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  Incumbent Worker Training (IWT) Process 
Revised [9/27/2018] 

 

Department: Business Solutions Team, Data and Planning 

 

1. Purpose: To standardize the Incumbent Worker Training Contract Development Process.  

 

2. Responsibilities:  

 

a. Business Solutions Representative (BSR): The BSR is responsible for: 

i. Working with a business to develop a training plan that is comprehensive,  

ii. Submitting IWT proposal packet to the Planner,  

iii. Working with the business to have necessary forms signed,  

iv. Providing a midway monitoring (if training is longer than 30 days),  

v. Providing reimbursement paperwork when training is complete,  

vi. Completing follow-up for 4 quarters, and  

vii. Maintaining contact with the business to ensure the training is successful.  

 

b. Planner: The Planner is responsible for: 

i. Reviewing the IWT proposal packet that is submitted by the BSR to ensure the training 

meets requirements, 

ii. Signing the IWT proposal packet, 

iii. Submitting the IWT proposal packet to the President with any recommendations,  

iv. Adding follow-up dates to the training plan,  

v. Entering data into ASSET and ACCESS, 

vi. Developing reimbursement forms and providing them to the Accounting Assistant for 

payment,  

vii. Using supplemental data for follow-up (as needed), and 

viii. Tracking the IWT for funding report purposes. 

 

c. President: The President is responsible for: 

i. Determining the appropriate funding source, and 

ii. Signing the IWT proposal packet, contract, and reimbursement form. 

 

3. Process:  

a. Once a business is interested in offering IWT, the BSR will work to complete the IWT 

proposal and gather required documents.  

b. Once all paperwork is completed, the IWT proposal packet will be submitted to the Planner for 

review and approval. The Planner will provide the IWT proposal packet to the President for 

final review and approval.  

c. Once the President has approved the IWT, the IWT proposal packet will be submitted to the 

Planner to develop the contract.  

d. Once the IWT contract is developed, the President will sign the cover sheet. 

e. The Planner will send the contract to the BSR.  
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f. The contract will be signed by the business. 

g. All signed forms will be submitted to the Planner and kept in a central file.  

h. The BSR will be responsible for contacting the employer on the start date to confirm the 

training will start and the employees listed in the proposal will be attending the training.  

i. Upon confirmation of the training information, the Business Solutions Representative will be 

responsible for contacting the Planner within one (1) business day with confirmation of who 

will be attending the training. 

j. Once the IWT is complete, the BSR will be responsible for collecting required documents and 

submitting the reimbursement paperwork to the Planner for review and signature. The Planner 

will give the reimbursement packet and reimbursement form to the President for final approval 

and signature.  

k. Once signed, the Planner will submit paperwork to the Accounting Assistant for payment.  

l. Follow-up will need to be conducted by the BSR in the 1st, 2nd, 3rd, and 4th Quarter after Exit 

Quarter and will be responsible for reporting this information to the Planner.  

 

4. Additional Resources 

a. See T-07: Incumbent Worker Training and T-02: Board Approved Training Lists 

 

5.  Back-up 

a. Each BSR and CP is responsible to communicate and provide the details of his/her back-up 

with everyone. 

b. For review and signature, the back-up for: 

i. The Planner is the Executive Assistant/ HR Coordinator. 

ii. The President is the Planner. 

c. If the Planner is out of the office, the IWT proposal packet will go to the IT Manager who will 

develop the contract. 

 


