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§ 3 PROGRAM AND GRANT MANAGEMENT SYSTEMS


Program and grant management systems support grant functions or activities that are necessary for the operation of a project but are not related to the direct provision of services.  
GENERAL INSTRUCTIONS

Local area fiscal agent representatives are to follow the “Local Area Guidance” instructions shaded in gray throughout this document and complete electronically. After completing, return this document, along with all other documentation requested for desk review, to OOWD prior to the due date identified in the desk review e-mail. 

State Monitor Guidance: The purpose of this monitoring component is to evaluate the grantee’s capacity to perform the broad management functions that are required when operating federally funded workforce development grants.  Each objective focuses on a separate system or requirement and includes one or more indicators to assist in determining if the objective has been met.

The Summary of Review table below is a synopsis of the annual monitoring review. During desk review document the details of the area (i.e. number and names of service providers, fiscal agent, board staff employer of record, etc) in the “Summary” box. Document the potential risk areas for this section (from previous findings, changes in structure of the area, etc.) in the “Factors of Review” box. A brief overview of best practices, particular areas of concern, potential findings, etc. that are identified during the monitoring process should be documented in the “Notes” box.

	Summary of Review

(to be completed by State monitor)

	Summary
	

	Factors for Review
	

	Notes
	


OBJECTIVE I: ADMINISTRATIVE CONTROLS
Administrative Controls:  Administrative Controls are sufficient to ensure grant integrity [2 CFR 200].

Indicator #1:  Core Management Functions and Program Operations

Does the grantee maintain policies and procedures for core management functions and program operations?

Local Area Guidance: Complete the table below identifying policy name, date, and page number each item can be found. Leave blank if there is no policy or enter N/A if not applicable. Submit an electronic copy of each policy identified in the table that is new or has been revised since OWD’s last program year monitoring of the area. Complete items 1 through 4 below the table.  

	Policy/Procedures
	Policy Name:
	Date of latest revision
	Page #

	Accounting Systems
	     
	     
	     

	Chart of Accounts*
	     
	     
	     

	Allowable Costs*
	     
	     
	     

	Bank Reconciliation
	     
	     
	     

	Budget Controls
	     
	     
	     

	Cash Management*
	     
	     
	     

	Compensation & Fringe Benefits
	     
	     
	     

	Cost Allocation Plan*
	     
	     
	     

	Disaster & Recovery Plan
	     
	     
	     

	Internal Controls
	     
	     
	     

	Grant Review *
	     
	     
	     

	Leveraged Resources /Stand-In Costs
	     
	     
	     

	Meals (staff)*
	     
	     
	     

	Meals (participants)*
	     
	     
	     

	Purchasing /Procurement*
	     
	     
	     

	Program Income
	     
	     
	     

	Property Management
	     
	     
	     

	Record Retention
	     
	     
	     

	Reporting
	     
	     
	     

	Travel
	     
	     
	     


*Required policies.
	Local Area Guidance: Complete each item below. 

	
	Policy Development

	
	What determines that a policy is needed?  
	Local Area Response:



	
	Are there areas in which the need for policy has not been addressed?
	Local Area Response:



	
	What is the process for developing and implementing policies?  Is it followed?
	Local Area Response:



	
	Policy Distribution

	
	Who is on the distribution list?  How is the list developed and maintained?
	Local Area Response:



	
	How does your organization ensure sub-recipients are aware of requirements imposed upon them by Federal statutes and regulations along with state and fiscal agent policies?
	


State Monitor Guidance:  Prior to on-site visit, review policies for fiscal agent procedures, review the table above, and the fiscal agent’s responses to the items above. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.

	State Monitor Guidance: Complete each item below.

	
	Policy Compliance

	
	Does the fiscal agent have all required financial and grant management policies?  If no, explain.
	State Monitor Response:



	
	Are these policies compliant with all applicable laws and regulations?  If no, explain.
	

	
	State Monitor Notes for Indicator #1




Indicator #2: Record Retention Procedures

Record retention procedures that meet the requirements of applicable Federal laws and regulations are in place and followed. [2 CFR 200.333]
	Local Area Guidance: Complete each item below. 

	
	Record Retention Procedures

	
	What are the required periods of retention for records such as financial records, participant records, cost allocation plans, property records, and litigations?
	Local Area Response:



	
	What type of medium (paper/electronic) does your organization use for record retention?
	Local Area Response:



	
	If the records are in an electronic medium, what type?  Is it likely to be outdated in three years and/or otherwise not accessible?
	Local Area Response:



	
	Describe the physical location of the space used for record retention.
	Local Area Response:



	
	How does your organization ensure LWDB/sub-recipient’s compliance in regards to record retention?
	Local Area Response:




State Monitor Guidance:
Review the grantee organization’s record retention and access policy and the responses to items 1 through 5 above. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.         
Note: Records may be in any medium deemed acceptable by the organization or awarding agency, e.g., electronic media, photocopy, microfiche, etc. Records need not be retained onsite, but must be accessible. 
	State Monitor Guidance: Complete each item below.

	
	Record Retention Procedures

	
	Is the physical location of the space used for record retention adequate and accessible?
	State Monitor Response:



	
	Is the location of the records adequate to comply with local and Federal privacy requirements? Describe
	State Monitor Response:



	
	Does it appear that written records retention and access policy reflects the actual organization’s practice?  If no, explain.
	State Monitor Response:



	
	State Monitor Notes for Indicator #2:




OBJECTIVE II:  PERSONNEL
Personnel: The management structure and staffing of the grantee organization are aligned with the grant Statement of Work (SOW) and designed to assure responsible general management of the organization. [2 CFR Part 225 Appendix A, A.2(3); 2 CFR Part 230 Appendix A, A.3]

Indicator #3: Personnel – Org Chart

An organizational chart and job descriptions illustrate a staffing structure that is sufficient to perform grant management functions and implement the grant SOW.

	Local Area Guidance: Submit electronic copies of the fiscal agent organizational chart and job descriptions for key staff whose salaries will be charged to the Workforce contracts. Complete each item below. 

	
	Record Retention Procedures

	
	Are bonuses, raises, leave practices, etc. covered in written personnel policies?
	Local Area Response:



	
	Does your organizational chart present a staffing structure that provides capacity for the key functions such as:
	Local Area Response:

	
	Executive
	Yes
	No

	
	Management Information Systems
	Yes
	No

	
	Fiscal
	Yes
	No

	
	Program Operations
	Yes
	No

	
	Are there any gaps in your organization’s management and staffing structure, either due to open staff positions or inadequate staffing structure?  Explain.
	Local Area Response:


State Monitor Guidance:  Review the grantee’s organization personnel policy submitted in desk review. Review the grantee organizational chart, job descriptions, and responses to the questions above. Interview the executive staff person responsible for the direction and management of the grantee organization. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.         
	State Monitor Guidance: Complete each item below.

	
	Organizational Staffing Structure

	
	Is the organization’s staffing structure sufficient to perform grant management functions and implement the grants’ SOWs? Explain
	State Monitor Response:



	
	Are positions currently filled with individuals that possess the qualifications indicated on job descriptions?
	State Monitor Response:

	
	State Monitor Notes for Indicator #3:




Indicator #4:  Personnel – Salary

Implementing the Salary and Bonus Limitations in Public Law 109-234.

	Local Area Guidance: Complete each item below. 

	
	Salary and Bonus Limitations

	
	Do salaries and bonuses for staff of your organization, the LWDB, or the local service provider/s exceed the $165,200.00 cap?  If so, identify individuals and amounts in excess.
	Local Area Response:



	
	If there are staff salaries that exceed this cap, how are they addressed in order to remain compliant with the limitations in Public Law 109-234?
	Local Area Response:




State Monitor Guidance:  Review the organization’s payroll records to ensure the limitations set forth in Public Law 109-234 are handled compliantly. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator. 
	State Monitor Guidance: Complete each item below.

	
	Public Law 109-234 Compliance

	
	Are there staff salaries and bonuses that exceed the limitations set in Public Law 109-234? If yes, is only the allowable amount charged to the grants?  Explain
	State Monitor Response:



	
	State Monitor Notes for Indicator #4:




OBJECTIVE IV: LEVERAGED RESOURCES – STAND-IN
Leveraged Resources – Stand-In: If applicable, grantee should have policy and procedures to ensure stand-in is recorded and reported properly [29 CFR 95.23; 29 CFR 97.24]. 
Indicator #5:  Stand-In Procedures

Written policy and procedures that describe grant stand-in requirements, allowable stand-in, and methods for tracking stand-in have been issued to all parties affected.

According to the One-Stop Comprehensive Financial Management TAG, stand-in costs must be actually incurred allowable grant costs for the benefit of the ETA-funded program and paid by a non-ETA funded source, must have been included within the scope of the organization’s single audit, and must be accounted for in the auditee’s financial system.
	Local Area Guidance: Complete each item below. 

	
	Stand-In Reporting

	
	Does your organization report stand-in to OOWD on the Accrued Monthly Expenditure Report?
	Local Area Response:



	
	If no, proceed to the next Objective.

	
	Does your organization have a policy to address stand-in requirements and the methodology for tracking and documenting stand-in?  If yes, submit new or revised documents from last PY monitoring.

Note: If the local area is reporting stand-in costs best practice is to have a policy.
	Local Area Response:

	
	Are costs being reported as stand-in verifiable from within your organizations financial records?  If not explain.
	Local Area Response:


State Monitor Guidance:  Ask to review the process used by the grantee organization to determine the calculation of leveraged resources. If the entity is reporting stand-in costs (that may be used to off-set disallowed costs), review financial records that document the stand-in costs when reviewing expenditures and pulling samples in the Section 4 review. Review Accrued Monthly Expenditure Reports. Review the grantee organization’s written policy and procedures for grant stand-in.  Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.
	State Monitor Guidance: Complete each item below.

	
	Stand-In Costs

	
	Is the organization’s policy regarding stand-in costs adequate to ensure allowable costs are being reported as stand-in?  If no, what technical assistance was given to the organization?
	State Monitor Response:



	
	Were reported stand-in costs verifiable within the organization’s accounting records?  If not, what action should be taken?
	State Monitor Response:

	
	State Monitor Notes for Indicator #5:




OBJECTIVE V: EQUIPMENT
Equipment: Grantees who purchase equipment with grant funds have a system in place, including written procedures, to ensure it receives written approval prior to purchasing equipment. The grantee maintains a property management system in accordance with requirements [2 CFR 200.313].
Indicator #6:  Equipment Acquisition, Management and Disposition

The grantee has a system for the acquisition, management, and disposition of equipment purchased with grant funds. The grantee has sought and received approval prior to purchasing equipment and has written evidence of prior approval received for items of equipment it has purchased with grant funds
	Local Area Guidance: Complete each item below. 

	
	Property Management

	
	Does your organization maintain an inventory of equipment purchased with WIO A funds?  If yes, submit a copy with desk review documentation.  If no, explain.
	Local Area Response:



	
	What is the date of the last review of the inventory list?
	Local Area Response:

	
	What is the frequency required in your local policy to conduct a physical inventory?  Is your organization compliant with federal and local policy?
	Local Area Response:

	
	What type of control systems are in place to ensure adequate safeguards to prevent loss, damage, and theft of WIOA funded property?
	Local Area Response:

	
	What is your organization’s procedure to obtain approval for the purchase of equipment that has a purchase price of $5,000.00 or more?
	Local Area Response:

	
	If your organization has equipment with a purchase price of $5,000.00 or more do your inventory records contain all the minimum elements as required in CFR 95 and 97:
	Local Area Response:

	
	Description
	Yes/No
	Acquisition Date
	Yes/No

	
	Serial Number
	Yes/No
	Acquisition Costs
	Yes/No

	
	Funding Source
	Yes/No
	Location of Equipment
	Yes/No

	
	Title Holder
	Yes/No
	Use and Condition of Equipment
	Yes/No

	
	Percentage of Federal Participation
	Yes/No
	Ultimate Disposition data
	Yes/No

	
	How does your organization ensure subgrantees maintain adequate inventory records?
	Local Are Response:

	
	How does your organization ensure subgrantees do not exceed the $5,000.00 limit without prior approval?
	Local Area Response:


State Monitor Guidance:  Review of the organization’s policies and procedures on purchasing, managing, and disposing of equipment. Request evidence that the organization has sought and received written approval prior to purchasing equipment that has a purchase price over $5,000.00.  Review the inventory list to see if the organization is complying with local policy and identify at what threshold amount items are recorded as inventory.  A physical inventory must be done at least once every two years unless their local policy requires more frequent review and update. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.
	State Monitor Guidance: Complete each item below.

	
	Inventory Records

	
	Are there any discrepancies between the organization’s policy and its actual inventory records?  If yes, explain.
	State Monitor Response:



	
	State Monitor Notes for Indicator #6:




OBJECTIVE VI: PROCUREMENT
Procurement: All procurement actions are conducted in a manner that provides for “full and open competition” [2 CFR 200.317-200.326; OWDI 10-2017].

Indicator #7:  Procurement Procedures

The organization follows their own procurement procedures which reflect applicable Federal, State, and local laws, regulations, and policies.
	Local Area Guidance: Complete each item below. 

	
	Procurement Procedures

	
	Submit with your desk review documentation, a list of all WIOA funded procurement conducted since the last program year monitoring.  This list must include all awards/contracts and all contract modifications with dollar amounts and begin/end dates (both small and competitive).
	Local Area Response:

Link to electronically submitted list.

	
	Who is designated to be responsible for procurement actions?
	Local Area Response:

	
	Who is responsible for signing agreements and contracts?
	Local Area Response:

	
	Does your organization require signed “Conflict of Interest” statements from local board and youth council members as well as individuals involved in the procurement process within your organization?

Note: This is not a requirement but is recommended as a best practice.
	Local Area Response:

	
	How does your organization assure that it conducts procurement activities in a manner to ensure full and open competition for small purchases, competitive and non-competitive, and sole source procurements?
	Local Area Response:


State Monitor Guidance:  Review the organization’s policies and procedures on procurement and contracting and the organization’s responses to the questions above. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.

Note: If a contract is with a commercial organization the Federal Acquisition Regulations (FAR) suggests that profit on governmental contracts for services not exceed 10%. 

	State Monitor Guidance: Complete each item below.

	
	Procurement Compliance

	
	Review a sample of procurement files and contract files to determine compliance with state and local policy. Complete Worksheet 3.7 and record a summary of the result here.
	State Monitor Response:



	
	Is there documentation that Youth service provider proposals to RFPs are reviewed and recommendations made to the board by the Youth Council in accordance with WIOA Regulations?  If no, explain.
	State Monitor Response:

	
	Are renewal clauses in service provider RFPs and subsequent contracts compliant with the current procurement and contracting policy?  If no, explain.
	State Monitor Response:

	
	Are renewal measures verified to be met prior to the organization entering into a renewal contract?  If no, explain.
	State Monitor Response:

	
	State Monitor Notes for Indicator #7:




Worksheet 3.7 (to be completed by state monitor)
§3 PROCUREMENT & CONTRACT REVIEW WORKSHEET 

State Monitor Guidance: Current State policy gives the requirements for the minimum standards that shall be adhered to in the procurement and contract process. This checklist serves as a tool to walk through the entire procurement file and subsequent contract process to ensure compliance at all levels of the process. Monitors must keep in mind that each area may have purchasing policies that are even more restrictive than current State policy and compliance with the local policy must also be determined. When completing the checklist and identifying if the item meets the minimum standards, check the Y box to indicate yes, N to indicate no, or NA if not applicable. Any no answers should be explained in state monitor section of Indicator #7. 

	

	Procurement File Review:


	     
	     
	     

	Procurement transaction file must include the following required elements:
	File #1
	#2
	#3

	Justification for the type of procurement method used.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	The price and cost analysis performed, including the independent estimates made by the grant recipient prior to receiving bids.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Certificates of debarment.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Justification if the lowest priced item is not purchased.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Small Purchase file must include ($2,500-$25,000)
	# 1
	#2
	#3

	Copies of price or rate quotations from an adequate number of qualified sources.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Justification for why less than three (3) quotes was obtained.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Competitive Bid file ($25,000 and above) must include  (if applicable):
	RFP # 1
	#2
	#3

	Copies of any bids or proposal solicitations issued including the evaluation factors.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Copies of advertisements announcing procurement actions.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Copies of all solicited bids or proposals received (with the time and date received recorded)
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Copy of the evaluation results of the bids or proposals received. (Were awards determined in accordance to ratings/scores? If not, explain why  in notes below)
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Summary of any negotiations including changes made to the curriculum, price, duration, technical requirements (such as instructor qualifications), or outcomes.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Summary of the negotiations establishing fair and reasonable profit or program income. **
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Justification of the sound business reasons for rejecting any bids or proposals.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Copy of the original RFP issued (Complete RFP worksheet below to verify compliance)
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Non-Competitive file must include (if applicable):
	File # 1
	#2
	#3

	Summary of any negotiations including changes made to the curriculum, price, duration, technical requirements (such as instructor qualifications), or outcomes;
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Summary of the negotiations establishing fair and reasonable profit or program income
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Board minutes of selection and authorization for hiring of Board Staff
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	** The FAR suggests that profit on governmental contracts for services not exceed 10%.

Note: Profit should be negotiated as a separate budget line item and should not be earned on the basis of the contract award amount.


	

	REQUEST FOR PROPOSALS (RFP) REVIEW WORKSHEET
Solicitations: The written procurement policy and issued RFP must provide that they will::
	RFP #1
     
	RFP#2
     

	a. Solicit offers by disseminating a Request for Proposal (RFP) to an adequate number of qualified sources to ensure competition (generally, sources included on the 5 bidders source lists), or advertising in one or more newspapers designed to reach service providers.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	b. Ensure that the RFP includes a Statement of Work or specifications, including a description of the required outcomes, the timeframe for which they will be measured and documentation necessary to verify the outcomes.  It must also mention if the proposal will become part of the contract.  Integrated services “should” be described.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	c. Ensure that the RFP includes the deadline date and time the proposals must be submitted, and that all proposals have the stamped date and time the original proposal was received.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	d. Ensure that the RFP requires a line item budget.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	e. Ensure that the RFP includes the boilerplate terms and assurances that will be included in any resulting contract. 
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	f. Ensure that the RFP includes certifications, assurances, and representations, including:

1. certificate regarding debarment, when required by regulations

2. certification regarding lobbying

3. certification that to the best of its knowledge and belief, the cost data submitted by the bidder is accurate, complete, and current at the time of agreement on price

4. identify contract renewal and extension limitations.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	g. Ensure that the RFP describes the solicitation process, including provisions for protest or appeal of the final award.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	h. Ensure that when transitioning from one service provider to another, services to current active clients are not interrupted from participating in the program. The new service provider must factor in the additional cost concerning these participants when submitting their proposal based on current client data. 
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	i. Ensure that the RFP identifies all significant evaluation or rating factors and the relative importance of each factor. 
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	j. Ensure that the evaluation factors include minimum thresholds that, if not met, require disqualification.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	k. Negotiate with any or all bidders determined through the rating process to be responsive and advantageous to the program, and notify unsuccessful bidders in a reasonable amount of time.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	


	

	Contract File Review:

Each subrecipient of Federal funds shall maintain a written contract administration system, which ensures that contractors perform in accordance with the terms, conditions, and specifications of their contracts or purchase orders. Each subrecipient of Federal funds must follow the state contracting policy as stated in current State policy.  When completing this checklist identifying if the item meets the minimum standards, check the Y box to indicate yes, N to indicate no, or NA if not applicable. Any no answers should be documented in the state monitor section of Indicator #7.

	Type of contracts written (check whether the contract is a cost reimbursement or fixed-price contract) 
	Contract 1

     
	Contract 2

     
	Contract 3

     

	Cost reimbursement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fixed-priced agreements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Local Workforce Development Board contracts must 

include the following elements
	Contract 1
	Contract 2
	Contract 3

	Signature/Cover Page (to include: Statement of Purpose, names and addresses of parties to contract, beginning and end date, list of sections and attachments, typed names and titles of signatories, signatures and date of signatures.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Statement of Work
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Payment and Delivery Provisions
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Boilerplate Terms and Conditions to include: 
	
	
	

	Provisions for early terminations
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Modification
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Provision against assignment
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Subcontracting
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Indemnification (Hold Harmless),
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Dispute Resolution,
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Audit Rights
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Access to Records
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Copyrights and Rights to Data
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Pre-agreement Cost Clause
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Renewal Clause (basis ≠ common measures, must be local, measureable, documentable, and must indicate timeframe.
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	De-obligation
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Price Adjustment
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Compliance with Law to include WIOA, WIOA Regulations, Other Federal laws, State Laws, State Policies, Local laws and LWDB Policy
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	In addition, contracts with vendors who serve participants must also include the following required elements:
	Contract 1
	Contract 2
	Contract 3

	Insurance Requirements
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	EEO
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Grievance
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Duplicate Funding
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Participant Rights
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Safety
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	In addition, contracts with Sub-recipients must also include the following required elements:
	Contract 1
	Contract 2
	Contract 3

	Record Retention
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Reporting
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Program Income
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Property / Capital Expenditures
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Corrective Action
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Patent Rights
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Recruitment
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Disallowed Costs
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Contract Files must include the following required elements:
	Contract 1
	Contract 2
	Contract 3

	Basis for contract type selected
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Copy of contract
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Documentation of any program income negotiated
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	All modifications
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Justification for any increase or extension
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Documentation of renewal measures met
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Justification of contract failure
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 


	Summary of negotiation of corrective action
	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 

	Y FORMCHECKBOX 
  N FORMCHECKBOX 
 NA FORMCHECKBOX 
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