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GOVERNMENT OF PUERTO RICO
PUERTO RICO DEPARTMENT OF ECONOMIC AND COMMERCE
San Juan, Puerto Rico

REPORTING PROCEDURES - ETA 9130 REPORT

PURPOSE

This document is adopted with the purpose of establishing the procedures to be followed for
the preparation of required reports, including segregation of duties and system access rights.
This SOP is intended to provide full guidance and understanding to the responsible
resources of the federal reporting, to ensure compliance, completeness, and accuracy in the
information submitted. This SOP will specifically address the process of compiling and
submitting the ETA 9130 Reports. Other federal required reports process and controls will
be documented in separate SOPs. ETA 9130 Report is used to confirm that grant recipients
have satisfied the obligations established in the grant program and/or in the specific grant
agreement. If the closeout examination reveals any unmet match obligation, the DEDC can
end up owing money to ETA.

SCOPE

This procedure applies to all Departments within the Puerto Rico Department of Economic
Development and Commerce (DEDC) that participate in the reporting process. Any Official
or employee of the DEDC’s to whom the reporting functions have been delegated, or who
has been appointed as Official or Assistant, shall also have to comply with the provisions of
this procedure.

REVISION HISTORY

This procedure must be reviewed annually to ensure the process remains current and
appropriate. However, if the procedure changes, a review process should be triggered before
the scheduled review period. The revisions must be included in the revision history with the
review date and a brief description of the changes. If the procedure is no longer required, it
should be obsolete. This document must be approved by Management before
implementation.

Revision Date Description

GUIDANCE REFERENCES

Authoritative Guidance:
e CFR 200. 328 Financial Reporting - ¢CFR :: 2 CFR 200.328 -- Financial reporting.

Page 1 of 27



GOVERNMENT OF PUERTO RICO
PUERTO RICO DEPARTMENT OF ECONOMIC AND COMMERCE
San Juan, Puerto Rico

e CFR 2900 Uniform Administrative Requirements, Cost Principles and Audit
Requirements - eCFR :: 2 CFR Part 2900 -- Uniform Administrative Requirements.
Cost Principles, and Audit Requirements for Federal Awards

Other Resources:
e Core Monitoring Guide 2018- Monitoring: CMG (dol.gov)
e (OMB Circular - OMB Circular A-123 - Management's Responsibility for Internal
Control
e ETA 9130 Reports Instructions (TEGL 22-16)
e DOL ETA 9130 Grantee User Guide (Version Date: 3/21/23)
e  WIOA Program Financial Guide - DEDC (06-2022)

V. ABBREVIATIONS

DEDC Department of Economic Development and Commerce
DOL Department of Labor
SOP Standard Operating Procedure
ETA Employment and Training Administration
OMB Office of Management and Budget
WIOA Workforce Innovation and Opportunity Act
CFR Code of Federal Regulations
ALDL Labor Development Local Area (“Areas Locales de Desarrollo
Empresarial")
PMS Payment Management System
PSC Program Support Center
MIP Micro Information Products
CFO Chief Finance Officer
NICRA Negotiated Indirect Cost Rate Agreement
VI. SYSTEMS

A. MIP Fund Accounting: Accounting system used to record transactions related to
WIOA program, including budget. The system is used by DEDC and by ALDL for
accounting and reporting purposes related to the WIOA program.

B. PMS: System used to manage reporting requirements and for request and submit
petitions for WIOA funds to cover expenditures. Payment Management System

(psc.gov)
VII. RESPONSABILITIES
The following roles are part of the ETA 9130 Reporting procedure:

Chief Financial Officer
(a) Ensure the implementation and compliance of this procedure.
(b) Accountable for the completion and timely submission of the federal financial reports.
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{c) Review and approve standard operating procedures (SOPs) when required.

Accounting & Finance Manager
(a) Maintain, update, and distribute this SOP.
(b} Provide training to employees and/or anyone who have inherence in the
reporting process, including ALDL personnel related to the process.
(¢) Review, approve and certificate the financial reports ensuring compliance with

guidelines.
(d) Implement mitigation procedures and/or ensure corrective action for noncompliance
and/or provide response to DOL Officer review comments and remarks.

Federal Funds Accountant

(a) Compile and perform data entry of the required ETA 9130 information into the reporting
system.

(b) Investigate any discrepancies or request supporting documentation, as needed.

(c) Comply with deadlines for financial reporting in accordance with the financial
guidelines and calendar.

Labor Development Local Area (ALDL)

(a) Recognize accounting information on time and accurately using the MLP system.

(b) Maintain original supporting documents for reported transactions.

(c) Complete quarterly expenditures report in Excel and provide it to Federal Fund
Accounting Specialists.

(d) Comply with deadlines for financial reporting, including the quarterly reports, in
accordance with the WIOA Financial Guide and calendar.

(e) Provide support and ensure compliance and high-quality standards in the data reported.

Federal Fund Accounting Specialists

(a) Ensure that ALDL submits required information on a timely basis, and/or follow up and
escalate to ascertain compliance.

(b) Perform an itial compilation/consolidation of Quarterly Expenditures Reports in Excel
received from ALDL.

(c) Submit compiled/consolidated reports of ALDL Quarterly Expenditures Reports in Excel
to the Federal Funds Executive Officer.

Federal Funds Executive Officer

(a) Validate that ALDL submitted Quarterly Expenditures Reports and store them in the
Federal Funds shared folder.

(b) Perform data entry validation by comparing balances between ALDL Quarterly
Expenditures Reports and the initial compiled/consolidated report generated by the
Federal Fund Accounting Specialists.

(c) After validation, prepare a final compiled/consolidated report using initial report
generated by Federal Funds Accounting Specialists, and submit it to Federal Funds
Accountant, if required.
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(d) Request supporting documents or missing information, if applicable, to ALDL
resources.

(e) Compile and perform data entry of the required ETA 9130 information into the reporting
system.

(d) Comply with deadlines for financial reporting in accordance with the financial guidelines
and calendar.

Budget Unit

(a) Ensure that the funds distribution of the grant is in accordance with the percentages
applicable to each program in accordance with current regulations. Exceptions will be
made in case of waiver or authorizations of change as a result of consultation made to
the grant officer.

(b) Ascertain that budget appropriations related to contracts and purchases orders are
approved and recorded on a timely basis.

(c) Record any changes to grant authotizations, including modifications and recaptures, in
the accounting system on a timely basis.

(d) Monitor compliance with budget and notify when discrepancies and/or targets are not
met or exceeded.

(e) Perform the recapture process when the second year of delegation of grant funds to the
ALDL ends, and accounting notifies that the petitions process for the second half of June

has concluded,

Programmatic Unit
(a) Prepare WIOA budget, including funds allocations to ALDL on an annual basis.

(b) Support Fiscal and Finance function to comply with regulations by overseeing
programmatic activities and ALDL operations.

(¢) Inform the Budget unit of any new grants, modifications or matters that could affect
budget appropriations and related reporting on a timely manner.

(d) Accountable to provide waivers to CFO and Accounting and Finance Manager, if
required WIOA percentages are not met during the period.

VIII. SEGREGATION OF DUTIES

To strengthen internal controls and segregation of duties, the ETA 9130 reports process is
designed to be prepared, reviewed, and submitted in various steps by the designated roles these
are:

o Data Entry — Federal Funds Accountant and/or Federal Funds Executive

o Data review and certification - Accounting and Finance Manager

o Data acceptance — DOL -ETA Grant Officer
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IX. REPORTING PROCEDURE
A. Report Overview

1. Grant awarded by ETA requires accurate reporting as a part of sound financial and
management responsibilities. This reporting supports the Department of Labor’s
(DOL) ability to measure fund utilization for performance accountability and assess
compliance with statutory expenditure requirements.

ETA 9130 reports are part of the financial reporting requirements for Federal grants
management and are generated quarterly and annually. As part of reporting

requirements, data is presented on a cumulative basis and on an accrual basis. ETA
requires all grant recipients to submit ETA-9130 Financial Reports electronically
through an on-line reporting system. PSC Payment Management System (psc.gov)

2. The 9130 Quarterly Report are due 45 days after quarter end:

Qtr. Period Ending Due Date
Qtr. 1 (1* Qtr.) March 31 May 15"
Qtr. 2 (2™ Qtr.) June 30 August 15

Qtr. 3 3" Qtr)

September 30

November 15t

Qtr. 4 (4% Qtr.)

December 31

February 15%

The deadlines for ETA-9130 submissions do not change, even in instances when the
reporting due date falls on a weekend or holiday. The e-reporting system is available
24 hours a day, 7 days a week, and reports can be submitted in advance of the due date.
However, technical support is available only during normal business hours (EST),
Monday through Friday.

3. There are various 9130 reports that are required to be filed based on DEDC operations

and following due dates in table above: ETA-9130 (A) - WIOA Statewide Youth,
ETA-9130 (B) - WIOA Local Youth, ETA-9130 (C) WIOA Statewide Adult, ETA-
9130 (D) - WIOA Local Adult , ETA-9130 (E) - WIOA Statewide Dislocated
Worker, ETA-9130 (F) - WIOA Local Dislocated Worker, ETA-9130 (H) - Statewide
Rapid Response, ETA-9130 (M) - Trade Adjustment Assistance.

For grants with multiple subaccounts, each subaccount may be indicated “final” at
the time all funds in that subaccount are expended. However, the grant closeout will
not occur until after the grant end date.

Consequently, two reports separately must be submitted:

o The Final 9130’s reports

Page 5 of 27



GOVERNMENT OF PUERTO RICO

PUERTO RICO DEPARTMENT OF ECONOMIC AND COMMERCE

San Juan, Puerto Rico

e  For grants awarded before November 12, 2020, the Final financial 9130
report must be submitted no later than 90 calendar days after the
expiration of the grant period of performance.

e For grants awarded on and after November 12, 2020, the Final Financial
9130 report must be submitted no later than 120 calendar days after the
expiration of the grant period of performance.

o The Closeout 9130 report
e The closeout package will be emailed to the grant recipients within 7
days of the period of performance end date by ETA representative.
e Grant recipients may request a closeout package early if all monies are
expended prior to the end of the period of performance.

B. System Access

System access rights for filing are managed by PMS. The ETA-9130 forms require
recipients to obtain access to the online financial reporting system using a username,
password, and PIN. Access information should be requested by recipients immediately
upon receipt of the grant award and are requested through the Payment Management
System website. Everyone in the organization who needs access to PMS must submit a
request to obtain their own assigned PMS User ID. (Please refer to access request steps
below). After completion the User ID and temporary password are sent via e-mail. It is
important that may take up to 4 business days to process the User Access Request. Access
to PMS Reporting tool is limited to authorized personnel, which is authorized by the

CFO. R-ETA C-I]

I New Access Request
a. First time users and users that have been deactivated from PMS due to 60
days of non-activity should submit a new user access request.

L.

Access PMS system website Payment Management System
(psc.gov) and select the “Login” button from the right side of the
menu bar.

On the login page, select “Request Access”.

Select “Create New User” and then choose the user type
“Grantee/Recipient” from the dropdown box.

Users are required to be verified prior to receiving any access to
the system. Using the email address the users will request a
verification code that is required to continue with the user access
request. Note that the verification code will be valid for 15
minutes. It’s important to check SPAM/Junk folder if you do not
receive the email with the verification code.

Enter the six-digit code received by email in the “Verification
Code” field.
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6. Complete the fields required: security questions, security answers
and captcha. Then select the “submit” button to continue with the
organization/institution information.

7. The PMS Access Request form will be displayed, requesters will
need to provide:

i. Their organization information including the organization
name and either the organizations EIN, PIN, or PAN’s that
the user needs access to.

ii. User contact information comprises of their work address
and telephone number.

iii. Select the type of access that they are requesting.

iv. Their supervisor’s information includes their name, title,
email, and phone number.

8. Select the *‘Add’ button to provide the organization/Institution
information that you want access to. Use the ‘Add’ button for
each organization that you need access to.

i. Enter your organization name. Organization name must
match the name in the Payment Management System that
was registered by the Awarding Agency (SAM.GOV).

ii. Select from one of the available Organization ID Types:
1. EIN - Consists of the organizations Tax
Identification Number, and a PMS prefix and
suffix. Users may select to provide only their Tax
Identification Number if the PMS prefix and suffix
information is unknown.
2. PIN — Payee ldentification Number, issued by
PMS. Selecting a PIN will provide the user with
access to all PAN that are associated with the PIN.
3. PAN —Payee Account Number, issued by PMS.

Note: The EIN, PIN, and PAN’s must exist in PMS to be approved by PSC.

iii. Enter either the EIN, PIN, or PAN number depending on
the Organization ID Type selected.

iv. When providing an EIN or PIN the user will need to select
the “Yes® option for ‘All Accounts’ to confirm that they
would like access to all PAN’s associated with the EIN. If
the answer to ‘All Accounts’ for the EIN is no then the
user should provide the PIN instead. If the answer to “All
Accounts’ to both the EIN and PIN is ‘No’ then the user
should input the individual PAN numbers that they are
requesting access to.

1. EIN are required to be 9-12 characters in length
and must be valid EINs in PMS
2. PINs are required to be 4-5 characters in length.
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To add multiple PIN for an organization, save the
PIN and then use the organization ‘Add’ button to
add additional PINs.

3. PANS are required to be 5 - 7 characters in length.
Click the green plus sign (+) to add additional
PANSs for an organization or use the red minus sign
() to delete any PANs added by error.

9. To ecither ‘Remove’ or ‘Edit’ an organization, select the
organization in the grid by clicking anywhete on the line and then
select either ‘Remove’ or ‘Edit’.

10. Within the ‘Contact Information’ section provide the following
recipient contact information:

i

1.

iii.

i. First Name
ii. Middle Initial (optional)
iii. Last Name
iv. Job Title
v. Full Address, including Country.
vi. Phone number including Country code.

vii. Telephone number type

Check all access levels required. For Financial Report
DOL ETA-9130, must ensure the ETA certifier is
different from the preparer person. Grantee Inquiry,
Account maintenance, Federal Cash Transactions Report
(FCTR) view are system defaults and are not required for
DOL ETA-9130.

The manager will be required to approve the request
before gaining access to reporting. Provide the manager
information. If you are the highest-level person in your
organization, then you should provide your own
information. When the email addresses of the requester
and supervisor match, the checkbox with the highest-
ranking message will be display to the user to select and
continue, otherwise an error message appears and can't
submit the request.

Before submitting your request, you can add comments if
needed. Once is submitted, the person listed as the
manager will receive an email with the link that they will
need to use to approve the access request.

b. Users will receive an email confirmation with the Request ID created,
this ID will be used to check the status, fix when rejected and to complete
the access request.

¢. The manager does not need to access PMS to approve the request. The
system will display the supervisor view of the PMS access request. The
view consists of three tabs.
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1. Request Details- will list the information that the user requesting
the access provided.

2. Supervisor Comments - only required when manager is rejecting
the request. Otherwise, can be used to enter any comments.

3.  Status History - will list all previous comments and dates that
apply to the request.

d. The manager in the request access will need to review the submitted
information and verify its accuracy on the Request details tab. Control
The revision must ensure: R-ETA C-2

1. User contact information is correct.
2. User requested access to the correct organization.
3. User access request is aligned with their roles and responsibilities.

e. After verifying that the provided information is correct the manager will
be required to certify by clicking on the box associated with ‘I certify ...’
statement and then proceed to approve.

f. PSC will receive the request approved by the manager for verification
and approval. PSC will verify the information provided and determine if
PMS access should be granted. If it is determined that PMS access will
be granted the recipient will receive an email from the system containing
their User [D and a temporary password.

g. Using the link provided in the email to access the PSC home and PMS
user login page the recipient will complete the final steps to create the
new password and agree with the Government terms. (Please refer to
login section in this document for more information.).

Updates and reviews
a. The system automatically deactivates user accounts after 60 days of
inactivity. In that case users must follow the procedures above under New

Access Request.

b. Recipients must ensure that the contact’s information remains current and
correct. Must perform an annual review to confirm there is no changes
required.

c. Grantees who currently have access to PMS and are submitting/certifying
the FFR’s on behalf of their organization, should login to PMS and update
their permissions to request access to the FFR Module. These updates to
privileges can be perform by the recipients from the dashboard in the
PMS website and select User Account Maintenance under the Menu
option (top left). Changes such as remove or add a PMS account and/or
update level access. Updates and changes will require the approval from

Page 9 of 27



GOVERNMENT OF PUERTO RICO
PUERTO RICO DEPARTMENT OF ECONOMIC AND COMMERCE
San Juan, Puerto Rico

the manager and may take up to four business days after PMS receive the
request to be reflected in the system.

d. To deactivate users must fill out a Deactivate User Access Request form
through the PMS by completing all the requested information and
submitting it.

iii. Login to the system

Once the contacts receive their credentials will be able to access the reporting system
at Payment Management System (psc.gov)

First time login

- U.S. Department of Health & Human Services

ESS Program Supporl Center
Payment Managemen! Services

The Federal Fund Accountant or the designated user must use the link provided by
PMS via email. Users will need to change their password, set up the security
questions and certify that they are authorized to use the system. These are the steps
to complete the log in:
a. Input the Username and the temporary password provided.
b. Read the Government terms of use, click the ‘I agree” checkbox and
login.

4 U5 Depamest of Heatih & Human SHvies

Program Suppor! Cenler

#  AbouiUs  FnoPMS Liason Accountant  (Mani Reopiests =  Awardiog Agences - Tramng

Secure PMS Login

¥ i
Welcome .= -
2
Payment Managément System (PMS)Lis8 Prsewoio: _

PSC is committed to improving
customers. Pleasa note, m%address has r.hamwrs to
hitps://pms.psc.dov

Linarn Mors Aboul Us ¥

c. If no error with the first time login information, the user will enter the
temporary password and then create a new password following the
characteristics and rules expected by PMS:

i. Password must be between 8 and 30 characters long and may not
contain any spaces.
ii. Password must NOT contain commonly used words.
iii. Password must contain at least 1 uppercase letter.
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Password must contain at least 1 lowercase letter.
Password must contain at least 1 number.
At least must contain 1 special character but exclude single quote,

double quote, colon, or semicolon.
Password cannot be reused for 300 days and or be one of your last 6

passwords.
Password may not contain significant portions of your PMS User ID,

first or last name.

Note that passwords are case sensitive.

d. Click on the ‘Request Verification Code’ button. A six-digit code will be
sent to the email address on file immediately to enter in the ‘Verification
Code’ field.

e. Select your three (3) Security Questions and Answers. The answers are
case sensitive, you must follow the characteristics under the section when
completing the step. It is important to keep this information is required
every time you need to perform changes or updates in the system.

f. Read the Certification statement and then certify by clicking in the
checkbox provided.
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SC | Payment Management System

Manage User Information
PASSWORD DETAILS

PMS User I):  TT=TTREALS

“On Masswond:
"New-Passwnid Yeees Piswmond Restrctons

‘Re enler New Passwoid:

Request Verficaton Cote

*Venticalion Lode:

SECURITY QUESTIONS & ANSWIRS

w0 A

*Seculity Question 1: noe Skzunty Qudsten |

“Sacurty Answer 1:
*Security Question 2: £ hosie Sesurdy Qiaasn ?
"Secunty Answet 2

*socuny Question ol Sty dugsen J

*Serurity Answer 3

CLRINIGCANION

g. Proceed to select ‘Change’ button, user will be immediately logged out
and should log into PMS using the new updated password.

iv. Login for user with access

The Federal Fund Accountant or the Federal Fund Executive Office will enter the
username and password provided, checkbox the ‘T agree to the Government terms of

use below” and login.
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Login
Secure PMS Login
Username: Entat. Usarname

Password: Enler Passwaid

] | agree to the Government terms of use below.

Resel Password | Operating Hours | Request Access

a. Using the advanced menu choose the Federal Financial Reporting. In the
next step will select the Federal Financial Report option.

< Federal Financial Reporting X

Federal Financial Report

Upload Federal Financial Report
(SF-425)

Payment Management System Federa

FFR Grantee User
Guide

Tr aaarch far a Fadaral Financial Ranart far a anacific PAN ar Eorl

b. In the next screen you will search the Federal Financial Report using
different criteria (ie. Payee Account, Grant Document number). System
will allow to modify search to show only ETA-9130 reports and/or by
reporting periods.

Paymen! Management System Federal Financial Report - Search

Ta eaaran tor 1 Fedaeal Franeisl Hepert 14 & tpesific PAN o7 Fadsen GrantiD antes tha spacricy alun Batn Feids 2an B2 sasiched br pasial malthes by sy an astireh (1) Sewpi ctfer oftonsi Bsis ta rafa your asaich
Payes Account II:J;:I;;( (1] Federal Grant1D: L

Reporting Perica: Repoart Status: o B

Delinquant Reports: o MTeem . Agencyin:  DVLEMPLOVMENT & NS
Form: | Show SE 475 nd ETABIIN
[ ]
Show SF-025 and ETASN

Shaw
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c. In the next screen the Federal Fund Accountant or the Federal Fund
Executive will choose the grant to be completed during the period, option
is under the actions column by selecting the review icon to display form.

@ Search Results (4) W Group Actions i

C. Process
Quarterly ETA — 9130

1. Using the Federal Reports Tracker, the Federal Funds Accountant or Federal
Funds Executive Officer will proceed to identify reports that need to be
prepared and filed every quarter. The Federal Reports Tracker includes a list
of all regulatory federal reports that need to be filed. R-ETA C-3

2. Ona quarterly basis, the Federal Funds Accountant or Federal Funds Executive
Officer will collect the data required to generate the 9130 Financial Report.
The following data is generated and/or received from other departments by the
Federal Funds Accountant or Federal Funds Executive Officer in order to
prepare the ETA-9130.

a. For WIOA Local Programs

i. As specified in the WIOA Program Financial Guide, the ALDL
will submit the Quarterly Expenditures Report in Excel and the
Encumbrance Budget Report on or before the 15" of each month
following the quarter ending (e.g., October 15", January 15™,
April 15" and July 15™) to the Federal Fund Accounting
Specialists. The Quarterly Expenditures Report must be signed by
the Finance Director and the Executive Director certifying that the
information provided is correct and that it meets the reporting
requirements.

ii. Ifreports are not received in the determined dates the Federal Fund
Accounting Specialist will follow the escalation process:

a. Will inform the DEDC Accounting and Finance Manager
by email.
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ix.
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b. The DEDC Accounting and Finance manager will send an
email to the ALDL Finance Director requesting the
Quarterly Expenditures Reports within the next 2 day. If
reports are not received, the Accounting and Finance
Manager must inform to DEDC CFO.

c. The CFO will send an email to request the Quarterly
Expenditures Report by next day. And informing that next
step will be inform the DEDC Secretary the
noncompliance of the ETA 9130 Reporting.

Using the Quarterly Expenditures Reports submitted by ALDL,
the Federal Fund Accounting Specialist performs an initial
compilation/consolidation of the Quarterly Expenditures Reports
in Excel file.

The Federal Fund Accounting Specialist submit the
compiled/consolidated reports of ALDL Quarterly Expenditures
Reports to the Federal Funds Executive Officer.

The Federal Funds Executive Officer will validate that ail ALDL
submitted the Quarterly Expenditures Reports and store them
with initial compilation /consolidation in the Federal Funds shared
folder.

Perform data entry validation by comparing balances between
ALDL Quarterly Expenditures Reports and the initial
compiled/consolidated report generated by the Federal Fund
Accounting Specialists.

Request supporting documents or missing information, if
applicable, to ALDL resources.

After validation, using the initial compilation/consolidation of the
ALDL Quarterly Expenditures Reports, the Federal Funds
Executive Officer prepare a final compiled/consolidated report,
and submit to Federal Funds Accountant in a final consolidation
file.

The Federal Funds Accountant and/or the Federal Funds
Executive Officer will use the final consolidated information to
perform the data entry in the ETA-9130 reporting system for the
corresponding program, grant and period to be reported.
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x. The Executive Officer needs to save the consolidated reports and
all the supporting documents received from ALDL in the Federal
Funds shared folder.

b. For WIOA State Programs

i. The Federal Funds Accountant and/or the Federal Funds Executive
Officer on a quarterly basis, will collect the data required to generate

the

ETA-9130 Financial Report. The following data is generated

and/or received from other departments by the accountant to prepare
the ETA-9130.

d.

MIP Report *“Normal Trial balance and Encumbrance Budget
Report” which is generated by the Federal Funds Accountant
based on predetermined parameters, as they were configured
to provide the information needed for financial reporting
purposes. Refer to appendix for parameters details. This
report includes information of expenditures that were actually
incurred during the period.

Notice of Awards (“NOA™), any modifications, and/or
recapture calculations that are communicated to the Budget
unit by the Programmatic Unit.

MIP Reports for Posted / Unposted Transactions using date
parametet ar¢ generated to accrue expenses, if applicable.

ii. The Federal Funds Accountant or the Federal Funds Executive
Officer will calculate the accrual following this procedure:

iit.

a. Using the Posted/Unposted MIP reports, identify if any
transactions for the reporting period were posted after month

end.
b. The transactions must be added to expenditures / subtracted
to obligations in the Encumbrance Report balances.

c. The total of the Encumbrance Report and additional
expenses from accrual reporting must be reported in the
9130, as applicable.

The Programmatic Unit should ensure that information that
could affect reporting requirements is timely communicated to
Finance Federal and Budget units. The Budget unit will
update the accounting system and ascertain that budget
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information and appropriations are properly recorded to ensure
reporting is accurately filed. R-ETA C-4

iv. In certain cases, the Federal Funds Accountant will create
tables to calculate, allocate or validate amounts to be reported
in different ETA-9130.

Data Entry

In the ETA DOL Reporting system PMS website, the Federal Funds
Accountant and/or the Federal Funds Executive Officer will perform the
data entry as follow:

Enter with the credentials provided in the DOL ETA Reporting
system. (PMS)

Using the collected data, the Federal Funds Accountant and/or the
Federal Funds Executive Officer will input all the required
information in the corresponding line item of the ETA 9130 report.
Please note that there is prepopulated information, preparer must
verify and ensure the data is correct.

In instances, it may be necessary for the accountant to collaborate with
applicable staff responsible for program/grant implementation (and/or
reporting) to facilitate complete and accurate financial reporting.

Once input, the Federal Funds Accountant will review any flags or
warnings from the ETA DOL Reporting tool and will include
comments in the remark’s sections.

The preparer should review existing waivers for Puerto Rico through
the DOL website https://www.dol.gov/agencies/eta/wioa/waivers to
be attached to the corresponding ETA 9130 financial report.

If the report is related to grant which ends during the quarter “Final
Quarter”, the ETA-9130 should be marked as Final and Close-out
ETA 9130 should be filed within the reporting due dates. In the Final
report, please refer to ETA-9130 line 6 for details, "Select appropriate
box. Check “Yes” only if this is the final quarter report for subject
grant subaccount. For grants with multiple subaccounts, each
subaccount may be indicated “final” at the time all funds in that
subaccount are expended.
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vii.  If applicable, the final ETA-9130 report must include the calculation
of indirect costs in accordance with the approved NICRA to be
requested for reimbursement through PMS.

viii. The Federal Funds Accountant and/or Federal Funds Executive
Officer will save in Federal Funds shared folder a file with all
supporting documents used for respective ETA-9130 and will update
the status in the Federal Report Tracker as “Completed, pending for
review”.

4, ETA Reports Submission

i.  The Accounting and Finance Manager using the Federal Reports
Tracker will review the ETA-9130 reports that are marked as
“Completed, pending for review” status. The Accounting and
Finance Manager will access the reporting in the shared folder to
examine supporting documentation and ascertain that the
information is accurate and reasonable. If any discrepancies are
noted, the report is returned to the Federal Funds Accountant
and/or Federal Funds Executive Officer for corrections.
R-ETA C-5

ii. The Accounting and Finance Manager submits the ETA-9130
Financial Reports through the ETA DOL Reporting system (PMS),
as the Certifying Official, once it is reviewed and approved.

iii. DEDC Accounting and Finance Manager will update the Federal
Reports Tracker changing the status to “submitted” and including
the date report when was reviewed and submitted through the

webpage.

It should be noted that the reporting process relies on controls related to other key
processes such as: monthly accounting procedures, disbursements and approval
cycles procedures, budget and programmatic units monitoring, ALDL Financial
Guides and execution, among other procedures. Those procedures are documented
in separate SOP that together and aligned with the Reporting procedures should
provide appropriate means to ensure timely and accurate reports.

5. DOL Data Review

The Grant Officer will review the reports submitted and provide any
remark or comments within the required framework. If any additional
information or corrections are needed, the Accounting and Finance
Manager will review and include any remarks and/or comments and
proceed to submit responses or revised reports.
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Data Acceptance

Once the Grant Officer reviewed updated reports or responses from the
Accounting and Finance Manager, the reports are accepted. Accounting
and Finance Manager will download from PMS Reporting system the
version of the report with the status: “Accepted by Grant Officer” and store
in Federal Funds share folder. Then will proceed to update the Federal
Reports Tracker with the date report was accepted by the DOL Officer and
will forward the Tracker to the CFO as evidence of reports submissions.
R-ETA C-6

Revisions to Prior Reports

i. ETA-9130 financial reports are cumulative, so recipients should
make any minor adjustments on the next submitted report with an
explanation of the change in Section 12, Remarks.

ii. A recipient cannot revise a previously submitted ETA-9130
financial report once ETA has accepted ETA-9130 financial
reports for two successive quarters. Additional adjustments on
prior quarter locked reports may occur only in limited
circumstances and with approval from ETA.

ETA- 9130 Reports Oversight

I

The CFO receives the Federal Reports Tracker and will ascertain that all
reports are submitted and accepted on a timely basis.

As part of the Finance Monthly Closing meetings, the Accounting and
Finance Manager will discuss the status updates related the Federal

Reporting procedures.

D. Record Retention

l.

After submission confirmation is received and reports are accepted, the final

and approved version of the ETA — 9130 should be stored in the shared folder,
along with respective supporting documents. R-ETA C-7 The version that
should be filed in the shared folder should have the status: “Accepted by Grant
Officer” that will be available after 10 days of submission and must be
downloaded from the reporting system by Federal Funds Accountant or the
Accounting and Finance Manager.

A folder for each quarter will be created in the shared folder to properly

identify the reporting period and store all related forms.

Page 19 of 27



GOVERNMENT OF PUERTO RICO
PUERTO RICO DEPARTMENT OF ECONOMIC AND COMMERCE
San Juan, Puerto Rico

3. The ETA-9130 reporting package will be retained by the Finance Department
for future audits.

4. The retention period to comply with ETA requirements is to keep all
documentation for futures audits or requests for a minimum of 3 years from
the final financial report date.

X. APPENDIX

A. ETA 9130 Financial Report Process

ETA-9130 Federal Financial Report "y | -

il ot o Rt e o Vhmper
Systen Aceers
AETACT gt re
o
£ 91301
DalaEntiy
Cadret contsct information | o Feowral fegerts Tracker WETAC 3
secerdny unar Boan ETA Frmoail 7: M Repset el Yol
Reperbrng Syston pse
o Fotumbesrcs Pipeats
« Nizica of hases (2AX)
Sypatem Accesy
RETAC 2 brput contact Flormastion o the ETA
yite
Leggea
¥
Eotoct £1A 9130 Bepit Progears
1 Mcass i
wiou! Dite
Codecind i £TA
DL Az )
Wt
+ Besarks
Poctirm Baka Vasciaton - TARAA Sais
2 ":::::: St Bepact fef Dath
o Rirvien et Caitifcaton
ot E
A o Competa Data Ceitfication and
iyt for Data Acceplarce
Wk Mgt i Pt ‘
Ratuen ke ezvrictiors to Baaréosdtha finat ard accopted ETA
Feddet sl Fund Acceurtant 0120 P 1t ETA D2 Regii e
wetsiita
Wake corngetins and
vpdates
Revier Fecot Arpoita Trackor and | Ugebate Fedteral Regrts Tichet aftid
enpors ETA 5130 Reparts | DOL OTcut Acceptasee and sdvis tha
LMELKOS wal compaied o bme | DOLE Crvm! Minaccal e
) Subesiinen
RETAZ-A

Page 20 of 27



GOVERNMENT OF PUERTO RICO

PUERTO RICO DEPARTMENT OF ECONOMIC AND COMMERCE

San Juan, Puerto Rico

B. Financial Report ETA 9130 Quarterly Form

ide Youth

Waorkforea i and ity Act - &

U.S. DOL ETA FINANGIAL REPORT

Foflow nslructions on the back )

4. Fageral Acency ard Orgarizatios! Eement ta Whaoh Reperd -5 Submvted 2. Federe? Grant o Othar Idzntibarg Nusrbéar Assigr

ChiB Appreqe Mo. 12050461
Esquras 127312815

ef Gy DBOL

3 Hecipen) Organizaten {Nama and comglels ad&ess ncadng Zp code)

2. EIN 5. Regipint Ancount Hureer o ldanityng Number

e Umgus Drify ldareder

&. Firal Repart T Bagis of Reporting
D ¥gs T Np : Accrus!

E. Projedt Grel Aenvd From. (UALDDNTYY) Too (AMERYYY

5. Reooting Perisd End Date iRIADDAYYY]

10. Transactions

Cumudatree

[Federal Camn:

a. Cash Recoch

b Cash [usturseTerts

. ast on Hand kme 2 mons 8]

Federal Expendituras and Unobligated Balance:

. Tetni Federal Funds Authorred

e, Faderal Shae of Drpendtames

i Infal Admretratne Expanditees

Foderdl Grars of Urimaiiaksd Oslgatons

Toks] Federal Oblizations isum 6! lnes e 30 g)

f.
3. Uretinzied Balance of Federal Funds {iine d mnus my

|R=tigient Share:

; TohiRedgest Share Hagured

k, Raciigal Sharg ol Expardiaes

T ogienil Share Yo Be Proeied lire fmnusa)

Program income:

m. Tetal Frogram income Eamed

. Program Incenz Eaperded in Accotianze wih tha Agdlion Nathod

Ungsoended Progeam Income tira m minus 02 /)

o

Additianal Expenditure Data Required

Dirzr Fedeca! Funds Experded

Raai Propany Processs Evperded

Reazured Furds Erperded

afa|ofs

Quit-ch-Behzo!l Yout Funds Expendsd on Drect Services

I Vo 1 Furds bapeaded on bireal Sanvvas

2.

12. Remarks: (Aftsch pry explenations desmed necessany o Somsfion rguired by Fedferal sponsurng agancy iy complance mi goveming legiiad

o)

13. Indirect Expendilurzs

4. Pedied From
IMMLLTYOYE

s - Pened To .
# Tyueof Rae . Rae o Rata Approval Dale At COYY Y Eaze

I Ameent Charged . Fedea! Share

h folasd §

] &

. Conification: Sy sigring 1 rapat, | carkily to the best of my knosledpe and beie! that ha repedt s Inse, corpiate, ard 2onumate. ard the xpend

adrinstralve penates for fraud, false statements. fa%se caims oe alherassa. (U 5. Code Tz 18, Section 1001 and Trka 31 Sections 37293730 =

and oectiass get forth i the ferms and conditicas of the Federdl gaanl §an aware hat 71y Bise. ficblizus, or fravddert nferratan, o e eerission of @ty rmaterial facl may sbjsct ma ba rimnal, ol or
o 320116124

hees Oshursemerts and cash raceqds are far tha purpasss

2. Fyred or Pristed Nama ard Tifls of Authorzed Ceridyig Offoal

£ Telephone |Area aode, rumher, end exltersioa)

o Eral Addmss

b Signatute of Authoized Certhying Offda

e Dzt Repor Subrited (ALDOYYYY)

Agency Uss Col

Fresabad by OMS Undorm G!..bsdam:e 2CFR 204,

oerictts () CFR 200,337 ard W0 Secion 1ES(e)ZL. is
d=13 needed. and cargleting ard 13 tha celection of

. T reasen for the milectica of infarmnation is gererad piogram paarsgH, evaby

[Departmant o Lator, Washiaghn DC 20210,

Perscag wa mot requred to respond 1o s cobacion of infsrmation unless & sxiays d curénily vatd O%B rumbar. Fubhc repoiting burden for tis calecton of nlarmation. which is tequired o cilsn o reteh
ted t average 45 mrkles per reoense, neludng time for 1evie g refraciions, searching existing dala sources, qathertyg and mantaning the

regardiny the burden astmata or amy shier asperl of this colecton of infarmabizn, induding suggastors for redating this burden. to £TA Gttea of Mansgemanl ard Administrat~e Sarvices, Rm N-4553, 1.5,

i and nerformance gssesemend. Send wormimards

ETA-3130¢A)

Page 21 of 27



GOVERNMENT OF PUERTO RICO

PUERTO RICO DEPARTMENT OF ECONOMIC AND COMMERCE

San Juan, Puerto Rico

C. Financial Report ETA 9130 Closeouts Form
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D. Eacumbrance Budget Report
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E. Trial Balance Report
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RECOMMENDED:

et J@é -

Bryan O’Neill Alicea Jamille Muriente Diaz
General Legal Advisor Chief Financial Officer
Legal Advisory Office Finance Office

Date: May 1, 2023 Date: May 1, 2023
APPROVAL:

Iris Santos Diaz
Acting Secretary

Date: May 1, 2023
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