2016-17 MONITORING GUIDE – FISCAL

IDENTIFYING DATA
WDA
               
 
Date of Review



DET Staff Reviewer(s)



WDB Staff Interviewed



Purpose:  Oversight and monitoring of the Workforce Development Board financial systems.
· Ensure that financial management and administration of grants are being reported and documented correctly.

· Ensure compliance with Workforce Innovation and Opportunity Act (WIOA), Uniform Guidance (UG), other applicable laws, administrative provisions, and local policies.

· Review the changes made to date and planned for the future related to the transition from the Workforce Investment Act (WIA) to the Workforce Innovation and Opportunity Act (WIOA). 
· Identify successful methods and practices.
· Identify technical assistance needs.
REAL PROPERTY (if applicable)
If the WDB owns property, the use allowance rent calculation must be in compliance with the Uniform Guidance.  
	Indicator
	WDB Response

	Refer to the Uniform Guidance (UG):   
· UG 200.465 Rental costs of real property
· UG 200.449(c)(8) Interest

· UG 200.436(d)(4) Depreciation
· UG 200.407 Prior written approval

· UG 200.311 Disposition

· TEGL 1-99 Closeout Guidance

1) If the building is fully depreciated, only operations and maintenance cost charges are allowed.

2) If the building was sold during the review period, was prior approval requested?
	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




EQUIPMENT (if applicable)
If the WDB purchased equipment (as defined as an asset purchase in excess of $5,000) with WIOA dollars they must comply with the Uniform Guidance.
	Indicator
	WDB Response

	Refer to the Uniform Guidance (UG):
· UG 200.33 Definition of equipment
· UG 200.439(b)(1) Equipment expenditures
· UG 200.313(d)(2) Equipment
· UG 200.436(e) Depreciation
· UG 200.313(d)(1) Inventory record requirements
· UG 200.313(d)(3) Equipment
· UG 200.302(b)(4) Financial management
· UG 200.302(d)(4) Equipment
· UG 200.436 (d)(1-4) Depreciation
· UG 200.449 Interest
· UG 200.313(e)Equipment
1) If equipment has been purchased with WIOA funds during the period, has the Board sought and received prior written approval?

2) Are inventories conducted and reconciled with property records at least every two years to ensure the assets exist and are usable, used, and needed?

3) Does the inventory include the required elements?

4) Is there a control system in place to ensure adequate safeguards are in place to prevent loss, damage, or theft?

5) If loss, damage, or theft is found, are incidents investigated?

6) Is there a maintenance system in place if equipment maintenance is required?

7) If equipment is depreciated, what method is used?

8) Is the life expectancy of WIOA equipment reasonably determined?

9) Do charges for depreciation end when the equipment is fully depreciated?

10) If WIOA funded equipment has been disposed of during the review period were disposition instructions obtained? 
	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG):
· UG 200.305 Payment

· UG 200.302(6) (7) Payment and allowability

· UG 200.318 General procurement standards

· UG Frequently Asked Questions (FAQs) 110-6,110-3
· UG 200.319(c)(1,2) Competition

· UG 200.319(a)(1-7) Competition

· UG 200.323(a)(b) Contract cost and price

1) When was the procurement policy last updated?

2) Has the non-federal entity documented whether it is in compliance with the old or new procurement standards?

3) Have all procurement transactions been conducted in a manner that provides full and open competition?

4) Do the written procurement procedures incorporate a clear and accurate description of the technical requirements for the material, product, or service to be procured?

5) Do the written procurement procedures identify all requirements which the offerors must fulfill and all other factors to be used in evaluating bids or proposals (solicitations)?

6) Are contractors that develop or draft specifications, requirements, statements of work, or invitations for bids or requests for proposals excluded from competing for such procurements?

7) If procurement is over $150,000 has the Board performed a cost or price analysis which at a minimum makes an independent estimate before receiving bids or proposals?

8) If a cost analysis is performed, was profit negotiated as a separate element of the price for each contract considering the complexity of the work to be performed, the risk borne by the contractor, the contractor's investment, the amount of subcontracting, the quality of its record of past performance, and industry profit rates in the surrounding geographical area for similar work?

9) Does the Board have written standards of conduct covering conflicts of interest and governing the actions of its employees engaged in the selection, award and administration of contracts?

10) How does the Board document that its contractors are responsible and can perform successfully under the terms and conditions of a proposed procurement? 

11) Does the Board maintain records sufficient to detail the history of procurement?
12) Does the Board have a process to settle source evaluation, protests, disputes, and claims?

13) Are procurement made by one of the five methods allowed under the Uniform Guidance?

14) If a request for proposal was used for a competitive proposal, were the Uniform Guidance methods of procurement followed?

15) If a procurement by noncompetitive proposals (sole source) was used for procurement was it allowed under the Uniform Guidance?

16) If contracting with small and minority businesses, women's business enterprises, and labor surplus area firms, the non-Federal entity must take all necessary affirmative steps to assure that minority businesses, women's business enterprises, and labor surplus area firms are used when possible.
	

	
	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     



	Indicator 
	WDB Response

	
	


MONITORING AND CONTRACTS
The WDB must include the mandatory provisions in all contracts to sub-recipients.  
	Indicator 
	WDB Response

	Refer to the Uniform Guidance Appendix II and WIOA.
1) The WDB contract language must contain the mandatory provisions including  Breach, Termination, Clean Air Act, Federal Water Pollution Control Act, Debarment and Suspension, Byrd Anti-Lobbying Amendment.
2) Has WDB conducted a risk analysis of sub-recipients?
3)  Has annual on-site monitoring been conducted for all sub-awards/and or fiscal agents?  Review for requirements.

	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




INTERNAL CONTROLS
1) The WDB must be in compliance with the Uniform Guidance internal control requirements.
	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG):

· UG 200.62 Internal control definition
· UG 200.303 Internal controls
1) Are transactions properly recorded and accounted for?

2) Are transactions executed in compliance with Federal statutes and regulations?  Could they have a direct and material effect on a Federal program?
3) How does the Board adequately safeguard all assets and assure that they are used solely for authorized purposes.

4) Determine if internal controls are adequate.
	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




WRITTEN FISCAL AND PERSONNEL POLICIES AND PROCEDURES
The WDB must have required written fiscal and personnel policies and/or procedures.  WDBs must be prepared to provide board of director approval for all policies.
	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG):
· UG 200.302(6) Financial management written procedures
· UG 200.319 Competition
Does the WDB have written policies for the following:
1) Employee relocation costs

2) Travel costs
3) Record retention
Does the WDB have written procedures for the following:

1) Cash management 

2) Technical requirements for the material, product, or service to be procured.
3) Written standards used to evaluate bids or proposals

4) Standards of conduct

5) Conflict of interest

6) Standards governing the actions of its employees engaged in the selection, award and administration of contracts

7) Standards for gifts (optional)
8) Acquisition of unnecessary or duplicative items

9) Allowable costs
	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




AUDIT AND AUDIT RESOLUTION
A WDB is required to have an annual single audit if expenditures exceed $749,000 under 

Federal awards.

	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG):

· UG 200.501 Audit requirements
· UG 200.520 Criteria for low risk auditee
1) Is a single audit performed annually?

2) Is the auditor's opinion on whether the financial statements were prepared in accordance with GAAP included?

3) Is the auditor's opinion unmodified or unqualified?

4) Did the auditor report a substantial doubt about the auditee's ability to continue as a going concern?

5) Were any internal control deficiencies with material weaknesses for DWD programs identified?

6) Any questioned costs that exceed 5% of the total Federal awards?

7) Were there any deficiencies from the prior DWD Fiscal Review?
	


	a) Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

b) Explanation:     




BUDGET CONTROLS
WDB must have an approved budget.

	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG):
· UG 200.318(b) General procurement standards

· UG 200.331(d)(1) Requirements
· UG 200.302(b)(5) Financial management

1) WDB must provide minutes for the budget approval.

2) Review the most recent FSR Report.

3) Are actual expenditures within +/- percent of planned?

4) How does the Board compare actual to budget costs to ensure that the program operates within the budget?
	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




PERSONNEL
	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG)
· UG 200.430 Compensation

1) Is compensation based on cost reduction, efficient performance, suggestion awards, safety awards, etc.
2) Must have a compensation policy.  Does compensation conform to policy?

3) Are appointments are made, WDB must have a policy.

4) Is compensation allowable and reasonable?

5) Are fringe benefits allowable and those offered have a policy? (leave, fringe, pension, post-retirement  health, severance)

6) Was there an agreement between the Board and the employee before the services rendered?

7) Is time charging reflective of the job descriptions?

8) Were travel costs incurred in accordance with UG?

9) Were timesheets prepared timely and signed by both employee and supervisor?

10) Is 100% time reporting required for all staff?

11) Reviewer needs to track a payroll to the GL to verify that the payroll is being charged to grants appropriately.

12) Review 2 highest paid employees.  Must be under the DOL salary CAP.

13) Is compensation to board members reasonable?
14) Are fringe benefits reasonable?

15) Are fringe benefit costs allocated to Federal Awards consistently?

16) If severance is paid, evaluate process to ensure compliance with UG.

17) Review vacation and sick leave (PTO) accruals and determine if it is recorded correctly on the agency general ledger.

18) Is vacation and sick leave (PTO) recorded in accordance with agency policy?
19) If the non-Federal entity has a parent, affiliate, or subsidiary organization, the non-Federal entity must also maintain written standards of conduct covering organizational conflicts of interest.  (separation of duties between the WDB and the service providers.
	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




CASH MANAGEMENT
The period between between receipt of federal funds and disbursement must be limited.

	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG):
· UG 200.305(b)(7)(ii) Payment

· UG 200.305(b) Payment

· UG 200.415 Required certifications

· UG 200.303 Internal controls
1) Does the cash balance exceed $250,000 at any point?  If so, does WDB have a collateral security agreement with the bank?
2) Reviewer needs to compare WIOA cash draws from DWD for one month.  Is cash on-hand maintained at a level below $10,000 or three-day cash need?

3) Is the time elapsed between receipt of grant funds and related disbursement minimal?

4) Is there evidence showing separation of duties to prevent unauthorized purchases and disbursements?

5) Evaluate signatory authority for separation of duties.

6) Describe internal controls.


	


	Rating:    __ Finding    __  Area of Concern   ___Acceptable     __ Positive Practice

Explanation:     




FISCAL REPORTING

The DET Reporting System (DER) is the required method for WDAs to report accrued expenditures and required memo code items.
	Indicator 
	WDB Response

	Refer to the Uniform Guidance (UG):
· UG 200.331 (d)(1) Requirements pass-through entities 
· UG 200.302(b)(3) Financial management
· UG 200.307(e)(1) Program income
· DWD/DET Admin Memo 09-06

1. Review the most recent Financial Status Report (FSR) to determine if leverage funds are being reported correctly.

2. Document that records contain information pertaining to Federal awards are supported by source documentation.  Trace most recent FSR to ensure required documentation is included.

3. Does the WDB prepare reports that accurately reflect the financial results of its operations based on the correct financial definition?

4. Do the reported amounts tie to the WDB trial balance?

5. Does the agency generate program income and report it on a timely basis?  Are program income expenses reported the same month?

6. Does the Board and its sub-recipients use cash generated by program activities before the grant expires?

7. Review unliquidated obligations.  Are they supported by signed contracts?

8. Are the 35% training funds being reported for adult, dislocated worker, and rapid response in accordance with the DWD/DET Admin Memo 09-06?
	


INDIRECT COST RATE/COST ALLOCATION
Does WDB use an indirect cost rate (ICR) or cost allocation?

	Indicator 
	WDB Response

	Refer to Uniform Guidance (UG):
· UG 200.414(f) Indirect costs
· UG 200.411 adjustment of previously negotiated indirect cost rates (ICR) containing unallowable costs

· UG 200.56,200.57 ICR Definitions

1) Has the WDB ever received a negotiated ICR?
2) Does the WDB have an ICR in accordance with the UG?

3) What type of ICR is the WDB using?

4) Does WDB use cost allocation?

5) Test one month of expenses to ascertain that the process is in compliance with policy.
	


VOUCHER TESTING

1) Select a sample from one month of vouchers from the general ledger to ensure compliance.
	Indicator 
	WDB Response

	Refer to Uniform Guidance (UG0:
· UG 200.403 Factors affecting allowability of costs
· UG 200.428 Collection of improper payments

· UG.474 Travel Costs

· UG 200.430(a)(3) Compensation
1. Sample 30 training/supportive service payments,10 cost allocation expenses, 5 needs related payments, 5 sub-grantee payments, travel reimbursements for one month, monthly credit card statements

2. Did all the expenses in the sample meet the definition of "allowable"?

3. Were any entertainment costs found in the sample?
4. Were all travel costs in accordance with UG and local policy?

5. Are personnel expenses charged to grants documented?

6. Were gift cards purchased with program funds?  If so, how were they tracked and controlled?

7. Using participant PINS, review case notes in ASSET to verify that payments made are documented.
	


SUMMARY OF REVIEW

WDA

 
Date of Review



DET Staff Reviewer(s)



WDB Staff Interviewed



Summary and Observations.  Summarize the strengths (including best practices) and weaknesses identified. Are there any model policies or procedures?
Follow Up Needed. List recommended actions.

Technical Assistance Needs.  Identify technical assistance needs of the WDB or program provider.
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