

PY XX Title I Monitoring Review- Fiscal Questionnaire

	WIOA Fiscal Review Questionnaire

	Local Workforce Development Area (WDA):

	Completed by:

	Date:



Please provide detailed answers to the following questions, as this will help us gain a better understanding of your local area.  
1. Is your organization the recipient or subrecipient of other federal grants, in addition to WIOA?  

2. Do you have a federally-approved Negotiated Indirect Cost Rate Agreement (NICRA) with a cognizant agency?  If so, what is the rate and the basis for the rate?

3. If you do not have a NICRA, do you allocate costs of WDA operations to WIOA and other federal awards?  Do you have a written cost allocation plan with a methodology for allocating costs to federal awards? NOTE: This is not the allocation of costs for one-stop operations, but WDA operational costs.

4. Who is the current Grant Recipient? Please include name, title, and contact information for the point of contact.
5.    Who is the current Fiscal Agent? Please include name, title, and contact information for the point of contact. 	
5. Is your WDA a 501 c3 non-profit organization? 
 
6. What accounting system is used? Are there written instructions? If so, please provide for review.  How long has the current system or accounting product been in use at the WDA?

8.    Who may authorize/approve payments?  Please provide names and titles.
9.    Who is authorized to sign checks? How many signatories are required? Please provide names and titles.
10.  Who is responsible for general ledger transactions? Who is responsible for reconciling accounts? Please provide names and titles.
11.  How is the financial position of the WDA reported to the WDB and the Grant Recipient and on what intervals?
12.  How often are internal control procedures related to funds disbursement tested for compliance with your WDA protocol?
13.  Has there been staff turnover in roles with fiscal responsibility in your WDA in the past six months? 
14.  Provide a brief statement indicating the education, credentials, and experience of your primary fiscal staff?
15.  Does your fiscal staff have experience with managing federal grants, including familiarity with the Uniform Administrative Requirements?
16.  Has fiscal staff received any related training? If so, identify the type of training.
17.  Who is listed as an Authorized Signatory with VCCS for requesting reimbursement? Please provide names and titles.
18.  Do you require supporting documentation for payments/expenditures to be authorized?
19. Who reviews/approves invoices/billings to be paid? Please provide names and titles.
20. What process is used when reviewing and approving invoices/billings to be paid?
21.  What positions are supported all or in part by WIOA funds? What type of time and effort reporting is implemented to ensure an accurate level of effort by employees is captured?
22.  What system is used to record and track time? What is the policy or documented process for certifying effort?

23.  Are there staff that classify the expense for their salary and benefits to both Administration and Program? If so, what justification and documentation is used? Please provide a sample of documentation.
24. Are bonuses paid out of federal grant funds?  Does your organization have a policy for awarding bonuses? If so, what justification is used to pay for bonuses? (Note: documentation will be required onsite for highest paid for Salary Limitations Consideration)
25. When was the most recent audit done?
· Did it include WIOA funds?
· Has it been submitted to the VCCS? If not, please attach.
26. What type of fundraising activities has the board held, if any? Please describe activities, including who attended, when the event was held, and what the event was.  Were WIOA funds expended?  Was WIOA staff time used, and if so, how was their time allocated for the event? Describe the accounting and classification of the proceeds obtained from the event.
27. Has the WDB developed an oversight plan of its service providers that includes the following:
· A risk assessment 
· Use the funds for program-related purposes
· Ensure that only authorized personnel requests funds
· Deposit funds in the proper account; and
· Otherwise properly account for federal funds spent
· Ensure the correct amount of federal funds is requested (examine payroll records, receipts, procurement documentation, etc.)
28. How do you correlate financial costs to program accomplishments (§200.301) (i.e., sub-award funds to objectives)?  How often is this done? What issues have surfaced? What resolution was reached?

29. Does the WDA have a method for tracking planned expenditures that allow it to compare actual expenditures or outlays to planned, estimated expenditures?
· Does the WDA have a budget approved with its plan? Have there been modifications?
· When (how often) are expenditures matched to the budget? Who is responsible for comparing budgeted to actual expenditures?
· Who is responsible for any action taken when issues arise? 
· What systems are in place to prevent overspending?  

30. How are cost allocations supported by written evidence?
31. How do you ensure that allocated costs are treated consistently over time and within the accounting system? 
32. How do you track youth funds for Out of School Youth (OSY) vs. In School Youth (ISY) and work experience? Who is responsible for ensuring the goals are met?  
33. Do you have any pay-for-performance contracts for the current program year? If so, please provide.

34. Describe the process used for reporting accruals and obligations and how are they tracked.  Are documents maintained detailing how accruals and obligations were determined?

35. How are accrued expenditures reconciled once payments have been made?  
 
36. What controls are in place to prevent duplicate payments to vendors? 

37. How does the WDA track and monitor payments made against contracts?  

38. [bookmark: _GoBack]Does the WDA conduct a post-contract audit to determine that all terms and conditions of the contract have been met and how to improve the contract management of future contracts with the vendor as well as improving policies and procedures within the department itself?  If yes, describe the review that is conducted.

39. Are funds advanced to sub-recipient?  If so, how does the WDA determine the fund advance amounts and what support documentation is required?  

40. Does the local area have a petty cash fund?  If so, please describe how it is used and reconciled and the source of funds.

41.  Does the local area have credit or debit cards? If so, what policy or procedures are in place to ensure proper internal control? What is the approval process for using the card(s) and how is it documented? 

42. Do any of your sub-recipients have a line item for profit? Is yes, describe how the amount is determined and if profit is tied to contract performance? 

43. Please complete the form in Appendix A indicating who is in charge of the provided categories.




	WIOA Procurement Procedures Questionnaire

	Local Workforce Development Area (WDA):

	Completed By:

	Date:



Please provide detailed answers to the following questions, as this will help us gain a better understanding of your local area.  
1.   Does the WDA have written procurement procedures? If not, what procurement procedures are followed? What is the role of the WDB for procurement? Describe in detail the WDB role.
2.   Do you consult with staff of the grant recipient for guidance and approval on procurement, including development and issuance of RFPs, evaluation of proposals and negotiations with vendors, if applicable?
3.	How are solicitations for WIOA services advertised? 
4.   Who is the primary staff of the WDA responsible for managing the procurement process?  What safeguards are in place to avoid Conflict of Interest in the selection of vendors, contractors or providers? Who is responsible for ensuring that these procedures are compliant with the Workforce Innovation and Opportunity Act?
5.   Do you maintain a list of prequalified persons, firms, or products used in acquiring goods and services?
6.   When was the one-stop operator procured and what process was used?
7.   What is the time period or term of the one-stop operator contract?
8.   When were the current Adult, Dislocated Worker, and Youth Service Provider contracts issued?  What is the time period or term for the contracts?
9.   Is the WDB providing career services?  If so, please attach the waiver and conflict of interest policy.
10. Please list all contracts currently in effect.
11. Does the WDB have a one-stop MOU executed by all partners?  Have the partners agreed to a one-stop funding infrastructure agreement?
12.  Is there any other type of procurement that has begun, been completed, or existed during the program year?
13. Were any activities taken to recruit and utilize small businesses, minority-owned firms, and/or business enterprises? If so, please describe.
14. What type of monitoring/oversight has been conducted?
15. What steps are taken to verify that awardee or respondent is not suspended or debarred using SAM.gov?
Appendix A
Please complete the form in Appendix A indicating who is in charge of the provided categories.
	Category
	
	Employee/Unit
	
	Title/Position

	RFP Evaluation
	
	
	
	

	Writes RFP
	
	
	
	

	Prepares Contracts
	
	
	
	

	Award Contracts
	
	
	
	

	Approves Contracts
	
	
	
	

	Approves Discretionary Awards
	
	
	
	

	Develops MOUs
	
	
	
	

	Signatory on all Agreements
	
	
	
	

	Approves Modifications
	
	
	
	

	
	
	
	
	

	Prepares/Process:
	
	
	
	

	MEDR Reports
	
	
	
	

	Monthly Trial Balances
	
	
	
	

	Program Performance Reports
	
	
	
	

	Monthly Account Recons
	
	
	
	

	
	
	
	
	

	Payrolls:
	
	
	
	

	Staff
	
	
	
	

	Participant
	
	
	
	

	Personnel Actions
	
	
	
	

	
	
	
	
	

	Opens:
	
	
	
	

	Mail
	
	
	
	

	Bank Statements
	
	
	
	

	
	
	
	
	

	Custodian of:
	
	
	
	

	Agency Charge Card
	
	
	
	

	Blank Checks
	
	
	
	

	Undelivered Checks
	
	
	
	

	Attendance Reports
	
	
	
	

	
	
	
	
	

	Inventory Records:
	
	
	
	

	Supplies
	
	
	
	

	Equipment
	
	
	
	

	
	
	
	
	

	Keys to:
	
	
	
	

	Supply Room
	
	
	
	

	Personnel Files
	
	
	
	

	Participant Files
	
	
	
	

	
	
	
	
	

	Certifies:
	
	
	
	

	Payroll
	
	
	
	

	Staff Attendance Reports
	
	
	
	

	Participant Attend Reports
	
	
	
	

	
	
	
	
	

	Records:
	
	
	
	

	Cash Receipts
	
	
	
	

	Disbursements
	
	
	
	

	Leave	
	
	
	
	

	
	
	
	
	

	Approves:
	
	
	
	

	Journal entries
	
	
	
	

	Purchase Orders
	
	
	
	

	Disbursements
	
	
	
	

	Bank Reconciliations
	
	
	
	

	Payrolls
	
	
	
	

	Personnel Actions
	
	
	
	

	Fund Drawdowns
	
	
	
	

	
	
	
	
	

	Signs:
	
	
	
	

	Checks
	
	
	
	

	Vouchers of Payment
	
	
	
	

	Receiving Documents
	
	
	
	

	Petty Cash Disbursements
	
	
	
	

	
	
	
	
	






