	FISCAL AGENT:
	WIOA SUB-AREA:

	CCMEP LEAD AGENCY:
	PREPARED BY:

	
	DATE:

	 Financial Management Review Guide
Segment B: Planning

	
Objectives:
· To preliminary assess risk and to determine the nature, timing, and extent of monitoring procedures to be used.
· To properly plan the review in accordance with Bureau of Monitoring and Consulting Services standards.
· To properly prepare to achieve objectives of the WIOA/CCMEP monitoring review.

	References:  WIOA 184. Fiscal Controls; Sanctions
WIOA Final Rule. Part 683, Subpart D – Oversight and Resolution of Findings
OAC Chapter 5101:14-1 Comprehensive Case Management and Employment Program (CCMEP)

	Step
	Procedure
	Completed
	W/P Ref.

	Planning

	1.
	Based on the Risk Assessment Guide for the WIOA sub-area, which WIOA sub-area will be reviewed? 
Submit to Audit Manager for approval before actually contacting the WIOA sub-area. 
	
	

	2.
	Based on the Risk Assessment Guide for the CCMEP lead agency (if applicable), which CCMEP lead agency will be reviewed?
Submit to Audit Manager for approval before actually contacting the CCMEP lead agency.
	
	

	3.
	Contact the fiscal agent, CCMEP lead agency, and WIOA sub-area that will be reviewed. Discuss and arrange for the following:
	
	

	
	· Discuss period of review, and potential dates for on-site visit;
	
	

	
	· Discuss a detailed list of records needed for review;
	
	

	
	· If necessary, request permission to access CFIS; 
	
	

	
	· Arrange date and time of entrance conference;
	
	

	
	· Follow up via email on any CIPs from previous year if you are not going to the same location.
	
	

	4.
	Complete Geo-Political Structure document.
	
	

	5.
	Complete Segregation of Duties Matrix. 
Note: One will also need to be completed for the CCMEP Lead Agency.
	
	

	6.
	Based on information obtained and dates established, complete the Engagement Control Sheet; 
Add additional contact information for CCMEP lead agency and WIOA sub-area;
Copy and send to Audit Manager, and upload into Auto Audit. 
	
	

	7.
	Review financial reports available in CFIS Web and download pertinent financial statements for quarter of review.  
	
	

	8.
	Conduct and document the Entrance Conference; discussing the scope of the review, the review period, records needed, and the review’s timeline.
	
	

	9.
	Inquire if there are any areas where the fiscal agent, lead agency, or WIOA sub-area requests assistance.
	
	





	[bookmark: _Hlk6491154]FISCAL AGENT: 
	WIOA SUB-AREA: 

	CCMEP LEAD AGENCY: 
	PREPARED BY: 

	
	DATE: 

	 Financial Management Review Guide
Segment E: Financial Reporting

	
Objectives:
· To determine if financial reports accurately reflect financial results and are in compliance with applicable regulations and reporting standards.
· To determine whether information reported to pass thru entities are accurate and properly supported.

	References:  

	Workforce Innovation and Opportunity Act (WIOA)
	Section 185. Reports; Recordkeeping; Investigations

	WIOA Final Rule
	
	Part 679, Subpart C – Local Workforce Development Boards
Part 683, Subpart C – Reporting Requirements


	TANF Rules
	Title 45, Part 263 – Expenditures of State and Federal TANF Funds

	2 CFR Part 200 Uniform Guidance
 
	Subpart D 

	Other Federal Guidance
	TEGL 28-10
TEGL 02-15

	State of Ohio Rules and Guidance
	OAC 5101:9-5-01, 5101:9-5-02, 5101:9-5-03, 5101:9-5-04, 5101:9-6-08, 5101:9-6-53, 5101:9-7-04, 5101:9-7-04.1, 5101:9-7-05, 5101:9-7-29, 5101:9-9-21, 5101:9-31-01, 5101:9-31-92, 5101:9-31-93, 5101:9-31-94, 5101:14-1-02
 ORC 6301.03, WIOAPL 15-26, FAPL 47

	Other State of Ohio Guidance
	CCMEP Services Matrix

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Identify any process or control weaknesses in financial reporting by reviewing the documentation including policies and procedures, inquiry of personnel, and observation of operations.
	
	

	2.
	If the local area is comprised of more than one sub-area, has a written reconciliation procedure been established which includes reconciling expenditures, receipts, accruals, and obligations between the sub-areas and the fiscal agent?
	
	

	3.
	Are there accounting systems in place to account for all WIOA/CCMEP funded transactions, including program income and stand-in costs?
	
	

	4.
	Are there controls in place to assure the monthly beginning and ending cash on hand balances are reported accurately?
	
	

	5.
	Does the fiscal agent have a process in place for the aggregation of financial information from subrecipients?
	
	

	
	WIOA Sub-area Procedures
	
	

	6.
	For the most recent month that has been certified trace the WIOA/WIOA CCMEP expenditures from the WR301 to the local area’s accounting records.

If the entity enters expenditures straight into Ledger Reporting and there are no other local records, trace disbursements from CFIS Ledger Reporting to County Auditor records.
	
	

	
	Note: Accruals and obligations should not be reported for CCMEP TANF.
	
	

	7.
	If possible, for one month select a representative sampling of WIOA/CCMEP accruals from the WR301, test that they meet the criteria cited by DOL and ODJFS, are sufficiently documented, were reported properly, and payment was made in a reasonable amount of time (within 90 days). 
Note: only select a reasonably small sample of accruals to see if they were paid within the 90 days. Do not select every accrual.

	
	


	8.
	If possible, for one month select a representative sampling of WIOA/CCMEP obligations from the WR301, test that they meet the criteria cited by DOL and ODJFS, are sufficiently documented, and they are reported properly. 


	
	

	
	Lead Agency Procedures (typically will be a CDJFS)
	
	

	9.
	For the most recent month that has been certified trace the TANF CCMEP expenditures to the local area’s accounting records. First run the CR454 to obtain the expenditure totals. Then run the CR301 to obtain more detail of the expenditures. 
Note: The CR454 includes statistical project codes, while it appears the CR301 does not. 
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	CCMEP LEAD AGENCY:
	PREPARED BY:

	
	DATE:

	 Financial Management Review Guide
Segment F: Cost Allocation

	
Objectives:
· To determine whether cost allocation is performed in accordance with Uniform Guidance and results in allocable costs to the WIOA/CCMEP program.
· To determine whether costs reported to WIOA/CCMEP funds are accurate, valid, and properly classified.


	References:  

	Workforce Innovation and Opportunity Act (WIOA)
	Section 184 Fiscal Controls

	WIOA Final Rule

	Part 683, Subpart B – Administrative Rules, Costs, and Limitations

	TANF Rules
	Title 45, Part 263 – Expenditures of State and Federal TANF Funds

	2 CFR Part 200 Uniform Guidance
	Subpart E

	State of Ohio Rules and Guidance
	OAC 5101:9-1-02, 5101:9-1-03, 5101:9-1-04, 5101:9-1-05, 5101:9-1-10, 5101:9-1-16, 5101:9-5-01, 5101:9-5-02, 5101:9-5-03, 5101:9-5-04, 5101:9-6-08, 5101:9-6-08.8, 5101:9-7-05, 5101:9-7-20, 5101:9-9-21, 5101:9-31-01,  5101:9-31-17, FAPL 12, FAPL 47, BCFTA RMS Manual

	Other State of Ohio Guidance
	CCMEP Services Matrix

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Identify any process or control weaknesses in cost allocation by reviewing the documentation including policies and procedures, inquiry of personnel, and observation of operations.
	
	

	2.
	Do the procedures define direct, indirect, and shared costs in accordance with the applicable Uniform Guidance?
	
	

	3.
	Do the procedures define the cost pools used to collect costs that do not directly benefit the WIOA/CCMEP program?
	
	

	4.
	Does the local area have procedures in place to identify and exclude unallowable costs from the cost pools?
	
	

	5.
	If RMS is used select a minimum of 10 RMS observations to review from the most recent quarter. If possible, select a variety of Adult, DW, and CCMEP hits.  Run the RR401 report in Excel and verify that the activity code selected seems proper based on the comments listed on the report.

[bookmark: _GoBack]Complete the standardized RMS Test Schedule on the Q Drive. If issues are discovered, review additional RMS observations. 

Note: if the RMS hit involves working with a client ensure a case number or unique identifier was listed. If an employee is attending a meeting or training the subject, location, and facilitator shall be listed. 

	
	

	6. 
	Calculate the amount of WIOA and WIOA CCMEP funds that should be reimbursed to the PA fund for RMS activities. Verify these amounts were reported as an accrual. 

Also verify the WIOA and WIOA CCMEP fund(s) has reimbursed the PA fund for RMS activities within 90 days.
	
	

	7.
	If RMS is not used for cost allocation purposes, determine what method is being used (e.g. square footage, participant count, expenditures, etc.) and if it appears to be reasonable.

Is the method to allocate costs based on actual activity and not budget based?
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	CCMEP LEAD AGENCY:
	PREPARED BY:

	
	DATE:

	 Financial Management Review Guide
Segment H: Purchasing and Cost Principles

	
Objectives:
· To determine goods and services have been properly procured and authorized and costs are in compliance with Federal, State, and local guidelines.


	References:  

	Workforce Innovation and Opportunity Act (WIOA)
	Section 184 (a)(1)(2)(3)

	WIOA Final Rule

	Part 683, Subpart B – Administrative Rules, Costs, and Limitations

	TANF Rules
	Title 45, Part 263 – Expenditures of State and Federal TANF Funds

	2 CFR Part 200 Uniform Guidance
	Subparts D & E 

	State of Ohio Rules and Guidance
	OAC 5101:1-3-12, 5101:1-23.50, 5101:9-1-03, 5101:9-1-04, 5101:9-1-10, 5101:9-4-02, 5101:9-4-04, 5101:9-4-10, 5101:9-4-11, 5101:9-5-01, 5101:9-5-03, 5101:9-6-08, 5101:9-6-08.8, 5101:9-6-53, 5101:9-9-21, 5101:9-30-02, 5101:9-31-01, 5101:9-31-92, 5101:9-31-93, 5101:9-31-94, 5101:14-1-01, 5101:14-1-02, 5101:14-1-05
ORC 5705.41
WIOAPL 15-08.1, 15-09.1, 15-10, 15-11.1, 15-12, 15-13, 15-14, 15-22.1

	Other State of Ohio Guidance
	CCMEP Services Matrix

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Identify any process or control weaknesses in purchasing by reviewing the documentation including policies and procedures, inquiry of personnel, and observation of operations.
	
	

	2.
	Do the policies state specific levels of authorization for different types of purchases?
	
	

	3.
	Does the local area utilize documentation, such as a purchase order, to demonstrate authorization and those proper purchasing procedures were applied?
	
	

	4.
	Is there adequate accounting for and control of purchase orders and other authorization documents?
	
	

	5.
	Are travel expenses to employees monitored to ensure the budgeted amounts are not exceeded and the expenses were allowable?
	
	

	6.
	Are client travel expenses monitored to ensure the expenses do not exceed limitations in the approved ITA or OJT agreements? Are the expenses allowable?
	
	

	7.
	Are gas cards, bus passes, or other similar items issued to WIOA/CCMEP participants? Describe the controls over the distribution of these items as well as the security in place for the unused cards/passes.
	
	

	
	Fiscal Agent, WIOA Sub-area and CCMEP Lead Agency Direct Costs Procedures
	
	

	8.
	Obtain the entity’s cash disbursements report/check register for the program year. Review for amounts charged to WIOA/CCMEP.
	
	

	9.
	Scan the disbursement journals for both the PY17 and PY18 period for anomalies, large amounts, and for payments to contractors that are not listed on Schedule J-2. 

Select a minimum of five invoices from each entity for both PY17 and PY18. Select a variety of disbursements (i.e contracts, ITA’s, OJT’s) from the disbursement journals obtained. 

Note: when selecting a contract invoice, please be sure to include one that is being reviewed in the Monitoring segment.  

Ensure five of the total invoices selected are from the most recent certified month and trace these amounts to the LR361 or WR301. If the entity enters financial data straight into Ledger Reporting and there are no other local records, trace disbursements from CFIS Ledger Reporting to County Auditor records.

A minimum of 15 invoices between the entities should be selected for each program year (30 total between PY17/PY18). If the fiscal agent, WIOA sub-area, and lead agency are all one, select all 15 invoices from there. If possible select a variety of funding sources (i.e WIOA Adult, Dislocated Worker, CCMEP WIOA, CCMEP TANF).  

Prepare the standardized Schedule H-2 to test accuracy, validity, and proper classification.  

 
Note: Use the CCMEP Service Matrix to determine allowability. 
	
	

	10.
	Request the invoices and supporting documentation for sample selected.
	
	

	11.
	From the sample documentation provided, ensure that CCMEP TANF funds are not being used to pay participants directly for subsidized employment, and all costs are allowable, allocable, reasonable, and necessary. 
	
	



	FISCAL AGENT:
	PREPARED BY:

	ONE STOP OPERATOR:
	DATE: 

	YOUTH PROVIDER:
	

	Financial Management Review Guide
Section K:  Procurement

	Objectives:
· To determine the entity’s procurement policies and transactions are in compliance with applicable State and Federal regulations.

	Legal References:

	Workforce Innovation and Opportunity Act (WIOA)
	Section 121(d)

	WIOA Final Rules
	Part 683, Subpart B – Administrative Rules, Costs, and Limitations

	20 CFR Part 678 Uniform Guidance
20 CFR Part 679 Uniform Guidance
2 CFR Part 200 Uniform Guidance

	20 CFR 678.605
20 CFR 678.620
20 CFR 679.430
2 CFR 200.318- 2 CFR 200.326


	State of Ohio Rules and Guidance
	WIOA Policy Letter 15-18.1
WIOA Policy Letter 16-08
WIOA Policy Letter 17-03
OAC 5101:9-4-02, 5101:9-4-04, 5101:9-4-07
ORC Title 1, Chapter 102.03, 124.57, 2921.42

	Other Federal Guidance
	TEGL 15-16
TEGL 21-16
TEGL 23-14

	Procedures:

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Evaluate policies and procedures related to procurement used by the local area. Confirm that the policies and procedures provide adequate direction/guidelines with regard to procurement processes. 
	
	

	2.
	Evaluate the local area’s Code of Ethics and Conflict of Interest policies. Confirm that the policies provide adequate direction/guidelines in identifying and mitigating potential Conflicts of Interest arising from procurement actions. 
	
	

	3.
	Compile all documentation and information relating to the procurement of the One-Stop Operator if the procurement is effective for the PY17 or PY18 period. Perform the following:
	
	

	a.
	Complete K-1 Procurement Questionnaire.
Write a detailed response in the narrative column. List documentation obtained and reviewed. Also include the source you obtained the information from. 
	
	

	4.
	Compile all documentation and information relating to the procurement of the Youth Service provider if the procurement is effective for PY18. Perform the following:
	
	

	a.
	Complete K-1 Procurement Questionnaire.
Write a detailed response in the narrative column. List documentation obtained and reviewed. Also include the source you obtained the information from. 
	
	




	FISCAL AGENT:
	PREPARED BY: 

	ONE STOP OPERATOR:
	DATE: 

	YOUTH PROVIDER:
	

	Schedule K-1:  Procurement Internal Control Questionnaire

	Part One – Policies, Procedures, and Code of Conduct
	Yes
	No
	Narrative

	
	

	1. Does the local area have its own procurement policy and procedures?
	
	
	

	2. Do the procedures conform to the applicable Uniform Administrative Requirements? Complete DOL Procurement Policy Checklist. 
	
	
	

	3. Did the agency adhere to the procurement policies for this procurement?
	
	
	

	4. Did the entity have a written code of conduct governing the performance of those engaged in the award and administration of contracts?
	
	
	

	5. For this procurement, are signed disclosures of conflict of interests on file for all involved?
	
	
	

	6. Does the entity have protest procedures to handle and resolve disputes relating to their procurements?
	
	
	

	Part Two – Solicitation
	

	7. Was a written independent estimate made before the procurement?
	
	
	

	8. What method of procurement was used? Ex.                Competitive sealed bidding, competitive proposals, non-competitive proposal?
	
	
	

	9. What is the delivery method? Ex. Area wide, center based, service based, etc..
	
	
	

	10. Did the entity take appropriate steps to foster competition for the award?
	
	
	

	11. Does it appear the entity maintains an adequate bidders list?
	
	
	

	12. Was the procurement transaction conducted in a manner providing full and open competition consistent with the standards in the Uniform Administrative Requirements?
	
	
	

	13. Was the preparation of the solicitation document (RFP) done in accordance with the entity’s procedures?
	
	
	

	14. Did the WDB approve the RFP?
	
	
	

	15. Were there adequate controls over the preparation and release of the RFP?
	
	
	

	Part Three - Evaluation
	

	16. Were persons evaluating the proposals not associated with the entities being evaluated? 
	
	
	

	17. Was a written record maintained outlining decisions made in the evaluation and award process?
	
	
	

	18. Were awards consistent with numerical ratings or were inconsistencies documented?
	
	
	

	19. Did the entity use the evaluation factors listed in the RFP?
	
	
	

	20. Did the entity follow their procedures for the receipt, recording, and storage of RFP’s?
	
	
	

	21. Did the entity perform a cost/price analysis if the cost is over $150,000 or if there was a sole source procurement?
	
	
	

	22. If a cost/price analysis was performed consider the following:
a. Were detailed budgets submitted with documentation to support costs?
b. Review documentation on how the cost/price analysis was performed and if it was reasonable. Ex. cost per participant, per positive outcome etc..


	
	
	

	23. Did the entity follow their procedures in the evaluation of proposals?
	
	
	

	24. Was there adequate documentation for any proposals not rated?
	
	
	

	Part Four - Negotiation and Award
	

	25. Were persons making the decisions to award contracts not associated with the awardees?
	
	
	

	26. If the award was made non-competitively, was adequate documentation maintained in the file to support this decision?
	
	
	

	27. Are all contracts between governmental entities on a cost reimbursable basis?
	
	
	

	28. Did the entity follow their procedures in the award of the contract?
	
	
	

	29. Was the award properly authorized and documented?
	
	
	

	30. Did the WDB approve the contract?
	
	
	

	31. Were any negotiations properly documented? 
	
	
	

	32. If a for-profit entity was selected, was profit negotiated separately?
	
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	CCMEP LEAD AGENCY:
	PREPARED BY:

	ONE STOP OPERATOR:
	DATE:

	YOUTH PROVIDER:
	

	Financial Management Review Guide
Segment L: Monitoring and Oversight

	
Objectives:
· To determine if monitoring policies and procedures are in compliance with applicable regulations.  
· Ensure CCMEP TANF providers are monitored by the CDJFS lead agency, when applicable.


	References:  

	
Workforce Innovation and Opportunity Act (WIOA)
	Section 107 (d)(8)
Section 123 (a)
Section 185 (c)(3)

	WIOA Final Rule

	Part 679, Subpart C – Local Workforce Development Boards
Part 683, Subpart D – Oversight and Resolution of Findings

	2 CFR Part 200 Uniform Guidance
	Subparts D & F

	State of Ohio Rules and Guidance
	OAC 5101:9-1-88, 5101:9-5-01, 5101:9-7-05, 5101:9-9-21, 5101:9-9-29, 5101:9-31-01, 5101:9-6-50, 5101:14-1-02,
FAPL 16 

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Identify any process or control weaknesses in monitoring by reviewing the documentation including policies and procedures, inquiry of personnel, and observation of operations.
	
	

	2.
	Does the local area have procedures in place to monitor their subgrantees and contractors, at least once in their respective contract year, for compliance with the subgrant agreement or contract?
	
	

	3.
	Did the local area request and review the Single Audit for any subgrantee contractor to have a single audit performed ($750,000 or more of federal expenditures)?
	
	

	4.
	Does the local area have procedures to resolve corrective actions from Single Audit reports of the subgrantee or contractor?
	
	

	5.
	Is fiscal monitoring conducted for the Adult, DW, and Youth program?
	
	

	6.
	Obtain a list of contracts that relate to WIOA/CCMEP for the fiscal agent, sub-area and lead agency.  Specify whether the contract is related to Adult, Dislocated Worker, CCMEP WIOA or CCMEP TANF.  Complete the standardized Schedule J-2. 
	
	

	7.
	After Schedule J-2 has been completed for both PY17 and PY18, select the One-Stop Operator for the PY17 review. Then, if possible, select the Youth provider (the same one selected for the Procurement segment) for the PY18 review. 

If required (had expenditures of federal monies of $750,000 or more during the subrecipient’s fiscal year), was the single audit obtained for the OSO and the selected Youth provider? If required, was management resolution performed as required by 2 CFR Part 200.331 (d)(3)?

Note: The Federal Single Audit Clearinghouse website is useful tool for this step. 
	
	

	8.
	If a Subrecipient relationship has been determined ensure that a risk assessment has been performed. 

Ensure the Subrecipient/Vendor Checklist was completed correctly by the agency. Ask for clarification of answers on the checklist if needed. Determine when the checklist was completed, who completed the checklist, and who approved it. Recommend the agency use the “comments” area on the checklist if they are not currently utilizing it. 
	
	

	9.
	Determine if the fiscal agent or partnership organizations have a monitoring system in place that ensures each subcontractor/vendor for WIOA/CCMEP services has been or will be visited at least once in each contract year. Obtain their monitoring schedule. 

If a CDJFS is the CCMEP lead agency, ensure it is monitoring CCMEP TANF service providers. Investigate and explain all discrepancies.
	
	

	10.
	Obtain the monitoring guide that was used to conduct the monitoring. Review files that support the monitoring checklist/guide. 
	
	

	11.
	Obtain and review WIOA/CCMEP subcontractor/vendor monitoring reports that were issued, if available.
	
	

	12.
	Is there is clear separation between entities delivering WIOA/CCMEP services and the WDB or its designated entity assigned to set policies? 
	
	

	13.
	Is there a clear separation between entities delivering WIOA/CCMEP services and those who monitor providers, and review/recommend procuring service providers? 
	
	





	FISCAL AGENT:
	PREPARED BY: 

	OMJ CENTER:
	DATE: 

	Financial Management Review Guide
Section N:  MOU/One-Stop

	Objectives:
· To determine if the establishment of the local one-stop delivery system is in compliance with WIOA and Federal Regulations.

	Legal References:

	
Workforce Innovation and Opportunity Act (WIOA)
	Section 121 - Establishment of One-Stop Delivery Systems.

	WIOA Final Rule

	Part 678, Subpart B - One-Stop Partners and the Responsibilities of Partners


	State of Ohio Rules and Guidance
	OAC 5101:9-31-01
ORC 6301.08
WIOAPL 16-06

	Procedures:

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Evaluate policies and procedures related to reporting One Stop costs and the allocation of shared costs used by the local area. Confirm that the policies and procedures provide adequate direction/guidelines with regard to One-Stop cost allocation and reporting.
	
	

	2.
	Is there a copy of the local MOU between the Local Board and each of the One-Stop partners concerning the operation of the One-Stop?
	
	

	3.
	Does this One-Stop have a MOU Budget to allocate each partner’s fair share of the operation costs?
	
	

	4.
	Has there been a need to adjust the MOU Budget/CFIS CT611 Report due to recent economic changes, funding changes, or increases in customer flow?
	
	

	5.
	Does each partner have a budget which identifies shared services and direct program services and how they are funded?
	
	

	6.
	Does the MOU specify the methodology for sharing resources among the various partners and determining each partner’s fair share of costs?  (Square footage, FTE’s, etc..).  Note the method used, in the narrative section to the right.
	
	

	7.
	Are methodologies validated over time to ensure equity and accuracy and reflect actual customer service delivery?
	
	

	8.
	Is there a process in place for resolving fiscal related disputes between the partners?
	
	

	9.
	Is there at least a quarterly reconciliation of budgeted to actual costs? Request documentation to support.
	
	

	10.
	Obtain the MOU Budget (CFIS CT611 Report) for the OMJ in the WIOA sub-area reviewed. Have the report ran for SFY18, by partner, and the “approved” status. 
Perform the following procedure: 
	
	

	a.
	Determine if methodology (ex. FTE’s, square footage, etc..) and budgeted amounts are reasonable based on support provided. 
Note: Ensure the most recent budget is obtained. In some cases, an amendment may be issued. Please obtain the amended budget, along with the initial.  

Note: Article VI: Cost Sharing, Section B: Cost Allocation of the MOU will have the methodology used. 
	
	

	11.
	Prepare Schedule N-2 Analysis for the most recent quarter. 
Note: Per the MOU Article VI: Cost Sharing, it is now a requirement to reconcile budgeted to actual costs quarterly. 

Perform the following:
	
	

	a.
	Select a minimum sample of 5 partners to review. Include a partner that has in-kind services (if applicable), a partner that has larger contributions, a partner with smaller contributions, and a partner who is behind in payments (if applicable). If possible, request a payment schedule as this may aid in your testing. 
Trace the amounts each partner is being invoiced to their proper allocated amounts. Verify One-Stop costs reported in CFIS by selecting a sample of actual costs reflected on the CFIS CT613 report (if actual expenses show on this report). Request supporting documentation for those costs, and verify that the selected costs are proper, accurate, and allowable. Investigate and explain any material discrepancies.  
	
	

	b.
	Trace that cash funds were received and/or services (i.e., In-kind) provided by the partners, as required by the MOU, for the most recent quarter. Investigate and explain all material discrepancies.
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	CCMEP COUNTY:
	PREPARED BY:

	LEAD AGENCY:
	DATE:

	Financial Management Review Guide
Segment C: Reporting and Wrap-Up

	
Objectives:
· To conclude the FMR by performing a self-review of all work papers;
· To document the exit conference, if applicable;
· To document the preparation, presentation and uploading of the review report out package; 
· To update the Local Area’s perm file

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Complete “Status of Prior Monitoring Issues” worksheet.
	
	

	2.
	Verify that all “issues’ have been recorded on the Issues Log.
	
	

	3.
	Using the review’s “Issues Log”, prepare each of the following:
	
	

	
	· Report out Matrix;
	
	

	
	· List of observations 
	
	

	4.
	Upload observations and report out Matrix into Auto Audit. 
	
	

	5.
	Attach the observations and report out Matrix to an email notifying the Audit Manager that the field work is complete, and work papers have been uploaded into Auto Audit and are ready for review. 
	
	

	6.
	If applicable, conduct exit conference and discuss the review period and observations. 
	
	

	7.
	Inquire if there are any areas where the fiscal agent, CCMEP lead agency, or WIOA sub-area requests assistance.
	
	

	8.
	Document meeting, date, attendees and items discussed.
	
	

	9.
	Consider complete communications log for items of significant importance.
	
	

	10.
	Review perm file on Q drive. Items included should be relevant to the testing performed this program year.
	
	

	11.
	Prepare and insert perm file index in work paper section in Auto Audit. 
	
	

	12.
	When released, upload final report of the completed observations, the cover letter and report out Matrix into both Auto Audit work papers and Area’s perm file on the “Q” drive.
	
	



