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	FISCAL AGENT:
	WIOA SUB-AREA:

	DATE:
	PREPARED BY:

	 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 NEG monitoring review.

	References:  WIOA 184. Fiscal Controls; Sanctions
WIOA Final Rule. Part 683, Subpart D – Oversight and Resolution of Findings

	Step
	Procedure
	Completed
	W/P Ref.

	Planning

	1.
	Based on the list of grant recipients, which WIOA sub-area and NEG will be reviewed? 
	
	

	2.
	Complete WIOA Risk Assessment.
	
	

	3.
	Contact the fiscal agent 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
	
	

	4.
	Review financial reports available in CFIS Web and download pertinent financial statements for quarter of review.  
	
	

	5.
	Conduct and document the Entrance Conference; discussing the scope of the review, the review period, records needed, and the review’s timeline.
	
	

	6.
	Inquire if there are any areas where the fiscal agent or WIOA sub-area requests assistance.
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	DATE:
	PREPARED BY:

	 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


	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

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Does the entity follow the same written financial reporting policies and procedures for NEGs as they do Adult, DW, Youth?
	
	

	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.
	Is there an accounting system in place to account for all NEG funded transactions?
	
	

	4.
	Does the fiscal agent have a process in place for the aggregation of financial information from subrecipients?
	
	

	5.
	Trace the sampled NEG expenditures in segment H from the local area’s disbursement journal to CFIS. Trace to LR361 or WR301 if possible to ensure that the expenditures were actually reported in CFIS.

[bookmark: _GoBack]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. 
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	DATE:
	PREPARED BY:

	 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 NEG.
· To determine whether costs reported for the NEG 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

	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

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Through review of the documentation including policies and procedures, inquiry of personnel, and observation of operations identify any process or control weaknesses.  Are the same cost allocation policies and procedures used for NEG funds as Adult, DW, and Youth funds?
	
	

	2.
	If RMS is used, select a minimum of 10 RMS NEG observations. Select the sample from the RR401 report. Run the report in Excel and verify that the activity code selected seems proper based on the comments listed on the report.
	
	

	3.
	If RMS is not used for cost allocation purposes, determine what method is being used and if it appears to be reasonable. 
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	DATE:
	PREPARED BY:

	 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

	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

	Step
	Procedure
	Completed
	W/P Ref.

	1.
	Through review of documentation including policies and procedures, inquiry of personnel, and observation of operations identify any process or control weaknesses. 
	
	

	2.
	Does the local area have policies and procedures for the purchasing, payables, and cash disbursement functions?
	
	

	3.
	Do the policies state specific levels of authorization for different types of purchases?
	
	

	4.
	Does the local area utilize documentation, such as a purchase order, to demonstrate authorization and those proper purchasing procedures were applied?
	
	

	5.
	Is there adequate accounting for and control of purchase orders and other authorization documents?
	
	

	
	Fiscal Agent  and WIOA Sub-area Direct Costs Procedures
	
	

	6.
	Obtain the entity’s cash disbursements report/check register for the program year. Review for amounts charged to the NEG.
	
	

	7.
	Select a minimum of 10 disbursements from each entity. Select a variety of sub-projects (i.e participant wages, fringe benefits, supportive services, other operating costs, program management costs, administrative costs).  

Ensure you also select some “equipment” expenditures which are usually classified as “other operating costs”. Review any applicable “lease vs. purchase comparisons” on the Q drive and ensure the sub-area has followed the agreement. 
	
	

	8.
	Request the invoices and supporting documentation for sample selected.

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

	9.
	For “participant wages” review time sheets for one pay period. 

Ensure participants were only paid amounts that were agreed upon ($10-$14 an hour). 

Are total hours worked being tracked for each participant to ensure they do not exceed the longer of 2,080 hours worked or 12 months?
	
	

	10.
	Are vendor invoices compared and reconciled to purchase orders?
	
	

	11.
	Are invoices checked for accuracy?
	
	

	12.
	Are invoices authorized for payment?
	
	

	13.
	Are invoices voided, stamped “paid,” or otherwise marked to ensure against duplicate payment?
	
	

	FISCAL AGENT:
	PREPARED BY:

	ONE STOP OPERATOR:
	DATE: 

	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.
	Did the agency adhere to their procurement policies for all procurements related to the NEG?
	
	

	3.
	Did the area make any purchases that would require the use of an IFB or RFP? If so compile all documentation and information relating to any NEG related procurement for the PY18 period.
	
	

	4.
	Were all small purchase guidelines followed in regard to equipment and supplies?
	
	

	5.
	For each equipment and supply item over $5,000 was a comparison of purchase vs. lease conducted to determine the best option? 
Were multiple quotes received?
Was prior approval obtained from OWD?
	
	




	FISCAL AGENT:
	WIOA SUB-AREA:

	DATE:
	PREPARED BY:

	Financial Management Review Guide
Segment L: Monitoring and Oversight

	
Objectives:
· To determine if monitoring policies and procedures are in compliance with applicable regulations.  

	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.
	Through review of documentation including policies and procedures, inquiry of personnel, and observation of operations identify any process or control weaknesses. Are the same monitoring policies used for NEG funds as Adult, DW, and Youth funds?
	
	

	2.
	Obtain a list of contracts that relate to the NEG for the fiscal agent and WIOA sub-area. Complete Schedule J-2. 
	
	

	3.
	Determine if the fiscal agent or partnership organizations have a fiscal monitoring system in place that ensures each NEG grant recipient has been or will be visited at least once in each contract year. Obtain their monitoring schedule. 
	
	

	4.
	Obtain the monitoring guide that was used to conduct the monitoring. Determine if fiscal monitoring of the NEG was conducted. 
	
	

	5.
	Obtain and review NEG related monitoring reports that were issued, if available. If corrective action is required, is it followed up on timely?
	
	



	FISCAL AGENT:
	WIOA SUB-AREA:

	DATE:
	PREPARED BY:

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

	2.
	Using the review’s “Issues Log”, prepare the following:
	
	

	
	· Report out Matrix;
	
	

	
	· List of observations 
	
	

	3.
	Upload observations and report out Matrix into Auto Audit. 
	
	

	4.
	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. 
	
	

	5.
	If applicable, conduct exit conference to discuss observations.
	
	

	6.
	Inquire if there are any areas where the fiscal agent or WIOA sub-area requests assistance.
	
	

	7.
	Document meeting, date, attendees and items discussed.
	
	

	8.
	Complete communications log for items of significant importance.
	
	

	9.
	Review perm file on Q drive. Items included should be relevant to the testing performed this program year.
	
	

	10.
	Prepare and insert perm file index in work paper section in Auto Audit. 
	
	

	11.
	When released, upload final report into both Auto Audit work papers and Area’s perm file on the “Q” drive.
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