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INTRODUCTIONS

Kirkwood Community College Staff

» Tyler McCarville - Senior Manager, Job Training
Programs

»Lauren Wullner- Senior Accountant
»Brendyn Mussig - Grants Accountant
»Barb Rawson- Program Manager

» Chris Carr - Sales Manager

» Cassie Mitvalsky - Program Manager
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TODAY’S TRAINING

¢

* To welcome new companies from the 2025 bond sale!

e 12 companies participated in the 2025 bond sale, 4 of which are new to the program.

 To communicate Kirkwood’s 260E processes and
procedures

* Training Reimbursements
e Withholding Payments

* Training Record Database
* Training Plan

Kirkwood
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PROGRAM OVERVIEW

¢

e State of lowa Incentive the Community
Colleges Administer in their Region

* Training fund is created by forecasting the amount of employee
withholding tax the NEW jobs will generate for 10 years.

* The bond sale is the mechanism that provides companies with their
training fund up front.

* The companies are obligated to repay the bond through the diversion of
withholding of the NEW jobs to Kirkwood.

* Companies are reimbursed for both OJT and Customized Training for the

net-new jobs. .
Kirkwood

* The program lasts for 10 years (life of the bond/ COMMUNITY COLLEGE
repayment).




2
TRAINING

REIMBURSEMENTS

Kirkwood 4




AVAILABILITY OF FUNDS

¢

Your training funds will not be available to you until Kirkwood has received

your first withholding payment (we’ll go over that process in just a couple
of minutes).

Funds will be made available in an amount proportionate to the number of
new jobs that have been filled. For example, if your agreement is for 10

jobs, and you've filled 4 of them, 40% of your training fund is available for
reimbursement.

e Applies to OJT and Customized Training funds individually, not the
contract as a whole.

Withholding payment for timeframe training occurred is required.

* Training plan must be submitted.

Kirkwood
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ON-THE-JOB TRAINING (OJT)

c-2
Sample Company
Tentative Structured Job Training
Annual Waoshkly 50% af Weekly MNumber of Now Wwim of Budget Per
; Job Description Salary Salary Salary Employees  Traini ing Total Employ =
Chicf Exacutive Officer i 5248400 F1.00950 % 0475 T &% 4 38, I.'.Il.'.l F 4, 038,00
Conlroller H 2186700 5 165687 0% 208 .33 1 8 5 ? % 1,.875.00
Accountant F 1332400 § 25827 3 12811 ; 9 5 11 D 3- 1, ﬁa 1:|I:|
Dir. Boftware Engine T 2000303 % 28487 S 1o, 2 ,?31 0-0 1.7
Dl Adiatibnd Toehnom g % 21,667.00 5 41857 F 2083 5§ 5.0 s 1'375.'00
Dir. O Marketi ng 5 20,0000 5 38467 § 192, g % 1?31 oo % 1,731.00
Secientist Indell igent S me F 18,881.00 % 38444 F 182 o % % 1, 7a0.00
Sanlor Hardwars Englneer § 2200800 % 42320 F 19 GO 1 i0 5 2 116 IDD $ 1 nu
Senior Software Eng % 2200800 § 423,720 % 1 o 2.1
Software En giresor % 1599500 % A0F.S0 0§ 10 % 1 5:33 CI-'D $ 1.8 :m f_:

TOTAL

Your OJT budget is outlined in Exhibit C-2 of your final
agreement.

Reimbursement is for 50% of the new positions’ actual
gross wages (up to the Exhibit C-2 budget amount).
Use this form to enter in the request for OJT in the

database. Kirkwood
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ON-THE-JOB TRAINING (0JT)

e Positions may differ from C-2 but line-item budget
amounts do not change.

* Required documentation:

* A payroll roster for the time period from your
companies accounting system is preferred.

* A paystub for each employee on the submission is
also acceptable.

 Employee must also be listed on the withholding

payment for the period.
Kirkwood
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’. CUSTOMIZED TRAINING

Includes various types of
training expenses your
company may incur in the
course of training
employees.

KlI’kWOOd
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CUSTOMIZED TRAINING

¢

* Contracted Training

* Training delivered by an outside vendor can be
reimbursed at 100% of the cost.
e Cost to provide on-site training sessions
* Conference Fees
e College Tuition
* Pre-Employment Skill Assessment Testing
* Drug/Background screenings and

physicals are not eligible
Kirkwood
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CUSTOMIZED TRAINING

¢

e Contracted Training — The 50% Rule

* For flat price training, if 50% or more of the employees trained are
covered by your 260E Agreement, you can be reimbursed for
100% of the cost.

* Flat price training will cost the same regardless of the number
of attendees and the invoice must reflect that. If an invoice
lists a rate per person, it is not flat price training.

* |fless than 50% of the employees trained are covered by your
260E agreement, the amount reimbursed will be prorated.

* For any flat price training a roster of all attendees must be
included, this must include any non-260E employees that
attended the training. If 260E employees are on more than one

bond please include bond year. Kll‘kWOOd
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¢

CUSTOMIZED TRAINING

* Internal Training

If training is delivered internally (by one of your own employees)
you can be reimbursed for that trainer’s time. Internal training
can be claimed after the OJT training time.

The following information is required for reimbursement:
* An outline of the type of training done
* Name of the trainer and his/her hourly wage rate
 Amount of time spent training and preparing
* Roster of employees who attended the training
 Must include any non-260E employees trained
* Indicate bond year if multiple bonds

The 50% rule does apply to internal training. KiI’kWOOd

A template is available by request COMMUNITY COLLEGE
Associated travel costs are eligible (see Training Related Travel)




CUSTOMIZED TRAINING
‘- Training Related Travel

 Companies can be reimbursed for travel costs that employees incur while
attending a training.
» Airfare, mileage, car rental, lodging, meals, etc. can be reimbursed at
100% of the cost.
* Inthe database include all costs for all participants in one
submission.
* The submission should include separate lines for registration, airfare,
lodging, etc. but individual vendors do not need to be entered.
* If training did not require a registration fee or other cost to attend
include an agenda or description of training provided.
* Anitemized receipt is required for meals.
e Alcohol purchases are not allowable under the 260E program.
* The 50% rule does not apply to travel related costs
 Example if 3 out of 4 attendees are 260E employees the hotel for

the 4t employee is not eligible. I{i
rkwood
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CUSTOMIZED TRAINING

* Training Materials and Supplies

* Legal Fees and costs associated with creating an employee handbook are
eligible for reimbursement.

* If an internal employee is responsible for creating the handbook their
wages for time spent can be reimbursed. A spreadsheet indicating dates
and hours of spent is required.

e Materials like workbooks and training kits are billed at cost per unit and do not
qualify for the 50% rule

* |tems purchased for a training room or training library, such as training books,
software, videos, etc., can be reimbursed at 100% of their cost.

* When adding session in database list “Training Room” or “Training

Library” in Training Provided field Kl
rkwood
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CUSTOMIZED TRAINING

* Training Materials and Supplies

* Learning Management Systems

» Software that is used to track employee training

activities can be reimbursed at 100% without providing
a roster.

 When adding session in database list “Learning
Management System” in Training Provided field.

* |deally drawn down from oldest contract with eligible
employees first.

Kirkwood
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CUSTOMIZED TRAINING

¢

* Training Equipment

* Training equipment includes tangible items that cost $5,000 per item or
greater and with a useful life of more than one year.
* Example 10 monitors at S500 each is not considered equipment

e Software is not considered equipment and should be categorized as
“Training Materials and Supplies”

* Equipment can be reimbursed at 100% of its cost, however, equipment
reimbursement is limited to 10% of the overall customized training fund.

* The purchase of production equipment is not allowable.

* Laptops/Desktop computers that an employee uses to perform daily
job functions are considered production equipment

Kirkwood
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CUSTOMIZED TRAINING

¢

* Submission Expectations

* Attach copies of all vendor invoices, receipts, rosters, etc. to back up
amounts requested.

* To ensure eligibility, itemized invoices and detailed receipts are
REQUIRED for reimbursement of all costs, including travel expenses.

* Invoices/receipts must be legible, sending photos of documents is
discouraged, PDF is the preferred format

* Kirkwood asks that reimbursement requests be submitted within a
three-year time frame from when the training occurred.

Kirkwood
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WITHHOLDING PAYMENTS

¢

 The repayment of your obligation is funded by
withholding that is diverted to Kirkwood, instead of
the lowa Department of Revenue.

* All 260E positions qualify for a 1.5% “New Jobs
Credit” (or “NJC”).

 Some positions qualify for an additional 1.5%
“Supplemental New Jobs Credit” (or “SJC”).

Kirkwood
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WITHHOLDING PAYMENTS

¢

e At least quarterly, companies must calculate their NJC
and SJC credits for the period, and send Kirkwood a
check for that amount.

* You will be provided a worksheet to help with this
calculation, and to send with payment as backup
documentation.

Kirkwood
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WITHHOLDING PAYMENTS

X d9- -2 IF Sample Withholding Worksheetxlsx - Microsoft Excel || e e |
Home Insert Page Layout Formulas Data Review WView Add-Ins Acrobat bl a = B &3
Al - J | 260E New Jobs Training Program Withholding Credit Worksheet b
A B | c | D | E | F | G | H | I -
1 260E New Jobs Training Program Withholding Credit Worksheet =
2 Please submit each contract's withholding on separate forms
4 Company Name: Sample Company, LLC I Reporting Period Start Date | 4/1/2013 I
5 Kirkwood CC Project Number: M135AM
6  Contract/Certificate Number: E-2013-10-#### | Reporting Period End Date | 6/30/2013 |
7 Number of 1.5% (NJC Only) Positions Allowed: 7
8 Number of 3.0% (NJC and SIC) Positions Allowed: 3 I # of Employees r 10 I
Supplemental Supplemental Total
Employee Name / 260E Credit lobs Credit 260E Credit Jobs Credit | Withholding
10| # Employee Number Position Title Gross Wages (MIC) % {5)C) % (MIC) & (5JC) % Tax Credits
11 001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 D02 |E. Pantusso - 4567 specialist 7,500.00 1.5% i 112.50 [ - T 112.50
13 002 |D. Chambers - 3333 Coordinator 8,500.00 1.5% i 127.50 [ - T 127.50
14 004 |F. Crane - 5432 Associate 8,000.00 1.5% i 120.00 [ - 120.00
15 005 |L. Sternin - 7777 Specialist 8,500.00 1.5% i 127.50 [ - 127.50
16 D06 |N. Peterson - 1234 Assistant 7,500.00 1.5% i 112.50 [ - T 112.50
17 '007 |C. Tortelli - 8910 Developer 8,000.00 1.5% i 120.00 | - T 120.00
18 008 |S. Malone - 1111 Director 20,000.00 1.5% 1.5%[ 200.00 | 300.00 | 600.00
19 009 |R. Howe - 4444 Manager 19,000.00 1.5% 1.5%[ 285.00 [ 285.00 | 570.00
20 010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5%[ 225.00 [ 225.00 | 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
262 TrT
263 Comments: Amount of
264 Check to
265 Kirkwood CC
266
267
-
W 4 » ¥ FORM 2 ] i | >
Ready | B | |[EH|E @ 1o0% (=) [} {+)




WITHHOLDING PAYMENTS

S - - i L Sormpic Withhotding Workshestata: - Microrof £

Number of 1.5% (NJC Only) Positions Allowed: 7

Populated for you

g Hame Insert Page Layout Farmiilas Data Review View Add-Ins Acrobat = a = BN B2
| Al - 5 | 260E New Jobs Training Program Withholding Credit Worksheet (¥
"4l A B | c | D | E | F | G | H ' I =
1 [ 260E New Jobs Training Program Withholding Credit Worksheet =
2 Please submit each contract's withhoelding on separate forms
Company Name: Sample Company, LLC | Reporting Period Start Date | a/1/2013 |
Kirkwood CC Project Number: N13SAM e s . .
1 Contract/Certificate Number: E-2013-10-### This information will be | Reporting Period End Date | 6/30/2013 |

Number of 3.0% (NJC and SIC) Positions Allowed: 3 [ # of Employees 10
Supplemental| | Supplemental Total
Employee Name / z Jobs Credit | 260ECredit | JobsCredit | Withholding
10 # | Employee Number Position Title Gross Wages | | 0% | (oS (siC) § Tax Credits
11 _'001 C. Clavin - 9876 Associate 8.000.00 1.5% 120.00 - 120.00
12 002 |E. Pantusso - 4567 Specialist 7,500.00 1.5% g 11250 [ - 112.50
13 '003 |D. Chambers - 3333 Coordinator 8,500.00 1.5% i 12750 [ " 127.50
14 004 |F. Crane - 5432 Associate $,000.00 1.5% i 120.00 | 2 120.00
15 (005 |L. Sternin - 7777 specialist 8,500.00 1.5% g 127.50 [ z 127.50
16 (006 |N. Peterson - 1234 Assistant 7,500.00 1.5% r 112.50 | - 112.50
17 (007 |C. Tortelli - 8910 Developer 8,000.00 1.5% B 120.00 | - 120.00
18 008 [S. Malone - 1111 Director 20,000.00 1.5% 1.5%[ 300.00 [ 300.00 600.00
19 (009 |R. Howe - 4444 Manager 19,000.00 1.5% 1.5%[ 285.00 | 285.00 570.00
20 010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5%[ 225.00 [ 225.00 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
262 T
263_ Comments: Amount of
Check to
Kirkwood CC

44> ¥ FORM SSRGS 7.

Ready | 23




WITHHOLDING PAYMENTS

PN
] 9o - g s sample Withholding Worksheet xisx - Microsoft Excel SHERSS X
g Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat = a = e 22
Al - J= | 260E New Jobs Training Program Withholding Credit Worksheet =
I Al B | C D E | F | G | H | I
1 | 260E New Jobs Training Program Withholding Credit Worksheet ||_'-
s Please submit each contract's withholding on s.-eparat =
4 Company Name: Sample Company, LLC | Reporting Period Start Date |  aj/2013 |
5 Kirkwood CC Project Number: N135AM
6 Contract/Certificate Number: E-2013-10-#### |_Reporting Period End Date | 6/30/2013 |
7 Number of 1.5% (NIC Only) Positions Allowed: 7
§ Mumber of 3.0% (NJIC and 5IC) Positions Allowed: 3 I # of Employees r 10 |
Supplemental Supplemental Total
Employee Mame / 260E Credit lobs Credit 260E Credit lobs Credit | Withholding
10 # Employee Number Position Title Gross Wages (MIC) % (5)C) % {MIC) & (sJC) & Tax Credits
11 001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 '002 |E. Pantusso - 4567 specialist 7,500.00 1.5% i 112.50 [ - T 112.50
13 ‘003 |D. Chambers - 3333 Coordinator 8,500.00 1.5% " 12750 [ -0 127.50
14 004 |F. Crane - 5432 Associate 8,000.00 1.5% i 120.00 | -0 120.00
15 '005 |L. Sternin - 7777 specialist 8,500.00 1.5% i 12750 [ - T 127.50
16 ‘006 |N. Peterson - 1234 Assistant 7,500.00 1.5% i 11250 [ - T 112.50
17 ‘007 |C. Tortelli - 8910 Developer 8,000.00 1.5% i 120.00 [ - 120.00
18 008 |S. Malone - 1111 Director 20,000.00 1.5% 1.5%[ 300.00 [ 300.00 | 600.00
19 '009 |R. Howe - 4344 Manager 19,000.00 1.5% 1.5%[ 285.00 [ 285.00 | 570.00
20 010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5%[ 225.00 [ 225.00 [ 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
262 TTT
263 Comments: Amount of
Check to
Kirkwood CC

.
H 4 F M

Ready | 3 |

R INSTRUCTIONS ¥
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WITHHOLDING PAYMENTS

T - -3 A= T sample Withholding Worksheet.xdsx - Microsoft Excel

g Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat = 0 o P E3
Al - Jx | 260E New Jobs Training Program Withholding Credit Worksheet 1]
[ Al B | C D E | F | G | H | I -
1 | 260E New Jobs Training Program Withholding Credit Worksheet ||_'-
3 Please submit each-contr;ct'!. withholding on ;eparate forms
4 Company Name: Sample Company, LLC | Reporting Period Start Date |  afif2013 I
5 Kirkwood CC Project Number: NM135AM
6 Contract/Certificate Number: E-2013-10-#### |__Reporting Period End Date | 6/30/2013 |
7 MNumber of 1.5% (NJIC Only) Positions Allowed: 7
§ Number of 3.0% (NJC and 5)C) Positions Allowed: 3 # of Employees r 10 |
Supplemental Supplemental Total
Employee Mame / 260E Credit Jobs Credit 260E Credit Jobs Credit | Withholding
0| & Employee Mumber Position Title Gross Wages (NIC) % {5)C) % {MIC) S {s1C) & Tax Credits
11 'of1 |c. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 04z |E. Pantusso - 4567 specialist 7,500.00 1.5% 112.50 | -0 112.50
13 043 |D. chambers - 3333 Coordinator 8,500.00 1.5% 127.50 [ - T 127.50
14 'oqa |F. Crane - 5432 Associate 8,000.00 1.5% 120.00 | - T 120.00
15 'ods |L. sternin - 7777 specialist 8,500.00 1.5% 127.50 [ - 127.50
16 046 |N. Peterson - 1234 Assistant 7,500.00 1.5% 112.50 [ -0 112.50
17 'od7 |c. Tortelli - 8910 Developer 8,000.00 1.5% 120.00 | - 120.00
18 'ods [s. Malone - 1111 Director 20,000.00 1.5% 1.5%[ 300.00 | 300.00 [ 600.00
19 'o¢9 |R. Howe - 4344 Manager 19,000.00 1.5% 1.5%[ 285.00 [ 285.00 [ 570.00
20 ‘0o |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5%[ 225.00 [ 225.00 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
262 TTT
263 Comments: Amount of
Check to
Kirkwood CC

e
4k M
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Ready | ¥3 |

| [EH| 0 @ 100% (=)




& d 9
-

Home Insert

Page Layout

WITHHOLDING PAYMENTS

Formulas

Data Reviaw

View

- -8 A= 7 sample Withholding Worksheet.xlsx - Microsoft Excel

Add-Ins

Acrobat

=R -

@an:l@ﬂ

Al - I | 260E New Jobs Training Program Withholding Credit Worksheet 12
A B | C D E | F | G | H | I -
1 | 260E New Jobs Training Program Withholding Credit Worksheet ||_'-
3 Please submit each-contr;ct's. withholding on s.-epa rate forms
4 Company Name: Sample Company, LLC | Reporting Period Start Date |  a/1/2013 |
5 Kirkwood CC Project Number: N135AM
6 Contract/Certificate Number: E-2013-10-#### |_Reporting Period End Date | 6/30/2013 |
7 Number of 1.5% (NJC Only) Positions Allowed: 7
E Number of 3.0% (NJIC and 5)C) Positions Allowed: 3 I # of Employees r 10 I
Supplemental Supplemental Total
Employee Name / 260E Credit Jobs Credit 260E Credit Jobs Credit | Withholding
10| # Employee Number Position Title Gross Wages (NIC) % (5)C) % (NIC) S (s1C) 5 Tax Credits
11 001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 002 |E. Pantusso - 4567 specialist 7,500.00 1.5% i 112.50 | - [ 112.50
13 003 |D. Chambers - 3333 Coordinator 8,500.00 1.5% i 127.50 | -0 127.50
14 004 |F. Crane - 5432 Associate £,000.00 1.5% I 120.00 | -0 120.00
15 '005 |L. Sternin - 7777 Specialist 8,500.00 1.5% " 127.50 | - 127.50
16 006 |N. Peterson - 1224 Assistant 7,500.00 1.5% " 112.50 [ - T 112.50
17 007 |c. Tortelli - 8910 Developer 8,000.00 1.5% " 120.00 | - 120.00
12 008 |s. Malone - 1111 Director 20,000.00 1.5% 1.5%( 300.00 | 300.00 | 600.00
19 009 R. Howe - 4444 Manager 19,000.00 1.5% 1.5% 285.00 | 285.00 [ 570.00
20 010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5%( 225.00 | 225.00 [ 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
262 TTT
263 Comments: Amount of
264 Check to
265 Kirkwood CC
266
267
W 4 v v | FORM STETNEIGIEN ©J 4] ! | >
Ready | 3 | | (8| 100% (=} L} {+
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WITHHOLDING PAYM ENTS

& oo -6 3= T sample Withholding Worksheet.xisx - Microsoft Excel

al -

J= | 260E New Jobs Training Program Withholding Credit Worksheet

| Al

C

D

E

F |

G | H |

|E

1 | 260E New Jobs Training Program Withholding Credit Worksheet
2 Please submit each-contr;ct's. withholding on s.-epa rate forms
4 |Company Name: Sample Company, LLC | Reporting Period Start Date | ari/2013 |
5 Kirkwood CC Project Number: N1354AM
6 Contract/Certificate Number: E-2013-10-#### |__Reporting Period End Date | 6/30/2013 |
7  Mumber of 1.5% (NJC Only) Positions Allowed: 7
§ Mumber of 3.0% (NJC and 5IC) Positions Allowed: 3 I # of Employees r 10 |
Bupplemental Supplemental Total
Employee Name / 260E Credit lobs Credit 260E Credit lobs Credit | Withholding
0| # Employee Number Position Title Gross Wages (MNIC) % (sic) % (MIC) S (sic) & Tax Credits
11 '001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 002 |E. Pantusso - 4567 specialist 7,500.00 1.5% i 11250 [ - T 112.50
13 ‘003 |D. Chambers - 3333 Coordinator §,500.00 1.5% i 127.50 | - T 127.50
14 ‘004 |F. Crane - 5432 Associate §,000.00 1.5% i 120.00 [ - T 120.00
15 '005 |L. Sternin - 7777 specialist 8,500.00 1.5% " 127.50 [ - T 127.50
16 '006 |N. Peterson - 1234 Assistant 7,500.00 1.5% " 112.50 [ - 112.50
17 007 |C. Tortelli - 8910 Developer 8,000.00 1.5% i 120.00 [ - T 120.00
12 008 |s. Malone - 1111 Director 20,000.00 1.5% 1.5% 300.00 [ 300.00 [ 600.00
15 009 |R. Howe - 4444 Manager 19,000.00 1.5% 1.5% 285.00 [ 285.00 [ 570.00
20 010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5% 225.00 [ 225.00 [ 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
262 TTT
Comments: Amount of
Check to
Kirkwood CC

R
H 4 F K

Ready |

Zd |
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p WITHHOLDING PAYMENTS

9o - i3y =T sample Withholding Worksheetxsx - Microsoft Excel

| =] -

g Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat = 0 = eH &3
Al - & 5 | 260E New Jobs Training Program Withholding Credit Worksheet =
I <] Al B | C D E | F | G | H | I -
1 | 260E New Jobs Training Program Withholding Credit Worksheet ||_'-
3 Please submit each-cantr;ct's withholding on s:eparate forms
4 Company Mame: Sample Company, LLC | Reporting Period Start Date |  aj1/2013 |
5 Kirkwood CC Project Number: M135AM
6 Contract/Certificate Number: E-2013-10-#### |_Reporting Period End Date | 6/30/2013 |
7  Number of 1.5% (NJC Only) Positions Allowed: 7
§ Number of 3.0% (NJC and 5IC) Positions Allowed: 3 | # of Employees r 10 I
pplemental Supplemental Total
Employee Mame [ 260E Credit Jobs Credit 260E Credit lobs Credit | Withholding
0| # Employee Mumber Position Title Gross Wages (MNIC) %6 (51C) % (MIC) S (si1c) § Tax Credits
11 001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 002 |E. Pantusso - 4567 specialist 7,500.00 1.5% f 112.50 [ - [ 112.50
13 '003 |D. Chambers - 3333 Coordinator §,500.00 1.5% i 127.50 | - T 127.50
14 004 |F. Crane - 5432 Associate §,000.00 1.5% i 120.00 [ - T 120.00
15 '005 |L. Sternin - 7777 specialist 8,500.00 1.5% i 127.50 | - 127.50
16 '006 |N. Peterson - 1234 Assistant 7,500.00 1.5% i 112.50 | - 112.50
17 007 |C. Tortelli - 8910 Developer 8,000.00 1.5% " 120.00 | - 120.00
18 008 |S. Malone - 1111 Director 20,000.00 1.5% 1.5%[ 300.00 [ 300.00 | 600.00
19 009 |R. Howe - 4444 Manager 19,000.00 1.5% 1.5%[ 285.00 [ 285.00 [ 570.00
20 010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5%[ 225.00 | 225.00 [ 450.00
261 Total: 110,000.00 1,650.00 210.00 2,460.00
262 TTT
263 Comments: Amount of
264 Check to
265 Kirkwood CC
266
267
W4 M| FORM STETNRIGIEF ©J []4] | >

Ready | J | = 100% (=} L] {+)




WITHHOLDING PAYMENTS

o~
H 4 F kK

Ready |

Wl

FORM STERITS RS ¥a

T A - as T sample Withholding Worksheet.xdsc - Microsoft Excel [ e S
g Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat = 9 = e 23
Al - I | 260E New Jobs Training Program Withholding Credit Worksheet =
| A B | C D E F | G | H | I -
1 | 260E New Jobs Training Program Withholding Credit Worksheet ||_'-
. Please submit each contract's withholding on se parate forms
4 Company Name: Sample Company, LLC | Reporting Period Start Date |  a/1/2013 |
5 Kirkwood CC Project Number: N1354AM
& Contract/Certificate Number: E-2013-10-#### |_Reporting Period End Date | 6/30/2013 |
7 Number of 1.5% (NJC Only) Positions Allowed: 7
§ Number of 3.0% (MJC and 5IC) Positions Allowed: 3 | # of Employees r 10 I
Supplemental Supplemental Total
Employee Mame [ 260E Credit Jobs Credit 260E Credit lobs Credit | Withholding
10 # Employee Number Position Title Gross Wages (NIC) % (5)C) % (Mic) (sJC) 5 Tax Credits
11 001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 002 |E. Pantusso - 4567 specialist 7,500.00 1.5% i 112.50 | - 112.50
12 003 |D. Chambers - 3333 Coordinator 8,500.00 1.5% i 127.50 | - r 127.50
14 004 |F. Crane - 5432 Associate 8,000.00 1.5% i 120.00 | - T 120.00
15 005 |L. Sternin - 7777 specialist 8,500.00 1.5% [ 127.50 [ - T 127.50
16 '006 |N. Peterson - 1234 Assistant 7,500.00 1.5% " 112.50 | - 112.50
17 007 |C. Tortelli - 8910 Developer 8,000.00 1.5% i 120.00 | - 120.00
18 008 |S. Malone - 1111 Director 20,000.00 1.5% 1.59[ 300.00 [ 300.00 | 600.00
19 '009 |R. Howe - 4444 Manager 19,000.00 1.5% 154 285.00 | 285.00 [ 570.00
20 '010 |W. Boyd - 2222 Manager 15,000.00 1.5% 154 225.00 | 225.00 [ 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
263 Comments: Amount of
Check to
Kirkwood CC

| [E3| D 100% (=}




N

WITHHOLDING PAYM ENTS

] Wi = sample Withholding Worksheet.xisx - Microsoft Excel

g Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat w= a = eH 23
a1 - I | 260E New Jobs Training Program Withholding Credit Worksheet =
| Al B C D E | F | G | H | I
1 | 260E New Jobs Training Program Withholding Credit Worksheet ||:-
. Please submit each contract’s withholding on separate forms
Company Name: Sample Company, LLC | Reporting Period Start Date |  aj1/2013 |

4
5 Kirkwood CC Project Number: N135AM

& Contract/Certificate Number: E-2013-10-8##H#
7

g

|_Reporting Period End Date | 6/30/2013 |

Mumber of 1.5% (NIC Only) Positions Allowed: 7
Mumber of 3.0% (NJC and 5IC) Positions Allowed: 3 I # of Employees r 10 |
Supplementa SUPTeITentar TOTaT
Employee Mame [ 260E Credit lobs Credit 260E Credit lobs Credit | Withholding
0| # Employee Number Position Title Gross Wages (NJC) % (51C) % (MIC) S (s1C) § Tax Credits
11 001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 ‘002 |E. Pantusso - 4567 specialist 7,500.00 1.5% i 112.50 [ - T 112.50
13 003 |D. Chambers - 3333 Coordinator 8,500.00 1.5% i 127.50 [ -0 127.50
14 ‘004 |F. Crane - 5432 Associate §,000.00 1.5% i 120.00 | -0 120.00
15 '005 |L. Sternin - 7777 specialist 8,500.00 1.5% i 12750 [ - 127.50
16 '006 |N. Peterson - 1234 Assistant 7,500.00 1.5% " 11250 [ - 112.50
17 ‘007 |C. Tortelli - 8910 Developer 8,000.00 1.5% i 120.00 [ - 120.00
18 008 |s. Malone - 1111 Director 20,000.00 1.5% 1.5%[ 300.00 [ 300.00 | 600.00
19 009 |R. Howe - 4444 Manager 19,000.00 1.5% 1.5%[ 285.00 [ 285.00 [ 570.00
20 ‘010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5%[ 225.00 [ 225.00 | 450.00
261 Total: 110,000.00 1,650.00 $10.00 2,460.00
262 TTT
263 Comments: Amount of
264 Check to
265 Kirkwood CC
266
267
B
44 » ¥ FORM STETNGIGIE ) 4] ! | >
Ready | "3 | | (65|00 [ 100% (=) L) (+)




ol

WITHHOLDING PAYMENTS

H ) - H __; |_-_m_$amplz"ﬂrthhnldmg Wurll:hutadsx Microsoft Excel =8 = |
Home Insert Page Layout Formulas Data Reviaw View Add-Ins Acrobat = 6 = EE 3
Al - I | 260E New Jobs Training Program Withholding Credit Worksheet e

| A |

| C

D

E

F

| G

1 | 260E MNew Jobs Training Program Withholding Credit Worksheet ||_'-
s Please submit each-contr;ct's. withholding on r.-ep-a rate forms
4 Company Mame: Sample Company, LLC l Reporting Period Start Date |  a/1/2013 |
5 Kirkwood CC Project Number: N135AM
6 Contract/Certificate Number: E-2013-10-##### |_Reporting Period End Date | 6/30/2013 |
7 Number of 1.5% (NJC Only) Positions Allowed: 7
§ Number of 3.0% (NJC and 5)C) Positions Allowed: 3 | # of Employees r 10 |
Supplemental Supplemental Total
Employee Name / 260E Credit lobs Credit 260E Credit lobs Credit | Withholding
10 # Employee Number Position Title Gross Wages (MNIC) % (5)C) % (MIC) S (s)C) 5 Tax Credits
11 001 |C. Clavin - 9876 Associate 8,000.00 1.5% 120.00 - 120.00
12 002 |E. Pantusso - 4567 specialist 7,500.00 1.5% i 112.50 | - [ 112.50
13 003 |D. Chambers - 3333 Coordinator 8,500.00 1.5% " 127.50 | - 127.50
14 004 |F. Crane - 5432 Associate 8,000.00 1.5% " 120.00 | - r 120.00
15 005 |L. Sternin - 7777 Specialist 8,500.00 1.5% f 127.50 [ - T 127.50
16 006 |N. Peterson - 1234 Assistant 7,500.00 1.5% " 112.50 | - 112.50
17 007 |C. Tortelli - 8910 Developer 8,000.00 1.5% i 120.00 | - 120.00
18 008 |S. Malone - 1111 Director 20,000.00 1.5% 1.5%[ 300.00 [ 300.00 | 600.00
19 009 |R. Howe - 4344 Manager 19,000.00 1.5% 1.5% 285.00 | 285.00 [ 570.00
20 010 |W. Boyd - 2222 Manager 15,000.00 1.5% 1.5% 225.00 | 225.00 [ 450.00
261 Total: 110,000.00 1,650.00 810.00 2,460.00
262 T™rT
263 Comments: Amount of
264 Check to
265 Feel free to make comments in this area to explain anything you think Kirkwood CC
= Would be beneficial for us to know.
PR [ £ 114 | [ *
Reagy | 73 | | [ 0 100% (=) ) (+




WITHHOLDING PAYMENTS

¢

e Submission of Documentation

* We prefer that documentation accompany checks when mailed,
that said, we will also accept documentation emailed to
NJTP@kirkwood.edu.

Kirkwood

COMMUNITY COLLEGE
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WITHHOLDING PAYMENTS

¢

* Once we receive your check, we will reconcile it to the
backup you provide, and then receipt the check.

e After you have paid this withholding to Kirkwood, your
company will need to report the withholding credit
amount to the lowa Department of Revenue via their E-
File & Pay System.

e Failure to submit the backup documentation in a timely
fashion will result in delays with the receipting process. In
other words, the checks will remained uncashed.

Kirkwood

COMMUNIT?Y fnl!}{}




WITHHOLDING PAYMENTS

Confirmation Information

Period: Jan 1 - Mar 31, 2013 Due Date: Apr 30, 2013

Confirmation Number: 2223000001

Confirmation Date and Time: 08082013 3:51:36 PM
User ID: 0004

1]

Pay Information

Tex Types Withholding Please remember to
P t Diste:  DRNDEI20ND .
a0 separate the NJC tax credit
Account Types Checkin .
o Aot Mgz and the SJC tax credit.

Routing Number: 123436789
Payment Amount: 1, 11600

Withholding - Quarterly Return Information

1 Total Tax Withheld this Quarter i L] 1000.00
2 Less Deposits 2 L1 0.00
| 3 Less Credits T 3| s 0.00
[ uﬂwmm I:ru-u cq‘uwm ] 0.00 I
[ mléq_n-: 1:;14:;“1“ ¥ 0.00 I
ACE - Asssisratsd Carssr Esucsbon Creat [ 0.00
Cortmonts: 124CATINIGE !
e Ev“%!u § 0.00
Total Credits L4 0.00
4 Balance Due 4| § 100000
5 Penslly 5| % 100.00 .
& Interest 6| s 1800 l O O
7 TOTAL AMOUNT DUE T § 1116.00 ¥ » N .
COMMUNITY COLLEGE




* This confirmation page MUST be

printed and submitted to
Kirkwood at least quarterly.

Kirkwood is required to reconcile
the information you submit via E-

File & Pay to the check and

documentation you sent to us.
This information is then reported
in the state’s 260E database.

For amended quarters, failure to

submit this information in a

timely matter will cause the state

to reject your refund claim.

WITHHOLDING PAYMENTS

Rlowa Deéartment of
Name: S
Account 1D: o 3-03-003101
Filing Perlod: 31-Dec-2021
Date: 23-Feb-2022
Confirmation Number: 0-000-507-699
With ummary = ended
Final Balances Tax Withheld $51,804.00
Deposlts/Ovarpayments $65,530.85
Tolal Credits $9,665.53
Refund Amount $23,302.48
Tax Liability 01-Oct-2021 to 31-0ct-2021 $24,677.00
07-MNow-2021 to 30-Mov-2021 $13,580.00
01-Dec-2021 to 31-Dec-2021 $13,837.00
Credit Information Total New Jobs Cradit $6,864.13
Total Supplamental Job Credit $2.811.40
Total Cradits $9,665.53
Refund Information
Refund Option
Bank Name
Acoount Number i
Amount $23,302.48
H i Confirmation Number: 0-000-507-689
Job Credits Details Date; 23-Feb-2022
Credit Type Certificate Number . Credit Amount
NJC 722021102037 $6,854.13
sJC 722021102037 $2,811.40
T $9,665,53

Kirkwood

COMMUNITY COLLEGE




TRAINING RECORD DATABASE

¢

* As required by the State, Kirkwood has
implemented a new training record database.

* The purpose of this database is to give employees a transferrable

document that highlights areas in which they’ve received training
through the 260E program.

* All companies who have executed an agreement since 2012 are
required to use this database. Google Chrome and Firefox are the
best browsers to use to access the database.

* http://kirkwood260e.abcv.com KlI’kWOOd

COMMUNITY COLLEGE



http://kirkwood260e.abcv.com/
http://kirkwood260e.abcv.com/

RAINING RECORD DATABASE

3.1.1  First-Time Log in
To get access to the tool, the program administrator will create an account for you. Once this is
complete, the system will send you an email with a link to the tool.

Welcome to KIRKWOOD 260E Training Fund Reimbursement Entry Inbox

DBR-QianMachine@kirkwood.edu 1:56 PM (2 hours ago)
fome - Change Password Link

Dear bsmith @—— Username
fWelcome to KIRKWOOD 260E Training Fund Reimbursement Entryl

Please change password for the first time login by this: http://ga.kickwood 60e aboy
com-80/ChangeP assword. aspx?u=hsmith&linkeode=Szhl zOEICL X 9065H]SqEhuchrd5f028act=a

Thank you,
System Administrator

* Due to the sensitive nature of data contained in this website, we
require that each user perform a two step verification when

logging in.

* Not only will you have enter your password, you will also receive

an email/text requiring a second verification step.
Kirkwood

COMMUNITY COLLEGE

e Both the user name AND password are case sensitive.




RAINING RECORD DATABASE

¢

* The first thing you will want to do is select which project you are working
on (this applies to companies with more than one 260E agreement).

KIRKWOOD Training Management System: Choose Funding Type \
260E v TEST COMPANY v

Set Default Employer Set Default Project

Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

* Upon entering the database, you will see it has your bond
information prepopulated in the dashboard.

* This gives you a live, current update on your available funds.

Beginning Balance: $1,000,000.00 Available balance: $500,000.00 Submitted total: $0.00
Budget for: Available for: Excess Not Reimbursed for: Approved total: $500,000.00
tCustomized Trainings: tCustomized Trainings: $500,000.00 t Customized Trainings: $0.00

$500,000.00 OJT. $0.00 OJT: $25,000.00

OJT: | £500,000.00

Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

¢

* The second thing you will want to do is add the employees currently
associated with the program.

* There are two ways to do this:
e Bulk upload

* Single entry

Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

¢

* Bulk upload requires using a file which includes an encryption tool.

 The reason why we use an encryption tool is due to the
sensitive nature of the information (ex social security numbers)
* If you already have a list of employees, this is an easy way
to copy and paste their information.

* This can be found under the “Employee List” link at the top of
the database.

f k _(‘.

© o

j
Structured On-the-Job (OJT) Training Customized Trainings System Reports ““

KIRKWNONN Trainina Mananaman t Quetam Ardmin- Fmnlnvasa | iet

COMMUNITY COLLEGE

Kirkwood Continuing Education & Training Services




vRAINING RECORD DATABASE

Il Imﬂlt / \ /
Step 1 Step 2 Step 3

&, Download Employee List Tempiate Import Encrypled File.  Choose File | No file chosen Upicad

Kll’kWOOd

ITY COL




A

EmployeelD
(exact value)

RAINING RECORD DATABASE

Once you open the Excel document, you must complete all of the columns
with asterisks.

You may also complete the other sections as well, if they apply to your
company.

B C D E F G H ! ] K
Pre-Empl
First Name* Last Name* SSN* Position Start Date  Original Title Current Title* Project Project Project (enterlorY forYes
(exact value) (exact value) (no dashes) (mm/dd/yyyy) (exact value) (exact value) (260E)  (260F) (WTED) blank for No)

Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

¢

 When you are done filling in the employee information, save the Excel spreadsheet on
your computer.

* Go back to the website and select Step 2 — Encrypt a file. @ Encrypt a file
* Locate the file on your computer and select open.

* This will save an encrypted version to your computer (typically in the
“downloads” folder). .

ErnployeeUpload
Template
(1)xls.enc

* Locate the encrypted file on your computer and upload it to the system. If done
correctly, you should see this:

@
1 record updated successfully. Kl rkWO Od

COMMUNITY COLLEGE




RAINING RECORD DATABASE

¢

Employee IC First Name or Last Name SSN Project Number Criginal Title

Current Title Position Start Date From Position Start Date To --Select Status-- v -- Select Funding Type - v

--Select Employee Type-- A /
+ Add New Employee

* You may also upload individual names one at a time by using
one of two forms:

* The first is under the Employees List link.

* The second is under both the OJT and Classroom Training

links when you are adding a training session.
Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

Training Sessions:

Itamized Costs:

Total: | 5U.00
--Select Cne-— v --Zelect Cnz-- v $0.00 Sawe
Employees:
=olcct employoe tfrom Emplovee st usng Employoc 1L, Fret Mame or Lest Kame - | ﬂ &= Ndd Employes For all project eligible emplujrees'? Mo =

Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

¢

* Now that we’ve added employees, we can start entering in
training activities.

* You will need to enter both OJT and customized training.

* The only training that you should enter through this database is
260E, NOT 260F or WTED.

Kirkwood

COMMUNITY COLLEGE




* On the Job Training (OJT

RAINING RECORD DATABASE

* You'll need the Budget Per Employee information, located on C-
2 form from the final agreement.

Job Description
Chief Executive Officer
Controller
Accountant
Dir. Software Engineering
Dir. Advanced Technology
Dir. Of Marketing
Scientist Intelligent Systems
Senior Hardware Engineer
Senior Software Engineer
Software Engineer

NAAPDAAPDPRH

Annual

Salary

52,494.00
21,667.00
13,324.00
20,003.00
21,667.00
20,003.00
19,991.00
22,006.00
22,006.00
15,995.00

Sample Company

Cc-2

Tentative Structured Job Training

Weekly
Salary
$1,009.50
416.67
256.22
384.67
416.67
384.67
384.44
423.20
423,20
307.60

LR R R R RN RN

50% of Weekly Number of New

PHAPARPRPNPY

Salary
504.75
208.33
128.11
192.33
208.33
192.33
192.22
211.60
211.60
153.80

TOTAL

Employees

e e e S Gy

[=]

Weeks of
Training

DLOOOO®
¥ AN Y

Budget Per
Total Employee
4,038.00 $ 4,038.00
1,875.0 $ 1,875.00

1,153.000 $ 1,153.00
1,731.00 $ 1,731.00
1,875.00 $ 1,875.00
1,731.000 $ 1,731.00
1,730.000 $ 1,730.00
2,116.000 $ 2,116.00
2,116.000 $ 2,116.00
1,638.000 $ 1,538.00
19,903.00]

Kirkwood

COMMUNITY

COLLEGE




RAINING RECORD DATABASE

L4

* On the Job Training (OJT)

e For each employee you'd like to claim reimbursement for, you'll
take that information to the Training Record Database.
* You will fill in the information required in each field.
 Skills Acquired (very general, i.e. “Onboarding”)
* Employees SSN
* First and Last Name
* Job Description/Title
* Budget Per Employee (from C-2 form)
* Gross Wages over certain time period (i.e. first quarter)

e Back-up Documentation
Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

* On the Job Training (OJT)

\ ,
Customized Trainings Employee List System Reports ““

KIRKWOOD Training Management System: Structured OJT Training

260E v TEST COMPANY v 321

[C] Set Default Employer

[C] Set Default Project
Employer Name: TEST COMPANY Project Code: 321

Base Headcount:
Start Date: 04/04/2016 End Date: 08/17/2026 Project Headcount™: 17 Lock

Anticipated Project Headcount: 19
Beginning Balance: $500,000.00

Budget for:

Available balance: $500,000.00

Submitted total: $3,070.00
Available for: Excess Not Reimbursed for: Approved total: $0.00
—*Customized Trainings

— Customized Trainings: $250,000.00
| $250,000.00

—s OJT. $250,000.00 ™ QJT: $0.00
OJT: | $250,000.00

[~ Customized Trainings: $0.00

2 Project Status Report | 31 Project Monitoring Report

Training Sessions: Status

Any ~

+ Add Session Rov.

Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

* On the Job Training (OJT)
* Add gross wage period

Employer Name: TEST COMPANY Project Code: 321 Base Headcount:
Start Date: 04/04/2016 End Date: 08/17/2026 Project Headcount™: 17 Lock: Anticipated Project Headcount: 19
Beginning Balance: $500,000.00 Available balance: $500,000 00 Submitted total- $3,070.00
Budget for: Available for: Excess Not Reimbursed for: Approved total: $0.00
—*Customized Trainings: [~ Customized Trainings: $250,000.00 [ customized Trainings: $0.00
L $250,000.00 L OJT: $250,000.00 Y 0T $0.00

OJT. | $250,000.00

4 Back
Session ID | Skills Acquired Submitted Total  Submitted Date  Approved status oncoing o < [0 B
Amount Training
1 $0.00 $0.00 Active [ ] |
Employees:
Select employee from Employee list using Employee ID, First Name or Last Name = m +Add New Employee
FirstName LastName Job SSN Budget Per Employee Gross Wages 50% Of Gross Wages Amount To Be Claimed  Balance s [
s s Description s - s s

Total: $0.00 $0.00 $0.00

Kirkwood

COMMUNITY COLLEGE




Beginning Balance: $500,000.00 Available balance: $500,000.00

Budget for: Available for:

Customized Trainings:

Customized Trainings: $250,000.00

* On the Job Training (OJT)

* You may add multiple employees

Excess Not Reimbursed for:

Submitted total: $0.00

Customized Trainings: $0.00

Approved total: $0.00

RAINING RECORD DATABASE

$250,000.00 OJT: $250,000.00 OJT $0.00
OJT: | $250,000.00
Session ID  Skills Acquired Submitted Total  Submitted Date  Approved Amount Status 3 B R x|
2 Onboarding $0.00 $0.00 Active
Employees:
Select employee Employee list usin e w m +Add New Employee
irstName  LastName Job SSN Budget Per Employee Gross Wages 50% Of Gross Wages  Amount To Be Claimed  Balance # [J
+ s Description “ 01/01/2019-04/01/2019 % s
Jay TES! dev 123456700 | $5,000.00 $10,000.00 $5.000.00 $5000.00 $0.00
Total: $5,000.00 $5,000.00 $0.00




* On the Job Training (OJT)

e enter “Budget Per Employee” from C-2 and gross wages

Beginning Balance: $500,000.00

Budget for:

— Customized Trainings:

Available balance: $500,000.00 Submitted total: $3,070.00

Available for: Excess Not Reimbursed for: Approved total: $0.00

— Customized Trainings: $250,00000 ™ cystomized Trainings: $0.00

RAINING RECORD DATABASE

L, $250,000.00 — OJT: $250,000.00 > oJT $0.00
QJT: | $250,000.00

#Back

Session ID  Skills Acquired Submitted Total = Submitted Date  Approved Status oncoing o -~ [ B
Amount Training
7 Onboarding $1,000.00 04/22/2021 $0.00 Submitted mn
Employees:
First Name Last Name Job SSN Budget Per Employee Gross Wages 50% Of Gross Wages Amount To Be Claimed  Balance$ ||
s s Description 3 03/01/2021-03/31/2021 % s
Stephanie Bredman Assembly 111222333 | $1.600.00 $2,000.00 $1,000.00 $1,000.00 $600.00
tal:  $1,600.00 $1,000.00 $600.00

Kirkwood

COMMUNITY

COLLEGE




* On the Job Training (OJT)

* Next upload documentation

RAINING RECORD DATABASE

Session ID  Skills Acquired Submitted Total Submitted Date Approved Amount Status > M E a
2 Onboarding $0.00 $0.00 Active
Employees:

Select employee from Er ee list using Employee D, First Namr ast Name = m +Add New Employee
First Name LastName Job SSN Budget Per Employee Gross Wages 50% Of Gross Wages  Amount To Be Claimed  Balance & a
¢ ¢ Description ¢ 01/0112019-04/01/2019 ¢ ¢
Jay TEst dev 123456700 | $5.000.00 $10,000.00 $5,000.00 $6.000.00 $0.00

Total: $5,000.00 $5,000.00 $0.00

Training Sessions:
Note: Approved Entries cannot be Updated/Deleted.

To Report Reimbursement Entries: Select the entries to be on the report

Attach copies of itemized receipts and invoices with proof of payment and label wi

credit card statement. To attach supporting documents, browse and attach here:

checking the Select checkbox to the right of the entry(s). Then click on the "Create Report” button.

@ Submit Session for Approval [2) Create Report

=+ Add Files

item number. Proof of payment can be the check number used to pay the inveice, a receipt, or a

Uploaded Date

Uploaded by

Attachment Filename

Do not Convert




RAINING RECORD DATABASE

* On the Job Training (OJT)

Finally, you will click the box under the green circle with the

2

[ J
white arrow and then click Submit Session for Approval.
Session ID  SKills Acquired Submitted Total Submitted Date Approved Amount Status > ™ D a
2 $0.00 $0.00 Active
Employees:

Select employee from Employee list using Employee ID, First Name or LastName ~ w m +Add New Employee
First Name LastName Job SSN Budget Per Employee Gross Wages 50% Of Gross Wages  Amount To Be Claimed  Balance s [T
: : Description : 01/01/2019-04/0112019 :

Jay TES! dev 123456700 | $5,000.00 $10,000.00 $5.000.00 $5.000.00 $0.00
Total: $5,000.00 $5,000.00 $0.00

Training Sessions:
Note: Approved Entries cannot be Updated/Deleted.

To Report Reimbursement Entries: Select the entries to be on the report by checking the Select checkbox to the right of th

credit card statement. To attach supporting documents, browse and attach here:

ntry(s). Then click on the "Create Report” button.

@ Submit Session for Approval [3 Create Report

Attach copies of itemized receipts and invoices with proof of payment and label with item number. Proof of payment can be the check number used to pay the invoice, a receipt, or a

=+ Add Files

Uploaded Date

Uploaded by

Attachment Filename

Do not Convert




RAINING RECORD DATABASE

* Customized Training
* The process for requesting customized is very similar to OJT.
The only difference being instead of including the employees
hourly wage, you will list an itemized list of expenses.

Structured On-the-Job (OJT) Training Employee List System Reports ““

KIRKWOQOD Training Management System: Customized Trainings

260E v TEST COMPANY v 321 v
[C] Set Default Employer (] Set Default Project
Employer Name: TEST COMPANY Project Code: 321 Base Headcount:
Start Date: 04/04/2016 End Date: 08/17/2026 Project Headcount™: 17 Lock: Anticipated Project Headcount: 19
Beginning Balance: $500,000.00 Available balance: $500,000.00 Submitted total: $3,070.00
Budget for: Available for Excess Mot Reimbursed for: Approved total: $0.00
—*Customized Trainings: — Customized Trainings: $250,000.00 ™ customized Trainings: $0.00
— $250.000.00 — OJT: $250,000.00 = OJT: $0.00

OJT:| $250,000.00

[2 Project Status Report [21Project Monitoring Report

Training Sessions: Status Any v 4 Add Session Row WOOd
COMMUNITY COLLEGE




RAINING RECORD DATABASE

¢

e Customized Training

Add Session

Training Provided*

Begin Date* End Date”

On-going Training OJ

Kirkwood

COMMUNITY COLLEGE




¢

e Customized Training
 |f all eligible 260E employees participated in the
training, you can include them by indicating yes

under the drop down menu “For all project eligible

employees?”

* Only use this option if employee list is up to date

Employees:

-

RAINING RECORD DATABASE

For all project eligible employees? No -

Employee ID %

First Name =

Last Name =

Original Title

Current Title 5 SSN

Pre
Date &

Kirkwood
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RAINING RECORD DATABASE

sts:
Item # Expense Category Vendor ~ ExpenseDescripion @ Amount = Documei nts m
Provided
..............
t eligibl as?
Employee ID %  First Name % Last Name % Original Title Position Stal Status m
Date 3

e Customized Training

* |f not all eligible 260E employees participated, you
can select individual employees like in the OJT

S Kirkwood

COMMUNITY COLLEGE




RAINING RECORD DATABASE

Training Provid ed ate Date Submitted proved Stat > M E n
Date ount Tra
________________________ $0.00 Activ
sts:
Item # Expense Category Vendor Expense Description = Amount = Documel nts m
Provided
Total: |$
............. ; m\
m + Add Employee eligibl ? No v
Name % Last Name % Original Title Current Title SSN Pre Empl Position Start  Status & m
Date &

e Customized Training

* Select category, enter vendor and amount
* Select “Flat Fee” under Expense Description

e Save each line item .
Kirkwood
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RAINING RECORD DATABASE

“_\\\k W “"-’0
g ": Kirkwood Continuing Education & Training Services
;”'r, i\b
>
Structured On-the-Job (OJT) Training Employee List Withholdings System Reports “m

* Troubleshooting
* There are several different ways you can receive help if you
are having issues:
* Refer to the manual
e Contact Tyler or Lauren
* Watch our YouTube video

Kirkwood

COMMUNITY COLLEGE



https://www.youtube.com/watch?v=wMi31rqF0gc
https://www.youtube.com/watch?v=wMi31rqF0gc
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BOND STATUS REPORTS

@ SAMPLE STATUS REPORT. pdf - Adobe Acrobat Pro

Fle Edit View Window Help ®
T Create - ‘ BE®6 Z ‘ [ SR Customize ~ ‘ IZ‘
/1 | o ‘ () (o = | & Tools | Sign | Comment

Kirkwood Community College 260E Hew Jobs Training Program
Bond Status Repornt
Bord Year 2010

KGO Project 1D NN | o 1.5% Positions

* On a quarterly basis, you will be provided

with an update on the status of your T Eem— |

. . Fiepayment Reapay ment Sahedule Withha dirg
Dus Dt Principal Intsrezt Racsivad Balsrce
/1211 - 239750 75,956.63 26,683.13
. 12412011 - 2,337.50 1631787 41,228.50
6/1/2012 20,000.00 2,337.50 885050 27:242.50
13/3/2012 - 213750 1669753 42,0252
- - 6/1/2013 15,000.00 2,137.50 1111180 36,376.82
124172013 - 1,862.50 1315400 47,5732
ou both how you are progressing with
124172014 - 180000 - 36,443 83
67172015 20,000.00 150000 - 14,643,863
1343/2015 - 15%.00 - 12,0282
. - 6/1/2015 15,000.00 157%.00 - (3,506.17)
124172016 - 1,362.50 - (4,968.67)
withholding payments, as well the status = D oE | =
) 12412017 - 1,037.50 - (27,268.67)
6/1/2018 15,000.00 1,037.50 - (43,306.17)
12/1/2018 - 766.25 - (44,072.42)
. 5/1/2013 20,000.00 766.25 - (54,838.57)
124172018 - 38750 - (55,226.17)
of what has been reimbursed to you, an A
) Total Te0,000.00 25,070.00 1034% 55
) . . . Expenditures to
Eaperce Category Budget Amount Date Amount Ramaining
. Gr-thelob Traming 59,505.57 5515275 S
Campany Instruction B
Callags Cantracted Training -
Training Waterials &5 uppliss 160642 44038 P
Canracted Training 1324256
Training Equipment 9,736.17
Training heisted Travel -
Iss uance Costs 480000 174138 3,08 61
Kirkwood 34,000.00 24,000.00 -
'§m 1,600.00 160000 -
[resere S omus So0000

[Tatar 160,000.00 147,305.83 1205211

 Let’s look at each section of the report...
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BOND STATUS REPORTS

File Edit View Window Help ®
Boae- | B H o 0ORPR | @02 b B m customize ~ | [
1 "1| LYW, |- '|' 831% | = | = [0 | ~ | KL Tools Sign Comment

Kirkwood Community College 260E New Jobs Training Program
Bond Status Report
Bond Year 2010

KCCProjed 1D: N #of L.5% Positions
Company Name: 0

state Contract #:  E-201 1 #of 3.0% Positions
Updated Through: 3/31/2014 AsOf: 4,7/ 2014 10

Kirkwood
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BOND STATUS REPORTS

ﬁi] SAMPLE STATUS REPCRT.pdf - Adobe Acrobat Pro

File Edit Yiew Window Help ®
@ Create ~ | @ D @ % E B © 2 (g @J @) = Customize - | e
171 | k| & | - '|' 831% | v | = o | v | I, Tools | Sign : Comment

[ P B A R [ t= LT IFR ¥ T Ll B I pRw) I

Bond Repayment Status

Repayment Repayment Schedule Withholding
Due Date Principal Interest Received Balance
61/ 2011 - 233750 28,986 63 26,649.13
12/1/2011 - 2337350 1691787 41,22350
&1/ 202 20,000,000 233750 525050 288250
1212012 - 213750 1669753 4240253
&L/ 203 15,000.00 213750 11,111. 80 36,376,853
12/1/2013 - 1,96250 13,164.00 4757833
&1/ 2004 15,000,000 128250 F L2800 35,243.53
12412014 - 180000 - 3644353
&'l 2005 A0.000.00 1 =00.00 - 14,843.53
12/1/2015 - 1,575.00 - 13,068.83
&1/ 2016 15,000.00 157500 - 1350817
1211/2018 - 136250 - 14,868.07)
&L/ T A0.000.00 136250 - [26,231.17)
12/1/2017 - 1,03750 - |27,268.67)
61/ 2013 15,000.00 1,03750 - [43,306.17)
12/1/2018 - == - (4407242
&'l A0.000.00 JEE S - (B4, 535.07)
1241/2018 - 38750 - [E5,226.17)
61/ 2020 20,000.00 38750 - [85,613.567)
Total 16000000 29,070.00 103456.33




E] SAMPLE STATUS REPCRT.pdf - Adcbe Acrobat P

File

Edit

View Window Help

BOND STATUS REPORTS

@Create* |@D@@@

8okl @

Customize - |

1]/1 | I I (mm) (o) | 831% |~ | =[5 ¥ | Ik Tools : Sign = Comment
i e i ~ = ToTTToTo = .I._u,u'a_,_..u”
Total 16000000 20070.00 103,456.33
Expendituresto
Expense Category Budget Amount Date Amount Remaining
Cn-the-Job Training 3391357 5918279 73078
Company [nstriction -
College Contracted Training -
Training Waterials & Supplies 440, 98
Contracted Training 61,65643 13,24256 820472
Training Equipment 3273817
Training Related Trave -
lssuance Costs 4, 500,00 1,741.39 305E61
Kirkwood Administration 24,000.00 24 00000 -
State Administration 160000 1,600.00 -
Rezerye BO0000 #,000,00 -
Total 160 ,000.00 14794%5.89 12,054.11

Notes:

m




TRAINING PLAN

260E Training Plan Form
Company Name Combined OJT & Training Funds
# Base Employees Amount OIT (max of 50%]
# Maw Positions Amount Customized Training
Company Contacts: KCC Stafi:
ranrpletinn ¥1tn
TRAINING ACTIVITY TRAMNING PROVIDER cosT KCC 5 CTIIRS | Monthy¥ear | Train NOTES
$0.00 $0.00 $0.00
S0.00 50.30 50.00
S0.00 50,00 50.00
S0.00 50,00 50.00
S0.00 50.00 50.00
£D.00 50.00 £0.00
£0.00 £0.00 £0.00
£0.00 £0.00 £0.00
£0.00 £0.00 £0.00
£0.00 5030 £0.00
$0.00 £0.00 50.00
$0.00 5000 $0.00
S0.00 5000 50.00
S0.00 £0.00 50.00
S0.00 50.00 50000
TOTALS | ooc | oas0 | coo |

Kirkwood
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¢

MONITOR VISITS

 We will be meeting with each of you at least once a year to
conduct an annual monitoring visit for the program. It’s

nothing too scary, just a chance to meet face-to-face and
review how things are going.

Kirkwood
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&

NEW JOBS TAX CREDIT

«  Employers who utilize the 260E program are eligible for an additional
tax credit.

* This tax credit is administered directly through the lowa Department of
Revenue, not the college.

« Employers must increase their overall headcount by 10% to be eligible.
* For FY25, the tax credit amount was $2,370/job.

*  Employers must complete and submit form 2021 |IA 133.

* If you have further questions, you can call 515-281-3114.

Kirkwood
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KIRKWOOD CORPORATE TRAINING

THE REGIONAL WORKFORCE COURSE FOR TECHNICAL AND
PROFESSIONAL DEVELOPMENT.

Needs analysis and customized approach:
* Industrial

* Change Management

* Health & Safety

* People Skills

e Team Building

* Transportation

* Computers

e Quality

e Leadership

COMMUNITY COLLEGE




¢

KIRKWOOD CORPORATE TRAINING WILL WORK WITH YOUR BUSINESS TO

Your first call for:

e Student connection through internships, job fairs

YOUR COMPLETE WORKFORCE
PARTNER

DISCOVER NEEDS AND OFFER LONG-TERM SOLUTIONS

260E intricacies

Pre-employment training
Customized consultation and training
Analysis and guidance to maximize funding sources

COMMUNITY COLLEGE



BUSINESS

-
[o]
DEPARTMENT OF

LABOR REPORTING
& CREDENTIALS

REGISTERED
APPRENTICESHIPS

3 Kirkwood
COMPENSATE 7 : i TRAINING/INSTRUCTION
GROWTH , v \x AVG 144 HOURS PER YEAR

Kirkwood
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KIRKWOOD’S ROLE: SPONSOR AND/OR RTI

 Employer sponsors the * Kirkwood sponsors the

registered registered
apprenticeship apprenticeship
e Kirkwood wants to * Any business can join
provide the related the program
training instruction (RTI): * No requirement for
— Credit courses — Number of apprentices*
— Non-Credit courses — How often they use the
— Corporate training program
— Contract training * Available when they
need it

Depending on the program and employer agreement*

Kirkwood
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REGISTERED APPRENTICESHIPS
ARE GOOD FOR EVERYONE!

Apprentices

Earn while learning with
support (mentor and KCC)

Gain additional credentials

Employers

Funding options may be
available

Way to provide additional

and training/opportunity to credentials and training

upskill

Show loyalty to employer

Compensation reflects
growth/progress

Debt-free experience

Gain commitment from
employees

Retention of employees

Reduces employee
turnover

Kirkwood

Funding options are
growing; more funding =
more apprentices

Workplace learning models
are proven and successful

Grow business partnerships
and open doors to other
Kirkwood services

Apprentices are students
who are enrolled in
learning
opportunities/classes

Administrative fees grow
support and management
of Registered
Apprenticeship programs

ANLLINVVUUNAL

Community

Positively contribute to
having highly trained
workforce

Fill workforce gaps

Build positive relationships
with area businesses

Good experiences for
apprentices and employers
are good for everyone

COMMUNITY

COLLEGE




. FREQUENTLY ASKED QUESTIONS

 What if one of our 260E covered employees leave?
 The program is tied to the position, not the person.

 What if | have to lay-off multiple people that are in the new
jobs?
* Contact Kirkwood, and we can discus if/how it will impact
the repayment of your obligation.

* When is our withholding payment due to Kirkwood?
 Payment is due 40 days after the end of each quarter

Kirkwood
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’ FREQUENTLY ASKED QUESTIONS

 Once we submit a reimbursement request, when should we expect
to receive a check
* You should receive payment within 2-3 weeks.
 What if my company continues to grow, can | do another final
agreement?
* Your next preliminary agreement is automatically created, and
is good for 2 years.
* What if a new job is promoted within the company?
* |f the old position was backfilled, you created a new job.
Continue to send withholding on the original position. The
new job may be added to a new final in the future.

Kirkwood
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’ FREQUENTLY ASKED QUESTIONS

 Once we submit a reimbursement request, when should we expect
to receive a check
* You should receive payment within 2-3 weeks.
 What if my company continues to grow, can | do another final
agreement?
* Your next preliminary agreement is automatically created, and
is good for 2 years.
* What if a new job is promoted within the company?
* |f the old position was backfilled, you created a new job.
Continue to send withholding on the original position. The
new job may be added to a new final in the future.

Kirkwood
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’ PROGRAM INFORMATION

In the meantime, please don’t hesitate to contact us with any
guestions or concerns you may have with the terms and
conditions of your agreement

Also, please contact us if any of the following situations come
up:
e Merger or sale of the company

* Sizable layoffs
 Turnaround in staff administering the 260E program

It’s always easier to work with you on the

front-end when these situations arise. Kjl‘kWOOd
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‘ NEXT STEPS

 We will send you electronic copies of all of the PowerPoint
slides, notes regarding what we discussed, and any handouts
from today. Please share them with anyone at your company
who works with 260E.

* Tyler will be contacting you to set up a time to go over your
company’s 260E training plan.
* Your training fund will not be available until after the
training fund has been submitted

* Lauren will be sending you your company’s withholding

documentation worksheet. KikaOOd
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CONTACT INFORMATION

Tyler McCarville — Senior Manager, Job Training Programs
Phone: 319-398-7782
Email: tylermccarville@kirkwood.edu

Lauren Wullner — Senior Accountant
Phone: 319-398-7637
Email: lauren.doty@kirkwood.edu

Brendyn Mussig — Grants Accountant
Phone: 319-398-7747
Email: brendyn.mussig@ kirkwood.edu

Barb Rawson — Program Manager
Phone: 319-398-2754
Email: barbara.rawson@kirkwood.edu

Chris Carr — Sales Manager
Phone: 319-560-1447
Email: Christopher.carr@kirkwood.edu

Cassie Mitvalsky — Program Manager, Apprenticeships
Phone: 319-398-1057
Email: cassie.mitvalsky@kirkwood.edu

Kirkwood
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THANK YOU
FOR
ATTENDING!

Kirkwood
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