



ATTACHMENT B-1

PROCUREMENT REVIEW GUIDELINES

The following guidelines will be followed to conduct the review of all Local Workforce Development Area (LWDA)/Subrecipient procurement (including contract and subcontract level).

1. Obtain and review a copy of the LWDA’s written Policies and Procedures regarding procurement.
2. Identify the LWDA’s small purchase limit:
___________________________________
3. Verify that the LWDA’s written procurement policies and procedures contain the following requirements:
a.
A code of conduct for employees conducting procurements, including criteria regarding conflict of interest
b.
A process for avoiding purchasing unnecessary or duplicative items
c.
A process for resolving disputes, claims, and protest of awards
d.
All procurements are conducted in a fair and open manner
e. Various types of procurement including when and how to use them
f. Solicitation of small and minority firms, women’s business enterprise and labor surplus area firms
g. A cost price analysis
h. An awarding agency review
i. Bonding requirements
j. Compliance with contract provisions, e.g., termination, equal opportunity, etc.
4. The Monitor will complete the exercises below for procurement transactions paid for in whole or in part with WIOA funds:
METHODS OF PROCUREMENT (Selection of a minimum of two transactions for each of the following procurement methods will be completed):

a. SMALL PURCHASES
Use 2 Small Purchase worksheets (Procurement Tool 1 - to record the Outcomes)
b.
NONCOMPETITIVE PROPOSAL/SOLE SOURCE
Use 2 Noncompetitive Proposal/Sole Source worksheets (Procurement Tool 2 - to record the outcomes)
c.
SEALED BID/INVITATION FOR BID (IFB)
Use 2 IFB worksheets (Procurement Tool 3 - to record the outcomes)
d.
COMPETITIVE PROPOSAL/REQUEST FOR PROPOSAL (RFP)
Use 2 RFP worksheets (Procurement Tool 4 to record the outcomes)
CONTRACT AGREEMENT (If the Administrative Entity/Grant Recipient (or the contractor/subcontractor) signed a contract during the program year, for each of the procurement methods above, the monitor will record the outcomes on the Contract Review Worksheet (using Procurement Tool 5A Government or Procurement Tool 5B Non-governmental) for each procurement method used.  However, if the LWDA uses only one contract agreement template for all procurement transactions, the monitor will complete only one Contract Review Worksheet.
[References:  29 CFR Part 95, Section 95.41-47, 29 CFR Part 97, Section 97.36, WIOA Directive 00-2, and Procurement and DOL Financial Management TAG Part II, Chapter II-10]
Monitor: _______________  Date:  ___________  Staff Interviewed: ________________

SMALL PURCHASE WORKSHEET:


PROCUREMENT TOOL 1
	LWDA/Subgrantee:

	Staff Interviewed: 
	Date Reviewed:

	Amount of Purchase:
	Date Purchased:

	Source of Purchase:

	Describe briefly the goods or services procured: ______________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________


	If $5,000 or more, was prior approval received?
	Yes
	No

	For the purchase of equipment, did the Subgrantee determine that the purchase of this equipment is more cost effective than leasing?
	Yes
	No

	Did the Subgrantee document the small purchase transaction by one of the following: sales receipt, current catalogs, or formal quotes? [Reference:  2 CFR Part 200.320 (B)]
	Yes
	No

	Did the Subgrantee obtain price or rate quotations from an adequate number of qualified sources?  [Reference:  2 CFR Part 200.320(c)(2)(i)]
	Yes
	No

	Did the Subgrantee perform a cost or price analysis?  [Reference:  2 CFR Part 200.323 (A)(B)(C)(D)]
	Yes
	No

	Was the purchase made on the basis of full and open competition?  [Reference:  2 CFR Part 200.319 (A)]
	Yes
	No

	Did the Subgrantee ensure that the award was not made to a debarred or suspended party?  [Reference: 2 CFR Part 200.205 (D) 200.213]
	Yes
	No

	Was there a conflict of interest, real or apparent, in this procurement transaction?  If yes, explain.  [Reference:  2 CFR Part 200.112, 200.318 (C)(I)] ______________________________________________


	Yes
	No

	Does it appear that the small purchase was properly procured based on the information reviewed?  If no, please explain. ______________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
	Yes
	No


Monitor: __________________________  Date: ________________  Staff Interviewed: ____________________________

CAPITAL EXPENDITURE WORKSHEET

PROCUREMENT TOOL 1A
	LWDA/Subgrantee:

	Staff Interviewed:
	Reviewed Date:

	Purchased Amount:
	Purchased Date:

	Source of Purchase:

	Describe briefly the goods or services procured:  ____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

	If $5,000 or more, was prior approval received?
	Yes
	No

	For the purchase of equipment, did the Subgrantee determine that the purchase of this equipment is more cost effective than leasing?
	Yes
	No

	For the purchase or improvement of Real Property, did the Subgrantee document that the purchase was for one of the following:  [Reference:  2 CFR Part 200.311]
	Yes
	No

	A.  Improvements for physical and programmatic accessibility and reasonable accommodation as required by the Americans with Disabilities Act (ADA) of 1990 and the Rehabilitation Act of 1973, as amended.
	Yes
	No

	B.  To fund repairs, alterations, and capital improvements of SESA-owned real property or WIOA-owned property transferred to the WIOA Title I program.
	Yes
	No

	C.  Job Corps facilities as authorized by the Secretary.  [Reference:  WIOA section 160(3)(B)]
	Yes
	No

	D.  To fund disaster relief employment projects for demolition, cleaning, repair, renovation, and reconstruction of damaged and destroyed structures, facilities and lands located within a disaster area.  [Reference:  WIOA sec. 173(d)]
	Yes
	No

	Did the Subgrantee use the proper method of procurement?  (Small purchase, Sole source, competitive bid, IFB/RFP)  (Complete appropriate procurement tool.)
	Yes
	No

	Did the Subgrantee perform a cost or price analysis?  [Reference:  2 CFR Part 200.323]
	Yes
	No

	Did the Subgrantee ensure that the award was not made to a debarred or suspended party?  [Reference: 2 CFR Part 200.205 (D) 200.213]
	Yes
	No

	Was there a conflict of interest, real or apparent, in this procurement transaction?  If yes, explain.  [Reference:  2 CFR Part 200.112, 200.318 (C)(I)] ______________________________________________


	Yes
	No

	Was the purchase made on the basis of full and open competition?  [References: 2 CFR Part 200.319]
	Yes
	No

	Does it appear that the capital expenditure was properly procured based on the information reviewed?  If no, please explain.  _________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________


	Yes
	No


Monitor: __________________________  Date: ________________  Staff Interviewed: ____________________________
NON-COMPETIVE PROPOSAL/SOLE SOURCE
PROCUREMENT TOOL 2
	LWDA/Subgrantee:

	Staff Interviewed: 
	Review Date:

	Award Amount:
	Agency Awarded:

	Goods or Services Procured:

	Did the Subgrantee determine this award was not feasible under any other Procurement method?  If yes, did the Subgrantee determine that one of the following circumstances applies:

The item is only available from one single source.


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


The awarding agency gave written authorization for noncompetitive proposals.


After solicitation of a number of sources, competition is determined inadequate.  [Reference:  
200.319]
	Yes
	No

	Did the Subgrantee conduct a cost or price analysis for this transaction?  [Reference:  2 CFR Part 200.323]
	Yes
	No

	Did the LWDA/Subgrantee’s procurement records include:  [Reference:  2 CFR Part 200.318 (I) 200.319, 200.323]
	The rationale for selecting this method of procurement.
	Yes
	No

	
	Justification for lack of competition when competitive bids or offers are not obtained.
	Yes
	No

	
	The basis for contractor selection 
	Yes
	No

	
	The basis for award cost or price
	Yes
	No

	Did the Subgrantee ensure that the award was not made to a debarred or suspended party?  [Reference: 2 CFR Part 200.205 (D) 200.213]
	Yes
	No

	Was there a conflict of interest, real or apparent, in this procurement transaction?  If yes, explain.  [Reference:  2 CFR Part 200.112, 200.318 (C)(I)] ______________________________________________

__________________________________________________________________________________
	Yes
	No

	Was the sole source transaction properly procured based on the information reviewed?  If no, please explain.  ___________________________________________________________________________
	Yes
	No


Monitor: _________________________  Date: ________________  Staff Interviewed: ____________________________

SEALED BID/INVITATION FOR BID (IFB)

PROCUREMENT TOOL 3
	LWDA/Subgrantee:

	Staff Interviewed: 
	Review Date:

	Award Amount: 
	Agency Awarded:

	Goods or Services Procured:

	Did the Subgrantee document its rationale for selecting this method of procurement?  [Reference:  200.320 and WIOA Directive 00-2]
	Yes
	No

	Did the Subgrantee publicly advertise the solicitation?  [Reference: 2 CFR Part 200.320]
	Yes
	No

	Did the IFB include full and clear definitions and descriptions of the goods or services to be procured? [Reference:  2 CFR Part 200.320]
	Yes
	No

	Did the Subgrantee retain copies of each bid received?  Total number of bids received? ____________
	Yes
	No

	Were the bids opened publicly at the time and place stated in the solicitation?  [Reference:  2 CFR Part 200.320(C)(2)(iii)]
	Yes
	No

	Did the Subgrantee state its right in the IFB to reject any or all bids due to unresponsiveness?

If yes, did the Subgrantee reject any or all the bids received?
Did the Subgrantee document the specific reasons for rejecting any or all the bids?  [Reference:  2 CFR Part 200.320(v)]
	Yes
	No

	
	Yes
	No

	
	Yes
	No

	Did the Subgrantee perform a written determination of demonstrated performance for this procurement transaction addressing the following?  [Reference:  2 CFR Part 200.318(h)]


Contractor Integrity 


Compliance with Public Policy 


Record of Past Performance 


Financial & Technical Resources
	Yes
	No

	Did the Subgrantee award the contract to the lowest bidder who met the technical requirements/ specifications?  [Reference: 2 CFR Part 200.320(C)(2)(iv)]
	Yes
	No

	Did the Subgrantee ensure that the award was not made to a debarred or suspended party?  [Reference:  2 CFR Part 200.205 (d), 200.213, 200.521 Appendix II to part 200 (H)]
	Yes
	No

	Was there a conflict of interest, real or apparent, with this procurement transaction?  [Reference:  2 CFR Part 200.112, 200.318 (c)(1)]
	Yes
	No

	Did there appear to be any situations considered to be restrictive of competition regarding this procurement transaction?  [Reference:  2 CFR Part 200.319]
	Yes
	No

	Was the IFB procurement process properly conducted based on the information gathered?  If no, please explain.  __________________________________________________________________________

__________________________________________________________________________________
	Yes
	No


Monitor: __________________________  Date: __________________  Staff Interviewed: _________________________

COMPETITIVE PROPOSAL/REQUEST FOR PROPOSAL (RFP) 












PROCUREMENT TOOL - 4
	LWDA/SUBGRANTEE:

	Staff Interviewed:
	Review Date:

	Award Amount:
	Agency Awarded:

	Goods or Services Procured:

	Did the LWDA/Subgrantee document its rationale for selecting this method of procurement?  [Reference:  WIOA Directive 00-2]
	Yes
	No

	Did the Subgrantee publicly advertise this RFP?  [Reference:  2 CFR Part 200.320 (c)(2)(1), 200.320 (d)(1)]
	Yes
	No

	Did the Subgrantee provide adequate response time for bidders?
	Yes
	No

	Did the RFP indicate the following:  [Reference:  2 CFR Part 200.320 (c)(2)(1)]
	· The scope of work and service area
	Yes
	No

	
	· The method for evaluating the proposals
	Yes
	No

	
	· The deadline for receipt
	Yes
	No

	
	· The dispute process
	Yes
	No

	Did the Subgrantee follow its procedures for proposal evaluation as specified in its written procurement procedures?  [Reference:  2 CFR Part 200.320]
	Yes
	No

	Did the Subgrantee perform a cost or price analysis in connection with this procurement transaction?  [Reference:  2 CFR Part 200.323]
	Yes
	No

	Did the Subgrantee perform a written determination of demonstrated performance for this procurement transaction addressing the following:  [References:  2 CFR Part 200.318 (h)]

Contractor Integrity


Compliance with Public Policy 

Record of Past Performance


Financial & Technical Resources
	Yes Yes
Yes
	No

	
	Yes
	No

	
	Yes
	No

	
	Yes
	No

	Did the Subgrantee ensure that the award was not made to a debarred or suspended party?  [References:  2 CFR Part 200.205 (d), 200.213]
	Yes
	No

	Was there a conflict of interest, real or apparent, with this procurement transaction?  [References:  2 CFR Part 200.112, 200.318(c)(1)]
	Yes
	No

	Did there appear to be any situations considered to be restrictive of competition regarding this procurement transaction?  [References:  2 CFR Part 200.319]
	Yes
	No

	Was the RFP procurement process properly conducted based on the information gathered?  If no, please explain.  _________________________________________________________________

______________________________________________________________________________
	Yes
	No


Monitor: __________________________  Date: __________________  Staff Interviewed: _________________________

CONTRACT REVIEW WORKSHEET 

(Governmental)








PROCUREMENT TOOL 5A

	LWDA/Subgrantee:

	Staff Interviewed:
	Review Date:

	Type of Goods or Services Purchased:

	Procurement Method Used:

IFB

Sole Source


RFP

	Source of Purchase:

	Purchase Amount:
	Contract Period:

	Did the contract resulting from the procurement transaction specify the following:  (Check appropriate box)

	· Administrative, contractual, or legal remedies in instances of contractual violation?  (Contracts   other than small purchases.)  [Reference:  2 CFR Part 200.303, 200.318(k)]
	Yes
	No

	· Termination for cause or for convenience by the grantee or contractor?  (All contracts in excess of $10,000.)  [Reference: 2 CFR Part 200.339, 200.340]
	Yes
	No

	· Accordance with Title VI of the Civil Rights Act of 1964, and provisions of WIOA Section 188 and compliance with Equal Employment Opportunity provisions in Executive Order (EO) 11246, as amended by EO 11375 and supplemented by the requirements of 41 CFR Part 60?  [References:  2 CFR Part 200.303, 200.321]
	Yes
	No

	· Notice of awarding agency requirements and regulations pertaining to reporting.  [Reference:  2 CFR Part 200.204, 200.205, 200.212, 200.308,]
	Yes
	No

	· The DOL’s requirements pertaining to patent rights with respect to any discovery or invention under this contract?  [Reference: 2 CFR Part 200.315(c)]
	Yes
	No

	· Awarding agency requirements and regulations pertaining to copyrights and rights in data?  [References: 2 CFR Part 200.448]
	Yes
	No

	· The rights of the State, DOL, or any of their authorized representatives to access any books, records, papers or other pertinent documents for the purpose of auditing or monitoring?  [Reference:  2 CFR Part 200.336]
	Yes
	No

	· The retention of all required records for 3 years?  [Reference:  2 CFR Part 200.333]
	Yes
	No

	· Compliance with all applicable standards, orders, or requirements issued under Section 306 of the Clean Air Act and Section 508 of the Clean Water Act (contracts in excess of $500.01)? [Reference:  2 CFR Part 200.521 Appendix II to part 200(g)]  [Also reference the WIOA Manual, Part I, D2, Administrative Provision, dated June 22, 1994 - dollar limitations approved by the AWIB in May 2000.]
	Yes
	No

	· For a non-governmental agency awarded a contract for $500.01 or more, did the subcontractor certify that no funds shall be used for lobbying (Byrd-Anti Lobbying Amendment)?  [Reference:  2 CFR Part 200.450, 200.521 Appendix II to part 200(g)]  [Also reference the WIOA Manual, Part I, D2, Administrative Provision, dated June 22, 1994 - dollar limitations approved by the AWIB in May 2000.]
	Yes
	No

	· Requiring compliance with the debarment and suspension requirements.  [References: 2 CFR Part 200.205(D) 200.113, 200.213, 200.338(D)]
	Yes
	No

	· Did the subcontractor sign a certification of a Drug Free Workplace or is it certified in the contract?  [Reference:  2 CFR Part 200.213]
	Yes
	No

	· Based on the above, did the Subgrantee include all required contract provisions and/or certifications?  If no, please explain.  [Reference: 2 CFR Part 200.326 DOL Financial Management TAG, Ch.II-10-7]
_______________________________________________________________________________

________________________________________________________________________________
	Yes
	No


Monitor: __________________________  Date: __________________  Staff Interviewed: _________________________

CONTRACT REVIEW WORKSHEET
(Non-governmental)







PROCUREMENT TOOL 5B

	LWDA/Subgrantee:

	Staff Interviewed:
	Review Date:

	Type of Goods or Services Purchased:

	Procurement Method Used:

IFB


Sole Source


RFP

	Source of Purchase:

	Purchase Amount:
	Contract Period:

	Did the contract resulting from the procurement transaction specify the following:  (Check appropriate box.)

	· Administrative, contractual, or legal remedies in instances of contractual violation (In excess of small purchase threshold)?  [Reference:  2 CFR Part 200.303, 200.318(k), 200.320(b)]
	Yes
	No

	· Termination for cause of for convenience by the grantee or contractor (Contracts in excess of small purchase threshold)?  [Reference:  2 CFR Part 200.339, 200.340]
	Yes
	No

	· The rights of the State, DOL, or any of their authorized representatives to access any books, records, papers, or other pertinent documents (records retention for 3 years) for the purpose of auditing or monitoring (In excess of small purchase threshold)?  [Reference: 2 CFR Part 200.333 200.336]
	Yes
	No

	· Compliance with Equal Employment Opportunity provisions in the Executive Order (EO) 11246, as amended by EO 11375 and supplemented by the requirements of 41 CFR Part 60?  [Reference:  2 CFR Part 200.321]
	Yes
	No

	· For the performance of experimental, developmental, or research work the DOL’s requirements pertaining to patent rights, copyrights, and rights in data?  [Reference:  2 CFR Part 200.448]
	Yes
	No

	· Compliance with all applicable standards, orders, or requirements issued under Section 306 of the Clean Air Act and Section 508 of the Clean Water Act (contracts in excess of $500.01)?  [Reference: 2 CFR Part 200.521] Appendix II to part 200 (g)  [Also reference the WIOA Manual, Part I, D2, Administrative Provision, dated June 22, 1994 - dollar limitations approved by the AWIB in May 2000.]
	Yes
	No

	· For a contract for $500.01 or more, did the subcontractor certify that no funds shall be used for lobbying (Byrd-Anti-Lobbying Amendment)?  [Reference: 2 CFR Part 200.450, 200.521 Appendix II to Part 200 (i)]  [Also reference the WIOA Manual, Part I, D2, Administrative Provision, dated June 22, 1994 - dollar limitations approved by the AWIB in May 2000.]
	Yes
	No

	· Requiring compliance with the debarment and suspension requirements (EO 12459 and 12689)?  [Reference:  2 CFR Part 200.113, 200.213]
	Yes
	No

	· Did the subcontractor sign a certification of a Drug Free Workplace or is it certified in the        contract?  [Reference: 2 CFR Part 200.213, 200.303]
	Yes
	No

	· Based on the above, did the Subgrantee include all required contract provisions and/or  certifications?  If no, please explain.  [Reference: 2 CFR Part 200.326 DOL Financial Mgmt TAG, Ch II-10-7]  

___________________________________________________________________________

___________________________________________________________________________
	Yes
	No


Monitor: __________________________  Date: __________________  Staff Interviewed: _________________________

PROPERTY MANAGEMENT



PROCUREMENT TOOL 6
1.
Obtain a copy of the LWDA/Subgrantee’s equipment records.  Does the Subgrantee maintain equipment records that include the following data?

	Data Element
	Yes
	No
	
	Data Element
	Yes
	No

	Description 
	
	
	
	Acquisition Date 
	
	

	Serial Number 
	
	
	
	Acquisition Cost
	
	

	Funding Source 
	
	
	
	Location of Equipment 
	
	

	Title Holder 
	
	
	
	Use and Condition of Equipment
	
	

	Percentage of Federal Participation 
	
	
	
	Ultimate Disposition Data
	
	


2.
Physically verify a sample of 10 pieces of equipment.  (Note: Consider the location and cost of equipment in your selection.)  Review for recent procurements of $5000 or more needing prior approval.

3.
Is a physical inventory of equipment conducted and are the results reconciled with

the property records at least once every two years?






       Yes

No

4.
Does it appear that equipment purchased with WIOA funds is used for WIOA service

delivery purposes?











       Yes

No

5.
Does it appear that adequate maintenance procedures are in place to keep 

equipment in good condition?









       Yes

No

6.
Does it appear that the control system is adequate to safeguard the property from

loss, damage, or theft?










       Yes 

No


7.
Is the Subgrantee’s property disposition policy consistent with Federal regulations?

       Yes

No

[References:  2 CFR Part 200.313]

Monitor: __________________________  Date: __________________  Staff Interviewed: ________________________
WIOA FINANCIAL MONITORING INSTRUMENT – SECTION B

SUBRECIPIENT/LOCAL AREA:


DATE(S) OF ON-SITE REVIEW:


MONITOR(S) CONDUCTING REVIEW:


SUBGRANTS REVIEWED:


TITLE:


SUBGRANT NUMBER:


SUBGRANT AMOUNT:


START/END DATE:


	TITLE
	SUBGRANT NUMBER
	SUBGRANT AMOUNT
	START/END DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PL = Public Law 105-220

N/A = Not Applicable

WIOA = Workforce Investment and Opportunity Act

W/P REF = Work Paper Reference
	REFERENCE
	REVIEW ITEM
	YES
	NO
	N/A
	W/P REF

	

	ACCOUNTING SYSTEMS/CONTROLS

	2 CFR 200 Uniform Guidance
200.302 (a) (b)
	1.
Does the subrecipient’s accounting system provide for identification, receipt, and expenditure of funds for each subgrant by year of appropriation and applicable cost categories/components?
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302 (b)(6), 200.333
	2.
Are the subrecipients’ accounting records maintained in a manner to facilitate the tracking of funds to source documents?
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302 (b) (6)
	3.
Does the subrecipient have written accounting procedures?  (Obtain and review.)


a.
Are procedures updated as needed?


b.
Are procedures being utilized by appropriate staff?
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.327, 200.302
	4.
Does subrecipient have a system in place to ensure report and payment due dates for financial reports, taxing agencies, insurance companies, etc., are met?
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302 
	5.   Does the subrecipient’s accounting system provide for:

a.
Chart of accounts?
	
	
	
	

	
	b.
Fixed assets accounts?
	
	
	
	

	
	c.
Cash receipts journal?
	
	
	
	


	
	d.
Cash disbursements journal?
	
	
	
	

	
	e.
General journal?
	
	
	
	

	
	f.
General ledger?
	
	
	
	

	
	g.
Subsidiary ledgers?
	
	
	
	

	2 CFR 200 Uniform Guidance
200.327
	6.
Does subrecipient’s chart of accounts appear to be customary accounts and include all categories/components by which costs are reported?
	
	
	
	

	2 CFR 200 Uniform Guidance
200.327
	7.
Does subrecipient prepare monthly trial balances?
	
	
	
	

	2 CFR 200 Uniform Guidance
200.333, 200.327

	8.
Has subrecipient retained all financial records and supporting documentation for the period of time required by the ADWS?
	
	
	
	


	

	FINANCIAL REPORTS

	2 CFR 200 Uniform Guidance
200.302 (a) (5), 200.327
	1.
Are the subrecipient’s Monthly Financial Reports prepared on an accrual basis for each active grant title as required by the ADWS?


Does the subrecipient have an approved Budget?


Are actual expenditures compared to budgeted expenditures monthly?
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302 (a) (2), 200.327

	2.
If a subrecipient reports on a cash basis, except for quarter- ending reporting periods, is a worksheet prepared to convert from cash to an accrual basis?

If no, please explain subrecipient’s method of developing accruals:  _____________________________________

_____________________________________________

_____________________________________________

_____________________________________________

Review supporting documentation for subrecipient’s latest quarter-ending Monthly Financial Report(s) to verify development of accruals.
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302 (a) (2), 200.327
	3.
If subrecipient reports on an accrual basis monthly, are accruals entered in subrecipient’s books of account?

If yes, when are accruals reversed?  ________________

_____________________________________________

Explain subrecipient’s method of developing accruals.

_____________________________________________

_____________________________________________

______________________________________________
	
	
	
	

	2 CFR 200 Uniform Guidance
200.327, 200.302
	4.
Are Monthly Financial Reports prepared from subrecipient’s books of account?

If no, explain subrecipient’s method of preparing reports.

_____________________________________________

_____________________________________________

Reconcile the subrecipient’s latest Monthly Financial Report(s) to the General Ledger in order to verify accuracy.
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302 (a) (1) (2), 200.327
	5.
Are Monthly Financial Reports being prepared by program year of appropriation for all applicable subgrants?
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.321
	6.
If subrecipient is reporting “Stand-In Costs”, are records being maintained separately for these costs at the program year/category levels for applicable titles?

Using supporting documentation, verify amount(s) of “Stand-In Costs” reported on subrecipient’s latest Monthly Financial Report(s).


	
	
	
	

	2 CFR 200 Uniform Guidance
200.327, 200.302
	7.
Are Monthly Financial Reports being submitted in the AWIS system on a timely basis?

Review all current-year reports to verify reports were received no later than the 15th of the month.  

Note exceptions:  _______________________________

______________________________________________

______________________________________________
	
	
	
	

	

	CASH RECEIPTS

	2 CFR 200 Uniform Guidance 200.302, 200.303
	1.
Does subrecipient maintain a log or receipt for all funds received?

a.
Is the log maintained by person(s) not responsible for maintaining accounting records?

b.
Is the log verified with bank reconciliations?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	2.
Are checks restrictively endorsed by person(s) opening the mail?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	3.
Are all receipts required to be recorded promptly and checks deposited daily or at appropriate regular intervals?

Describe the process followed: ____________________

_____________________________________________

_____________________________________________
	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	4.
Select a sample of ADWS cash disbursements to the subrecipient and determine if transactions:

a.
Can be traced to subrecipient’s bank statements?

b.
Can be traced to the subrecipient’s books of account?
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	CASH DISBURSEMENTS

	2 CFR 200 Uniform Guidance
200.303

	1.
Does subrecipient maintain a cash disbursements system which provides for the following:

a.
Use of sequentially pre-numbered checks?

b.
Safeguarding of blank checks to prevent unauthorized access?

c.
Safeguarding of mechanical check signers and signature stamps?

d.
Prohibiting the drawing of checks payable to cash?

e.
Prohibiting the signing of checks in advance?

f.
Authorizing documentation accompanying all checks presented for signature?

g.
Requiring more than one signature?

h.
Requiring check-signing authority, when two signatures are required, to at least one person not having responsibility for maintaining accounting records?

i.
Retaining  and properly accounting for all copies of voided checks (clearly marked “void”) along with information concerning possible future claims, if applicable?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance 200.303

	2.
Does subrecipient have written policies supporting check payment procedures?


	
	
	
	

	2 CFR 200 Uniform Guidance 200.302, 200.303

	3.
Select a sample of cash disbursements journal entries and determine if:

a.
Entries can be traced to the subrecipient’s books of account?

b.
Payments can be traced to source documentation and appear to be for usual transactions?
c. Payments have been charged to appropriate program year, title(s), and categories/components?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance 200.303, 200.302, 200.404

	4.
Does the subrecipient have written policies concerning use of credit cards and cash-equivalent items (gas cards, bus passes, gift cards, etc.) if applicable?  Select a sample of transactions and determine if:

a.
Credit card or cash-equivalent vouchers correspond to supporting documentation and cancelled checks?

b.
Credit card or cash-equivalent payment procedures are consistent with policy?
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.407 (y), 200.474
	5.
Does subrecipient have a written travel policy, which meets ADWS requirements?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.407 (y), 200.474
	6.
Select a sample of travel vouchers and determine if:

a.
Travel vouchers correspond to supporting documentation and cancelled checks?

b.
Travel payment procedures are consistent with travel policy?


	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.405
	7.
Does subrecipient have a system in place to ensure telecommunications (cell phones, tablets, etc.) charges to programs relate only to WIOA activities?

Describe system:  ______________________________

_____________________________________________


	
	
	
	

	

	PETTY CASH

	2 CFR 200 Uniform Guidance
200.302
	1.
Does subrecipient maintain a petty cash fund, which includes WIOA funds?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302
	2.
If yes, what is the amount specified for this fund?


$_____________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302
	3
What is the current balance in the fund?

Balance:  $___________________

Date:  _______________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	4.
Who is the designated petty cash custodian?

Name:  ______________________________________

Title:  _______________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	5.
Does subrecipient maintain a petty cash system which provides for:

a.
Emergency or incidental use only?

b.
Well-documented disbursements?

c.
Pre-numbered petty cash slips?

d.
Monthly reconciliations?  _____________________

If not, how often?  _____________________________


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	CASH MANAGEMENT/EXCESS CASH

	2 CFR 200 Uniform Guidance 200.303, 200.302
	1.
Does subrecipient have controls in place to ensure that cash on hand does not exceed immediate needs?

Describe system:  _____________________________

____________________________________________

____________________________________________

____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance 200.302, 200.303
	2.
Does subrecipient maintain a daily cash flow ledger or worksheet reflecting daily cash receipts, disbursements, and cash balances for each WIOA program/title as well as for total WIOA funds?


	
	
	
	

	2 CFR 200 Uniform Guidance 200.302
	3.
Does subrecipient have procedures in place to ensure that cash requests do not exceed the amounts of funds awarded the subrecipient by the State for all WIOA programs?


	
	
	
	

	2 CFR 200 Uniform Guidance 200.302
	4.
Do these procedures provide for the prompt return of unneeded funds to the ADWS?


	
	
	
	

	2 CFR 200 Uniform Guidance 200.302
	5.
Does subrecipient monitor its subcontractors on an ongoing basis to control excess cash at that level?

Specify method(s) utilized to control excess cash at the subcontractor level (delaying cash requests, adjusting amounts requested, reimbursement rather than advance payment basis, other).

____________________________________________

____________________________________________

____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance 200.302
	6.
Does subrecipient request cash for payroll-withholding items (FICA, insurance, Federal and State taxes) based only on the actual dates on which payment must be made?


	
	
	
	

	2 CFR 200 Uniform Guidance 200.302
	7.
Complete the excess cash analysis worksheets for a selected period of time to determine whether subrecipient’s cash on hand is within allowable limits for all WIOA programs.

NOTE:  If subrecipient is reporting program income, the subrecipient’s program income balance(s) must be included as cash on hand for the time period for which cash analysis worksheets are prepared.


	
	
	
	

	ADWS PY13-10 (Change 2) Issuance
	8.   Does the subrecipient utilize a First In – First Out (FIFO) procedure for requesting available funds?
	
	
	
	

	

	BANK RECONCILIATIONS

	2 CFR 200 Uniform Guidance
200.302
	1.
Is subrecipient preparing monthly bank reconciliations for all WIOA accounts?

Determine number of WIOA bank accounts.  __________

Obtain copies of latest completed bank reconciliations.


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302
	2.
Are bank reconciliations current?  If not, how many months are they behind?  ______________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	3.
Do bank reconciliations itemize outstanding checks?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	4.
Does subrecipient have procedures for canceling outstanding checks, which have become outdated?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302
	5.
Do bank reconciliations trace to subrecipient’s books of account?  If not, note any exceptions.

____________________________________________

____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302, 200.303
	6.
Are bank reconciliations prepared by person(s) not responsible for handling cash and/or signing checks?


	
	
	
	

	

	PAYROLL SYSTEM

	2 CFR 200 Uniform Guidance
200.430 (i) (8) (i)


	1.
Does the subrecipient’s payroll system provide for:

a.
Payrolls based on time and attendance reports?

b.
Payrolls certified by management:

1) For accuracy?

2)
That all payees are bona fide staff or participants?

c.
Staff and participants paid by check or direct deposit?

d.
Preparation of payrolls entirely separate from and independent of the distribution of the payroll?

e. Distribution of the payroll made by person(s) not involved in timekeeping or bank reconciliation work?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.430, 200.303
	2.
Does subrecipient have written policies supporting payroll procedures?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.303
	3.
Does subrecipient have written procedures for handling:

a.
Unclaimed participant checks?

b.
Lost, stolen, or missing checks?

c.
Payroll complaints?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.430 (i)(8)(i), 200.431
	4.
Does subrecipient maintain staffs’ leave records, which reflect cumulative sick, annual, and compensatory time accrued and taken?

	
	
	
	

	2 CFR 200 Uniform Guidance
200.430 (i)(8)(i), 200.431

	5.
Select a sample of payroll register entries for both staff and participants, review cancelled checks, and determine if:

a.
Entries can be traced to staff and participant timesheets?

b. Cumulative leave records for sampled individuals agree with timesheets?

c. Only authorized persons endorse checks?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	BONDING/INSURANCE

	2 CFR 200 Uniform Guidance
200.304 (b)
	1.
Are subrecipient’s employees who are responsible for handling WIOA funds, either directly or indirectly, covered under fidelity bonds?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.431 (c) 
	2.
Are subrecipient’s employees and eligible participants covered under the State Workers’ Compensation law?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.431
	3.
Has subrecipient secured insurance coverage for injuries suffered by participants not covered under the State Workers’ Compensation?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.447
	4.
Does subrecipient have adequate liability insurance coverage for all staff and/or participants operating vehicles for WIOA purposes?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.447
	5.
Has subrecipient secured insurance coverage for its non-expendable property?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.447
	6.
Has subrecipient ensured that all its WIOA bank accounts have FDIC coverage?


	
	
	
	

	2 CFR 200 Uniform Guidance 200.305 (b) (7) (ii)
	7.
Have subrecipient bank balances in excess of FDIC coverage ($250,000) been collaterally secured?

Amount of collateralization:  $___________________


	
	
	
	


	

	PROPERTY MANAGEMENT/LEASES

	2 CFR 200 Uniform Guidance
200.313 (d) (1) (2) (3)
	1.
Does subrecipient make periodic physical inventories of all property?  Complete the Property Management worksheet.
a.
By whom?  ________________________________

b.
How often?  _______________________________

      c. Are differences reconciled?

	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.313 (d) (1) 


	2.
Does subrecipient maintain property records for its nonexpendable property, including identification tag numbers, as required by the ADWS?

	
	
	
	

	2 CFR 200 Uniform Guidance
200.313 (d) (1) (3)
	3.
Has subrecipient established and implemented written procedures to account for lost, stolen, or damaged property?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.313 (d) (1) (5) , 200.313 (e) (1) (2) (3) (4)
	4.
If subrecipient disposed of any property during the current year, were the ADWS’s disposition guidelines followed?


	
	
	
	

	2 CFR 200 Uniform Guidance
200.465 
	5.
Do all lease agreements for building space and equipment comply with applicable Federal regulations?

Obtain all current lease agreements and review.  Verify that a sample of lease/rent payments recorded in the cash disbursements journal agrees with costs stipulated in the lease agreements.


	
	
	
	

	

	PROGRAM INCOME

	2 CFR 200 Uniform Guidance
200.307, 200.80
	1.
Has subrecipient generated WIOA program income during current program/fiscal year?  If yes, specify subgrant(s) and amount(s):

____________________________________________

____________________________________________

____________________________________________

____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.305 (b) (5), 200.80

	2.
Has subrecipient submitted a Program Income Report to the ADWS for each quarter during which program income was earned and/or expenditures were incurred for all applicable subgrants?  If yes, review subrecipients records to determine if:

a.
Program income is being accounted for as a separate funding source for each applicable subgrant?

b.
Amounts of program income earned and/or expended during the current program/fiscal year agree with amounts reported to the ADWS for the same time period?

c.
Program income is being utilized to further the program objectives of the WIOA subgrant under which the program income was earned?

d.
Program income expenditures are being accounted for and reported by appropriate cost categories?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2 CFR 200 Uniform Guidance
200.305 (b) (9)
	3.
Has subrecipient earned less than $500 interest on advances of WIOA funds during the current program/fiscal year?  If in excess of $500, specify subgrant(s):

_____________________________________________

_____________________________________________


	
	
	
	

	

	MEMORANDUM OF UNDERSTANDING

	2 CFR 200 Uniform Guidance
200.331
	1.
Is there a Memorandum of Understanding (MOU) signed by all partners in the One-Stop?  (Obtain a copy.)

	
	
	
	

	2 CFR 200 Uniform Guidance
200.332, 200.371
2 CFR 200 Uniform Guidance

200.328 (b) (1) (2) (i) (ii) (iii), 200.405

	A.
Have all partners signed an Infrastructure Funding Agreement (IFA)?  (When applicable, have appropriate leases been signed?)
B.
Have the common costs been allocated properly?  (Obtain a copy of the common costs and the allocation basis for each cost.)  (Sample up to five common cost source documents.)
C.
Has the Subgrantee identified each partner's resource contribution to the One-Stop and assigned dollar values to each?


	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	2.
A.
Is there a spreadsheet or other document showing 
Due to/Due from amounts for each partner? (Obtain a 
copy.)


B.
Have comparisons of budgeted costs to actual cost 


been made at least quarterly and adjustments made 


(if differences between budgeted and actual costs are 

greater than 10%).


	
	
	
	

	
	3.
Has the One-Stop billed all amounts or adjusted resource sharing to the partners (must be completed annually)?


	
	
	
	

	
	4.
Have all collections or adjustments been made during 
this agreement?

(Sample up to five payment or adjustment documentations.)


___________________________________________


___________________________________________


___________________________________________


	
	
	
	

	

	INTERNAL COST ALLOCATION

	2 CFR 200 Uniform Guidance
200.57, 200.9, 200.400 (e)
	1.
Does subrecipient have an approved cost allocation plan for reporting costs, which are jointly shared by different funding sources and/or WIOA titles?  If yes, which costs are shared (salaries and benefits, building space and utilities, office supplies and equipment, travel, etc.)?

____________________________________________

____________________________________________

____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.333, 200.400, 200.405 (d)
	2.
Does subrecipient have written procedures for identifying, accumulating, and allocating costs between funding sources/WIOA titles and applicable cost categories for those costs incurred for common or joint purposes benefiting more than one cost objective?

Is there written evidence such as timesheets that costs being allocated to the grant are being treated consistently over time and within the accounting system, are necessary and reasonable, and are being allocated to the grant based on benefits received?

Describe subrecipient’s cost allocation method(s):

___________________________________________

___________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.306

	3.
What method(s) of indirect  cost allocation is being used by the subrecipient during the current program/fiscal year (Cost pool, provisional rate adjusted to actual, predetermined rates, other)?


_____________________________________________


_____________________________________________


_____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.306, 200.404
	4.
Do the subrecipient’s procedures for allocating costs among the subrecipient’s various funding sources/WIOA titles result in allocated costs, which appear to be fair and reasonable?  Note any exceptions.


____________________________________________


____________________________________________


	
	
	
	

	

	COST LIMITATIONS

	2 CFR 200 Uniform Guidance
200.300 (a)
	1.
Does subrecipient have procedures in place to monitor expenditure/funds availability data on a continuing basis to ensure compliance with applicable cost limitations for each of its WIOA programs by year of appropriation?


Describe subrecipient’s method of monitoring cost limitations.  Does it appear adequate and are established procedures being followed?


_____________________________________________


_____________________________________________


_____________________________________________


_____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.300 (a), 200.302

	2.
Does subrecipient prepare a separate cost limitations report based on reported expenditures each month?  If yes, obtain and review copy of latest report.  Note any possible problems foreseen regarding over/under expenditure levels.

_____________________________________________


_____________________________________________


_____________________________________________

_____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.302
	3.
Has subrecipient reported administrative costs attributed to WIOA funds in excess of the 10% limit?
If yes, indicate subgrant(s) to which exception is applicable:


_____________________________________________


_____________________________________________


_____________________________________________

_____________________________________________


	
	
	
	

	

	AUDIT

	2 CFR 200 Uniform Guidance
200.501


	1.
Is subrecipient required to have a Single Audit?

	
	
	
	

	2 CFR 200 Uniform Guidance
200.501


	2.
Has subrecipient had a formal audit conducted within the past year?

	
	
	
	

	2 CFR 200 Uniform Guidance
200.501, 200.318 (a)
	3.
Was subrecipient’s audit secured according to ADWS’s procurement policies?  Review audit selection documentation.

_____________________________________________


_____________________________________________


_____________________________________________


_____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.18, 200.513 (a)


	4.
Did subrecipient receive acceptance of its latest audit from its cognizant agency?

	
	
	
	

	2 CFR 200 Uniform Guidance 200.26
	5.
Were there any questioned/disallowed costs in subrecipient’s last audit?
Amount of questioned/disallowed costs:
$_________
Amount unresolved:



$_________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.36, 200.26
	6.
If subrecipient’s latest audit was an A-133 audit, did subrecipient receive a separate management letter disclosing nonmaterial findings?  If yes, obtain copy and review to ensure appropriate corrective action has been taken.

	
	
	
	

	2 CFR 200 Uniform Guidance
200.66
	7.
If corrective action was stipulated during the ADWS’s resolution of subrecipient’s previous year’s audit, has such action been taken by subrecipient?
If no, please explain:

_____________________________________________


_____________________________________________


_____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.25 (c) (d), 200.66

	8.
Does subrecipient have procedures in place to correct audit findings?

	
	
	
	

	2 CFR 200 Uniform Guidance
200.26, 200.25, 200.513 (c) (3) (iii)


	9.
Has subrecipient established procedures to ensure its subcontractors covered by the Single Audit  have had such audits conducted and that subrecipient receives  these audits within the required 180-day timeframe?
NOTE:  If subrecipient has any subcontractor audits in current audit resolution, review resolution files to ensure proper procedures are being followed.  Note any exceptions.


____________________________________________


____________________________________________


	
	
	
	

	

	PROCUREMENT

	2 CFR 200 Uniform Guidance
200.317 – 200.326

	1.
Did subrecipient have any procurement(s) during the current year?

If yes, complete procurement attachment B-1.

	
	
	
	

	
	
	
	
	
	

	INTERNAL CONTROLS

	2 CFR 200 Uniform Guidance
200.62, 200.303

	1.
Does the subgrantee have written internal management procedures related to preventing and detecting fraud, waste, abuse, or other criminal activity?
If not, how does it ensure allegations are recognized, detected and reported to the Office of Inspector General and The Compliance Review Division?

____________________________________________


____________________________________________


	
	
	
	

	2 CFR 200 Uniform Guidance
200.303
	2.
How does the subgrantee ensure that its subrecipients (including the One-Stop Operator) are aware of their responsibilities?


____________________________________________


____________________________________________


____________________________________________


____________________________________________


	
	
	
	

	20 CFR 678.620, 678.625, 679.400, 679.430, 683.200 (c) (5) 
	3. Are there appropriate firewalls in place to prevent conflicts of interest if the organization serves in multiple roles (local fiscal agent, local Board staff, One-Stop Operator, and direct provider of services)?
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MONITORING EXIT INTERVIEW NOTES:

(Use additional sheets if necessary.)

LWIOA NAME:
_______________________________________

DATE OF REVIEW:
___________________________________

_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
Page 4-B of 42

