday before.  

*The June report is due early because of state closeout requirements.  

** Early due to holiday schedule 

INVOICE MONTH DUE DATE 

July, 2021 August 10, 2021

August, 2021 September 10, 2021

September, 2021 October 8, 2021 

October, 2021 November 9, 2021 **

November, 2021 December 9, 2021 **

December, 2021 January 10, 2022

January, 2022 February 10, 2022

February, 2022 March 10, 2022

March, 2022 April 8, 2022

April, 2022 May 10, 2022

May, 2022 June 10, 2022

June 2022 July 5, 2022 *

CSP Invoicing Schedule Due Dates 2021-2022 



Northern Middle Reporting Goals – January 2021

Claims normally due on Fridays at 
Noon.  Reimbursements follow 2 
weeks after.



TDLWD Report Card – 12 Sections (Next Slide)

Tennessee Department of 
Labor’s Grants and Budget’s unit 
(GBU) tracks LWDA performance 
on a Monthly Report received in 
an Excel Spreadsheet.  Reporting 

Sections are listed on the Next 
Slide.  The Grants and Budgets 
unit provides reporting at State 

Workforce Board meetings.

Timeliness and 
Accuracy of Reporting



TDLWD Monthly Report of LWDA Performance
Sections include:

1. Contract balances – Funds allocated, expenditures & obligations

2. Percent expended – Per each A, DW & Y contract

3. Youth – Out of School/In School requirement, Work Experience requirement

4. Incumbent Worker – no more than 20% of A and DW program

5. Potential Recapture – by fund stream > 80% requirement

6. Minimum Participant Cost Rate (MPCR) – by A, DW, Y, SWA, RSP, Total

7. Enrollment #’s – Total carried in and total enrollments during month

8. OSO Invoicing/Reimbursements - # and $ of payments to OSO

9. Infrastructure Funding – Approved claims and amount billed

10. Reporting Requirements – Timeliness and Inaccuracies

11. PAR Monitoring – Y/N for Review held, finding, resolutions for 2 years

12. Performance - # participants by fund stream and monthly cost per participant



TDLWD Monthly Report - Reporting Requirements
Northern Middle - September 2020

Report timeliness is monitored by the Grants and 
Budgets unit (GBU), as well as the Performance 
Accountability Review (PAR) team.
Inaccurate reporting is based on whether the 
Grants and Budgets unit puts the report in an 
“editing” status for LWDA correction of any kind 
before GBU approval of the report.



TDLWD Monthly Report of LWDA 
Systems Reconciliation

TDLWD Monthly Reports are received in Excel with a separate tab indicating an LWDA 
status of “Reconciled” or “Not Reconciled”

As of September 2020, TDLWD showed Northern Middle as “Reconciled” with a 
difference of $328.

Grants4TN data (fiscal system) = $952,633.24

Jobs4TNdata (VOS program/participant system)= $952,961.24

TDLWD allows for a variance based on a monthly average of data reported, which can be 
generous.  However, data sets are pulled from two different TDLWD departments (on two 
different dates) and are not always in proper alignment, narrowing the acceptable range.



CSP Invoice Submission by Due Date
Invoice submissions should adhere to requirements specified in the RFP and 
contract to include:
1. Certified Invoice (pdf), Invoice Date, Period Covered, Unique Invoice #

a) Budget, Cumulative (contract-to-date), % Spent, Amount Invoiced, Remaining 
Balance by Fund Stream; Youth needs separate line items for ISY and OSY 

b) Tracking for Cumulative and Amount Invoiced for Work Experience ISY, Work 
Experience OSY, program income, stand-in costs

2. Supporting Invoice Spreadsheet (for FAR by location reporting)
1. Separate tabs for Fund Streams; Youth needs separate tabs for ISY and OSY
2. Grants4TN FAR line items by location

3. Jobs4TN (VOS) reports pivoted to demonstrate reconciliation to invoice 
by activity  (Contact Renee Hollis for specific report format)

4. GL expense data by participant pivoted to demonstrate reconciliation to 
Jobs4TN.  Current provider tracks expenses in Concur

5. Paid Work Experience detail by participant (salaries, fringe) 



Northern 
Middle 

Example 
of 

Certified 
Invoice



Monthly Grants4TN FAR-BY-LOCATION Expenses
(6 Sections for each location)



Grant Reporting – FAR Data Entry
Monthly Expenses



Example of 
CSP Invoice 
Spreadsheet 

and Grants4TN 
reporting of  SP 

(Non-Direct) 
expenses

Grants4TN



Grants4TN

Example of 
CSP Invoice 
Spreadsheet 

and 
Grants4TN 

reporting of  
Participant 

(Direct) 
expenses

*** This Participant Cost 
Section for each location in 
Grants4TN must reconcile by 
expense line item to 
corresponding Jobs4TN (VOS) 
activities. ***



Jobs4TN vs Grants4TN Crosswalk



Northern 
Middle 

Example of 
Invoice 

Spreadsheet 
supporting 

Wk Exp
entry in G4T

Grants4TN



OSY/ISY Breakout in Grants4TN
Grants4TN

OSY/ISY Breakdown is needed 
on the invoice, and separate 
spreadsheet tabs are needed 
on the supporting invoice 
spreadsheet.  



Processing of CSP Invoices

CSP Submits Invoice

• CSP submits invoice 
before due date

• Invoice must be 
certified with 
required supporting 
detail

NM Initial Desk 
Review

• NM Fiscal and 
Performance 
directors review 
for:

• Mathematical 
accuracy, roll-
forward, 
alignment with 
support

• Systems 
reconciliation

NM Communicates 
to CSP corrections 

needed

•CSP is contacted by 
NM for corrections 
needed to invoice 
(priority), underlying 
data or Jobs4TN 
reports (if  invoice or 
reconciliation is 
affected)

•CSP Point of Contact 
must be able to 
oversee prompt
correction to both 
systems (G4T and J4T) 
and re-submission to 
NM

CSP Submits Corrected 
Invoice and/or 

Jobs4TN reports

• CSP re-submits 
corrected 
documents or files

• NM Fiscal and 
Performance 
directors review 
corrected 
submissions until 
accepted

NM forwards 
Corrected Invoice to 

WE Finance for 
Processing

• WE codes invoice 
for appropriate GL 
funds/ contracts

• WE enters invoice 
into AP system for 
processing and 
month end close

* Provide CSP Point(s) of Contact for this notification *



Workforce Essential Closes Accounting Month

Northern Middle Continues Monitoring and Prepares 
for Monthly Grant Reporting

WE Processes Invoices, Performs 
WE & NM Allocations, IFA 

Partner Allocations to include 
OSO expenses, Records Month 
End Entries, Closes the Month, 

Produces Fund/Grant GL Income 
Statements

NM Continues Desk Review of 
CSP/OSO Invoicing

NM Performs various Fiscal, 
Program and Performance 

Monitoring and Internal Analysis

Northern Middle’s Month-End Closeout Period
After Invoice Due Date



CSP Analysis Due by 15th of following month
Self-analysis of contract performance (a template to be provided) to include:

Fiscal
• **Needed for grant reporting: Explain Negative Line Items per Invoice Detail (down to location 

and line item)** 
• Cumulative Expenditure Rate vs Contract Progression
• MPCR by Fund Stream
• Work Experience 
• ISY vs OSY

• Program
• Enrollments
• Staffing
• Strengths

• General
• Challenges with forward-looking strategies
• Corrective Actions Planned; Response to NM’s previous inquiries
• Requests for technical assistance



CSP - Performance Calculations for MPCR, Work Exp, ISY



LWDA NM - Performance Calculations for MPCR, Work Exp, ISY



• Invoice Certification

• Timeliness of Invoicing Package

• Accuracy of Invoicing Package

• Cumulative Expenditure Rate vs Contract Progression

• MPCR by Fund Stream

• Work Experience 

• ISY vs OSY

• Enrollments

• Systems Reconciliation (Jobs4TN Data to GL Invoice Data by Participant)

• Analytical Review (Line Item Actual-to-Budget, Trends, Adjustments)

• Corrective Actions or Response for Previous Inquiries

CSP Invoice Desk Review - Performance Analysis



TN Department of Labor 
WIOA Technical Assistance

https://www.tn.gov/workforce/general-resources/program-management/program-management-
redirect/workforce-services.html

Policies, Guidance, 
Memorandums, 
Manuals (See 
Subsequent Slide for 
fiscal examples for 
search names)

Overarching Fiscal Resources: 
Supplementary Financial 
Guide contains list of Sensitive 
Items to be Tagged at Page 8 
and Property Management 
Policy as an Attachment

https://www.tn.gov/workforce/general-resources/program-management/program-management-redirect/workforce-services.html


TN Department of Labor 



Names for Technical Assistance Search



Northern Middle Policies
https://www.nm-wb.com/board/policies-and-agreements

https://www.nm-wb.com/board/policies-and-agreements


Fiscal Monitoring

In addition to Program Monitoring, fiscal sampling will be performed on a systematic 
basis.  Currently, direct participant cost samples are selected each month, with fiscal 
steps being performed at NM location via electronic access to underlying documents.  
These sample selections are forwarded to the Program monitor for further program 
review.  

Since the TDLWD monitoring policy changed recently, modifications to our approach 
will be upcoming. Additionally, monitoring of Career Service Provider non-direct 
expenses will be conducted periodically.  

We will be working with each Career Service Provider to perform walkthroughs to 
determine the most efficient and effective monitoring approaches.


