Fiscal Monitoring Review Guide






Page 1 

XXXXX WDB

	Board Name / Location:
	

	Board Staff Interviewed:
	

	Reviewer / Date:
	


Review Scope:
	AREA
	FINDING
	AREA OF CONCERN
	PROMISING PRACTICE

	A-1 Real Property 
	
	
	

	A-2 Equipment               
	
	
	

	A-3 Procurement 
	
	
	

	A-4 Monitoring and Contracts
	
	
	

	A-5 Internal Controls            
	
	
	

	A-6 Written Fiscal and Personnel Policies
	
	
	

	A-7 Audits and Audit Resolutions 
	
	
	

	A-8 Budget Controls   
	
	
	

	A-9 Personnel  
	
	
	

	A-10 Cash Management 
	
	
	

	A-11 Fiscal Reporting
	
	
	

	A-12 Indirect Cost Rate 
	
	
	

	A-13 Voucher Testing                
	
	
	


Last changed 7/1/2015
A-1 REAL PROPERTY 
1. Obtain and evaluate the calculations for use allowance rent UG 200.465 Rental Real Property.

2. If the building is fully depreciated, only operations and maintenance cost charges are allowed. UG 200.449(c)(8)(Interest) and UG 200.436(d)(4)(Depreciation)

3. If the building was sold during the review period, was prior approval requested per [TEGL 1-99 (Close out Guidance), UG 200.407 (Prior Approval) and UG 200.311 (Disposition)]
A-2 EQUIPMENT 
Equipment is defined as asset purchase in excess of $5,000 UG 200.33.
1. If equipment has been purchased with WIOA funds during the period, has the Board sought and received prior written approval? UG 200.439(b)(1) Equipment expenditures
2. Are inventories conducted and reconciled with property records at least every two years    UG 200.313(d) (2) Equipment] to ensure that the assets exist and are usable, used, and needed UG 200.436(e) Depreciation]. Statistical sampling techniques may be used in taking these inventories. UG  200.436(e) Depreciation
3. Does the inventory include the following required elements? UG 200.313(d)(1) Inventory record requirements)

  . . . property records must be maintained that include a description of the property, a serial number or other identification number, the source of funding for the property (including the FAIN), who holds the title, the acquisition date, and cost of the property, percentage of federal participation in the project costs for Federal award under which the property was acquired, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.
4. Is there a control system in place to ensure adequate safeguards to prevent loss, damage, or theft of property? UG 200.313(d)(3), UG 200.302(b)(4) Equipment and Financial management
5. If loss, damage, or theft is found, are incidents investigated? UG 200.313(d)(3) Equipment

6. Is there a maintenance system in place if equipment maintenance required?                         UG 200.313(d)(4) Equipment  

7. If equipment is depreciated, is straight-line depreciation method used? UG 200.436(d)(2) Depreciation
8. Is the life expectancy of WIOA equipment reasonably determined? UG 200.436(d)(1) Depreciation
9. Did charges for depreciation end when the equipment is fully depreciated? UG 200.449 200.436(d)(4) Interest and Depreciation
10. If WIOA funded equipment has been disposed of during the review period were disposition instructions from the Federal awarding agency obtained if required by the terms and conditions of the Federal award? UG 200.313(e) Equipment
A-3 PROCUREMENT

1. When was the Procurement policy last updated? 200.305 [Payment], UG 200.302(6) and (7) [Payment & Allowability], and UG 200.318 General Procurement Standards. 
2. Do the written procurement procedures incorporate a clear and accurate description of the technical requirements for the material, product, or service to be procured? UG 200.319(c)(1) Competition

3. 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? UG 200.319(c)(2) Competition

4. 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? UG 200.319(a) (1) to (7) Competitions 

5. If procurement is over $50,000.00 [PRO-I-15 State of WI Procurement Manual], has the Board performed a cost or price analysis which at a minimum makes an independent estimate before receiving bids or proposals? UG 200.323(a) Contract Cost and Price [limit is $150,000.00 in UG] 
6. 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? UG 200.323(b) Contract Cost and Price. 
7. 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? UG 200.318(c)(1) General Procurement Standards
8. How does the Board document that its contractors are responsible and can perform successfully under the terms and conditions of a proposed procurement. Consideration will be given to contractor integrity, compliance with public policy, record of past performance, and financial and technical resources. UG 200.318(h) General Procurement Standards

9. Does the Board maintain records sufficient to detail the history of procurement? These records will include, but are not necessarily limited to the following: rationale for the method of procurement, selection of contract type, contractor selection or rejection, and the basis for the contract price. UG 200.318(i) General Procurement Standards

10. Does the Board have a process to settle source evaluation, protests, disputes, and claims?   UG 200.318(k) General Procurement Standards
11. Are procurements made with one of the following methods? UG 200.320(a) through (f)
· If Micro-procurements (3,000 or less) for supplies or services were awarded without soliciting competitive quotations, did the Board document that the price was considered reasonable. UG 200.320(a) Methods of Procurement

· If Small purchase procedures are used for simple and informal purchases for less than $150,000.00, were price or rate quotations obtained from an adequate number of qualified sources? UG 200.320(b) Methods of procurement

· If Sealed Bids are used for procurement that is not more than $150,000.00 then a firm fixed price contract is awarded to the lowest bidder.UG  200.320(b) If Sealed Bids contract is awarded determine if the conditions in UG 200.320(c) (1) and (2) have been applied.

· If a Competitive Proposal is used for procurement usually with a cost-reimbursement type contract then the provisions of UG 200.320(d) must apply.

· Procurement by noncompetitive proposals (Sole Source). Procurement by noncompetitive proposals is procurement through solicitation of a proposal from only one source. UG 200.320(f) Methods of Procurement
12. If a Request for Proposal was used for a competitive proposal (Youth and OSO):

· Was the Request for Proposals publicized and identify all evaluation factors and their relative importance. UG 200.320(d)(1) Methods of procurement
· Were there an adequate number of qualified sources? UG 200.320(d)(2) Methods of Procurement
· Does the Board have a written method for conducting technical evaluations of the proposals received and for selecting recipients? UG 200.320(d)(3) Methods of Procurement
· Has the Board clearly documented how the responsible firm constitutes the most advantageous to the program: what criteria was used and how the fulfillment of criteria is documented bearing in mind UG 200.318(a)(7) arbitrary action is prohibited and UG 200.320(d)(4) Methods of Procurement
13. If a Procurement by noncompetitive proposals (Sole Source) was used for procurement then one or more of the following circumstances apply UG 200.320(f) Methods of Procurement:

· The item is available only from a single source;

· The public exigency or emergency for the requirement will not permit a delay resulting from competitive solicitation;

· The Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in response to a written request from the Board; or

· After solicitation of a number of sources, competition is determined inadequate.  

A-4 MONITORING AND CONTRACTS
1. Sample 4 contracts and determine if the following mandatory provisions are in evidence [Appendix II]: 

· Breach. Contracts for more than the simplified acquisition threshold currently set at $150,000, must address administrative, contractual, or legal remedies in instances where contractors violate or breach contract terms, and provide for such sanctions and penalties as appropriate.
· Termination. All contracts in excess of $10,000 must address termination for cause and for convenience by the Board including the manner by which it will be effected and the basis for settlement.

· Clean Air Act and the Federal Water Pollution Control Act. Contracts and subgrants of amounts in excess of $150,000 must contain a provision that requires the non-Federal award to agree to comply with all applicable standards.

· Debarment and Suspension. A contract award must not be made to parties listed on the government-wide exclusions in the System for Award Management (SAM).

· Byrd Anti-Lobbying Amendment. Contractors that apply or bid for an award exceeding $100,000 must file the required certification.

· Note: The Equal Employment Opportunity provisions are evaluated by the EEO Officer.
2. If the Board (Subrecipient) passes federal funds to a another subrecipient through a non-competitive action which will not be governed by competitive procurement rules then the selected subrecipient must have the following pursuant to UG 200.330:
· Written procedures for Internal Control

· Written procedures for Conflict of Interest.

· Documentation of successful past performance

· Documentation of no-finding results on audits and monitoring.

3. Is on-site monitoring of subawards or fiscal agent conducted by the Board annually and is it sufficient to constitute oversight that ensures that contractors perform in accordance with the terms, conditions, and specifications of their contracts or purchase orders and that Board monitoring covers each program, function and activity to assure compliance with applicable Federal requirements and performance expectations are being achieved? UG 200.331(e) (2) WIOA Section 184 (H.R. 803-167) Paragraph (3) & (4) [Annual monitoring] and 200.318(b) [Oversight] and 200.328 [Oversight & Monitoring by the Board - must cover each program, function and activity] and 200.328(a) assure compliance.
A-5 INTERNAL CONTROLS 

1. Are transactions documented in accordance with UG 200.62 Definitions:  Internal control over compliance requirements for Federal awards means a process implemented by a Board designed to provide reasonable assurance regarding the achievement of the following objectives for Federal awards:


Transactions are properly recorded and accounted for, in order to:

· Permit the preparation of reliable financial statements and Federal reports;

· Maintain accountability over assets; and

· Demonstrate compliance with Federal statutes, regulations


Transactions are executed in compliance with:

· Federal statutes and regulations, could have a direct and material effect on a Federal program; and

· Any other Federal statutes and regulations that are identified in the Compliance Supplement; and

Funds, property, and other assets are safeguarded against loss from unauthorized use or disposition.

2. Effective control over, and accountability for, all funds, property, and other assets. The Board must adequately safeguard all assets and assure that they are used solely for authorized purposes. UG 200.303 Internal Control
3. Determine if internal controls are adequate as determined in the audit. UG 200.303 Internal Controls.
A-6 WRITTEN FISCAL AND PERSONNEL POLICIES
1. Does the Board have the required written policies and are they approved by the Board?

· Payments UG 200.302(6) and 305

· Procurement UG 200.318

· Standards of Conduct UG 200.318(c)(1)

· Competition UG 200.319

· Method for evaluating and selection UG 200.320

· Allowable costs UG 200.302 (7)

· Compensation UG 200.430

· Fringe Benefits UG 200.431

· Employee relocation costs UG 200.464

· Travel costs UG 200.474 
2. Do the written procurement procedures ensure that all solicitations: have technical requirements and minimum standards to which it must conform and identify all requirements which the offerors must fulfill and all other factors to be used in evaluating bids or proposals. UG 200.319(c)(1)(2)
 (An approved Local Plan doesn’t mean that all the policies in it have been approved).

3. Does the Board retain its financial records for three years; this includes supporting documents, statistical records, and all other Board records pertinent to a Federal award? UG 200.333(b) and WIOA Policy Manual Aug 2012, Chapter 8.A.2.a
A-7 AUDITS AND AUDIT RESOLUTIONS 

1. Is the Board qualified to have a single audit ($750,000 expenditures under Federal Awards), verify this audit conducted? UG 200.501 Audit Requirements and UG 200.331(f)             Pass-through Requirements

2. To evaluate the Board's risk level, record from their external audit their performance on the following risk factors:  UG 200.520 Criteria for low risk

· Single audit is performed on an annual basis-should be yes UG 200.520(a)

· The auditor's opinion on whether the financial statements were prepared in accordance with GAAP (should be yes) and the auditor opinion should be unmodified. UG 200.620(b) Investigate and comment on any variation.

· There should be no deficiencies in internal control identified as material weaknesses. UG 200.620(c)

· The auditor did not report a substantial doubt about the auditee's ability to continue as a going concern. UG 200.620(d)

· DWD programs have no audit findings of Internal Control deficiencies with material weaknesses UG 200.515 Audit reporting, paragraph (c)] or 

· A modified opinion on a major program UG 200.515 or known or likely questioned costs that exceeded five percent of the total Federal awards UG 200.620(e).

3. Conduct follow-up and ensure that the subrecipient takes timely and appropriate action on all deficiencies pertaining to the Federal award provided to the subrecipient from the pass-through entity detected through audits, on-site reviews, and other means. UG 200.331(d) (2) Pass-through requirements.  

A-8 BUDGET CONTROLS 
1. Has the budget been approved by the Board.  Obtain the Board minutes documenting approval. UG 200.318(b) General Procurement Standards
2. Review the most recent FSR Accrual Report from DER. UG 200.331(d)(1) Requirement Pass-through 

3. Are actual expenditures within +/- 15 percent of planned levels based on straight line calculations? [CMG 5.12 Service Goals]   If no, obtain explanation for the variance and enter in the “Comments” column. 
4. How does the Board compare actual to budget costs to ensure that the program operates within the budget? UG 200.302(b)(5) Financial Management
5. If WIOA match grants exist, are there policies and procedures in place to meet match requirements? UG 200.306(b) Cost Sharing and Matching 
A-9 PERSONNEL 
1. Is compensation based on cost reduction, or efficient performance, suggestion awards, safety awards, etc? UG 200.430 (f)

2. Was there an agreement between the Board and the employee before the services were rendered UG 200.430 (f)

3. Is time charging reflective of the Job Descriptions? UG 200.4 Definitions 
Staff and related costs should be classified against the appropriate cost category or program activity based on the job duties actually being performed. If staff members perform duties related to more than one category or activity, then the costs should be allocated on the basis of actual time worked or another equitable method. 

4. Were timesheets prepared timely and signed by both employee & supervisor?    
5. Is 100% time reporting required for all staff? Or is a survey system in place?  If a survey, is it updated regularly?  Is the period sampled reflective of overall program activity? 

6. Track a payroll to the accounts to verify that the payroll paid is what is being charged to grants.

7. Review payroll to determine the highest paid staff.  Request the W2 for the top two highest paid employees.  Verify that for any over the DOL salary cap ($183,300 effective 2015 Executive Level II), that the wages charged to DOL funding sources are limited to the capped amounts. Schedule 5--Executive Schedule from OMB.gov.
8. Is compensation to members of the Board reasonable for the actual service rendered (and not a distribution of earnings/profit?) UG 200.430(g) Non-profit Boards?
9. Are fringe benefits reasonable and required by law, Board-employee agreement, or an established policy of the Board? UG 200.431(a) Compensation
10. Are fringe benefits described fully in written policy? UG 200.431(c) Compensation
11. Are fringe benefit costs allocated to Federal Awards in a consistent manner? UG 200.431(c) 
12. If severance was paid with grant funds evaluate the payment with UG 200.431(i) Compensation.

13. Evaluate leave time-is it appropriately reflected in accounts (if vacation does not expire then is there a liability accrued on the books  

14. Are vacation and sick leave accumulation and payment made in accordance with agency policy?  

A-10 CASH MANAGEMENT
1. Does the cash balance exceed $250,000 at any point?  UG 200.305(b) (7)(ii)Payment 

2. If so, is there a collateral security agreement with the bank? 

3. Compare the WIOA drawdowns for one month to WIOA expenditures for the same month. UG 200.415 Certifications  

a. Separate WIOA funds from the other non-WIOA funds on the trial balance.

b. Does the cash draw process take into account cash-on-hand along with anticipated cash outlays?

c. Is cash-on-hand maintained at a level below $10,000 or three days cash needs?  

4. Review the timing on fund drawdowns UG 200.305(b) Payment. Time elapsed between receipt of grant funds and related disbursements should be minimal, given the agency timing of payments for payroll and the weekly draw date
5.  Is there evidence showing separation of duties or other safeguards that are in place to prevent unauthorized purchases and disbursements of WIOA funds. UG 200.303 Internal Control

6. Evaluate signatory authority for separation of duties. UG 200.303 Internal Control

7. Describe controls. UG 200.303 Internal Control

8. At a minimum, the person that does the accounting should not be handling cash functions and bank reconciliation unless mitigating controls are in place. 

A-11 FISCAL REPORTING (CMG 3.7 FINANCIAL REPORTING)

1. Review the DER Monthly Expenditure Report to determine if leverage funds are being reported, expenditures plus obligations do not exceed contract authority, cash requests are not in excess of grant amounts and expenditure reports have been recorded for each month.     UG 200.331(d)(1) Requirements Pass-through and UG 200.302(b)(3) Financial Management
2. Document that records contain information pertaining to Federal awards, authorizations, obligations, unobligated balances, assets, expenditures, income and interest and be supported by source documentation. UG 200.302(b)(3) Financial Management

3. Trace amounts on the FSR report, through the accrual reporting spreadsheet, to the trial balance for the period.    

4. Determine prior to the review that leverage funds are being reported (DOL’s One Stop Comprehensive Financial Management Technical Assistance Guide Part II revised July 2011).  Review the calculation of leverage funds for reasonableness.  

5. Did the Board prepare reports that accurately reflect the financial results of its operation based on the correct financial definitions?

6. Do the reported amounts tie to the trial balance, plus accruals for the period reported?   Are accruals determined appropriately?   What evidence is used to support accruals?

7. Program Income: Does the agency generate program income, and is it reported timely?      UG 200.307(e)(1) 

8. Does the Board and its subrecipients use cash generated by program activities before the grant expires?  UG 200.307(e)(1)

9. If the deduction method is not used  [deduct from cost UG 200.307(e)(1)] and the Addition method is used [added to award UG 200.307(e)(2)] of accounting for program income, was prior approval obtained UG 200.307(e)(2) Program Income
10. Review how unliquidated obligations are being reported [Can use 200.302(b)(3) as a reference - 29 CFR Part 95.21(b) (1)].  Unliquidated obligations are not to be reported for in-house administrative costs.  Are unliquidated obligations supported by signed contracts?  Are they liquidated as contract payments are made?

Are the 35% training funds being reported for Adult,Dislocated Worker, and Rapid Response programs in accordance with the WIOA Policy Manual Chapter 5, B. 3.O.  DWD/DET Admin Memo 09-06
A-12 INDIRECT COST RATE/DE MINIMIS RATE
1. Has the Board ever received a negotiated indirect cost rate? If yes, that rate must be used in accordance with UG 200.414(f).   
2. Does the Board have an indirect cost rate in accordance with UG 200.411 Adjustment of Previously Negotiated Indirect (F&A) Cost Rates Containing Unallowable Costs?

3. Does the Board have an indirect cost rate in accordance with UG 200.57?
4. Does the Board have an indirect cost rate policy?

5. Which type of indirect cost rate is being used? UG 200.56    If a negotiated rate is used, must show documentation of the approved rate. 

6. Re-perform a month’s indirect cost rate to ascertain that it was done in accordance with the policy. 
7. Does the Board use cost allocation in addition to an indirect cost rate?

A-13 VOUCHER TESTING

1. Select sample of vouchers from the general ledger as follows and send the selected sample to the Board to have documentation upon arrival:
a. 30 Training/Supportive Service Payments (Tuition, books)

b. 10 cost allocation expenses
c. 5 Needs Related Payments

d. 5 Sub Contractor Payments

e. A Month’s Travel Reimbursement

f. A Month’s  Credit Card Statement 

g. A Month’s Training Expenses
2. Complete the work paper A-13 Voucher Testing. Follow up on any variances. 
3. From the worksheet completed did all the expenses reviewed meet UG 200.403?          
4. Were any entertainment cost found in the sample selected pursuant to UG 200.438 
5. Was all travel costs incurred in accordance with UG 200.474 Travel costs?
6. Were gift cards purchased with program funds (gas cards, bus passes)? How are they being tracked and control? UG 200.403 
7. Using the participants’ pins review the case note in ASSET to verify that payments made are reflected in the case notes. Work Paper.  
Adopted from the Core Monitoring Guidance April 2005
Revised to include the Uniform Guidance March 2015 and WIOA
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