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[bookmark: _Toc533153449]OVERVIEW

Federal uniform administrative requirements for grant awards as promulgated in the Office of Management and Budget Circulars, state statutes, and federal regulations require monitoring to be conducted to ensure sound financial management and program activities are in line with statute, legislative, and other funding source intent.  

The State monitoring system must provide for annual monitoring reviews of the local area compliance with DOL uniform administrative requirements, as required by WIOA section 183.  

Financial monitoring consists of a review of the following elements to ensure financial management systems:
· provide fiscal control and accounting procedures to permit timely preparation of required reports;
· permit the tracing of funds to establish that funds have been used in accordance with fund restrictions;
· demonstrate compliance with matching requirements, cost limitations and proper classification of costs;
· provide the proper allocation of costs by adopting consistently applied methods that reflect a reasonable relationship for cost benefit; and
· demonstrate compliance with insurance, procurement, property management, and other requirements referenced in the grant agreement.

The pre-monitor and monitor review is an oversight activity that may lead to opportunities for technical assistance and corrective action.  For DET’s purposes, a monitor review is a process used to measure progress, identify areas of compliance, offer opportunities for technical assistance to help resolve non-compliance issues, and ensure funds are used responsibly.

· Measure Progress
· The Reviewer makes judgments based on the information collected during pre-monitoring and monitoring the subrecipient’s progress in meeting performance goals/measures, participant outcomes while ensuring fiscal integrity and transparency.  This allows the Reviewer to see how much progress the grant recipient has made towards achieving its goals.   

· Identify areas of compliance
· The Reviewer assesses the subrecipient’s compliance with applicable laws, regulations and other requirements by using indicators during the monitor.
· Steps to ensure timely and adequate corrective action are also tracked.

· Provide technical assistance
· The Reviewer identifies technical assistance and training needs and prompltly address them.  Technical assistance can occur at any time during the grant life cycle and can take many forms.

During the monitor, the Division of Employment and Training Services (DETS) staff will focus specifically on the financial management systems that relate to budgets, cash management, program income, cost allocation, allowable costs, internal controls, and financial reporting.  If further review of any of these systems is necessary based on findings, obtain copies of the documents relevant to the findings to share with review staff as appropriate.

Monitoring is an important component to provide oversight, guidance, technical assistance, and recommendations with regard to policies, procedures, and any other issues that might affect successful fulfillment of goals and objectives.  

It is the intent of this guide is to provide the reviewer with a pre-monitor review in preparation of the actual monitor.  The guide determines the objective that the review will focus on during the monitor.  


[bookmark: _Toc533153450]INSTRUCTION

The guide is organized in specific subject areas.  Indicators accompany each section.  The indicators and corresponding questions are the criteria that are used to determine whether requirements are being met.  .  The DETS reviewer will pre-assess the answers by indicating acceptable, needs improvement, not acceptable or not applicable N/A to develop the scope of review, and identify areas of further query. 

Internal controls are defined as a process designed to provide reasonable assurance regarding the achievement of objectives in the following categories:
· Effectiveness and efficiency of operations
· Reliability of reporting for internal and external use
· Compliance with applicable laws and regulations
Effective grant management includes:
· Segregation of duties
· Written policies and procedures
· Training
· Internal controls
· Effective oversight
· Effective communication and information sharing

The financial monitor will focus on the management systems and function employed by the subrecipient to administer the subaward in a manner that promotes accountability and transparency.  Areas of focus are:

· Internal Controls 
· Accounting System and Financial Reporting
· Payment and Cash Management
· Match and Leveraged Resources
· Program Income
· Allocable Costs and Cost Classification
· Cost Allocation/Indirect Costs
· Audits and Audit Resolution

To facilitate an efficient review that does not burden the resources of all parties involved.   Please answer the following questions as completely as possible.




[bookmark: _Toc533153451]INTERNAL CONTROLS 

Effective control, integrity, and accountability are maintained for achievement of the grant’s objectives in operational effectiveness and efficiency, reliable financial reporting, and compliance with laws, regulations, and policies.

The subrecipient has adequate internal controls in place for effective and efficient grant operations.  Subrecipients are responsible for efficient and effective administration of an award through use of sound management practices; and administering Federal funds in compliance with agreements, program objectives, and the terms and conditions of award.  [2 CFR 200.61(a); 2 CFR 200.62; 2 CFR 200.302; 2 CFR 200.303(a); 2 CFR 200.400; 2 CFR 200.507; and Subrecipient Handbook].  
[bookmark: _Toc533153452]Effectiveness and Efficiency of Operations

[bookmark: _Toc533153453]Policies
The written policies and procedures that are required by the Uniform Guidance to ensure grant integrity. [29 CFR 97.40; 29 CFR Part 95; 29 CFR 97.20, 40 & 42; 29 CFR 95.21; 29 CFR 95.51; 29 CFR 95.53; 20 CFR 667.410(b)(3); 20 CFR 667.610; and 20 CFR 667.630].
An effective policy or procedure is one that is consistent with legal and regulatory requirements and is stated as clearly as possible, using precise language when needed; and is unambiguous. Policies and procedures should be written at an appropriate level of detail. This may be different for a policy versus a procedure, as policies are often broader statements; not intended to cover every possible option. It should identify restrictions and prohibitions (though procedures should be more specific to avoid confusion and misunderstanding). 
The best way to ensure that policies and procedures stay current is to have a regular review process. The review process should include asking staff if procedures are being used as written or if “informal” changes been made. To gather this information, it is important to assign oversight responsibilities for reviewing specific policies and procedures appropriately. 

	Subrecipient Questions

	1. Fill out the Policy Review Form that identifies core management functions necessary to perform program operations.  

2. What actions or steps are taken to ensure compliance with applicable laws and regulations governing the program or award?
Click or tap here to enter text.

3. What training is provided to staff to ensure compliance with regulations and laws?  Click or tap here to enter text.

4. What determines that a policy is needed?
Click or tap here to enter text.

5. What is the process for developing and issuing policies?
Click or tap here to enter text.

6. Who is on the distribution list and how is the distribution list developed? 
 Click or tap here to enter text.   




	Subrecipients are responsible for efficient and effective administration of an award through use of sound management practices; and administering funds in compliance with agreements, program objectives, and the terms and conditions of the award.

Internal controls also serve as the first line of defense in safeguarding assets and preventing and detecting errors, fraud, and violations of laws, regulations, and provisions of contracts and grant agreements. However, the cost of a control should not exceed the benefit to be derived from it.

Staff at every level of an organization affect internal controls and to some degree, it is everyone's responsibility. Effective internal controls are a built-in part of the management process (i.e., plan, organize, direct, and control). Internal controls can provide only reasonable assurance, not absolute assurance, regarding the achievement of an organization's objectives. There are several reasons why internal controls cannot provide absolute assurance that objectives will be achieved: cost/benefit realities, collusion among employees, and external events beyond an organization's control. 

☐The subrecipients sound organization and management techniques to assure proper and efficient administration staff, facilities, and experience to administer the award.

☐The subrecipient has internal controls in place to provide reasonable assurance that grant operations will achieve the following objectives, effectiveness and efficiency of operations, reliability of reporting for internal and external use, and compliance with applicable laws and regulations.

☐There is adequate training of grant staff and, if applicable, subawardees.

☐There a monitoring program in place for grant operations and, if applicable, subawardees.

☐Policies and procedures communicated to all levels of staff and, if applicable, subawardees.

☐Management and, where applicable, the Board demonstrates a commitment to integrity and ethical values (e.g. annual ethics training, employee handbook, organization mission statement.

☐The Boards the subrecipient’s internal control system and ensure that upper management and employees adhere to the standards of conduct.

☐Management established an organizational structure, assign responsibility, and delegate authority appropriately to achieve the grant’s objectives.

☐Management or human resources (HR) demonstrates a commitment to hire, develop, and retain responsible employees.

☐Conflicts of interest and financial disclosure forms are completed by appropriate personnel and updated on a frequent basis.

DETS Use Only: Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|

Staff Comments:






[bookmark: _Toc532299710][bookmark: _Toc533153454][bookmark: _Toc520451217]Policy Review Form
Please indicate if the organization policy is used or DETS policy is used for each topic by marking X in the column.  (DET’s policies must be formally approved by the organization.)  
Policies with a * next to it may not be applicable to your organization, if it is not applicable, please note N/A in the comment section.  If the organizations policy is used, please indicate the date the policy was last updated.  
	Policy Areas 
	Organization Policy
	DETS Policy
	Date last updated/Comments

	Accounting systems
	
	
	

	Budget Control and Modifications
	
	
	

	Chart of Accounts
	
	
	

	Receivable & Payables
	
	
	

	*Audits (not required if less $750,000 is received in either federal or state funds for previous year)
	
	
	

	Audit Completion & Tracking
	
	
	

	Audit Resolution
	
	
	

	Appeals
	
	
	

	Debt Collection
	
	
	

	Cash Management
	
	
	

	*Petty Cash, if applicable to the award
	
	
	

	Bank Reconciliation
	
	
	

	Compensation & Fringe Benefits (if personnel services is charged to the grant)
	
	
	

	Payroll & Time Distribution (staff & participants)
	
	
	

	Fringe Benefits Package
	
	
	

	Vacation & Leave
	
	
	

	Pension
	
	
	

	Severance Package (if any)
	
	
	

	Salary & Bonus Limits (when applicable)
	
	
	

	Competition
	
	
	

	Complaints and/or Grievances (participants and staff)
	
	
	

	Equal Employment Opportunity (EEO)
	
	
	

	Resolutions
	
	
	

	Appeals
	
	
	

	Conflict of Interest, including Board members
	
	
	

	Cost Policies
	
	
	

	Allowable Costs
	
	
	

	Grants & Contracts Closeout
	
	
	

	Incident (Fraud, Waste) Reporting
	
	
	

	Monitoring & Monitoring Resolution, Appeals (if providing subawards)
	
	
	

	Participant/Program Services if serving participants
	
	
	

	Supportive Services
	
	
	

	Incentives/stipends
	
	
	

	Training (Individual Training Account (ITA), Refunds, etc.)
	
	
	

	Payments
	
	
	

	*Property Management (if equipment is purchase with award funds)
	
	
	

	Procurement/Purchasing
	
	
	

	Written Code of Conduct
	
	
	

	Written Protest Policies
	
	
	

	*Program Income (if income is received See section titled program income for definition)
	
	
	

	*Subrecipient Contribution - Match, & Leveraged Resources (if stated in budget)
	
	
	

	Record Retention
	
	
	

	Travel
	
	
	



	
☐All required written policies and procedures are in place.

☐The subrecipient established a timeframe to review and update policies and procedures on an as-needed bases for payments, allowable costs, procurement, competition for completion, method for evaluation and selection, personnel services, employee relocation costs and travel costs.

DETS Use Only: Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|

Staff Comments:






[bookmark: _Toc533153472]Budget Controls and Modifications
The subrecipient is on schedule to achieve its budget (or product) goals and fully utilize available funds [29 CFR 95.21; 29 CFR 97.20; Scope of Work; 2 CFR 200.302(b)(5); 2 CFR 200.308; Grant Amendment Policy 07-526; and Grant Close-Out Policy 07-528].

	Subrecipient Questions

	1. Describe the process for setting up an award in the financial system.
Click or tap here to enter text.

2. Describe the process for closing out an award. Click or tap here to enter text.

3. Does the organization have subawardees?  |_|Yes      |_|No   (if NOT, move to the next section)

4. How does the organization ensure that their subawardees follow appropriate cost guidelines and the policies of the awarding agency? Click or tap here to enter text.

5. Did the organization issue written cost policies to the subawardee?  |_|Yes      |_|No 

6. Describe the procedures communicated to the subawardees to ensure timely closeouts are submitted. Click or tap here to enter text.

7. Attach the boilerplate contract or subaward agreement given to a subawardee. 

8. Does the organization have a method in place to capture subawardee’s program income?  |_|Yes      |_|No

9. Does the organization require its subawardees to identify and report expenditures on an accrual basis?  |_|Yes      |_|No



	☐A written process exists for setting up an award.

☐A written process exists for closing an award.

☐If applicable, the organization ensures that their subawardees follow appropriate cost guidelines and policies.

DETS Use Only:  Acceptable |_|     Needs Improvement      |_|    Not Acceptable |_|     N/A |_|
Staff Comments:






[bookmark: _Toc532299730][bookmark: _Toc533153473]Budget Goals
The organization has a method for tracking planned expenditures that allows it to compare actual expenditures or outlays to planned or estimated expenditures [2 CFR 200.302(b)(5); 2 CFR 200.308; 2 CFR 200.400 and Subrecipient Handbook].
	Subrecipient Questions

	1. If actual expenditures are significantly higher or lower than projected levels for this period, what are the causes for each variance from plan? 
Click or tap here to enter text.

2. Does the organization need to modify its implementation plan and/or budget due to any large variances from plan?  ☐Yes     ☐No

3. Does it appear that the grant funds will be fully utilized?  ☐Yes     ☐No










	☐Expenditures are on target and any variance in the budget is acceptable.

☐Funds will be fully utilized by the end of the award date.

DETS Use Only:  Acceptable ☐      Needs Improvement ☐    Not Acceptable ☐      N/A ☐

Staff Comments:






[bookmark: _Toc533153475]Compensation - Personnel Services 
The management structure and staffing of the subrecipient organization are aligned with the grant Scope of Work and designed to assure responsible general management of the organization [2 CFR 200.430 & 431; and Time Charging 07-531].  
	Subrecipient Questions


	1. Submit an organizational chart and job description that depicts staff performing administrative function and implementing the Scope of Work for evaluation. 

2. Submit the pay scales, or other document reflecting salaries and wages of staff specified in the budget for evaluation. 

3. Submit two timesheets for each person charging to the grant.  If a third party payroll processing company was hired a copy of their staff member charging to the grant is required to be submitted as well.



Payroll and Time Distribution Testing Form
For one or more pay periods, obtain the organizational chart, timesheets, individual staff time activity sheets, payroll register, spreadsheet of actual personnel expenses to be allocated, agency time activity reports, and (if needed) personnel records or the expense reports from the third party payroll processing company hired by the agency.  Select a sample of employees and complete the following table:

Payroll and Time Distribution Testing Form
	Checkpoints
	Y/N
	Comments

	Time sheet Form
	
	

	Is the time sheet used to account for vacation and sick leave along with activity reporting?
	
	

	If not, is there a time activity or distribution sheet that is completed and coincides with the payroll period?
	
	

	Internal Controls
	
	

	Signed by employee?
	
	

	Accounts for 100% of time worked?
	
	

	Is the time distribution system reviewed periodically and certified for accuracy?
	
	

	Cost Classification
	
	

	Are there sufficient activity codes to prevent the lumping of general or all other activities in a single code?
	
	

	If the agency is using an “other” code to combine multiple activities, does it exclude non-allowable and/or non-allocable activities?
	
	

	Cost Allocation
	
	

	Reconcile or compare the time activity reports to the payroll register, the spreadsheet of actual personnel, and the third party allocation or expense report to assure consistency with allocation.
	
	

	Allowable Costs
	
	

	For allowability, look at the agency staffing chart and compare it to the individuals charging time to the division programs.  If discrepancies arise, look to the personnel records for recent job description or duties changes or modifications.
	
	

	Look at the general ledger postings of personnel and fringe benefits expenses to ensure consistency with the actual time charged on individual activity reports.
	
	

	Salary Limitations
	
	

	Are directly charged or allocated salaries within the Executive Level II threshold as stated in Training and Employment Guidance Letter (TEGL) 5-06?
	
	

	If a salary exceeds the threshold, does the amount in excess of the threshold derive from a non-federal funding source?
	
	


  
	☐The timesheets accounts for vacation and sick leave or the distribution sheet coincides with the payroll period.

☐The timesheets meet the internal controls criteria.

☐Personnel time are classified properly.

☐Personnel time is cost allocated properly. 

☐All personnel costs charged to the award is allowable.

☐Salary limitations fall within the Executive Level II threshold or the salary charged above the Executive Level II is charged to a non-federal funding source. 

DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
Staff Comments:






[bookmark: _Toc533153474]Procurement
Procurement is defined as the acquisition of goods and services for the direct use and benefit of the organization or sub-recipient.  All procurement activities should be conducted in a manner that provides for full and open competition.  The organization follows their own procurement procedures which reflect applicable state and local laws and regulations, provided that their procurements conform to applicable Federal laws and standards.  [29 CFR 97.36; 29 CFR 95.40-48; WIOA §184(a)(3)(B); and Subrecipient Handbook].

	Subrecipient Questions

	1. How does the organization assure that it conducts procurement activities in a manner to ensure full and open competition?  
Click or tap here to enter text.
2. Who is designated to be responsible for procurement actions?  
Click or tap here to enter text.
3. Who is responsible for signing agreements? Provide Name(s) and Title(s). Click or tap here to enter text.

4. [bookmark: Check114][bookmark: Check115]Is procurement of services and goods expended against the award?  |_|Yes     |_|No (if no, move to the next Section)
Click or tap here to enter text.

5. [bookmark: Check170][bookmark: Check171]Were purchases divided to stay within the small purchase limitation of $100,000 or lower?  |_|Yes     |_|No    

6. Does the organization perform an inventory of assets including bus tokens, checks, credit cards, etc?  ☐Yes    ☐No



1.  
	☐Procurement is conducted in a manner to allow for full and open competition.
☐Procurement was $100,000 or less.

☐The organization performs an inventory of assets including bus tokens, checks, and credit cards etc.

DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:






[bookmark: _Toc533153469]Property/Equipment Management
If applicable, subrecipients who purchase equipment (defined as an item costing $5,000 or more) with grant funds must have a system in place, including written policies and procedures, to ensure it receives written approval prior to purchasing equipment.  The subrecipient maintains property management system in accordance with requirements [29 CFR 95.34; 29 CFR 97.32; and 2 CFR 200;  Subrecipient Handbook; and Property Management Policy 07-511].  
	Subrecipient Questions

	1.   ☐Check the box if equipment is NOT purchased with grant funds and move to the next section.

2.    If equipment is purchased with grant funds, submit the most current DETS-funded equipment inventory listing.



	☐The organization has a system in place for the acquisition, management, and disposition of equipment purchased with grant funds and it is in compliance with DETS and/or Federal requirements.

☐The organization obtain approval prior to purchasing the equipment  
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:






[bookmark: _Toc533153470]Travel Costs
Travel costs are expenses from transportation, lodging, subsistence, and related items incurred by employees and participants who are in travel status.  Subrecipients who provide travel with grant funds must have a system in place, including written policies and procedures, to ensure travel costs are appropriately applied.  The subrecipient maintains travel in accordance with requirements of [2 CFR 200.474  and Subrecipient Handbook].

	Subrecipient Question

	
1. Check the box if the travel is NOT specified in the budget and move to the next section.

2. What is the daily per diem rate being charged to the grant?  
Click or tap here to enter text. 




	☐The subrecipient used either the State of Alaska travel rates or their own depending upon which is cheaper.  
☐Out of state travel must approved prior to travel occurring.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
Staff Comments:






[bookmark: _Toc533153455]Reliability of Reporting for Internal and External Use
The organization has an accounting system that allows it to maintain accurate and complete disclosure of the financial results of its grant activities and those of its subrecipients according to the financial reporting requirements of the grant [29 CFR 95.21(b)(1); 29 CFR 97.20(2)(b)(1); 2 CFR 200.302; and Subrecipient Handbook].

The primary purpose of financial reporting is to provide information about the progression and results of an award.  Because information is utilized by the highest level of government, it is important that there are strong controls surrounding the reporting and reviewing of all financial reports. The organization should have in place accurate and timely financial grant reporting and security limited to appropriate personnel.

	Subrecipient Question

	
1. Does the organization maintain its books of account on a cash or accrual basis? 
Cash☐     Accrual☐

2. What evidence is there to support accruals (spreadsheets, MIS reports, etc.)? 
Click or tap here to enter text.

3. If applicable, is the organization receiving timely data from its sub-award recipients? 
Yes☐    No☐

4. If applicable, does the organization have policies or contract clauses concerning financial reporting for sub-award recipients?  Yes☐     No☐

1. Who has access to the organization’s financial reporting system?
Click or tap here to enter text.
 
2. Describe the checks and balances that are in place to ensure accurate financial reporting.
Click or tap here to enter text.

3. Are passwords used?  Yes☐    No ☐  
4. How often is access to the financial systems reviewed on a regular basis?
Click or tap here to enter text.	

5.  Are passwords shared between 2 or more people?   Yes☐    No ☐  

6. Does the financial management system provide for the following:

3. Identification, in its accounts, all awards received and expended and the programs under which they were received?  Yes☐    No ☐  
4. Program name?  Yes☐    No ☐  
5. Name of grantor?  Yes☐    No ☐



	The primary purpose of financial and performance reporting is to provide information about the progression and results of the award. Because this information is utilized by the highest level of government, it is important that there are strong controls surrounding the reporting and reviewing of all performance and financial reports.
☐Access to the financial and performance reporting system limited to appropriate personnel. 
☐Passwords and access to the systems are reviewed on a timely basis? 
☐There proper segregation of duties between individual(s) that complete the financial report and supervisor(s) that review the data entered (e.g., separate PINs and passwords). 
☐Transactions recorded accurately, timely, and correctly summarized and posted in the financial management system? 
☐The financial management system s for the following:
1. identification, in its accounts, of all awards received and expended and the programs under which they were received 
2. program name
3. award identification including, as applicable the following: 
· Catalog of Federal Domestic Assistance (CFDA) title and number, if applicable
· award identification number and year 
· Name of the awarding agency

DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:






[bookmark: _Toc533153456]Compliance with Applicable Laws and Regulations
The subrecipient has internal controls in place to ensure compliance with applicable laws and regulations governing the program.  [2 CFR 200.61(a); 2 CFR 200.62; 2 CFR 200.303(a)-(c); and Subrecipient Handbook]

	Subrecipient Questions


	4. What actions or steps does the grant recipient take to ensure compliance with applicable laws and regulations governing the program or grant?
Click or tap here to enter text.

5. How does the organization evaluate and monitor its compliance with statutes, regulations, and the terms and conditions of Federal awards?
Click or tap here to enter text.

6. What training is provided to staff to ensure compliance with regulations and laws?
Click or tap here to enter text.

7. What is the organization’s process and timeframes for taking action when there is an instance of noncompliance of a federal or state law or regulation?
Click or tap here to enter text.

8. How does the organization safeguard protected personally identifiable financial information identified as sensitive or sensitive consistent with applicable Federal, State, local and tribal laws regarding privacy and obligations of confidentiality?
Click or tap here to enter text.



	An effective policy or procedure is one that is consistent with legal and regulatory requirements and is stated as clearly as possible, using precise language when needed; and is unambiguous. Policies and procedures should be written at an appropriate level of detail. This may be different for a policy versus a procedure, as policies are often broader statements; not intended to cover every possible option. It should identify restrictions and prohibitions (though procedures should be more specific to avoid confusion and misunderstanding).
The best way to ensure that policies and procedures stay current is to have a regular review process. The review process should include asking staff if procedures are being used as written or if “informal” changes been made. To gather this information, it is important to assign oversight responsibilities for reviewing specific policies and procedures appropriately.
☐The subrecipient updates its policies and procedures to reflect changes and updates contained in the Uniform Guidance, EEO, if applicable, and other applicable regulations.  Examine a selected number of policies to confirm.
☐The subrecipient takes appropriate measures to ensure compliance with applicable laws and regulations governing the program or grant.
☐The subrecipient evaluates and monitors its compliance with statutes, regulations, and the terms and conditions of the awards.
☐Adequate training is provided to staff to ensure compliance with regulations and laws.
☐The subrecipient takes prompt action when instances of noncompliance are identified, including noncompliance identified in audit findings, including actions related to a subrecipient.
☐The organization takes reasonable measures to safeguard protected personally identifiable information and other information the awarding agency or pass-through entity designates as sensitive, or the subrecipient considers sensitive consistent with applicable Federal, State, local, and tribal laws regarding privacy and obligations of confidentiality.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
Staff Comments:






[bookmark: _Toc533153457]Safeguard on Assets (cash management)
Internal control standards should comply with general and specific standards.  The organization should have an accounting system that allows it to maintain accurate and complete disclosure of the financial results of its subrecipients according to the financial reporting requirements of the subaward and in a timely manner.

The grant recipient has adequate safeguards for all grant purchased property and ensures that it is used solely for authorized purposes; has mechanisms in place to prevent unauthorized purchases and disbursements of grant funds; and safeguards its assets so not one person controls the order, receipt, payment, reconciliation, management, and disposition of an asset.  [2 CFR 200.302(b)(4); Subrecipient Handbook and Cash Management Policy 07-504]

	Subrecipient Questions


	1. How does the organization manage and safeguard its cash and protect its other assets so no one person has complete control over all aspects of a financial transaction? 
Click or tap here to enter text.

2. What safeguards exist to prevent unauthorized purchases or disbursements of funds?  
Click or tap here to enter text.

3. Does the organization perform an inventory of assets including bus tokens, check, credit cards etc.?  Yes☐     No☐     How are these items tracked to ensure proper usage?
Click or tap here to enter text.




[bookmark: _Toc533153458]Separation of Duties Form
		

Separation of Duties 

 
NAME/TITLE

	

[bookmark: Text2]     
	
[bookmark: Text3]     
	

[bookmark: Text4]     
	

[bookmark: Text5]     
	

[bookmark: Text6]     
	

[bookmark: Text7]     
	

[bookmark: Text8]     
	

[bookmark: Text9]     
	




"N/A" OR
OTHER

	
INITIATION

	Prepares Request for Funds
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Prepares Checks
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	
AUTHORIZATION/APPROVAL

	Approves Purchase Orders
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Authorizes Disbursement of Funds
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Signs Checks - Manual
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	· Machine
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Approves Financial Reports
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	ACCESS

	Custodian of Check Signing Device
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Custodian of Blank Checks
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Receives “Cash”
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	EXECUTION

	Verifies Receipt of Order
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Distributes Checks
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Distributes Checks
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	
Posts Disbursements
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Computes Cost Allocations
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Deposits Receipts
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Custodian of Petty Cash
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Petty Cash Replenishment
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Audits Petty Cash
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	RECORDKEEPING

	
Compares Checks with Vouchers
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Posts Receipts
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Bank Reconciliation
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	Maintains General Ledger
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     

	REPORTING

	Prepares Financial Reports
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
|_|
	
     



	☐The policies and procedures above reflect proper segregation of duties.  The duties for the recording, custodian, authorizing, and reconciliation are segregated.  If not, the subrecipient has controls in place to mitigate the internal control risk.

☐The subrecipient has mechanisms in place to prevent unauthorized purchases and disbursement. 
☐There are proper segregation of duties surrounding the asset management process. Verify there is not just one individual responsible for the authorization, receipt, disbursement, access, and reconciliation of these assets.
☐The grant recipient safeguards physical and intangible assets. 
☐The subrecipient performs an inventory of assets including bus tokens, checks, credit cards, etc. and these items are safeguarded to prevent unauthorized use.  These items are tracked to ensure proper usage. 
 
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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[bookmark: _Toc533153459]ACCOUNTING SYSTEM AND FINANCIAL REPORTING

An accounting system is in place that allows the grant recipient to maintain accurate, current, and complete disclosure of the grant’s financial results and those of its subrecipients

The organization should have an accounting system that allows it to maintain accurate and complete disclosure of the financial results of its subaward activities according to the financial reporting requirements of the subaward and in a timely manner.  If the organization maintains its books of account on a cash basis, it develops and reports accrual data on the financial status report. [2 CFR 2900.14 and Subrecipient Accrual Based Reporting Policy 07-538]

Accrued expenditures is defined as cash disbursed for property and service; indirect or expense incurred; value of third-part in-kind applied; and net increase or decrease in amount owed for: goods and other property received; services performed by employees, contractors, subrecipients, and other payees; and programs for which no current services or performance are required, e.g., annuities, insurance claims, other benefit payments. 

Accrual Transactions are recognized in accounting period in which they occur.  Revenue is recognized when earned and expense is recognized when incurred.

Cash accounting is when revenue is recognized when received.  Expenditures are recognized in accounting period in which cash payment occurs.

The difference is when the transaction is recorded in the accounting system.  The accrual is recorded when the item is received and the cash-based expenditure is recorded when the bill is paid.

Basis of Reporting
The grant recipient maintains its books of account on a cash basis, it develops and reports accrual data on the financial report.  [2 CFR 2900.14 and Subrecipient Accrual Based Reporting 07-538]

	Subrecipient Questions

	1. Does the organization maintain its books of accrual basis?  Cash☐    Accrual☐
2. What evidence is there to support reporting cash on an accrual reporting?
Spreadsheets☐     Management Information System(s) ☐     Reports☐    Other☐, specify Click or tap here to enter text.
3. What is the name of the organization’s accounting system?  Click or tap here to enter text.

4. Regardless of how the organization maintains its books, how does it ensure it captures the costs of all activities that took place in the reporting period?
Click or tap here to enter text.

5. If estimates are used to complete the financial report, is there a methodology in place and is it reviewed by the appropriate staff members?
Click or tap here to enter text.

6. Does the Quarterly Financial Report sent to DETS include costs that are reported on an accrued basis?	Yes☐	No ☐ 



	ETA requires that recipients of Federal awards report on an accrual basis, as allowed under DOL’s exceptions to the Uniform Guidance at 2 CFR 2900.14. Subrecipients are not required to maintain their accounting systems on an accrual basis and are not required to convert their cash or modified cash basis of accounting system but must develop and report such accrual information through best estimates on an analysis of the documentation on hand.
In an accrual accounting system, transactions are recognized in the accounting period in which they occur, regardless of when the cash is transferred. An expense is recognized when it is incurred—that is when the goods or services or a benefit to the organization are received and the accompanying liability for payment, in the current or future period, occurs. Note that cash advances to subrecipients prior to a service being provided are neither an obligation nor an accrued expenditure.
☐There a policy in place that ensures accounts are reported on an accrual basis.
☐The subrecipient maintains its books of accounts on a cash or accrual basis. If on a cash basis, there is evidence to support accrual reporting (e.g., MIS reports, spreadsheets, linking documents).
☐ Regardless of how the subrecipient maintains its books, the subrecipient ensures it captures the costs of all activities that took place in the reporting period.
☐If estimates are used to complete the financial report, there a methodology in place and it is reviewed by the appropriate staff member.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
Staff Comments:






Financial Reporting
Are the following line items on the Financial Report adequately identify the source and application of funds for federally-funded activities? [Cost Allocation Principles and Allowable Costs and Cost Classification] 
	Subrecipient Questions

	
1. Does the financial system(s) and supporting documentation used to complete financial report contain information pertaining to obligations, Unobligated Balances, Assets, Expenditures, Income and Interest?
Yes☐     No☐

2. Does the financial management system identify the Federal Funding Source, CFDA Title and Number, Awarding Agency.




	Review supporting documentation; trace selected data fields to accounting records or supporting documentation. Are the following line items on the Financial Report are traceable and they adequately identify the source and application of funds for activities for program income, match, and administrative/indirect costs. 
☐The financial system and supporting documentation used to complete the latest Financial Report contain information pertaining to, awards, authorizations, obligations, unobligated balances, assets, expenditures, income, and interest.
☐Review the financial reports and accrual spreadsheets. The reports reflect costs captured in the appropriate funding stream or subaccount?
☐The subrecipient’s financial management system identifies the funding source, CFDA title and number, award identification number and year and name of the funding agency.
☐The subrecipient has procedures in place to ensure that it obligates and expends the funds within the period of availability and within the period of performance specified in the Grant Agreement or grant amendment.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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Subawardee’s Financial Reporting
The pass-through entity (PTE) has a system in place to ensure the subrecipient is reporting financial results of its grant activities on an accrual basis and in a timely manner.  [2 CFR 200.331(a)(3)]
	Subrecipient Questions

	1. ☐ Check the box if the organization does NOT have pass through grants and move to the next section.

2. Are there policies or contract clauses concerning financial reporting for sub-grants? Yes☐      No☐ 

3. If the organization pass through grants, what processes are in place to ensure timely and accurate reporting of financial information from subawardees?
Click or tap here to enter text.

4. How does the organization verify that all accruals are included in the subawardee’s submission of financial data?
Click or tap here to enter text.

5. If the subawardee is uses estimated accrual data, does the organization understand the basis of the estimate and verifies if reasonable?  Yes☐     No☐



	All subrecipients must monitor their subawardees to ensure compliance with statutes, regulations, and the terms and conditions of the subaward. This includes reviewing financial reports for compliance. To report the financial status of a project to the awarding agency, the subrecipient must ensure that it collects and verifies the financial data submitted by its subawardee. For subrecipient reporting, the regulations allow subrecipients to impose different forms, shorter due dates, and more frequent reporting requirements.
An essential part of subrecipient management and oversight is financial report review and analysis. This includes a review of data from financial reports to ensure that reports are timely and accurate. Financial reports can be evaluated individually by careful review of each element of the reported data for timeliness, completeness, reasonableness, alignment with budgets and plans, and by comparison with previous reports to identify trends that can predict progress or possible difficulties over time.
☐Policies and procedures are provided by the subrecipient by the subawardee that ensures accurate financial reporting.  The policies and procedures contain reporting instructions, reporting formats, reporting income, and match.  
☐If not, there are processes in place to ensure timely and accurate reporting of financial information from the subawardee to the subrecipient. 
☐The subrecipient ensure all accruals submitted from the subawardee is included in the subrecipients report to DETS.
☐The subrecipient receives timely data from its subawardees.
☐If the subawardee uses estimated accrual data, the subrecipient understands the basis of the estimate and verifies if it is reasonable.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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Performance Reports
The grant recipient’s quarterly Financial Reports should agree with corresponding performance reports. [Subrecipient Handbook]

	Subrecipient Questions

	
1. How does the organization ensure spending in accordance with its performance?
Click or tap here to enter text.

2. Will funds be exhausted prior to meeting performance goals?  Yes☐     No☐     If so, how will the organization address this?
Click or tap here to enter text.



	Any performance-related report identified in the subrecipient’s Grant Agreement should coordinate with the corresponding Financial Report.
The subrecipient ensure spending in accordance with its performance.
☐The subrecipient’s spending is NOT in accordance with its performance.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
Staff Comments:






[bookmark: _Toc533153460]PAYMENT AND CASH MANAGEMENT

The grant recipient has a payment and cash management system in place to accurately track the receipt, disbursement and recording of funds between the awarding agency and grant recipient. Such systems should readily track the handling of grant funds to subrecipients, contractors, and participants.

The organization’s cash draws should be necessary and reasonable, and the timing and amount of such draws appear to be as close as possible to the actual disbursement of subaward funds before the payment of allowable and allocable costs are incurred by the subaward.  Subrecipients who are on an advance payment system should have established methods and policies/procedures for minimizing the time between the receipt of funds and their disbursement.

Cash Disbursements (cash advances)
The grant recipient has a mechanism in place to minimize the time between the transfer of funds from U.S. Department Health and Human Services’ Payment Management System (PMS) and disbursement of funds to pay allowable costs.  [2 CFR 200.305(b); 2 CFR 2900.7; Subrecipient Handbook; and Cash Management Policy]

	Subrecipient Questions

	1. ☐  Check the box if the organization requests cash advances.  If cash advances are NOT requested move to the next section. 

2. What is the mechanism or tool used by the organization to determine the amount of cash to draw down?  How often is it performed and reviewed? 
Click or tap here to enter text. 

3. Where the cash drawdowns approved and reviewed by an appropriate manager?  
Yes☐     No☐  

4. Are cash drawdowns for immediate use? 
Yes☐     No☐  

5. Is there a reconciliation performed between the cash drawdowns and the expenditures?
Yes☐     No☐
  
6. Is the reconciliation performed on a frequent basis and reviewed?     Yes☐     No☐

7. How does it determine when and how much cash to draw down?
Click or tap here to enter text.



	Interest income earned on advance payments, except for WIOA grants, is not considered program income. Interest earned amounts up to $500 per year may be retained by the organization for administrative expense. Any additional interest earned on advance payments deposited in interest-bearing accounts must be remitted annually to the Division of Employment and Training Services.
☐The subrecipient has policies and procedures in place to minimize cash on hand.
☐There are sufficient internal controls in place to ensure proper segregation of duties for the following functions: recording, custodian, authorizing, and reconciliation.
☐The subrecipient has a mechanism or tool that is used to determine the amount of cash to draw down. 
☐Request supporting documentation of cash advances.  The cash drawdowns is approved and reviewed by an appropriate manager.
☐Cash advances are used for immediate use.
☐Reconciliation occurs between the cash advances and the expenditures and is performed on a frequent basis and reviewed.
☐The subrecipient has policies in place for payment of non-sufficient funds, overdraft fees, and other penalties which cannot be paid using grant funds.
☐If applicable, the subrecipient monitors the cash management activities of its subawardees to ensure they are consistent with the guidance. 
☐The subrecipient ensures that its subawardees do not have excess cash on hand.
☐The subrecipient ensures that the subawardee liquidates existing advances before it request additional advances.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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Improper Payments
The grant recipient can identify improper payments and has procedures in place to recapture improper payments. [2 CFR 200.53; 2 CFR 200.305; 2 CFR 200.426; and 2 CFR 200.428; Subrecipient Handbook]

	Subrecipient Questions

	1. What process does the grant recipient have in place to identify and recapture improper payments?

2. If applicable, does the organization have improper payment procedures in place for its subawardees and ensure that its subawardees also have policies and procedures in place for improper payments?     N/A☐     Yes☐     No☐ 




	The Guidance now requires subrecipients and their subawardees to have a process in place to track, report, and collect improper payments. Improper payments not only include payments that should have not been made or that were made in an incorrect amount under statutory, contractual, administrative, or other legally applicable requirements, but also includes payments made to an ineligible party, payment for an ineligible good or service, duplicate payments, or payment for a good or service not received.
☐The subrecipient has policies and procedures or a process in place to identify and recapture improper payments. 
☐Costs incurred by the subrecipient to recover improper payments are allowable as either direct or indirect costs, as appropriate. Is the subrecipient is consistent in the treatment of the funds used to recover improper payments.
☐If applicable, does the subrecipient has improper payment procedures in place for its subawardees and ensure that its subawardees also have policies and procedures in place for improper payments.

DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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Deposit Insurance
[bookmark: _Toc533153461]The grant recipient has deposited its Federal funds in an insured bank or savings association whenever possible.  [2 CFR 200.305(b)(7)(ii)] 

	Subrecipient Questions

	1. Is the organization using an insured depository institution or bank that provides insurance coverage on deposits?  Yes☐     No☐

2. Does the organization have cash deposits that exceed the FDIC coverage?  Yes☐     No☐




	The FDIC (Federal Deposit Insurance Corporation) is one type of agency (and the most popular agency) that provides depositor insurance. It is an agency independent of the United States government that protects depositors against the loss of insurance deposits if an FDIC-insured bank or savings association fails. The FDIC deposit insurance covers depositors of a failed FDIC-insured depository institution, dollar-for-dollar, up to $250,000, plus any interest accrued or due to the depositor.
Subrecipients must deposit Federal funds in insured bank depository institutions to ensure coverage of these dollars in case of bank failure. Deposit insurance coverage generally covers deposit products such as traditional types of bank deposit accounts, including checking and savings accounts, money market deposit accounts (MMDAs), and certificates of deposit (CDs). Investment products that are not deposits, such as mutual funds, annuities, life insurance policies, and stocks and bonds, are not covered by deposit insurance.

☐The organization has an insured depository institution or bank that provides insurance coverage on deposits.
☐Cash deposits does not exceed the FDIC coverage. 

DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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MATCH AND LEVERAGED RESOURCES

If applicable, the subrecipient has written policies and procedures in place to record and support any required match or leveraged resources committed or identified in the award or program regulations. 
Match is defined as additional non-federal resources expended to further the grant objectives, if required either by statute or within the grant agreement as a condition of funding.  Match expenditures may be reflected as cash and in-kind contribution.

Cash match reflects additional funds or services (allowable costs) provided and paid for the grant objectives and outcomes.  The value of the cash match is the actual costs incurred and reflected in the subrecipient’s accounting system

In-kind are allowable costs and services that are not paid by the subrecipient, but rather a third party organization.  These costs and services must support allowable grant activity and outcomes.

In order to qualify as match, the costs cannot have been paid from federal funds, been charged to program income, or used to match other federal match requirements, nor have been for costs that are unallowable under grant regulations.  Records must be maintained that support the cash match costs within the subrecipient’s accounting system and be available for audit and review.  For third party contributions, the support for the value must be verifiable or maintained by the subrecipient, including the methods used to determine the value.

Leveraged Resources is defined as all resources used by the subrecipient to support grant activity and outcomes, whether those resources meet the standards applied to match or not.  Leverage resources is both allowable match and other costs that do not rise to the requirements of the regulations, but which support the outcome of grant activity.  All leveraged resources must be expended on costs that are allowable under circulars and are used to further grant activity and outcomes.  Examples would include other federal programs, non-federal resources, or time paid by an employer for an employee that is in training. 

Match Policies and Procedures
The grant recipient’s written match policy and procedures describe the allowability of costs in accordance with Subpart E – Cost Principles and have been issued to key personnel and, if applicable, subrecipients.  [2 CFR 200.302(b)(7); 2 CFR 200.306(b); and Subrecipient Contribution Procedure Guide].  

	Subrecipient Questions

	1. ☐ Check the box if match or leveraged resources is NOT applicable to the grant and move to the Subrecipient Contribution section.

2. Is match or leveraged funds required for the award?  Yes☐     No☐

3. If match or leverage is applicable to the grant, describe where the organization locates the DETS policy and procedures that describe the methods for tracking match or leveraged funds.   
Click or tap here to enter text. 

4. Is the organization able to calculate and track the use of leveraged resources within the organization’s financial system?  Yes☐     No☐   If no, how does the organization track leverage?    
Click or tap here to enter text.

5. Does the organization have a written process to define and track the use of leveraged resources?  Yes☐     No☐



	The subrecipient has written policies and procedures for match requirements.  Interview staff to ensure that the key personnel are following written policy and procedures or that the written policy and procedures are updated to capture the grant recipient’s process.
Review the grant recipient’s written policy and procedures for grant match and interview staff responsible for documenting match.
Cross-check recording, valuation, and reporting of match against Subpart E – Cost Principles to ensure that allowability of cost.
☐The subrecipient’s policies and procedures address the following requirements:
· Allowable under Subpart E – Cost Principles
· Verifiable from the grant recipient’s records
· Costs and contributions are necessary and reasonable to meet program objectives
· Are not paid by the Federal government under another Federal award, except where the Federal statute authorizes that Federal funds may be applied to the match requirements of another Federal program
· Are provided for in the approved budget, when required
· Methodology for tracking and documenting match
· Methodology for the valuation of non-cash contributions

☐The written match requirement policy and procedures reflects the actual process.
☐If applicable, the subrecipient has match polices and procedure for its subawardees.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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Expending Match
The grant recipient uses match to support grant activity and accounts for funds used for match within its accounting systems as the funds are expended.  [2 CFR 200.306(d); 2 CFR 2900.8; Subrecipient Handbook; and Subrecipient Contributions]

	Subrecipient Questions

	1. Does the organization report match when expended on allowable grant activity and not when received?  Yes☐     No☐

2. Is the organization reporting match and/or leveraged resources?  Match☐     Leveraged☐     Both☐

3. Is the organization is using unrecovered indirect costs to meet a match requirement? 
Yes☐     No☐



	The subrecipient accounts for match within its accounting systems as the funds are expended. The receiving of cash and in-kind contributions as match is not enough, as DOL has placed an emphasis on the need to expend match contributions on allowable grant activities before it can be recognized as match.
☐The subrecipient reports match when expending on allowable grant activities and not when received. 
☐The subrecipient appropriately reports the use of match in the appropriate financial reports. 
☐From the sample of match expenditures reviewed, the following criteria occurred:
· Allowable 
· Verifiable from the grant recipient’s records
· Costs and contributions are necessary and reasonable to meet program objectives
· Are not paid by other funds of DETS, except where DETS authorizes that funds may be applied to the match requirements of another DETS program
· Are provided for in the approved budget, when required
☐The grant recipient used unrecovered indirect costs to meet a match requirement and obtained prior approval to do so.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
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Valuation and Documentation
The subrecipient has a methodology in place to value match.  Records are available and demonstrate that match is being tracked.  [Subpart E – Cost Principles; 2 CFR 200.306(b)(1)]

If a subrecipient contribution which is also termed as match or leveraged is required a sample of selected items will occur.  

To test the accuracy and validity of Match and the propriety of its valuation
1. Does the grant include a matching requirement?  Yes☐     No☐
2. If so, what is the total amount required?  Click or tap here to enter text.
3. Is there a required cash match?  Yes☐     No☐
4. If so, what is the percentage of the total amount that must be cash?  Click or tap here to enter text.

If match is required select a sample of items that are included in the reported match; then, complete the table below for each of the sampled items.


The following form will be used for sampling purposes.  

[bookmark: _Toc533153462]Subrecipient Contribution – Match/Leveraged Review Form
	Cash or In-Kind (C/I)
	Value Claimed in $
	Description of Cost
	Documentation (e.g. letter of value, books of account, appraisal, etc.)
	How Valued (e.g., actual cost, fair market value etc.)
	Cost Allowable (Y/N)
	Does Documentation Support Value (Y/N)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	For cash contributions for match, once non-federal dollars are expended on behalf of the grant, the subrecipient must account for this in its official book of accounts or records. For non-cash contributions, supporting documentation must be retained to validate the valuation of the good or service, and the non-cash contribution must be used prior to recording. For donated services, the subecipient must also maintain documentation on the rate value of the service but also timesheets or personnel activity reports to demonstrate the amount of time that is donated to the grant. If the subrecipient is using the fair market value (FMV) to value the match, there must be sufficient justification to support the use of FMV. The value of the donated goods must not exceed the fair market value of the same age and condition at the time of donation.
Supporting documentation for in-kind contributions may come from many forms and can include receipts, appraisals, consumer valuation guides, labor market information, and other acceptable forms of documentation. The Reviewer should evaluate all supporting documentation for validity and assess its acceptability.
Subrecipients must maintain records to support all match within the grant recipient or subrecipient’s accounting system and these records must be available for audit and review.
☐From the sample of match expenditures reviewed, the subrecipient’s valuation of non-cash contributions are in accordance with the Cost Principles.
☐Goods and services of non-cash contributions are adequately supported?
☐The subrecipient has appropriate supporting documentation that supports the match reported on the quarterly or reimbursement reports.
☐If applicable, subawardees have appropriate supporting documentation for any match and/or leveraged resources reported by the subrecipient
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_| 
Staff Comments:





[bookmark: _Toc533153463]
Leverage Resources
Leveraged resources applies ONLY to specific federal competitive awards and to certain federal formula funded awards when specified in the funding solicitation, grant agreement and/or program statute. 
The term “leveraged” has been used to mean all resources used by the subrecipient to support grant activity and outcomes, whether those resources meet the standards required for match. Leveraged resources are not to be confused with non-cash contributions or third-party in-kind contributions for the purposes of sharing in infrastructure costs.
	Subrecipient Questions

	
1. Is leveraged funds required for the award?  Yes☐     No☐  If NOT move to next section.

3. Does the subrecipient maintain supporting documentation for reported leveraged resources?
Yes☐     No☐ 

4. Describe where the organization locates the DETS policy and procedures that describe the methods for tracking match or leveraged funds.   
Click or tap here to enter text. 

5. Is the organization able to calculate and track the use of leveraged resources within the organization’s financial system?  Yes☐     No☐   If no, how does the organization track leverage?    
Click or tap here to enter text.

6. Does the organization have a written process to define and track the use of leveraged resources?  Yes☐     No☐



	Leveraged resources follow the same guideline outline in match.
☐The subrecipient is required to provide leveraged resources.
☐Leveraged resources are reflected on the on the reimbursement request. 
☐The subrecipient provides appropriate supporting documentation for reported leveraged resources.

☐The subrecipient has a written process to define and track the use of leveraged resources.
 
DETS Use Only:  Acceptable |_|     Needs Improvement      |_|    Not Acceptable |_|     N/A |_| 
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PROGRAM INCOME

The subrecipient has written policies and procedures in place to accurately record and expend the program income in compliance with applicable Federal statutes, implementing regulations, the terms and conditions of the grant award.  [Subpart E – Cost Principles; WIOA PL 113-128 sec. 194(7)(B); 2 CFR 200.302(b)(7); 2 CFR 200.307; and Subrecipient Handbook]

Program income is defined as income received by a recipient that was directly generated by a grant supported activity, or earned only as a result of the grant agreement during the grant period.  It includes fees for services performed, income from the use or rental of personal property acquired with grant funds, income from the sale of items fabricated under the grant, interest income for programs only, and revenues in excess of expenditures for governmental and nonprofit agencies. 

Program income does not include refunds, rebates, credits, or discounts, proceeds from the sale of personal property, income from royalties and license fees for copyrights, patents, and inventions, unless such income is specifically identified in the grant agreement as program income.  Program income also does not include income earned after the grant period has ended, contributions and donations, profits of commercial organizations, and funds used as a match.

Program Income Policies and Procedures
	Subrecipient Questions

	1. Is the organization aware of the definition of program income as it relates to grant activities?  Yes☐     No ☐

2. Describe how the organization ensures that program income earned is being documented and used to provide additional services under the grant?
Click or tap here to enter text.




	Interest income earned on Federal advance payments, with the exception of WIOA grants, is not considered program income. Interest earned amounts up to $500 per year may be retained by the organization for administrative expense. Any additional interest earned on advance payments deposited in interest-bearing accounts must be remitted annually to DETS.
☐The subrecipient has written policies and procedures for program income requirements.
☐The subrecipient is that it is earning program income.
☐Review the policies and procedures address the following requirements:
· Allowable 
· Verifiable from the grant recipient’s records
· Program income expended on grant activities to meet program objectives
· Program income is expended for immediate use
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Expending and Documenting 
The grant recipient and, if applicable, its subrecipient, is expending program income on allowable grant activities and prior to drawing grant funds and is recording and reporting program income and, if applicable, program income of its subrecipient, appropriately.  [2 CFR 200.307; Subrecipient Handbook; and Allowable Cost Guidelines Policy 07-520]
	[bookmark: _Toc533153464]Subrecipient Questions

	
1. Does the program generate Program income?  Yes☐     No ☐   If no, move to next section.

2. Does the organization use cash from program income activities before requesting additional federal grant funds (cash draw)?  Yes☐        No☐

3. Is the program income generated by multiple funding sources?  Yes     No

4. Is the program income expended in the quarter it is earned?  Yes     No

5. What is the process to ensure program income is liquidated prior to the grant expiration?
Click or tap here to enter text.



	For either method of accounting used (gross or net method), the grant recipient must spend the program income prior to using grant funds. At the end of the grant’s period of performance, all program income must be expended. These requirements apply to subrecipients and their respective subawardees.
☐The grant recipient and, if applicable, its subawardees expend program income prior to drawing grant funds.
☐Program income is generated by multiple funding sources properly allocated by the subrecipient and, if applicable, its subawardees.
☐The subrecipient and, if applicable, its subawardees expend program income in the quarter it is earned and is liquidated prior to the grant expiration.
☐The subrecipient and, if applicable, its subawardee expend program income on grant-related activities. Program income is expended and disbursed first prior to requesting reimbursement of expenses.
☐All sources of program income identified (e.g., fees for services, use fees, conference fees, honoraria, fees for providing data to third parties).  
☐The subrecipient or its subawardee is selling a product produced with grant funds or charging a license or user fee to other grant recipient’s use. 
☐The subrecipient has a system in place to record and expend program income at the subrecipient level.
DETS Use Only:  Acceptable |_|     Needs Improvement      |_|    Not Acceptable |_|     N/A |_| 
Staff Comments:






ALLOWABLE COSTS AND COST CLASSIFICATION

The subrecipient has a system and procedures in place to ensure that it is incurring necessary, reasonable and allowable costs to the grant and that such costs are accurately classified in its accounting system. The subrecipient also monitors the costs incurred by its contractors and subawardees to ensure allowability and accurate cost classification.

Some costs may be allowable under circular 2 CFR 200 but may be prohibited under the program-specific regulations.  Staff will refer to the program-specific regulations and not solely rely upon the circular.  Determination of allowability in each case should be based on the treatment or principles provided for similar or related costs.  

A variety of non-payroll transactions will be selected from the General Ledger for testing purposes.

Cost Principles
[bookmark: _Toc533153465]The grant recipient’s written policy and procedures describe the allowability of costs in accordance with 2 CFR Part 200 Subpart E – Cost Principles and have been issued to key personnel and, if applicable, subawardees.  [2 CFR 200.302(b)(7); 2 CFR 200.403; and Allowable Costs Guidelines Policy 07-520]

	Subrecipient Questions

	1. How does the grant recipient ensure that the grant is not charged unallowable costs based on the Cost Principles and the provisions of the grant agreement?
Click or tap here to enter text.

2. How are financial staff properly trained?
Click or tap here to enter text.




	Interview personnel and financial program and staff regarding the grant recipient’s policies and procedures.
Cross-check the policies and procedures surrounding the liability of cost to Federal funds are against the Cost Principles of the Uniform Guidance.
☐Policies and procedures reflect allowable/disallowable cost principles.
☐The policies and procedures are circulated to the appropriate financial add program staff.
☐Personnel are properly trained in the allowable/disallowable cost principles
☐The subrecipient ensures that the grant is not charged unallowable costs based on the cost principles and the provisions of the grant agreement.
☐If applicable, the subrecipient, ensure that its subawardees are following appropriate cost guidelines and the policies of the awarding agency.
☐The subrecipient issued written cost policies to its subawardees.
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:







Transaction Review Form
	TYPE i.e. Check Invoice P-Card PO

	DATE
	PAYEE
	AMOUNT
	DESCRIPTION
	Consistent with Financial Policies
	Competition  Used
	Approved in Budget
	Budget is in General Ledger
	Fund Accounting Used
	Allowable
	Linked to Cost Allocation
	Date Bank Reconciled
	Amount Bank Reconciled

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



	Subrecipient Questions

	1. How does the grant recipient ensure that the grant is not charged unallowable costs based on the Cost Principles and the provisions of the grant agreement?
Click or tap here to enter text.

2. How are financial staff trained?
Click or tap here to enter text.



	☐The subrecipient ensures that the grant is not charged unallowable costs.
☐Financial staff are properly trained.
☐All financial transactions are allowable, consistent with financial policies, in the correct budget category, and reconciled in a timely manner.

DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:







Financial Management Systems
The grant recipient has a system in place to ensure the costs are charged to the proper cost categories and are accurately classified.  [2 CFR 200.412; Subrecipient Handbook; and Allowable Costs Policy 07-520]

	Subrecipient Questions

	
1. Does the organization use a Chart of Account?  Yes☐     No☐ 

If no, describe the methodology for classifying and identifying expenditures.  
Click or tap here to enter text.

If yes:
a. Attach a copy of the organization’s Chart of Accounts. 
b. Is the Chart of Accounts compatible with the cost categories?  Yes     No 

2. If there are multiple funding streams, how does the grant recipient track its costs to the appropriate sub account?
Click or tap here to enter text.

3. Does the organization’s Chart of Accounts and its accounting system allow the tracking of grant activities that have an expenditure cap or threshold?  Yes☐     No☐

4. How does the organization determine what is a program cost vs an administrative cost?  Click or tap here to enter text.

5. How are long-outstanding payroll and vendor checks handled?  (written off after what period) Click or tap here to enter text.
6. Does the organization follow Alaska’s Escheat (unclaimed property) statutes? 
[bookmark: Check122][bookmark: Check123]|_|Yes    |_|No

7. [bookmark: Check124][bookmark: Check125]Are canceled checks (including voided checks) itemized and are they actually compared to the disbursement journal for date, amount, and payee?  |_|Yes     |_|No

8. How frequent are the bank statements reconciled to the financial system general ledger? Click or tap here to enter text.
9. [bookmark: Check132][bookmark: Check133]Are the reconciliation worksheets signed and dated?  |_|Yes     |_|No




  

	A Chart of Accounts is a financial organizational tool that provides a complete listing of every account in an accounting system. An account code is a unique record for each type of asset, liability, equity, revenue, and expense. This serves as the subrecipient’s foundation for financial record keeping and should be at a level of detail that at least includes the account names, brief descriptions, and accounting codes. Depending on the complexity of the organization, it has the flexibility to tailor its Chart of Accounts to best suit its accounting needs.
If the grant requires the tracking of administrative expenditures, the entity must maintain a system for tracking and reporting its administrative expenditures as well as its program expenditures. Review the grant agreement to ensure if there is an administrative threshold for the grant as any administrative costs in excess of the program’s administrative limit must be charged to non-Federal funds.
For grants that have expenditure caps or thresholds on certain grant activities based on WIOA law or regulations, review the grant recipient’s Chart of Accounts and interview fiscal staff to understand how it is capturing this information in its accounting systems and reporting it quarterly.
☐The subrecipient’s Chart of Accounts contain sufficient account codes for revenue and expenses to adequately track spending of grant funds.
☐The subrecipient tracks its costs to the appropriate subaccount?
☐When the administrative costs exceed the program’s administrative limit for the grant, the subrecipient is charging the excess administrative costs to non-Federal funds.
☐If applicable, does the subrecipient’s Chart of Accounts and its accounting system allows the tracking of grant activities that have an expenditure cap or threshold in accordance with the program’s regulations. 
☐If applicable, the subrecipient, reviewed its subawardees’ Charts of Accounts to ensure that they are reporting costs in the appropriate budget cost categories, subaward, etc.?
☐If applicable, the costs associated with contracts and subawards are classified appropriately?
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:






[bookmark: _Toc533153466]COST ALLOCATION/INDIRECT COSTS

The subrecipient allocates costs including indirect costs to the benefitting cost objectives based on relative benefits received and treats allocated costs consistently within its accounting system.

Cost Allocation Principles
There is written evidence that costs being allocated to the grant are allowable, being treated consistently over time and within the accounting system, are necessary, reasonable, and allocated to the grant based on benefit received.  [2 CFR 200.403; 2 CFR 200.405, and TEGL 2-16]

	Subrecipient Questions

	
1. How does the organization identify the circumstance when costs are allowable, allowable with conditions, and unallowable?
Click or tap here to enter text.

2. Does the organization have multiple funding sources?  Yes☐     No☐     If NOT, move to Audits and Audit Resolution section.   



	
☐The subrecipient understands when costs are allowable, allowable with conditions, and unallowable.
☐The subrecipient has multiple funding sources. 
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:






Cost Allocation Plan
The grant recipient has an approved cost allocation plan (CAP) and uses it to allocate indirect costs.  [2 CFR 200.416(a) and (c)]
	Subrecipient Questions

	
1. Does the organization have an approved Cost Allocation Plan?  Yes☐     No☐

2. Is the Cost Allocation Plan reviewed on an annual basis and updated as needed?  
Yes☐     No☐
3. How does the organization allocate staff’s time among the various grant programs they work on?
Click or tap here to enter text.



	☐The subrecipient has a current and approved CAP.
☐The subrecipient updates the plan on an annual basis or updates it as needed.
☐The subrecipient appropriately allocates staff’s time according to the plan.
 
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:





Negotiated Indirect Cost Rate Agreements (NICRA)
The subrecipient has indirect costs and uses an approved NICRA to allocate these costs.
	Subrecipient Questions

	2. ☐Check the box if the organization is NOT applying a NICRA rate to the award and move to the next section.

3. Is the NICRA rate current and covers the entire period of the award?  Yes☐     No☐

4. If unallowable costs were identified (through monitoring or an audit) and those costs were included in the indirect rate proposal, did the organization obtain an adjusted negotiated rate agreement from is cognizant agency?  Yes☐     ☐     N/A☐




	☐The subrecipient has an approved rate specific to its organization.

☐The NICRA is approved for the period the award.  If NOT, the subrecipient has submitted a CAP to be evaluated to its cognizant agency.

☐The subrecipient is correctly calculating and applying the approved NICRA.

☐If unallowable costs were identified (through monitoring or an audit) and costs were included in the indirect rate proposal, the adjusted the negotiated rate agreement from its cognizant agency.
 
DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:






De Minimis Rate
The grant recipient has received prior approval from its cognizant agency to use the De Minimis Rate and is correctly applying ten percent to the modified total direct costs (MTDC).  [2 CFR 200.414(f)]

To relieve administrative burden, the Uniform Guidance specified that grant recipients that have never received a NICRA and has allowable indirect costs that they would like to charge to a Federal award may elect to charge a De Minimis Rate of ten percent of the MTDC, which may be used indefinitely.  If the grant recipient chooses to utilize the De Minimis Rate, it must do so consistently for all federal awards until such time it chooses to negotiate a rate. Agencies that have a NICRA cannot request a De Minimis Rate. Grantors may also accept the De Minimis rate if its subrecipient has never had a NICRA rate and has indirect costs associated with its subaward.

	Subrecipient Questions

	1. ☐Check the box if the organization did NOT apply a De Minimis Rate and move to the next section.

2. Did the organization receive prior approval from DETS prior to applying the De Minimis Rate to the award? 



	☐The subrecipient received prior approval before applying the De Minimis Rate.
☐ The subrecipient received prior approval to apply the de minimis rate to the award.
☐ The subrecipient correctly calculated the rate (excluding disallowed costs prior to applying the rate).

☐The rate was applied to the award did not exceed 10 percent.

DETS Use Only:  Acceptable |_|     Needs Improvement |_|     Not Acceptable |_|     N/A |_|
Staff Comments:






[bookmark: _Toc533153467]AUDITS AND AUDIT RESOLUTION

The subrecipient adheres to the single or program-specific audit requirements and has an audit resolution process in place including debt collection for its subawardees.  [2 CFR 200.501; 2 CFR 2900.3; and 2 CFR 2900.21]

The Single Audit, also known as the OMB Uniform Guidance, is a rigorous, organization-wide audit or examination of an entity that expends $750,000 or more of Federal or State assistance received for its operations. Usually performed annually, the Single Audit's objective is to provide assurance to the US federal government as to the management and use of such funds by recipients. The audit is typically performed by an independent certified public accountant and encompasses both financial and compliance components. The Single Audit must be submitted to the State of Alaska, Department of Administration, Division of Finance.

Audit Process
[bookmark: _Toc533153468]The grant recipient had a single or program-specific audit performed if it expended $750,000 or more in Federal awards during the grant recipient’s fiscal year. [2 CFR 200.501; 2 CFR 2900.3; 2 CFR 2900.21; Audit and Audit Resolution Procedures; and Monitoring and Single Audits Policy 07-523]

Previous Monitor and Audit Findings Form
	Program Monitor
	

	Date of Last Monitor
	

	Date of Report
	

	Number of Findings
	

	Questioned Costs (Y/N)
	

	Resolution of Findings (Open, Closed, In Process)
	

	Follow-up Action Taken
	

	Single Audit Review
	

	Single Audit Year
	

	Number of Findings
	

	Questioned Costs (Y/N)
	

	Resolution of Findings (Open, Closed, In Process)
	

	Follow-up Action Taken
	



	Subrecipient Questions

	1. ☐Check the box if the organization did NOT meet the state or federal single audit threshold for the previous year and move to the next section.

2. Did the organization submit its latest single audit?  Yes☐     No☐  

3. Was the audit completed in a timely manner (no later than nine months after the end of the organization’s fiscal year)?
Yes☐     No☐   (If no, move to the next section)

4. How long has the organization employed the existing audit firm for audit work?
Click or tap here to enter text.




	☐The subrecipient submitted. its latest single or program-specific audit to the State of Alaska, Division of Finance
☐The audit was completed in a timely manner (no later than nine months after the end of the organization’s fiscal year).
☐Examine the section of the audit report called “Schedule of Findings and Questioned Costs.”
    Consider the following:
· Are material weaknesses identified?
· Are reportable conditions identified?
· Are Federal award findings identified?
· Are Federal award questioned costs identified?
☐Identified issues on the Schedule of Findings and Questioned Costs, has a corrective action plan that resolves these issues.
☐The organization’s procurement method was used to secure the services of the auditor.
[bookmark: _GoBack]DETS Use Only:  Acceptable |_|     Needs Improvement      |_|    Not Acceptable |_|     N/A |_|
Staff Comments:






Subawardee’s Audit
The subrecipient, in the capacity as a grantor has a system in place to ensure subawardee audits are conducted and resolved. 
	Subrecipient Sub-award Questions

	1. Check the box if the organization did NOT have subawardee’s and move to the next section.

2. Is the subawardee aware of the audit requirements?  Yes☐     No☐  

3. Did the subawardee expend $750,000 or more in federal or state funds in the previous year?  Yes☐     No☐   (If no, move to the next section)

4. Does the organization have a written process to resolve subawardee audit findings?    Yes☐    No☐

1. Does the organization have a tracking system in place to ensure that all required subawardee audits are received in a timely manner and resolved in accordance with audit requirements?  Yes☐     No☐



	☐The subrecipient has informed subawardees of the audit requirements.
☐The subrecipient has a written process in place to resolve subaward audit findings.
☐The subrecipient has a tracking system in place to ensure all required subawardee audits are received in a timely manner and any findings resolved in accordance with audit requirements. 
DETS Use Only:  Acceptable |_|     Needs Improvement      |_|    Not Acceptable |_|     N/A |_|
Staff Comments:
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