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December 3, 2012 
 
 
 
Ms. Karen Pfeil 
Local Program Liaison  
Bureau of Workforce Training 
Wisconsin Department of Workforce Development  
PO Box 7972 
Madison, WI  53707-7972 
 
Dear Ms. Pfiel: 
 
This letter is the Southwest Wisconsin Workforce Development Board’s (SWWDB) official response to the 
monitoring report recommendations dated November 8, 2012.   We believe the report is factual and there 
are no concerns related to the accuracy of the report.  We thank you and Mary for your assistance and 
consideration during the monitoring visit. 
 
We will respond to the one observation highlighted for response.  Although we are not specifically address 
the other observations, we do take those recommendations seriously and view them as important to our 
ongoing activities to improve case management and file documentation.  We have reviewed the files and 
discussed the observations with the assigned case manager.  We also used the report during the most recent 
program operators’ meeting to help case managers develop a better understanding of their file management 
and documentation responsibilities. 
 
The one observation requiring a response is: 
 
On-the-Job Training Program – Observation #5: 
The OJT Training Plan for a participant (PIN 692637) contained a “specific skill to be taught” of “General 
Duties” for 440 hours (11 weeks), and a description of these general duties was not provided. Thus, it would 
be impossible to determine whether the skills were learned. In addition, general duties might be considered 
normal training that an employer would provide to all new employees, which is not an allowable 
reimbursement to the employer. 
 
On November 20, 2012, SWWDB provided training to program operators regarding allowable “skills to be 
taught” as they pertain OJT training plans.  Rhonda Suda explained that “general duties” are normally 
associated with tasks and responsibilities assigned to all employees.  Examples given included maintaining 
accurate time/attendance records and keeping work area clean.  Such duties should not be a part of an OJT 
contract.  Only training for specific job/position related duties can be included.  To prevent future confusion, 
SWWDB will modify its contract template to list “Other Specific Job Related Skills/Tasks” not “General 
Duties”. 
 
Regarding client 692634, SWWDB would like to point out that a description of “General Duties” was 
provided; however, due to a page break, the list was separated from the title.  The person, who facilitated 
this contract, verified that the duties listed encompassed the entire job description and included skills and 
tasks already learned by the client.  These skills and tasks are indicated by a [3] Experienced or [4] Mastery. 
Future contracts will only list the actual job specific training needs. 
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I have attached the contract in question for you review.  Please note that the title for “General Duties” is 
shown on page 9 while the actual listing of those duties is found on page 10.    Based on the explanation 
provided above, SWWDB does not intend to modify this contract but will make the changes noted to 
prevent the problem from reoccurring in the future. 
 
As always, thank you for your assistance and guidance.  The knowledge and expertise you provide are a 
great asset to SWWDB and its operations.  While we are excited to be working with Mary Foy as our new 
Local Program Liaison, your assistance and guiding influence will be missed. 
 
Sincerely, 
 
 
Robert T. Borremans, Ed.D. 
Chief Executive Officer 
 
cc: Scott Stocker, SWWDB Chairperson 
  Art Carter, CLEO 
  Mary Foy 

 


