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TO: All Los Angeles County WorkSource Center Directors

The Los Angeles County Workforce Investment Board's Executive Committee, at its February
13, 2003 meeting, adopted policy that will put agencies that fail to submit the following monthly
and quarterly reports by the due date, on fiscal probation. For your reference, attached are
revised copies of the following previously released Directives:

Directive Subject Due Date of Report

#D-DWA-00-035 | CORE A CUSTOMER TRACKING 5" working day following the
DATA COLLECTION DOCUMENTS | end of the previous quarter

#D-DWA-00-036 | COMMON COMMENT CARDS 10™ of the month following the
s prior months end

#D-DWA-00-046 | MEDIA TRACKING 5t working day of the month for the
preceding months activity

Each Directive provides a blank form that must be used for reporting the information, and
clearly outlines the guidelines for submission. Failure to comply with the reporting guidelines
within the prescribed time frame will cause payment of your agency’s invoices to be put “on
hold” until the required information is received.

Please note the following change in the location for submiting these reports.
Beginning April 1 2003, until further notice, WorkSource Centers must use one of the
following options for submitting the above referenced reports:

s Email: nyork@co.la.ca.us
% Fax: Nicky Ward @ (213) 381-8120
% Mail Nicky Ward

County of Los Angeles

Community and Senior Services
3175 West Sixth Street, Room 310
Los Angeles, CA 90020
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To avoid any delay in processing your agency’s Requests for Cash, please notify the
appropriate staff at your agency to ensure that the information is submitted to the correct
location, by the deadline.

If you have any questions regarding this policy or these Directives, please contact Nicky
Ward at (213) 738-3854.
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