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Facilitator Introductions

ILLINOIS )

Dan Martinez
Senior Program Manager
lllinois Works Pre-apprenticeship Program

Dan.J.Martinez@lllinois.gov

Robyn Hovey
Financial Grant Manager
lllinois Works Pre-apprenticeship Program

Robyn.Hovey®@lllinois.gov
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Overview

: This training provides lllinois Works Pre-Apprenticeship Program (ILWPP)
m grantees with clear guidance and practical strategies for completing required
n Financial Reporting accurately, consistently, and on time.

é Participants will learn how the Periodic Performance Report (PPR), Periodic
Vi Financial Report (PFR), Ledger, and Supporting Documentation work together
to demonstrate allowable use of grant funds and support timely payment
approvals. The session emphasizes ILW’s standardized financial reporting
expectations and highlights common documentation issues that lead to review
delays or follow-up requests.

This course is designed as a working session and encourages active
participation, discussion, and real-time problem-solving to support compliance,
reduce rework, and improve reimbursement processing timelines.

ILLINOIS )
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By the end of this training, participants will be able to:

* Understand how PPRs, PFRs, Ledgers, and Supporting Documentation
work together to support ILW financial compliance and reimbursement.

* |dentify required documentation for each expense category and recognize
what constitutes acceptable proof.

* Complete Ledger entries accurately and consistently to align with
supporting documentation and payment records.

* Recognize common reviewer flags and documentation issues that lead to
delays or follow-up requests.

* Apply best practices for organizing, packaging, and submitting financial
documentation in a clear, reviewer-friendly format.
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Uniform guidelines across a

Reduces review time and fo

grantees

OW-ups

Protects grantees and the State

DCEO Policy
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What Makes Up Financial Reporting

3iv ’

> Periodic Performance
Report (PPR)

» Periodic Financial Report
(PFR)

» Ledger

» Supporting
Documentation

"v,‘i,v‘
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» What activities occurred

» Aligned to the approved
work plan

» Explains program
performance

ILLINOIS )

STATE OF ILLINOIS
PERIODIC PERFORMANCE REPORT

Report Transmittal
1. Grantee Name (per UGA): 2. Grant Number: 3. Grantee UEI:
4. CSFA Number: 5. Grantee FEIN:
420-30-2614
6. Program Name (per UGA): 7. CFDA Number(s):
lllinois Works Pre-apprenticeship Program in/a
IB. State Agency (Grantor): State of lllinois Dep of Ci ce and E ic O

9. Agreement Period: 10. Report Period End Date:
Start Date (Month/Day/Year): nd Date (Month/Day/Year): (Month/Day/Year):
1/112025 12/31/2025 6/30/2025
11. Final Report? 12. Report Frequency: 13. Prepared Date:
O Yes [0 Monthly X Quarterly
O No [ Semi-annually [] Other (specify):
Responses to Sections 14 - 22 may be provided in a separate format.
All grantees must complete Section 23.
Alternative file or database used.
File Name or Database Source:
IL Works Reporting System (IWRS)
14. Deliverable (if applicable): 15. Due Date 16. Date Comp d [17. Delr Exp Add -
(Separate line for each based on UGA) ((based on UGA) Delete
Report program activities, real-time, ADD
using the lllinois Works Reporting 1213112025 DEL
System (IWRS).
IComply with the current lllinois ADD
\Works Pre-Apprenticeship Grantee DEL
Janual guidance on the delivery of 1SN0
iafl quired services.
GOMBGATU-4001 (N-08-17) Periodic Performance Report Printed by Authority of the State of lllinois -0- Copies Page 10of 3
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STATE OF ILLINOIS

PERIODIC FINANCIAL REPORT

» Summary of

(a) Grantee Name (b) Grant Number |(c) CSFA (d) CFDA(s) (e) Appropriation Number(s) (State Agency Use Only)

spending o024 fa
(f) FEIN Number g) UEI (h) Program Name and/or Code (i) Date Prepared
. State of lllinois Department of Commerce and Economic Opportunity
> O reanize d b lllinois Works Pre-apprenticeship Program
g y (1) Agreement Period (k) Report Period (1) Final Report 0 (m) No changes from prior reporting period 0
1/1/2025 thru 12/31/2025 thru for Award Period and/or No new expenses
b u d g et Categ O ry (n) Indirect Cost Rate: % |(0) Approved Indirect Cost Base:
(p) Program Restrictions: Yes [] No[] () List of Restrictions:
. . (r) Mandatory Match %: Yes [] % No [ is) specify Match:
> F INancila I SNa pS h Ot (T) Program Income (Award to Date)|(u) Program Income (In current reporting period)|(v) interest eamed (Award to Date) |(w) Interest eamed (In current reporting period)
p {y) Current Approved Budget {z) Grant Expenditures {aa) Current Period Match
Post- (bb) Add/
(x) Prior Adjustment Total Match | o\ 0o
Category/Program Expenses Remaining Current Approved Grant Grant (Award to Row
Approved | Balance |Expend |Period Grant| Grant Expense | Expenses Date)
Budget | Available | % | Exp Exp Adjustment [(awardto date)  Cash In-kind Total
ADD
ty DEL
(ec) TOTAL DIRECT EXPENSESI 0.00]
(dd) Indirect CGSE‘ 0.00)
(cc) TOTAL EXFENDITURES[ 0.00]

https://www.illinoisworknet.com/partners/Pages/ILWorks.aspx
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Ledger — The Backbone

Grantee XYZ
. e Grant# 26-8610XX Grant Term: 1/1/2026 to 12/31/2026
» What activities ]
Category/Program Expenses Approved Budget Total Reported
OoCCU rred f 1001 - Personnel $125,000.00 $0.00
1002 - Fringe Benefits $15,000.00 $0.00
. jl 1003 - Travel $4,000.00 $0.00
> A I |gn ed to th e fl 1004 - Equipment -non construction $5,000.00 $0.00
1005 - Supplies $20,000.00 $0.00
d p p roved WOr k iJ] 1006 - Contractual & Subawards $40,000.00 $0.00
| 1007 - Consultant $0.00 $0.00
p I an 3 1009 - Occupancy (Rent/Utilities) $27,000.00 $0.00
i 1011 - Telecommunications $0.00 $0.00
. ll 1012 - Training & Education $4,000.00 $0.00
> EX p Ia NS p rog ram 1013 - Direct Administrative Costs $0.00 $0.00
i 1014 - Miscellaneous Costs $200,000.00 $0.00
performance @ 1017 - indirect $60,000.00 $0.00
Total Expenses $500,000.00 $0.00

Grant Summary 1012 | 1013 1014 1017

ILLINOIS }
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Example Ledger — The Backbone

1016- Consultants: costs associated with monthly accounting and payroll services for one year.

{ih® ILLINOIS WORKS

Invoice No. |Dltl of Invoice {Amount Charged to the Grant |Vendor |Dctailed Description of Work |Ch¢ck# lcheck Date |Check Amount [Report Period -will be the same as the PFR
7069  12/20/2023 $41.25|Kelly's Accounting Service Accounting and administrative services provided in November 1087 1/19/2024 $41.25 July 1,2023 - January 31, 2024
2023 for DCEO - Street College grant.

* Invoice number- If there is not an invoice

number, use an account number on the » Check date- This will be the date funds
corresponding document or 1,2,3 etc... If cleared the bank account or the date of the
payroll is applicable, this will be the pay check if within a similar time frame. Blank
period. Blank cells or N/A are not permitted. cells or N/A are not permitted.

« Check number- Invoices can be paid by * Check amount- This will be the amount of
check as well as via card or online. The the check, ACH payment, or wire transfer
ACH/ETF number from the corresponding that the transaction was cleared for. Blanks
bank account statement to show the funds or N/A are not permitted.

cleared the account are required. Blank
cells or N/A are not permitted.

ILLINOIS }
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» Required for every
expense

il
» Primary source of
compliance review

» Most common
reason for delays

ILLINOIS




fenem <y lllinois
£ %549 Department of Commerce
V@) &Economic Opportunity

AT LT WA

» Required for every
expense

» Primary source of
compliance review

» Most common
reason for delays
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Proof of

PAYROLL SUMMARY
» Detailed invoices A = il —e=r=e=emil

= - s e |
1 . 1l
- t il s

and receipts
» Payroll records

l LLI N o I SI Detailed Invoices a Receipts

Payroll Records
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Proof of

Bank Statement s B Credit Statement e oo

» Bank statements ' I 5D
_ g e e s

» Credit card e | M >
roran Depa/Credes baors New Balance 5132761

statements J —
> Highlighted or N\ -

A‘PPRDVED 430000

300,00

annotated e PEYPENSE sme | ov e\ e
. srmin FanmOLT :; : E'D_E T TR RD\\"ED
transactions e N\ | L T reNsE

CHEEe PPE

ILLINOIS I Bank Statements Credit Card Statements  Highlighted or Annotated Transactions
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Additional Documentation — Payroli

Project Timesheet
DCEO Grant: # 26-8610XX

Grantee Name: GRANTEE XYZ

. Employee Name: Sandra Williams
> | II I Ie & Effo rt Role: Outreach & Recruitment Coordinator

Week Dates Monday |Tuesday |WednesdayThursday |Friday |Saturday [Sunday |Total Weekly Hours |Hourly WagdPay for this Project

Worksheet AT o o o
1/5/2026 - 1/9/2026 4 4 4 4 4 20 $17.00 $340.00

1/12/2026 - 1/16/2026 4 0 6 6 4 20 $17.00 $340.00

> A I H 1 -t h 1/19/2026 - 1/23/2026 4 4 0 8 4 20 $17.00 $340.00
I g n S W I p a y 1/26/2026 - 1/30/2026 4 L 4 4 4 20 $17.00 $340.00

. 0 $0.00
period °

0 $0.00

0 $0.00

0 $0.00

» Supports payroll o
0 $0.00

charges i

ILLINOIS )
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Additional Documentation —
Employee Reimbursements

Purpose: Training Workshop
Dates: April 5-8, 2026

> :)u rpose Of expense Location: Springfield, IL
» Dates and locations | Hotel  Fuelll || Meal
> Receipts attached ] BTN Ry

517026 $776 choee 3.0.85

alEs
San. 12% %180 Total $41.72 Bachare
Ci

$135.80 = Ougevine
Tatal - Times Charge:

suzr | B o i
Datrrance $41.72

i3 Sk g | Pt :

ILLIN o | S I Purpose of expense Dates and locations Receipts attached
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» Participant-signed
acknowledgment

» Dates, hours, and
calculation method

» Hours must match
Attendance Rosters

|LL|N0|S/

AN e

Additional Documentation — Stipends

STIPEND TIMESHEET & ACKNOWLEDGMENT

U
Participant: David Martinez Pay Period: 3/9/2026
Pay Period: 3/3/2026 - 3/9/2026

Payroll Reference; #1000019

ours Attended
| Mon.3/3 80 | HourlyRate: $10.00/hr | $80.00 @ $8000
Tue. 3/4 80 | Hourly Rate: $10.00/hr | $80.00 | $B0OOO |

Calculation Method

Stipend Amount

| Wed, 3/5 60 = | I-in:N.n‘IyI Rate: $10, Dﬂfhl $60.00 | S60.00
| Thu, _3,'6 . 8.0 Houriy Rate: $10.00/hr $80.00 | $80.00 |

| Fri.3/7 Absent | Hourly Rate: $10.00/hr | $000 |  $0.00 | i
| sat.3/8 7.0 | Total $46000 | $460.00 r /
Total $460.00 -‘

1 ceriify that the hours reported above are true and comect, based on the IWRS attendance roster for this time pericd.
| understard that | will receive stipend funds at the hourly rate indicated, provided that attendance racords confirm all
Participant: Cavid /"’fa,rbnez 3/9/2026  Staff Signature: (Jessica Sugder  3/9/2026

Participant: David Martinez Jessica Smyder, Program Administrator

Participant-signed acknow*ledgement « Dates, hours, and calculation method Hours must match
Attendance Rosters
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BARRIER REDUCTION ACKNOWLEDGEMENT FORM

» Participant acknowledgment

» [temized expense support

» Pre-approval required if not in
manual

» Alignment with IWRS (Dollar Value
of Service)

ILLINOIS ;
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Organizing Supporting Documentation

One PDF per category Chronological order

Invoice Date of Amount Charged Check

. ... Check Check
No. Invoice to | Detmiled Dascription of Work # Date Amount
. o | .
70696 12/20/2023 §41.25  Accounting Services - payroll and stipend 1087 1/19/2024 $41.25
processmg.

Matches Ledger line order

ILLINOIS }
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Submission & Timing

> Due per Grant SUBMISSION & TIMING
Agreement E——
(month|y7 quarter|y7 - @ Due per Grant Agreement
etc.)
> Submitted via -
OneDrive E' @ :l @ Instructions emailed directly to grantees

> Instructions emailed
to grantees

Submission Mechanics Not Covered Today

ILLINOIS ;



Financial Reporting Made Easy — Key Takeaways

Financial reporting is a system, not a single form.
The Ledger is the backbone.

Every expense requires Proof of Payment and Proof of
Expense.

All reporting documents must be in alignment.
- Clear organization speeds approval.

Most delays come from small misalignments—not
Ineligible costs.

NI

NENIN

ILLINOIS )
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Resources & Support

DCEO Grantee Training 5.,
» DCEO Grantee Training E [=]
(https://dceo.illinois.gov/aboutdceo/grantop
portunities/learning-library.html) OfRisn
o ILW Grantee Training
» ILW Grantee Training
(https://www.illinoisworknet.com/partners/P

ages/ILWorks.aspx)

> ILWPP Financial Grant Management
Technical Assistance
ILLINOIS 4
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Thank You!

Illinois

Department of Commerce @ “-I'INOIS WORKS

& Economic Opportunity @@ Pre-Apprenticeship Program

JB Pritzker, Governor




