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Category/Subject:     Policy Guidance Letter Format  
 
Colorado Policy Guidance Letter#: GEN-2016-01 
 
Revise/Replace PGL#:    01-27(I) 
 
Date: March 10, 2016 
 
Distribution:   CDLE Management/Finance, State/Local Workforce Directors & Staff, Partners 

 

I. REFERENCE(S):  
• Colorado Policy Guidance Letter website: www.colorado.gov/cdle/pgl  

 
II. PURPOSE:  

To provide information on the issuance of Policy Guidance Letters (PGLs), how 
they are formatted, reviewed, and distributed. 

 
III. BACKGROUND:   

As a result of new legislation, regulatory changes, and new state agency logos,  this PGL 
provides: 

• Updated PGL format 
• New categories and numbering system 
• Updated template for content, and  
• Process for development, review, and publication. 

 
IV. POLICY/ACTION: 

The following procedures shall be used in the formatting, review, and distribution of 
PGLs for workforce programs administered by the Colorado Department of Labor and 
Employment (CDLE). 

 
A. Header. The header provides the following information about the PGL: 

 
Category/Subject: This is a brief description of the subject matter of the PGL. 

 
Numbering System:  PGLs are numbered sequentially by a category code and a calendar 
year, e.g. PGL# ADM-2011-02 = the second PGL issued in calendar year 2011 within the 
Financial category). 

http://www.colorado.gov/cdle/pgl
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Category Code 
Administrative Requirements ADM 
Financial Requirements FIN 
General GEN 
Grants (Discretionary) GRT 
Management Information Systems  MIS 
Trade Adjustment Assistance  TAA 
Veterans Programs VET 
Workforce Innovation and Opportunity Act (WIOA)  WIOA 
Workforce Investment Act WIOA/WIA 
Wagner-Peyser Employment Services WP 

 
Revise/Replace: Previously issued PGLs that are being replaced or revised by this new 
PGL are noted here. 

 
Date:  Effective date of the PGL. 
 
Distribution: This is the recommended list of stakeholders who need to receive the 
information in the PGL. An email is sent to stakeholders in the distribution list 
announcing the final approval of the PGL and providing a link to the PGL website. All 
approved PGLs are posted to the CDLE website by category and number. 

 
B. Policy Guidance Letter Content 

References: Provides the citations of the legislation and regulations supporting the 
issuance of the PGL.  References can include federal or state law, previously existing 
PGLs, Federal guidance documents, or other references that provide authority and 
background information for the subject matter of the PGL. 

 
Purpose: This section explains briefly why the PGL is being issued and for what purpose. 

 
Background:  This section provides a more detailed explanation of the circumstances 
surrounding the issuance of the PGL. This section describes any new rules, regulations, 
laws, procedures, significant issues, or modifications of laws, regulations, procedures, or 
policies that necessitate the implementation of the PGL. 

 
Policy or Action: This section provides detailed, step-by-step instructions for 
implementing the policy or procedure(s) required by the PGL. This section may describe 
portions of existing policies or procedures that are being revised, deleted, or replaced by 
the PGL. 

 
Implementation Date: This is the effective date of the new policy or procedure 
described in the PGL. 

 
Inquiries: This section identifies the contact person(s) for the PGL (i.e. name, title, 
phone number, and email address). Questions regarding the PGL should be directed 
to the contact person(s) listed here. 
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Attachments: Any templates, forms, or additional documents that are not 
appropriate to include in the PGL may be attachments. 

 
C. PGL Review, Approval, and Publication 

WDP Policy staff distributes all draft PGLs to stakeholders for a formal comment period 
(no less than one week), assign a category and number, and review or incorporate 
suggested changes. The PGL is then routed for WDP management approval. Upon 
signature of the PGL, the approved, signed document is filed and to the final PGL is 
published on the CDLE website at www.colorado.gov/cdle/pgl. An email is sent to all of 
the stakeholders in the distribution list announcing the final approval of the PGL and 
providing a link to the website.  

 
V. IMPLEMENTATION DATE: Effective immediately. 

 
VI. INQUIRIES: If you have any questions regarding this policy, please contact Nina 

Holland (nina.holland@state.co.us; (303) 318-8806) or Kate Anderson 
(katez.anderson@state.co.us; (303) 318-8984). 

 
 
 
 

_______________________________ 
Elise Lowe-Vaughn, Director 
Workforce Programs, Policy, and Strategic Initiatives  

 
 
 
ATTACHMENTS: 
1. Policy Guidance Letter (PGL) Template 
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