	2016-17 COORDINATED MONITORING GUIDE – DESK REVIEW SURVEY



Workforce Development Board Name:


Survey submitted by:



PART I: PROGRAM  
Please complete and return Part I via email to your Local Program Liaison (LPL) at least 15 business days prior to the scheduled monitoring visit.
The purpose of this survey is to ensure we have the most current information about your agency through the collection of a variety of information.  This desk review will be used to review existing information prior to conducting the on-site monitoring review.  Since the majority of information that will be examined as part of the Desk Review is accessible through documents the Department of Workforce Development already has, or can be captured from the Workforce Development Board's (WDB) website, please provide only new information in this survey, including changes that have been made in the last year.  If there have been no changes to any of the documents listed below, please indicate accordingly.

1.
Identify Current Program Service Providers: 
Adult Program
	Service Provider

	Start Date/
End Date
	Type of Services Provided


	Counties/Job Centers/Target Groups
	Serve

In-School?

Out-of- School?


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Dislocated Worker Program
	Service Provider
	Start Date/End Date

	Type of Services Provided


	Counties/Job Centers/Target Groups


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Youth Program
	Service Provider

	Start Date/

End Date
	Type of Services Provided


	Counties/Job Centers/Target Groups
	Serve

In-School?

Out-of- School?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Confirm accuracy of WDB youth service provider listing located at http://dwd.wisconsin.gov/dwdwia/youth/youth_counties.htm.  Provide any web updates.
2.
Provide the PINs for any out-of-school youth who should be attending secondary school but are not attending.
3.
Attach a membership list for the Youth Standing Committee (if applicable).  Include chairperson and names, titles and affiliations of each member.
4.
Submit the following forms:
· Document Verification Form (for validating date of birth, authorized to work in USA, etc.)
· Selective Service registration policy and forms 
· Adult Services local application

· Dislocated Worker local application
· Youth Program local application

· Policies and forms used to verify public assistance benefits with other partner agencies
· Income calculation forms used to determine if participant is low income 
· Forms used to establish priority of service
· Forms used to inform individuals about priority of service
· Assessment forms used by the WDB (adult, dislocated worker, and youth)
5.
Provide monitoring tracking logs and any other documentation that capture the frequency of participant contact.
6.
Attach documents used when monitoring service providers.  Include monitoring guides, reports, follow up, and any other monitoring materials. 
7.
Provide documentation of customer service reporting and efforts to ensure continuous improvement of participant services.
8.
Provide the work experience agreement template (adult, dislocated worker, and youth).

9.
Identify any positive practices that your WDB would like to share. 

10.
Attach any other materials that you would like us to review or consider prior to our arrival for monitoring. 

PART II: FISCAL  
Please complete and return Part II at least 15 business days prior to the scheduled monitoring visit to Annette Meudt at annette.meudt@dwd.wisconsin.gov.  

1. Does your agency have any real property?  If so, what method is used to calculate space allocations?
2. Was there a sale or purchase of property since the last review? 

3. Has your agency purchased any equipment ($5,000 or more) with Workforce Investment Act/Workforce Innovation and Opportunity Act (WIA/WIOA) funds? 
a. If yes, does your agency have a system for the acquisition, management, and disposition of equipment purchased with WIA/WIOA funds? 

b. Explain your agency's inventory system.  Include how often it is updated and the method used. 

c. If equipment requires maintenance, how has this been obtained? 

d. What methodology does your agency use to depreciate equipment? 

4. Are you in compliance with the old standard (OMB's) or the new standard (Uniform Guidance) and how is this fact documented?

5. How do you ensure competition is maximized for procurement?

6. If a Request for Proposal (RFP) is used, who prepares it?

7. Provide a list of subcontractors.  For each, indicate if they were chosen by the RFP process this year, the contract(s) were renewed, or are they a sole source.

8. Provide a list of sub-awards and for each, provide a risk assessment.  

9. Does your agency accrue vacation, sick or paid time off?  If so, provide the end of the year calculation along with the balance sheet at the end of the fiscal year.

10. In the past twelve (12) months, has your agency had any late payment penalties or bank service fees?  If so, please explain how they were accounted for in the general ledger.
11. Do bank cash balances ever exceed the FDIC-insured amount of $250,000?  If so, is there a collateral agreement or another arrangement with the bank to cover the excess?  
12. Did your agency have any emergency cash draws in the past twelve (12) months?  
13. The documents listed below must be provided along with the completed desk review survey:

a. Profit and loss statement 

b. Balance sheet 

c. Most recent independent audit report
d. Chart of accounts  
e. Procurement policy and indicate most recent updates.  Also include the Board minutes where the update(s) was approved.

f. Personnel policies and procedures and indicate most recent updates.  Also include the Board minutes showing approval.

g. Financial policies and procedures and indicate most recent updates.  Also include the Board Minutes showing approval.

h. W2s for the two highest paid employees.

i. Most recent organizational chart.  

j. Board minutes approving the budget. 
k. Financial report comparing budget to actual expenditures.

l. Cost allocation plan. 

m. A list of all accounts payable checks including vendor name and dollar amount for the past twelve (12) months.  (A sample will be taken)
n. All journal entries and corresponding documentation for the past twelve (12) months.  (A sample will be taken)

14. The documents listed below need to be available for the on-site monitoring visit.  Note that the sample period for documents will be the month occurring two months prior to the on-site review (e.g., for a review in August, the sample period would be June). 

a. A trial balance for all WIA/WIOA funds 

b. Sub-grantee monitoring reports (current and prior year) 

c. Inventory list 

d. Bank statements and bank reconciliations

e. Financial Status Reports (FSR) and source documentation 

f. Payroll records 

g. Employee travel payments  

h. Credit card payments and documentation 

i. Cash draws plus related calculation and documentation 

PART III: Equal Opportunity
Please complete and return Part III at least 15 business days prior to scheduled monitoring visit to David Duran at david2.duran@dwd.wisconsin.gov. 

1. Provide a statistical or quantifiable analysis of applicants' and participants' race/ethnicity, sex, age, disability status by individual program for the most recently completed program year.

2. Identify the job title and individual responsible for compiling the statistical analysis __________________________.  If the person is someone other than the EO Officer, how often is the analysis completed and how often does this person meet with the EO Officer to determine if any adverse impact in program enrollment is occurring?

3. Does statistical analysis show any adverse impact in any protected group?  If so, what corrective action is the WDB taking?   

4. Has the EO Officer conducted a self-assessment of the WDB's Equal Opportunity (EO) program, policies and procedures?   □ Yes □ No  What were his/her findings?

5. Have the following EO self-assessments been completed by the EO Officer? 
a. WIOA Section 188 Disability Checklist of each One-Stop-Center (OSC) and affiliated site?  Date Completed__________.    Please attach copy of the report.
b. ADA Plus Accessibility Checklist?   Date Completed_____________.  Attach Report.

c. LEP Population Data Analysis?   Date Completed_______________.  Attach Data analysis Table.

i. Has the WDB developed a language assistance policy for the OSC and affiliate sites to use?  Please attach the policy.

ii. Has the WDB developed an inventory list of vital documents that must be translated other languages?  □ Yes □ No If no, when will the WDB anticipate completing one or provide a copy of the inventory list of vital documents translated.

iii. Has the WDB developed an inventory of vital information that should be routinely translated to other languages? If no, when will the WDB anticipate completing an inventory list? Provide a copy of the inventory list of vital information that is translated.   

6. Provide demographic data for current staff, by race, ethnicity, sex, and disability status.  Has the WDB achieved a balance workforce □ Yes
□ No?

 If no, what efforts have the WDB implemented to achieve a balance workforce?  

7. Provide a copy of the WDB's equal employment opportunity policy and procedures.

8. Provide a copy of the WDB's WIOA program enrollment policies and procedures for applicants and participants of WIOA programs.  Are the policies and procedures accessible electronically? Provide the URL address or web link: ______________________________.

9. Provide a copy of the WDB and One-Stop-Operator's (OSO) policy and procedures for providing reasonable accommodation to applicants, participants, and OSC customers.  If the policy is available electronically provide the URL or web link address: __________________________________________________________________.  

10. Are the Equal Opportunity (EO) Officer's duties and responsibilities reflect accurately the responsibility for coordinating the recipient's obligation include, but are not limited to:
a. Serving as the local workforce recipient's liaison with State DWD-DET EO Officer and Federal Civil Rights Center (CRC);

b. Monitoring and investigating the WDB's activities, and the activities of the sub-recipients what receive WIOA Title I funds from the WDB, to make sure that the WDB and its sub-recipients are not violating their nondiscrimination and equal opportunity obligations under WIOA Title I; and
c. Reviewing the WDB's written policies to make sure that those policies are nondiscriminatory;

d. Develop and publish the WDB's procedures for processing discrimination complaints and making sure that those procedures are followed;

e.  Reporting directly to the Executive Director or appropriate official at the local WDB level related to EO matters;

f. Undergoing training to maintain competency; and

g. Overseeing the development and implementation of the WDB Methods of Administration (MOA) or local nondiscrimination plan.
11. Has the WDB conducted a civil rights compliance on-site monitoring review of each WIOA sub-recipient in the last year?   □ Yes  □ No

a. If yes, please provide individual copies of the site visit reports with corrective action requested.    

12. Provide a copy of the EO discrimination complaint Log.

13. Provide a copy of the OSC Complaint Coordinator System Log.

14. Provide a copy of the WIOA Complaint/Grievance Log

15. Have WDB staffs been provided EO training since the last EO on-site monitoring visit?  □ Yes □ No

If yes, please attach a copy of the training registration log and power-point presentation or training material.

16. If no EO training has been provided to staffs, when does the WDB intend to provide EO training to staff?

17. Has the WDB EO Officer provided EO training to sub-recipients?  □ Yes  □ No

18. If no how do the EO Officer and/or the WDB ensure that sub-recipients provide EO training to their staffs?  
Thank you for your assistance!
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