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Instructions for Completing and Submitting the Planning Period Checklist
This checklist assists new Reentry Employment Opportunities (REO) grantees to confirm key planning-period activities are in place such as securing staff, office space, equipment, partnerships, and training to prepare for enrollment and program implementation.
Attach the completed checklist as an “additional” supplemental document (in Word or PDF format) when certifying the Quarterly Narrative Report (ETA-9179) in the Workforce Integrated Performance System (WIPS). 
The supplement is mandatory for all new REO grantees for the first two reporting quarters of the grant. This supplement does not take place of certifying the QNR in WIPS following the instructions outlined in this resource. 
How to Complete: 
· Complete the checklist for planning activities conducted during the reporting period.
· Review each item and select Yes, No, or N/A.
· For every item marked No, provide a brief explanation and planned next steps or target completion date in the Brief Description Column.
· For items that do not apply to your grant, select N/A.
· Do not leave any items blank.
Step I: Main Grant Recipient Information

	#
	Main Grant-Planning Period Activities 
	Yes
	No
	N/A
	Brief Description

	1
	Program office space is secure.  
	☐	☐	☐	

	2
	All required program equipment is installed and operational.
	☐	☐	☐	

	3
	Partnership agreements are in place with all mandatory partners (e.g., violence prevention, the justice system, and employers) and include a documented service delivery plan.
	☐	☐	☐	

	4
	The Project Director and all required staff are hired and onboarded? 
	☐	☐	☐	

	5
	All required staff and partner trainings have been completed and documented.
	☐	☐	☐	

	6
	All staff who provide pre-release services have official clearance to enter correctional facilities.
	☐	☐	☐	

	7
	Staff responsible for data entry and reporting are trained and have access to WIPS and REO-GPMS.
	☐	☐	☐	

	8
	Written Policies and Procedures are finalized and include:
· Participant enrollment policy
· Needs-related payments policy with eligibility criteria
· Participant incentives policy with eligibility criteria
· Procedures for Mentorship and Leadership Development services
· Procedures to ensure participants have access to paid work experiences
	☐	☐	☐	

	10
	If applicable, a documented process is in place to collect, validate, and report program data from sub-grantees and/or partners. Provide a brief description.

	☐	☐	☐	

	11
	The program is prepared to begin participant enrollment by the start of the implementation period.
	☐	☐	☐	

	12
	If applicable, my grant and sub-grantees have plans to provide services virtually.
	
	
	
	



Step II: Sub-Grant (s) Information 
Complete this section only if your grant has sub-grants to document progress during the planning period.
	#
	Sub-Grant Planning Period Activities
	Yes
	No
	N/A
	Brief Description

	1
	MOUs with all sub-grantees are finalized and signed. If any are pending, list them in the Brief Description. 
	☐	☐	☐	

	2
	All sub-grantees have program office space secured.
	☐	☐	☐	

	3
	All sub-grantees have program training space secured. 
	☐	☐	☐	

	4
	All sub-grantees have required program equipment in place and operational.
	☐	☐	☐	

	5
	All sub-grantees have key staff hired and onboarded.
	☐	☐	☐	

	6
	All sub-grantees have executed partnerships with employers or employer associations.
	☐	☐	☐	

	7
	For sub-grantees providing pre-release services, all relevant staff have official clearance to enter correctional facilities.
	☐	☐	☐	

	8
	Partner trainings for sub-grantees are completed and documented.
	☐	☐	☐	

	9
	All sub-grantees have established local supportive service partnerships.
	☐	☐	☐	



Step III: Reminders
· Certify the QNR in WIPS and with the Planning Period Supplement in accordance with the QNR Procedures.
· If no participants have been enrolled, select “No participants have been served grant to date” on the WIPS QNR entry screen. This indicates in WIPS that a Quarterly Performance Report (QPR) will not be generated for that reporting quarter.
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