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Reporting forms should be submitted in the following order:

· Multi-Company Training Summary Report - FORMERLY EXPENDITURE SUMMARY REPORT
· Company Profile 

· External Vendor/Materials Form

· Participating Employee Report
· Internal Training Wages Report

· Attendance sheet(s)/Sign-In Sheet(s)
· Company Survey(s)
· Trainee Retention Report

· Paid Invoices and/or Cancelled Checks

EXPENDITURE SUMMARY REPORT - REVISED
Please provide a summary of employees trained (new/revised) and company expenditures for each Quarter/Reporting Period.

TRAINING SUMMARY REPORT - FORMERLY EXPENDITURE SUMMARY REPORT
1. PLEASE COMPLILE PROGRAM EXPENDITURES BY COMPANY 

2. APPROVED TRAINING COURSES - List courses directly as indicated on Schedule B of your approved training grant application/grant agreement.

3. TOTAL # OF TRAINEES (NEW/USED) - Insert number of approved “NEW” trainees hired during the training program period. List approved “UPGRADED” trainees that were employed by company prior to the beginning of the training cycle. 

4. INTERNAL TRAINER WAGES - Internal trainer wages/fringes should only include approved wages/fringes at time of approved grant application/agreement. The hourly wage rate of the trainers should be calculated as an average wage rate of all internal trainers conducting the training. Total internal trainer costs are the total # of training hours times the average hourly rate of the internal trainer wage rate
5. EXTERNAL VENDOR/TUITION COSTS - External trainer cost must include both external trainer and/or tuition based costs. Total external trainer costs reflect the estimated total cost of the training, not to include materials, etc.  
6. TRAINING MATERIALS - Approved training material cost must include costs for manuals and other materials used to complete the training course. Proof of payment for training materials must be attached. Any item, which can depreciated in cost, such as the purchase of equipment will not be considered an allowable cost.
COMPANY PROFILE
 Must be signed by company official; please provide all requested information, incomplete profiles WILL NOT be processed.

1. ILLINOIS UNEMPLOYEMENT INSURANCE NUMBER – If companies need assistance locating their #, they can contact their accountant or the IDES Employer Service Hotline at 800-247-4984.

2. NAICS CODE – For companies who do not know their NAICS code, they can be looked up at the following web sites: http://www.census.gov/epcd/www/naics.html  or http://www.naics.com/search.htm   

PARTICIPATING EMPLOYEE REPORT
NEW/EXISTING  EMPLOYEES –  New refers to employees hired during the current grant cycle, July 1, 2010 through June 30, 2011.  Existing refers to those hired prior to July 1, 2010.
TRAINEE RETENTION REPORT 
In lieu of submitting participating employee SSN’s, a Trainee Retention Report MUST be submitted which details the employment status of all trainees at 90 days and 180 days following the completion (last day) of training.  The report shall be due no later than 190 days after the project ends.
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