WORKFORCE WEST VIRGINIA

AUDIT TOOL FOR LOCAL WORKFORCE DEVELOPMENT BOARDS

ADULT, YOUTH, AND DISLOCATED WORKER PROGRAMS

AS PER Title 2 Subtitle A Chapter II Part 200

100
Introductory Data

A.
Review federal regulations, state policies and other guidance documents to gain understanding of the Workforce Innovation and Opportunity Act (WIOA) Adult, Youth, and Dislocated Worker program requirements.
B.
Utilizing data obtained in 100A develop testing work papers for appropriate areas and revise guide as needed. 

200
Preliminary Steps

A.
Obtain approval within WORKFORCE West Virginia on the Workforce Development Board (WDB) selected for review and dates of fieldwork. Notify by letter within ten (10) working days of dates of review.
B.
Send a notification letter to the WDB office scheduling fieldwork dates. Request copies be made available on the first day (or sooner if possible) of fieldwork of
a.   most recently approved cost allocation plan for the WDB.

b. listing of all subrecipients of the WDB relating to funding from WORKFORCE West Virginia.

c. fiscal monitoring schedule for the most recent fiscal year of any WDB subrecipients and reports of results/responses/follow-up.

d.  program monitoring schedule for the most recent fiscal year of any WDB subrecipients and reports of results/responses/follow-up.

e.  1 month period of staff timesheets if program management or administrative amounts are charged under any grants from WORKFORCE West Virginia.

f.   most recently completed audit or monitoring report.

g.  copy of WDBs policies and procedures that they are to follow in accounting for or administering the Adult, Youth, and Dislocated Worker programs.

298
Purpose/Scope/Miscellaneous 
A.
Purpose – to evaluate the content and ensure the integrity of the execution of WDB level responsibilities of Adult, Youth, and Dislocated Worker program operations.

B.
Scope – all Adult, Youth, and Dislocated Worker program activities and established policies and procedures for a specific time period.
C.
Background – program federal and state regulations.

299
Information Gathering

A.
Request that program staff supply a list of each document that must be in each participant’s file at the local WDB level. Ensure that this includes details of which forms should be in file and which documents can be printed in the Mid-Atlantic Career Consortium. Obtain clarification of signatures required on each form at the WDB file level.

B.
Utilize this information to develop a participant test workpaper for participant file testing. This may require multiple workpapers if more than one program is to be tested or if different forms are required.

300
Entrance Conference


A.
Conduct an entrance conference with contact(s) to explain our processes and scope on 1st day of fieldwork. 

301
Evaluation of Internal Controls (2 CFR Subpart D part 200.303)
A.
Evaluate internal control structure in place by interviewing staff with a series of internal control and separations of duties (worksheet) questions.
B.
Conduct testing of the internal control elements that are in place.

C.
Identify internal control elements that are not present or not functioning as intended.

D.
Document the results.  

302
Service Providers/Training Providers 
A.
Verify that training courses provided by service/training providers to participants are included on the State approved list provided by the MACC.

B.
Document the results.

303
Program Monitoring (2 CFR Subpart D Part 200.330-332) 
A.
Determine if the WDB local office has any program monitoring functions.

B.
Review the schedule and most recent report of results. 

C.
Document the results.

304
Audit and Audit Resolution (2 CFR 200 Subpart F 200.500-520)

A.
Does the WDB have a system in place for an audit of financial activity in accordance with the provisions of 2 CFR 200 Subpart F 200.500-520?

      (1) Was audit completed in a timely manner (no later than nine months after the end of the WDB’s fiscal year)?



      (2)  Are material weaknesses identified?



(3)  Are reportable conditions identified?


(4)  Are Federal award findings identified?


(5)  Are Federal award questioned costs identified?



(6)  If yes to any of the above excluding (1), what is the current corrective action plan employed the WDB to resolve these matters?



(b) Does the WDB have a system in place to assure subrecipient audits are conducted and resolved?



(1)  Interview staff and document response.



(2)  How does the WDB determine the need for audits of subrecipients?


(3)  What processes are followed to resolve subrecipient audit findings?



(4)  Does the WDB have a tracking system in place to ensure that all required subrecipient audits are received in a timely manner and resolved in accordance with audit requirements?



(c) The WDB is aware of and has met the financial system requirements, including established procedures for overpayments and debt collection.


(1) Interview staff to determine what procedures are in place to address overpayments, what procedures are in place to establish a debt, when necessary, and what procedures are in place to recover an established debt with a subrecipient or contractor?



(2)  Does the WDB have policies concerning writing off debts (receivables)?


B.
Document the results.


306
Grants and Contracts (Title 2 Subtitle A Chapter II Part 200)
A.
Does the WDB have an adequate system for administration of grants and contracts? Determine the process for awarding bids and contracts.
B.
Review supporting documentation of contract awards to determine if standard competitive procurement procedures are followed (2 CFR 200.317-326) 
§200.331   Requirements for pass-through entities:
All pass-through entities must:

(a) Ensure that every subaward is clearly identified to the subrecipient as a subaward and includes the following information at the time of the subaward and if any of these data elements change, include the changes in subsequent subaward modification. When some of this information is not available, the pass-through entity must provide the best information available to describe the Federal award and subaward. Required information includes:

(1) Federal Award Identification.

(i) Subrecipient name (which must match the name associated with its unique entity identifier);

(ii) Subrecipient's unique entity identifier;

(iii) Federal Award Identification Number (FAIN);

(iv) Federal Award Date (see §200.39 Federal award date) of award to the recipient by the Federal agency;

(v) Subaward Period of Performance Start and End Date;

(vi) Amount of Federal Funds Obligated by this action by the pass-through entity to the subrecipient;

(vii) Total Amount of Federal Funds Obligated to the subrecipient by the pass-through entity including the current obligation;

(viii) Total Amount of the Federal Award committed to the subrecipient by the pass-through entity;

(ix) Federal award project description, as required to be responsive to the Federal Funding Accountability and Transparency Act (FFATA);

(x) Name of Federal awarding agency, pass-through entity, and contact information for awarding official of the Pass-through entity;

(xi) CFDA Number and Name; the pass-through entity must identify the dollar amount made available under each Federal award and the CFDA number at time of disbursement;

(xii) Identification of whether the award is R&D; and

(xiii) Indirect cost rate for the Federal award (including if the de minimis rate is charged per §200.414 Indirect (F&A) costs).

(2) All requirements imposed by the pass-through entity on the subrecipient so that the Federal award is used in accordance with Federal statutes, regulations and the terms and conditions of the Federal award;

Document the results.

C. Local Area Office – Documents/Public Law Compliance: Written policies and procedures are in place to ensure that any documents that describe projects or programs, if Federally funded in whole or part, include language required by Public Law (P.L.) 115-31, Division H, Title V, Section 505
1.  Required Federal funding language in documents (such as advertisements, statements, press releases, bid solicitations, and request for proposals) describing programs funded by Federal funds.  And that the following are clearly stated:

· The percentage of the total costs of the program or project which will be financed with Federal money

· The dollar amount of Federal funds for the project or program

· The percentage and dollar amount of the total costs of the project or program that will be financed by non-governmental sources.

 Document the results
307
Cost Allocation (2 CFR Subpart E 200.416)
A.
Obtain a copy of the WDB cost allocation plan and/or indirect cost rate. Has either or both been approved?

B.
Obtain copies of timesheets or other written evidence to determine whether allocated costs are based on benefits received.

C.
Are the distribution of program costs, staff time, and general and administrative costs among programs covered in the WDB’s written policies and procedures?

D.
Review the CAP and select any cost pools and a number of shared cost items. Obtain worksheet/spreadsheet that reflects actual monthly or quarterly expenditures that were allocated among and charged directly to programs.

E.
Document the results.

308
Budgets and Obligated Expenditures (2 CFR 200.34 and 200.302)

A.
Request the most current approved budget.

B.
Compare budgeted amounts to actual expenditures.


C.
Request a report of obligated expenditures for a specific time period.


D.
Compare obligated amounts to actual expenditures and budgeted amounts.


E.
Document the results.

309 
Fiscal Reporting (2 CFR 200.327)
A.
Select a sample month from each of the monthly reports submitted by the WDB to the central office.   

B.
Select a sample of all monthly reports from service providers if needed.  

C.
Review all reports and compare amounts to support documents for agreement. 

D.
Test cumulative amounts for accuracy with monthly/quarterly amounts provided for program and administrative totals. Is the region meeting required or expected expenditure rates? Document the results.

E.
Document any negative numbers for adjustments, investigate the reasons and verify the amounts.

310
Expense/Transaction Testing (2 CFR 200.331)
A.
Obtain universe of all transactions incurred at the WDB office for Adult, Youth, and Dislocated Worker programs from for a specific time period and select a sample of non-payroll transactions. 

B.
Interview staff to determine if the WDB office is aware of which costs are allowable, allowable under certain conditions or unallowable.
C.
Review transactions for financial and administrative compliance. Test transaction payments for proper payees, amounts, original invoices/receipts, paid stamps, funding sources, cost coding/payment approvals, allocation amounts, financial policy compliance, budget approvals, proper support documentation and general ledger postings. Determine if transaction was related to program, and evaluate timeliness of payments. Complete a Transaction Testing Worksheet for each transaction.

D.
In accordance with 20 CFR, Part 667.300(c)(3), determine if the WDB’s expenditures/transactions are reported on the accrual accounting basis (in the period in which they occur). Analyze the WDB’s financial system. If records are not kept on the accrual basis of accounting, the WDB must develop accrual information through an analysis of the documentation on hand.
E.
Document the results.

311
Funding/Drawdowns/Deposits (2 CFR 200.302)
A.
Obtain copies of the WDB records for funding streams and amounts for the Adult, Youth, and Dislocated Worker programs. Compare WDB records to state level data and note any differences. 

B.
Obtain copies of the most recent 2-3 drawdown of funds from WORKFORCE West Virginia. Review supporting documents and compare to drawdown request for agreement.

C.
Compare WDB and subrecipient drawdown documents for each program to WORKFORCE West Virginia drawdown documents. Document any differences in amount.

D.
Compare dates of request from WDB and subrecipient to supporting documents and to WORKFORCE West Virginia deposits to compare timing of need, requests, and deposits. Document the results.


(a) Cash Management

(1) Do drawdowns comply with the WDB’s indicators and expenditures (including accrued expenditures if any) in relation to their draws? 


(2) How often does the WDB draw down cash and how does it determine when and how much cash to draw down?


(3) Does the WDB and sub-recipients follow its policies and procedures on cash management?

(4)  Determine whether the WDB office has excess cash.
312 
Program Income  (2 CFR 200.307)

 

A. Determine if program income is generated from any WORKFORCE West Virginia funds and develop a list of all activities and funds. Review for compliance with program requirements. 
B. Document the results.

313
Reconciliation

A.
Obtain a copy of the most recently completed bank reconciliation along with bank statement and other documents used in the reconciliation.

B.
Review timing of bank reconciliation, evidence of review, and errors found and document the results.

314
Bonding Requirements (2 CFR 200.325)

A.
Obtain a copy of current fidelity/surety bond to verify adequate coverage.

315
Program Eligibility Testing (2 CFR 200.328)
A.
Obtain a copy of current participant list and select a sample.
B.
Test sample to determine program eligibility. Complete sampling worksheet and document the results.

316      Payroll and Time Distribution

           A.

Obtain copies of timesheets for a specific time. Review timesheets provided and                                                                                                                                                                                                                              monthly reports to determine the accuracy of amounts charged and the relativity to grant(s) charged for month(s) selected and document the results. If necessary, recalculate amounts charged based on salaries and hours worked and document any differences. 

B         Request check register or other payroll register 

C         Compare results based on cost allocation time distribution

D         Document results

399
Exit Conference

A.
Conduct an exit conference with WDB local office representatives on last date of fieldwork to discuss the results of the review.

B.
If a preliminary determination is made that a finding or issue of some rule, regulation or policy exists, identify the area of noncompliance. Discuss findings and/or recommendations with grantee official(s); set parameters for corrective action(s), if necessary.
C.
If corrective actions need further consideration, the WDB local office must disclose what actions within specific time frames will be taken to bring the matter to closure. 
D.        Corrective Action Plan.  (Details to follow in section 600)

400
Report

A.
A draft report is to be issued within 30 calendar days of the date of the exit conference. 

B.
Prepare initial draft of report and cover letter within 30 days of the exit conference. Note in cover letter that if corrective action plan is necessary, remit within 30 days of receipt of draft report. If corrective action plan is not necessary, remit any responses within 10 days receipt of draft report.
C.
Discuss draft with supervisor and make modifications as needed.

D.
Mail report and cover letter to customer.
E.
Upon receipt of any response from customer prepare final report, incorporating response from customer.

500
Filing

A.
Ensure that all work papers are appropriately labeled and referenced.

B.
File work papers and support documents according to audit control number.
600
Corrective Action Plan Procedures – Established by Workforce WV MA for WIOA WDB Local Office Compliance Reviews
(2 CFR 200.338)









(1)  Exit Conference
After completion of the on-site review, the Workforce West Virginia (Workforce WV) Management Analysis (MA) reviewer will meet with the Workforce Investment Board (WDB) local office Director or designated staff person to discuss results of the review and any preliminary determinations made that the local office may not be in compliance with Federal and State requirements for specific areas of the review. The local office response will be documented. It must be understood by all parties that the findings are preliminary and subject to further review. While some matters may be resolvable during the course of the review or during the exit conference, more difficult or debatable matters may not be. The MA reviewer should exit the site with an understanding of all sides of the issue to allow for further deliberation by the Workforce WV MA Division. The local office may forward additional written communication to the MA Division stating its concerns or position. If the local office wishes to discuss the matter beyond the content of the written communication such request shall be noted in the written correspondence. After the Workforce WV MA personnel have had opportunity to review the issue, the requested call will be placed and the matter discussed further. The purpose of the call will be to give the local office further opportunity to elaborate or clarify its position on the matter.

In the event there are no preliminary determinations made that the WDB local office is not in compliance with Federal and State regulations for any specific area of the review, the MA reviewer shall proceed to step 2, step 3 will not be applicable. 

(2)  Report Development and Distribution 
At the conclusion of the on-site visit, the reviewer will review work papers and other related materials. If warranted, the reviewer will discuss the results of the on-site visit with the MA Division Director. A report document will be developed by the reviewer within 30 days of the exit conference and submitted to the MA Director for review and approval. The report document will be transmitted by memorandum to the WDB local office Director with a specific date for response/corrective action plan (CAP) to MA. A copy of the report will also be made available to appropriate WorkForce WV personnel.   

(3)  Corrective Action 
Deficiencies and recommendations will be identified in the report document. The remedying of deficiencies by the WDB local office is accomplished through the corrective action process that begins with the CAP.

The specific objectives to be accomplished in developing corrective actions are:

· To improve the capability of the WDB’s local office system to fully respond to established WIOA requirements.

· To correct specified problems that hinder successful performance.

There are several steps to successfully accomplishing a corrective action plan:

· Identify specific actions required to fully correct the causes of each problem.

· Each action should be sequenced in a logical order that supports their completion in a timely and effective manner with staff assigned responsibility for completion of each action.

· Each action should be given a specific time frame for completion and a time assigned for follow-up to determine if all actions have been completed and the desired results achieved.

· The CAP shall be submitted to WorkForce WV MA Division by the due date as indicated on the report document transmittal memorandum.

Upon receipt of response/CAP from the local office, the MA reviewer will determine if the response/CAP is sufficient to resolve the finding(s). A memorandum will be submitted to the WDB Director indicating whether or not resolution has been determined by MA. If the CAP is not approved, the MA reviewer will communicate to the WDB local office the areas needing further development for approval. Each CAP or resubmission will contain required due dates for completion. These due dates are necessary to ensure that problems identified are corrected in a timely fashion to minimize any negative program impacts of potentially disallowed costs. A Master List of findings, issues and/or concerns and comments will be kept with the WDB local office comments and corrective actions included.

It is possible that corrective measures may not be identifiable until other resources are brought to bear on the issue. In such cases, the CAP will identify the steps, actions and time frames that are preliminary to final corrective action.

(4)  Follow-up and Close-Out
The MA reviewer shall “follow-up” to determine if the corrective action has been completed and if the corrective action remedied the deficiency. Once these steps have been completed, the MA reviewer will “close-out” the report by issuing a finding summary memo indicating resolution of finding(s) to WDB Directors and appropriate WorkForce WV personnel.

If the above actions have not been completed, the WDB local office must disclose to Workforce WV MA Division what actions are being taken to bring this matter to closure. A technical assistance update report should be developed with the WDB local office’s response and filed for the next on-site visit.
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