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One Stop System 
Memorandum of Understanding 

  
This template outlines required elements for the Memorandum of Understanding between the LWIB and local 
partners – sections I – XII should be included in every MOU. Italics are used to indicate what local partners 
should address in the MOU (general instruction).  Regular font is language that the Department is 
recommending partners use to expedite review and approval of the MOU.  
  

I. Parties to the MOU 
A.    The ___________ Workforce Investment Board, the Chief Elected Officials and the following Partners 

agree to operate the local One-Stop System as outlined in this MOU. This Agreement does not limit 
the services to be contracted with service providers or the addition of other partners as deemed 
appropriate. 

B.    Identify the agency name and address (principal place of business) of the partners as well as the 
Federal, State or local programs they are representing in this agreement. The WIB name and address 
should also be listed, since the WIB is a required signatory to the Agreement. 

 
II. Duration of Agreement 

This agreement shall be in effect from_________ and shall remain in effect until all partners to this 
Agreement execute a written modification.  This agreement will be reviewed not less than once 
every 3 years from the effective date to ensure appropriate funding and delivery of services. 

 
III. One-Stop System Overview 

A. Any mission statement, general purpose statement and/or operating principles that partners have 
collectively agreed to pursue on behalf of the local workforce investment system should be included in 
this section as appropriate. 

B. The local system should be described with the centers, affiliates and electronic access points identified.  
A written list of sites by address with center directors identified should be included as an attachment to 
the MOU.  Partners’ presence at each site should be detailed (Label Attachment 1). 
 

IV. Performance Requirements and Goals 
A. All Partners agree to: 

• Submit required performance data and financial information on a prescribed reporting 
schedule. 

• Submit required data in a compatible electronic format. 

• Work toward the achievement of common performance goals and measures that will be in 
alignment with the stated goals of the workforce investment system.    

B. Include any local performance requirements and goals that the LWIB and partners agree are 
essential to the local workforce system. 

 

V. Services to be offered Through the One-Stop System   
 

A. Services Matrix 

The Services Matrix (Attachment 2) should be used to highlight the services that each One-Stop 
Partner will provide. It includes the core, intensive, training and youth services identified in WIA 
plus additional services. Additional partners may be added and service listings can be tailored to 
best meet the needs of the LWIA.  A locally developed matrix can be used at the partners’ discretion 
(Label Attachment 2).  
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B. Coordination of Services 

Describe how these services are coordinated and delivered through your system. 

C. Accessibility 
 
Describe the methods used to ensure the needs of workers and youth, and individuals with barriers to 
employment, including individuals with disabilities, are addressed in the provision of necessary and 
appropriate access to services, including access to technology and material made available through 
the one-stop delivery system. 

 VI.  Referral Arrangements 

A. Referral Process 

All partners agree to: 

• Participate in a common customer referral system.  Customer information collected by 
a Partner agency will be shared with other P artners as necessary.  Partners agree to 
communicate regarding the status of inter-agency referrals. 

•  Offer customers information on how they can apply for a Partner's services or 
arrange an appointment for the customer. 

• Cross train front line staff with regard to Partner programs and services. 

• Modify/improve process as needed. 

 
B. Participation in the NYS Job Bank/JOBCentral 

 
All One-Stop Partners agree to participate, to the extent possible, in the New York State Job Bank 
by entering job orders and job seeker registrations in the system with the goal of helping 
businesses and job seekers meet their employment goals. 

 VII.  Confidentiality of Information  

Appropriate confidentiality parameters will be honored.  Client information will be shared 
solely for the purpose of enrollment, referral or provision of services.  In carrying out their 
respective responsibilities, each P a rt n e r  shall respect and abide by the confidentiality 
policy of the other Partners. 

 
 VIII.       Resource Sharing Agreement 

See Workforce Development System Technical Advisory #00-1.1, Guidelines for Cost Allocation and 
Resource Sharing in the One-Stop Systems for guidance on developing Resource Sharing 
Agreements. 

Partners may attach current lease or permit agreements to demonstrate the negotiation of shared 
infrastructure costs.  

(Label the RSA Attachment 3). 

 

 IX.  Dispute Resolutions 

The parties hereto shall first attempt to resolve all disputes informally at the lowest level starting 
with the site supervisor and staff. If dispute resolution is not accomplished informally, any party 
may call a meeting of the parties to formally discuss and resolve all disputes. Should the parties 
fail to resolve the dispute, the dispute shall be referred to the Chair of the Board, who shall place 

http://labor.ny.gov/workforcenypartners/ta/ta-00-1-1.pdf
http://labor.ny.gov/workforcenypartners/ta/ta-00-1-1.pdf
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the dispute upon the agenda of a regular or special meeting of the Board’s Executive Committee. 
The Executive Committee shall mediate the dispute. 

 X.  Severability 

If any part of this MOU is found to be null and void or is otherwise stricken, the rest of this MOU 
shall remain in force. 

 
 XI.  Modification/Termination 

This MOU and attachments constitute the entire Agreement between the parties hereto.  This 
MOU may be modified, revised, or altered only by a written, signed and dated agreement 
between the affected parties.  Submission of a revised MOU does not necessarily require a 
modification to the local p lan or the cost allocation/resource sharing agreement. 

 
 XII.  Signatures 

Signature pages will be attached with appropriate signatures of Partners and the Chair of 
the WIB.  The individuals signing for Partners have the authority to commit to the terms of 
this MOU.  NYSDOL signature must be by the Commissioner or Executive Deputy 
Commissioner.
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ATTACHMENT 2:  SERVICE MATRICES BY FUNDING STREAM 
 

 

SERVICES MATRIX 
Required Programs 

 
 
 
 
 

W
IA Adult/DW

 
 

W
IA Youth 

TAA 

W
agner-Peyser 

 U
I  

Rehab Act 

C. Perkins Post 
Secondary  

 

Adult Ed &
 

Literacy 

 
Vets E&

T 

CSBG E&
T 

Title V 
SCSEP 

HU
D E&

T 

    

Core Services 
Eligibility Determination                
Outreach 
Intake  
Orientation 

               

Initial Assessment Skills, Aptitude Ability                
Job Search/ Placement Assistance                
Labor Market Information                
Performance & Cost Info on Training 
Providers 

               

One-Stop Performance Information                
Information/Referral to Support Svcs.                
Supportive Services assessment                
Information on Filing UI Claims                
Assistance in Establishing Financial Aid                
Follow up Services                 
Job Match & Refer                
Hiring Incentives                
Rapid Response                
                
                

Intensive Services 
Comprehensive Specialized Assessment                
Development of IEP                
Group Counseling                
Individual Counseling/Career Planning                
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Required Programs 
 
 
 
 
 

W
IA Adult/DW

 
 

W
IA Youth 

TAA 

W
agner-Peyser 

 U
I  

Rehab Act 

C. Perkins Post 
Secondary  

 

Adult Ed &
 

Literacy 

 
Vets E&

T 

CSBG E&
T 

Title V 
SCSEP 

HU
D E&

T 

    

Case Management for Training 
Participants 

               

Pre-vocational Services-learning skills, job 
seeking skills 

               

Comprehensive Specialized Assessment                
Development of IEP                
Group Counseling                
Individual Counseling/Career Planning                
Case Management for Training 
Participants 

               

                
                
                
                

Training Services 
On-The-Job Training                
Occupational Skills Training                
Workplace Training & Cooperative Education                
Skill Upgrading & Retraining                
Entrepreneurial training                
Job Readiness Training                
Adult Education  & Literacy                
Customized Training                
                
                
                
                

Youth Services 
Intake                
Objective Assessment                 
ISS                
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Required Programs 
 
 
 
 
 

W
IA Adult/DW

 
 

W
IA Youth 

TAA 

W
agner-Peyser 

 U
I  

Rehab Act 

C. Perkins Post 
Secondary  

 

Adult Ed &
 

Literacy 

 
Vets E&

T 

CSBG E&
T 

Title V 
SCSEP 

HU
D E&

T 

    

Tutoring, study skills, and dropout prevention 
 strategies 

               

Alternative secondary school offerings                 
 Summer employment opportunities linked  
to academic and occupational learning  

               

Paid and unpaid work experience                 
Occupational skill training                 
 Leadership development                 
 Supportive services                 
Adult mentoring for at least 12 months                 
Comprehensive guidance and counseling                 
Follow-up activities for no less than 12 
 months after completion of participation  

               

                
                
                
                
                

Business Services 
Job Order Development                
Job Skills Screening                
On-Site Recruitment                
Customized Recruitment                
Job  Match and Refer                
Career Fair Participation                
JOBCentral Training Session                
Comprehensive Skills Gap Analysis                
OJT Application                 
OJT Follow-up                
Tax Credit Certification                
Assistance Writing Job Descriptions                
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Required Programs 
 
 
 
 
 

W
IA Adult/DW

 
 

W
IA Youth 

TAA 

W
agner-Peyser 

 U
I  

Rehab Act 

C. Perkins Post 
Secondary  

 

Adult Ed &
 

Literacy 

 
Vets E&

T 

CSBG E&
T 

Title V 
SCSEP 

HU
D E&

T 

    

Employer Handbook Development                
Job Analysis                
Layoff Aversion                
Rapid Response                
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