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WIOA Youth Incentive Process 

References: 

• Employ Milwaukee Policy: WIOA Policy 17-03, Change 1, including Attachment A 

https://www.employmilwaukee.org/Employ-MKE/Service-Providers/17.03Change1YouthIncentivePolicyEff08.25.22.pdf 

• WIOA Title 1-A & 1-B Policy & Procedure Manual Chapter 10.6, https://dwd.wisconsin.gov/wioa/policy/10/10.6.htm 

• WIOA Youth Incentive Checklist (To be completed prior to submitting to EMI for approval) 

https://www.employmilwaukee.org/Employ-MKE/Service-Providers/YouthIncentiveChecklist02.01.24.pdf 

 

 

 

 

 

 

Process: 

1. Read the documents referenced above. 

2. Answer the following question: Has the program element already began? If yes, do not proceed as the incentive will not be 

allowable. If no, proceed with the steps below.  

3. On Attachment A of EMI’s Youth Incentive Policy, identify the: 

a. Type of Milestone 

b. If there are any conditions 

c. The associated service  

d. Documentation Requirements 

e. The Incentive Payment 

Document the Need for the incentive and justify issuance of the award in the participant’s ISS and in ASSET Customer 

Notes.  Required ASSET Entries:  

The Participant’s Individual Service Strategy (ISS) MUST identify the work experience, education, or training that the 

participant plans to undertake and the corresponding incentive award. This means to include the incentive when the 

program element is identified and added to the ISS. (The incentive must not be added to the ISS after the corresponding 

program element has started). 

 

 

https://www.employmilwaukee.org/Employ-MKE/Service-Providers/17.03Change1YouthIncentivePolicyEff08.25.22.pdf
https://dwd.wisconsin.gov/wioa/policy/10/10.6.htm
https://www.employmilwaukee.org/Employ-MKE/Service-Providers/YouthIncentiveChecklist02.01.24.pdf
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The Incentive milestone must be identified on the ISS (MUST BE COMPLETED PRIOR TO START OF PROGRAM ELEMENT, 

preferably at time of the initial ISS development so the incentives are on the ISS, signed by the participant). 

 

Incentives must be identified in the following areas (overview): 

1. Youth Skill Attainments and Youth services: Education, training, or  

work experience (if applicable)  

2. Customer Notes 

3. Incentive service: Planned Service Open/Close Date 

 

Details: 

1. Youth Skill Attainment Goal and Youth Services: Education, Training, or Work Experience (if applicable) Comments 

Section. Once the Associated Service (if applicable), any conditions, documentation, and the incentive payment are 

identified, they need to be added to the Youth Skill Attainment and Services section. The details of the incentive need to 

be entered in the comments section.  
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2. Enter Case Notes in ASSET: 

 

 

 

 

 

 

 

3. You must have the Incentive service entered in ASSET Services with Planned Service Open and Close Dates. 
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Required ETO Entries once milestone is achieved:  

1. Complete Incentive Touchpoint in ETO. 
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2. Complete Submit Voucher Touchpoint in ETO
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3. Submit Voucher Touchpoint Fields 

a. Payment Method = 100% Cost Reimbursement 

b. Voucher Effective From/Through Dates = Date Incentive was earned 

c. Pay to = Participant 

d. Fund Type = Incentive 

e. In the Notes field, add the type of incentive earned. 

View Vouchers to see total:  
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4. Complete Youth Incentive Checklist Form. 

 

5. Voucher Packet includes printed voucher, completed Youth Incentive Checklist Form, Proof of Incentive earned, 

signed ISS showing incentive was identified prior to start of the service, and a completed W4 if a current one is not 

on file (must enter W4/WT4 in ETO). 

a. Submit voucher packet to ITAvoucher@employmilwaukee.org 

i. Email subject line must include Participant Name, ASSET PIN, Program Name, Type of Voucher 

1. Example: Suzy Fake (#321456) UNCOM ISY Incentive Voucher 

b. Approval Process 

i. Payroll   

1. Career Planner submits voucher packet to Program Specialist. 

2. The Program Specialist reviews the voucher packet. 

a. If complete, enter “Approved” with Date in the Voucher Status section of the 

Submit Voucher Touchpoint.   

b. Add an incentive approval customer note to ASSET 

c. Email Career Planner the approved/signed packet so they can upload to ASSET 

Documents. 

3. The Program Specialist turns the voucher packet into the Fiscal Dept. and payroll processes 

it according to the subsidized payroll schedule. 

 

 

Helpful Tips: 

ASSET Incentive Service (must have Incentive Service for each incentive youth is eligible for and identified on ISS) 

• Planned Open and Close Dates should align with the associated incentive planned attainment date. 

• Incentive Service Actual Open and Close Dates should match the date the incentive was attained. 

• Incentive Voucher effective start date should be when the milestone was achieved and the voucher effective 

end date should be one month from the voucher effective start date. 

• Add service completion code once the outcome is determined.  

• Add voucher # to the Comments section once the incentive is attained and the voucher is processed.  

• Career Planner must case note the submission of Incentive voucher to EMI for approval. 

• Career Planner must case note the incentive completion in ASSET Customer Notes. 

 

Revised 03.01.24 
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Revised:  mm/dd/yy 

Employ Milwaukee is an Equal Opportunity employer and service provider. 

If you need this information or printed material in an alternate format, or in 

a different language at no cost to you, please contact us at (414)-270-1700. 

Deaf, hard of hearing, or speech impaired callers can contact us through 

Wisconsin Relay Service at 7-1-1. 


