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Policies and Procedures

1. Does the WORKFORCE DEVELOPMENT BOARD (WDB) have a written procedure to assist employees in completing drawdown of funds for WIOA PROGRAMS in accordance with Federal and State laws and policies?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
2. Does the WDB provide information and instructions to assist employees in completing payment of WIOA PROGRAMS expenses in accordance with Federal and State laws and policies?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
3. Does the WDB provide information and instructions to assist employees in processing payroll for WIOA PROGRAMS staff in accordance with Federal and State laws and policies?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
4. Does the WDB provide information and instructions to assist employees in completing all ITA’s for WIOA PROGRAMS in accordance with Federal and State laws and policies?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
5. Does the WDB provide information and instructions to assist employees in completing all WIOA PROGRAMS Reports in accordance with Federal and State laws and policies?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
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6.
If any of the preceding evaluative questions are answered "no", does the WDB have a substitute or compensating control?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
Organizational Structure

1.
Does the WDB have methods or procedures to provide WIOA training for employees?

*If yes, identify the type of training:

Yes

No


a.
*Formal Classroom Training


____

____                          

b.
*On the Job Training?


____

____ 

c.
*One-on-One Training? 


____

____

d.
*Individual Self-guided Training? 


____

____

e.
*Other? 


____

____

2.
Does the WDB provide training when there are:











Yes   
 
No   

a.
Federal/State law changes?
           



____

____

b.
Policy/procedure changes?




____

____


c.
Needs identified from review of finished work




(e.g., supervision, quality assurance review,


quality appraisal review)?
                             

____

____

d.
Hardware/software changes?
                             

____

____

e.
*Other?
                             



____

____

3.
Does the WDB have processes (e.g., back-up training or organizational flexibility) to assure that staff absences will not disrupt operations?   

Yes _______
No _______

4.
Does the WDB have controls to assure that all WIOA Reports prepared by ACCOUNTING are reviewed by management?









Yes _______ 
No _______           

If yes, are the reports reviewed for:











Yes  

 No
a.
*Timeliness?



              

____

____               

b.
*Accuracy?




               
____

____

c.
*Distribution to authorized list?

              
____

____
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5.
Does the WDB have a list of the specific individual(s) authorized to sign WIOA Reports?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
6.
Does the WDB verify time charges to WIOA PROGRAMS on time sheets are reconciled to Payroll Records for WDB staff?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
7.
Is there a system of recording employee leave hours for WDB staff?

Yes _______
No _______


If Yes, attach a copy.

8.
If any of the preceding evaluative questions were answered "No", does the WDB have a substitute or compensating control?

Yes _______
No _______


If Yes, attach a copy.

Control of Funds

1.
Does the WDB maintain an audit trail for the following types of transactions?











Yes    

No               

a.
Receipt of daily balance report from bank?


____

____ 


b. Calculation of Compensating Balance with


bank statement detailing previous month fees?      
            ____

____    

c. Banking Daily Worksheets that calculates the


amount of the drawdown?




____

____

d.
Deposit discrepancies?




____

____
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2.
Does the WDB verify that the amount of daily deposit records agrees with the amount credited by the bank?

Yes _______
No _______

3.
Does the WDB verify that amount credited by the bank agrees with the amount recorded in the WIB's LO accounting system (i.e., general ledger)?

Yes _______
No _______

4.
Does the WDB have a means to identify source of discrepancies?

Yes _______
No _______

If yes, which are used:











Yes  

 No               

a.
*Deposit list/calculator tapes?
              

____

____               

b.
*Batch lists/batch reconciliation?

               
____

____

c.
*Bank statements?
                             


____

____

d.
*Debit or credit notices from bank?
                             


(NSF checks or discrepancies)



____

____

e.
*Bank Statement Trial Balance?
                             
____

____

f.
*Other?
                             



____

____

5.
Are information sources retained and accessible for the WDB use?

Yes _______
No _______

If yes, which are retained:











Yes  

 No               

a.
*Canceled checks?
              



____

____               

b.
*Paid invoices?

               


____

____

c.
*Payroll?
                             



____

____

d.
*Contract/subcontract awards?         



____

____

e.
*All Bank Statements/Documents?
                             
____

____

f.
*Other?
                             



____

____

6.
Are checks numbered and used in sequence?

Yes _______
No _______

7.
Are payments made only from original invoices?

Yes _______
No _______

8.
Are there controls to eliminate duplicate payments?

Yes _______
No _______
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9.
Is there an independent review of reconciliation of financial transactions? 

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
10.
If any of the preceding evaluative questions were answered "No", does the WDB have a substitute or compensating control?

Yes _______
No _______

VS:(Verifiable Source – attach a copy if available)  _______________________________________         

_____________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
_____________________________________________________________________________________
Safeguarding of Assets
1.
Does the WDB have the following controls to assure that the WIOA records and files are limited to authorized staff in WDB ACCOUNTING:

a.
Blank checks are stored in a locked, secure location?

Yes _______
No _______

a.       Specific individual(s) assigned and authorized to access the blank checks?

Yes _______
No _______


c.
Specific individual(s) assigned and authorized to receive and record financial

                        data in the computer programs used for recording WIOA Program information? 

Yes _______
No _______


d.
Password for each individual authorized on computer program used to record WIOA program information? 

Yes _______
No _______


e.
Password and/or cell protection on the WIOA Reports to protect the spreadsheets from unauthorized entry of numbers?


Yes _______
No _______

f. Are there controls other than those listed above to restrict access to WIOA Records? 

Yes _______
No _______
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2.
Does the WDB have a process for receipt of goods and an independent reconciliation?

Yes _______
No _______

Miscellaneous

1.
Does the WDB have controls in place to monitor the following:










Yes  

 No               

a. long distance telephone expenses?


 ___

 ___

b. allowances for employee travel/reimbursement?
 ___

 ___

2.
Does the WDB have a system in place for record filing/maintenance process and record retention requirements?

Yes _______
No _______
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Staffing/Organization

1.
Obtain an organization chart for the WIOA Program Account staff in WIB ACCOUNTING. 

Does the organization chart structure provide for the following key functions?

Yes

No


a.
Executive






____

____


b.
Administrative






____

____


c.
Fiscal







____

____


d.
Human Resources





____

____


e.
Management Information Systems



____

____


f.
Program Management





____

____


g.
Program Operations





____

____

2. Identify the WDB contact responsible for each of the WIOA PROGRAMS:

a. ADULT - 

b. YOUTH – 

c. DISLOCATED WORKER – 

Comments___________________________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
3.
Has the WDB developed the following for carrying out the WIOA functions in a standard and systematic way?     


Yes

No


a.
Manuals






____

____


b.
Forms







____

____


c.
Procedures/Policies





____

____

Comments___________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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4.
For any No answers to Question 3, explain any anticipated new manuals, forms, or procedures the WDB has plans to develop.  Include the anticipated completion date.  

Comments___________________________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
5.
Describe the staff training on WIOA PROGRAMS and procedures provided by the WDB during the last twelve months.  

Comments___________________________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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