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OFFICIAL 
Policy Issuance (PI): 18-16 

 
Date: May 11, 2018 
 
To: Area Community Services Employment and Training Council (ACSET), 

Automation Alley, Michigan Works! Southwest, Networks Northwest, 
Southeast Michigan Community Alliance, UPWARD Talent Council Michigan 
Works! 

 
From: Stephanie Beckhorn, Director SIGNED 

Workforce Development Agency 
 
Subject: State ApprenticeshipUSA Expansion (SAE) Grant 
 
Programs 
 Affected: Michigan ApprenticeshipUSA Industry Cluster Approach 
 
References: National Apprenticeship Act 29 U.S.C. § 50; and 29 C.F.R. Part 29 
 

Workforce Innovation and Opportunity Act (WIOA) of 2014 
 
Michigan Industry Cluster Approach (MICA) Guidelines, Issued July 26, 2012 
 
Procurement; PI 15-12, Issued July 17, 2015 
 
Funding and Requirements for Apprenticeship Success Coordinators; PI 
17-02, Issued January 12, 2017 

 
Rescissions: None 
 
Background: In November 2016, The Talent Investment Agency/Workforce Development 

Agency (TIA/WDA) received two of the three available U.S. Department of 
Labor (USDOL) SAE grants: $1.3 million for the Base Proposal and 
$1,199,520 for the Industry Cap Breaker. Grant activities will result in 1,004 
new Registered Apprentices in Michigan through April 30, 2019. Six sub-
grantees, across seven projects, were competitively selected after 
responding to a Request for Proposals issued by TIA/WDA. The selected 
sub-grantees include: 
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• Area Community Services Employment and Training Council (ACSET; 
Base and Industry) 

• Automation Alley (Industry) 
• Michigan Works! Southwest (Base) 
• Networks Northwest (Industry) 
• Southeast Michigan Community Alliance (SEMCA; Base) 
• UPWARD Talent Council Michigan Works! (Industry) 

  
Base Proposal: In Michigan, state capacity to support Registered 
Apprenticeship (RA) is bolstered in three ways – through successful 
mobilization of sector strategies, the expansion of existing state initiatives to 
directly support Michigan ApprenticeshipUSA Industry Cluster Approach 
(MAICA) and development and dissemination of resources and tools to assist 
in building state capacity. RA expansion also includes priorities to increase 
the number of women, minorities, and youth (ages 16-24) engaging in RA. 
Sector strategies and the SAE sub-grantees provide the structure and 
momentum to create 590 new apprentices by May 2019 and hundreds more 
in future years. 
 
In addition, TIA/WDA implemented the Apprenticeship Learning Network 
(ALN), a 5-module learning network for employers and intermediaries 
focused on teaching tools and tactics for expanding RA; expanding 
apprenticeship opportunities by engaging women and underserved 
populations; growing apprenticeships in targeted industries (Energy, 
Healthcare, and Manufacturing) and occupations; and celebrating RA 
success.  
 
Industry Cap Breaker Proposal: TIA/WDA contracted with four partners to 
implement pilot projects under the MAICA Industry Cap Breaker strategy. 
These projects use employer incentives and serve as workforce 
intermediaries to support RA expansion across the Agriculture, Advance 
Manufacturing, Construction, Healthcare and 
Information Technology sectors to add 414 new apprentices. 
 
The following policy outlines the processes and requirements of each sub-
grantee recruiting, registering, and training Apprentices, submitting invoices, 
and reporting outcomes.  

 
Policy: Technical Assistance 

State-Level Staff Support 

To ensure the SAE grant performance outcomes are met, TIA/WDA 
coordinates monthly conference calls with sub-grantees to discuss 
performance outcomes; funding; expenditures; financial performance and 
narrative reporting; and identify common issues between sub-grantees. A 
representative from each sub-grantee organization must participate on all 
TIA/WDA conference calls. Technical assistance is available for support in 
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meeting performance benchmarks and, outcomes, and ensuring 
expenditures. 

 
TIA/WDA utilizes Industry Engagement team members to serve as the 
Project Team responsible for the oversight, administration, and Technical 
Assistance related to the SAE Grant, including the Division Administrator for 
Industry Engagement, Work-Based Learning (WBL) Manager, WBL Specialist 
for Registered Apprenticeship (primary contact), the WBL Resource 
Acquisition Analyst, other WBL staff and Sector Strategies Specialists. 

Technical assistance requests or program questions should be submitted to 
MICA@michigan.gov. 

Monthly Expansion Grant Check-In Calls 

TIA/WDA convenes monthly check-in calls with the sub-grantees to discuss 
local and state-level updates and request technical assistance. A member of 
the sub-grantee organization should be present at each monthly SAE Grant 
check-in call. 
 

 
 

Apprenticeship Learning Network (ALN) 

The ALN is a five-module learning series established in partnership with the 
Michigan Works! Association and USDOL Michigan Office of Apprenticeship 
to increase awareness of the benefits and effectiveness of RA. Each sub-
grantee can send one attendee complimentary to each module, each 
additional attendee must pay the applicable registration fee. Participation in 
each ALN is a requirement of each SAE sub-grantee. 

 
• Module #1 – January 2017, Apprenticeship 101 
• Module #2 – May 2017, Engaging Underrepresented Populations 
• Module #3 – August 2017, Increasing Employer Engagement 
• Module #4 – December 2017, Growing Apprenticeships in Non-

Traditional Industries and Occupations 
• Module #5 – Summer 2018, TBD

mailto:MICA@michigan.gov
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Performance and Reporting 
 

Sub-Grantee Performance Metrics 
Sub-grantees are required to meet several performance metrics established 
within MAICA grant agreements as follows:  
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Individual Participant Forms 

An Individual Participant Form (IPF) must be completed for each individual 
receiving services and/or funding under the SAE Grant. All IPFs should be 
retained by the sub-grantee for monitoring and auditing purposes. IPFs for 
apprentices added during a quarter must be submitted with the sub-grantees 
quarterly report. Please see Attachment A for an IPF template. IPFs must 
include the following information: 

 
• First name 
• Last name 
• Age 
• Employer sponsor 
• Gender 
• Age category 
• Veteran status 
• Ethnicity and Race 
• Grantee information 
• Services provided to the participant (including funding sources) 
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Quarterly Program Report Instructions 

 
Quarterly Program Reports (QPRs) are due on the 25th of the month 
following the end of the reporting quarter. If the due date falls on a weekend, 
the report will be due the previous Friday. For the SAE Grant, sub-grantees 
are responsible for the following QPRs, which cover the period of 
performance: 
 

 
 
The final report, due May 24, 2019, should not only include the grant activity 
between April 1 – April 30, 2019, it should also include all cumulative 
performance data for the entire grant period.  
 
QPRs must include the following information: 

• Summary of grant activities including a brief description of work 
accomplished during the reporting period, major activities, significant 
results, and key outcomes. 

• Status of leveraged resources including cash and in-kind sources. 
• Status of strategic partnership activities including how partners have 

been engaged during the quarter and specific partner roles and 
responsibilities. 

• Timeline for grant activities that took place during the quarter. 
• Status of deliverables including training activities and performance 

outcomes that took place during the quarter. 
• Key issues or problems encountered during the quarter and any 

technical assistance needed to overcome these issues. 
• Best practices and success stories including promising approaches 

and innovative training implementation. 
 

On this report, sub-grantees will provide a quarterly snapshot of the 
aggregate data for the data elements listed below, although sub-grantees 
will be responsible for maintaining individual records. See attached 
Individual Participant Form (Attachment A.) In addition, any reference to 
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“individuals” or “individuals served” in Section I includes both apprentices 
and pre-apprentices. For the "Cumulative Total" column, grantees must 
report cumulative information for Sections I, II, and III based on data from 
the inception of the grant up to and including data for the current quarter. For 
the “Current Quarter" column, grantees must report data for the current (i.e., 
reporting) quarter only. 
 
Please see Attachment B for the QPR template. Completed QPRs are to be 
sent electronically to MICA@michigan.gov. 

 

Sub-Grantee Awards 

To support SAE Grant activities, USDOL funds were distributed across the 
six sub-grantees (seven projects). 

 

 
 

Profit 

Please refer to TIA/WDA’s Procurement Policy, PI 15-12, issued July 17, 
2015, or any policy replacing PI 15-12, for further information regarding profit 
and corresponding limitations.  
 

Use of Funds 

All funds shall be fully expended by April 30, 2019. No carry-forward of any 
unexpended ApprenticeshipUSA funds is allowed. TIA/WDA reserves the 
right to recapture any unspent funds.  

 
ApprenticeshipUSA funds must be used for enhanced RA expansion 
activities and services. Funds may not be utilized for any costs that are 

mailto:MICA@michigan.gov
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unrelated to RA expansion activities as identified in the sub-grantee scope of 
work. 
 

Invoicing 

Invoices are due by the 30th day following the end of the calendar quarters. 
Invoices can be submitted no more than monthly but must be submitted at 
least quarterly.  
 

 
Invoices should report on cash expenses and documentation must be 
provided to support the expenditures on the invoice such as a ledger, paid 
service provider invoices, or any other documentation providing explanation 
of charges. This may include supplies and materials, administrative costs for 
management and oversight of the grant. Please see Attachments C (Base) 
and D (Industry) for Invoicing templates. Invoices are to be sent electronically 
to MICA@michigan.gov. 
 

Leveraged Resources 

Program leveraged resources and match is not a grant requirement of 
USDOL. However, each sub-grantee indicated both leverage and resource 
contributions as part of their SAE Grant scope of work and grant 
documentation. Leveraged resources include both federal and non-federal 
funds and may be either cash or in-kind contributions. In-kind contributions 
include but are not limited to: personnel services provided by volunteers or 
non-grantee staff, donated equipment, supplies, meeting or training space, 
etc.  
 
Sub-grantees should consider the use of all available resources to 
comprehensively serve an individual as leveraging limited resources is the 
essence of the One-Stop system of service design and delivery.  
 
Any leveraged resources contributed by any partner in the local project needs 
to be tracked and reported. Reporting of this information should occur on the 
sub-grantees invoices and QPRs. TIA/WDA will compile leveraged resources 

mailto:MICA@michigan.gov
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across the sub-grantees for reporting to USDOL. For more detailed 
information regarding leveraged resources, please see the invoice templates 
(Attachments C and D). 

 

Quarterly Accrued Based Reporting 

In addition to the cash-based invoices submitted for payment, sub-grantees 
must submit quarterly reports on accrued expenses along with their QPR. 
 
Accrued expenditures are the charges incurred by the grantee during a given 
period requiring the provision of funds for: (1) goods and other tangible 
property received; (2) services performed by employees, contractors, sub-
grantees, subcontractors, and other payees; and (3) other amounts becoming 
owed under programs for which no current services or performance is 
required, such as annuities, insurance claims, and other benefit amounts. 
 
In general, total accrued expenditures are costs incurred for goods and 
services received regardless of whether the payment has been made. 
 
Please see Attachment E for the Quarterly Accrued Based Report template. 
Reports should be submitted directly to MICA@michigan.gov along with the 
QPRs. 

 

Grant Modification Requests 

Sub-grantees must submit grant modification requests to TIA/WDA when 
there is a need for changes in scope of work, budget line items, or 
performance targets and outcomes. Modification requests must include a 
formal letter of request from the grant signatory detailing how the modification 
will affect benchmarks and outcomes, an updated budget document showing 
any changes to budget line items, and an updated budget narrative 
describing those changes. 
 
Modification requests can be submitted directly to MICA@michigan.gov. 
Once a modification request is received, TIA/WDA will review the request and 
respond with a decision or a request for additional information. 

 

Monitoring 

TIA/WDA shall monitor each sub-grantee for programmatic and fiscal 
compliance. Monitoring will be conducted according to a planned schedule for 
the grant period and will be accomplished through a combination of desk 
reviews and on-site reviews.  
 
Monitoring includes a review of programmatic and fiscal requirements as 
outlined in the MAICA grant agreement. Reviews may also be conducted on 
an as-needed basis, should issues arise that require immediate attention.  

mailto:MICA@michigan.gov
mailto:MICA@michigan.gov
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Monitoring will begin in May 2018, the WBL Specialist for RA will be 
contacting each sub-grantee to schedule visits. A comprehensive Monitoring 
Review Guide will be provided ahead of the scheduled visit.  

 
Action: This policy issuance is effective immediately and must be followed for the 

remainder of the SAE Grant period. This includes all new and updated 
reporting requirements as outlined earlier in this policy issuance. If you have 
been incompliant with one or more of the above SAE policy areas, please 
contact TIA/WDA staff to discuss any corrective action necessary. 

 
Inquiries: Questions regarding this policy issuance should be directed to the MICA 

Team at 517-335-6461 or MICA@michigan.gov. 
 

The information contained in this policy issuance will be made available in an 
alternative format (large type, audio take, etc.) upon request to TIA/WDA. 

 
Expiration 
 Date: June 14, 2019 
 
SB:LJ:as 
Attachments 
 

mailto:MICA@michigan.gov


Attachment A 

A-1 

 



Attachment A 

A-2 



Attachment B 

B-1 



Attachment B 

B-2 



Attachment B 

B-3 



Attachment C 

C-1 



Attachment D 

D-1 

 



Attachment E 

E-1 
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