Attachment 1

Instructions for Payment Advice Form

A separate check or warrant is required for each debt collection settlement. Complete the
Payment Advice Form to provide repayment details. Use the example table below as a guide. If
you are submitting repayment for multiple projects or grants, add additional tables.

Contact Information Section

Provide the names and contact details of two knowledgeable individuals who can answer
guestions about the repayment:
1. Contact Name — Enter the full name of the contact person

e Example: “John Smith”
2. Contact Title — Enter the contact’s job title
e Example: "Fiscal Analyst"
3. Phone Number — Enter the direct phone number for the contact
e Example: “916-555-5555"
4. Email Address — Enter the contact’s email address
e Example: “John.Smith@WIOA.com”

Repayment Information Section

Provide detailed information about the repayment to ensure accurate processing.
1. Subgrantee Name — Enter the subgrantee name

e Example: "XYZ Workforce Board"
2. Total Amount of Repayment — Enter the total amount being repaid
e Example: "$15,000"
3. Check/Warrant Number — Enter the warrant or check number
e Example: "56789"
4. Check/Warrant Date — Enter the date of the warrant or check
e Example: "10/11/22"

Project/Grant Details

Provide detailed information for each project or grant included in the repayment. Ensure all
fields are completed accurately to facilitate proper allocation and reconciliation:
1. Amount Repaid to Project: Enter the repayment amount for this project

e Example: "$5,000"

2. Year of Allocation — Enter the funding year
e Example: "2021-22"

3. Sub Grant Number — Enter the sub-grant number
e Example: "BB110222"

4. Project Name — Enter the project name
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e Example: "WIOA Adult"
Grant Code — Enter the grant code
e Example: "111"
EDD Compliance Review Office (CRO) Case Number (as applicable) — Use the appropriate
format based on the case type
e 20XX-CA-000: Incident Report
e 20XX-SA-000: Single Audit Report Case
e 20XX-CR-000: Referral Case
Reason for Repayment
e Example: “Overpayment due to miscalculated 2023 program expenses identified
in financial review.”
Name(s) of EDD Contact(s) — provide the EDD staff who are aware of the repayment
e Example: “Bob Doe, Analyst, Compliance Resolution Unit”

Repeat for additional projects/grants as needed.

Direct questions about completing the form or submitting payment to:
PACBCROIncidentReports@edd.ca.gov

Submit the completed form and payment by mail to:

Employment Development Department

Fiscal Programs Division

ATTN: MIC 70, Administration and Grants Unit
PO Box 826217

Sacramento, CA 94230-6217

Page 2 of 3


mailto:PACBCROIncidentReports@edd.ca.gov

Example — Do Not Submit

Note — This page is for instructional purposes only. Do not include this page when submitting
your Payment Advice form and remittance to EDD.

Example Table for Completing Payment Advice Form

Contact Information (List Two Contacts)

Contact Name Contact Title

Phone Number | Email Address

John Smith Fiscal Analyst

916-555-5555 | John.Smith@WIOA.com

Jane Doe

Program Manger

279-555-5555 | Jane.Doe@WIOA.com

Repayment Information

Subgrantee Name: XYZ Workforce Board

Total Amount of Repayment: $15,000

Check/Warrant number: 56789

Check/Warrant date: 10/11/22
Project/Grant 1

Amount Repaid to Project: $5,000

Year of Allocation: 2021-22

Sub Grant Number: BB110222

Project Name: WIOA Adult

Grant Code: 111

EDD CRO Case Number (as applicable)

20XX-CA-000

Reason for Repayment

Overpayment due to miscalculated 2023 program
expenses identified in financial review.

Name(s) of EDD Contact(s)

Bob Doe, Analyst, Compliance Resolution Unit

Project/Grant 2
Amount Repaid to Project: $10,000
Year of Allocation: 2019-20
Sub Grant Number: CC220033
Project Name: WIOA Youth
Grant Code: 222
EDD CRO Case Number (as applicable) | 20XX-SA-000

Reason for Repayment

Single Audit finding, WIOA funds used for
unallowable administrative expenses, which
exceeded the 10% cap.

Name(s) of EDD Contact(s)

Sally Field, Attorney, Legal
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