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Welcome



Provide an overview of The End of Year Checklist 

Learn how the checklist is used, who would use it, and the benefits of using it 

Provide reminders of areas of importance within the checklist – to leave 

better informed

Guidance on who to contact for further assistance and 

clarification

Objectives



This Photo by Unknown Author is licensed under CC BY-SA

Please place questions in Chat and 

they will be answered at the end of 

the Webinar.  Thanks!

http://www.thebluediamondgallery.com/typewriter/q/questions.html
https://creativecommons.org/licenses/by-sa/3.0/


Prevent Missed 
Opportunities!

• TEAMS closes July 15th for data entry 
and/or changes for PY 23-24 data

• Cannot reopen locked data

• Missed deadlines mean missed 
opportunities for Enrollment, MSGs, 
Credentials, and Employment

No Exceptions!



What is the End of Year 
Checklist?

It is a tool used to assist programs with 
closeout procedures.

Can be modified to meet local program 
needs

Sent out Yearly (late Spring/early Summer)

It is not…
• Policy
• An “official” vetted TWC document
• Not all inclusive



COLUMN EXPLANATION



Areas Covered on the Checklist



General Section Reminders

STAFF

• Enter all Professional Development 
hours per staff.

• Place end dates for all staff as they 
occur or  no later than June 30, 2024; 
in staff profile

• Ensure TEAMS User Access account 
has been revoked for staff that are no 
longer employed.

• Annual DocuSign P-41c Agreement 
and Cyber Security submissions 
complete. Defer to TEAMS Tracker

PARTICIPANTS

• Ensure participant file data matches 
what is in TEAMS to include- sign in 
sheet hours, MSGs, Credentials, Tests, 
etc.

• Evaluate TEAMS data for potential 
funding source coding issues.

• Priority test eligible participants by 
June 30, 2024 – early testing requires 
justifications

• HSE Voucher must be distributed, in 
TEAMS, and utilized by June 30, 2024 
– current HSE Vouchers will expire 
6/30/24



Staff



# of Hours accrued

2020-2021



Add end date 

for staff not 

returning 

for the next PY





Important Staff 
Reminders

• All staff need end dates  as the occur or no later 
than 6/30/2024 on their employment details…

 *Grant Cycle is Ending

 *Helps Keep Data Clean in New Grant 
Cycle

 *There will be a reset for PY 24-25 for all staff

 

• Ensure all staff how required PD by 6/30/2024…

 *eliminates issues as staff move into New 
Grant Cycle like staff PD exemptions

 *TEAMS will not allow staff to be attached 
to classes if their required PD hours are 
not reflective in TEAMS



Participants



Employment 
Outcomes, 
Educational 

Outcomes and 
Career and 

Service Details



Important Participant 
Reminders

• HSE Vouchers must be utilized by June 30th , 2024

• Test Eligible Participant by June 30th, 2024 

 *Early testing must have justification(s) in 
participant’s file

• TEAMS data must match file data –all is due in 
TEAMS by July 15th , 2024 



General Section Reminders

CLASSES

• End dates must be place on all 
classes: as they occur or no later than 
June 30, 2024

• All IET classes are attached to the 
correct “Training Service” in TEAMS.

• Training hours are recorded in TEAMS 
for all participants in IET training 
classes in accordance with AEL Letter 
02-16, Change 1 guidance and PY 23-
24 Performance Guide

Training Services

• IETs have Training Services with the 
appropriate classes attached

• All IET participants are attached to 
Training Services

• IET Participant completions and 
withdrawal dates are place in Training 
Services



Classes and Training 
Services 



Check for

Training 

Services 

and 

Classes 

attached to 

Training 
Services



Check for

Training 

Services 

and 

Classes 

attached to 

Training 
Services



Check for 

Training Hours 

for IET 

Participants

Pull participant 

count & hours by 

Funding source, site, 

and class



Check for 

Training 

Hours for IET 

Participants

Pull POP Report



Training Services

are different from 

classes set up for 

training and 

capturing training 

hours.



Ensure Training 

Services are 

updated for those 

IET exiters

(Update as 

completed or 

withdrawn)



Ensure Training 

Services are 

updated for those 

IET exiters.

(Update as 

completed or 

withdrawn).



Ensure Training 

Services are 

updated for those 

IET participants

(Update as 

completed or 

withdrawn)



Item:

Training Services

IETs are most 
commonly 

“Occupational 

Training.”



Important Class 
Reminders

• All classes need end dates of =/< 6/30/2024

 **All classes will be rebuilt in PY 24-25

• IET participants need withdrawals or 
completions  shown in TEAMS

 **training hours as well as direct hours 
must be reflective

 **Training Services must be attached to all 
IET classes



General Section Reminders

VALIDATION AND DATA SIGN OFF

• Data Validation and Quarter 4 
plus Final Data Sign Off are due 
on July 15, 2024 (please ensure 
reports are completed and 
submitted)

• Utilize Non-Validated Classes 
Report to Verify

• All data will be locked after July 
15, 2024 (plan accordingly)

GRANT MANAGEMENT

• Expenditures must be submitted 
by Grant Lead by July 20, 2024

• Quarterly Narrative Report 6.12 
and Sub-Monitoring 6.7 Report 
is due by July 31, 2024

* Fiscal Call is schedule May 
9,2024 Biweekly Call (Save the 
Date-invite key staff)



Data Validation and Data Sign Off



Very Important Report!



Data Sign Off Report
To get to this report go to…

•  TEAMS> Reports> Admin> Data Sign 
Off.  

• Ensure that you pick the correct 
quarters as you will be completing both 
Quarter 4 and Final Data Sign Off. 

•  Click Get Report! 

• Complete Report Sections, and then 
click Save.  

* You may check to see if this report was 
submitted by going to Reports> Other> Data 
Sign Off>Select Quarter>Check 
Submitted>Run Report!



Grant Management



Grant Management Reminders

SAVE THE DATE: Fiscal Call– Thursday, May 9, 2024 @ 10:30 a.m.  
During Bi-Weekly Provider Call (No PD Credit.  Informational only).

In this session, the TWC Grant Management Team will provide updates and information for Grant Close 
Out and cover Expenditure related questions 

• Expenditures must be submitted by Grant Lead no later than July 20, 2024

• Final Narrative Report 6.21 is due by July 31, 2024



Quite a few areas to cover.

TEAM Effort “TEAM-work makes the Dream-work”

A good amount of the items on the list 

need to be completed buy July 15th.

Time Sensitive

Who has the experience or 

knowledge to get the tasks done?

Who on Your Staff Could Best Assist?

Who is the one person who has a 

reputation for following through and is 

good at delegating?

Who Will Be the Lead?

Some things to remember



• No Roll over of classes 
this PY! June 30th 

• End Dates on all Staff 
June 30th

• PD hours required by June 
30

• End of Year for data entry 
is July 15th 

• TEAMS will be locked 
after July 15th

• No Exceptions



C

NEED FURTHER ASSISTANCE?

Program Related Questions – 

AEL Technical Assistance

 AELTA@twc.texas.gov

Finance / Spending Related Questions – 

AEL Contracts

aelcontracts@twc.texas.gov

TEAMS Related Questions- TEAMS - 

Technical Assistance 
TEAMS.TechnicalAssistance@twc.texas.gov

PD Related Questions – PD/CPPDC  

Specialist

mailto:AELTA@twc.texas.gov
mailto:aelcontracts@twc.texas.gov
mailto:TEAMS.TechnicalAssistance@twc.texas.gov
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C

NEXT BI-WEEKLY CALL

MAY 9 , 2024



CTHANK YOU
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