

Program Management Inventory
	
	Item
	Exists
(
	Location
	Person/Office Responsible
	Need Assistance

	ADMINISTRATIVE

	High Priority
	Notice of Intent/Designation
	
	
	
	

	
	Federal Regulations/WIOA Act 
	
	
	
	

	
	Comprehensive Services Plan/Youth Plan, if applicable
	
	
	
	

	
	Previous Closeout Package
	
	
	
	

	
	Personnel Policies and Procedures
	
	
	
	

	
	Accounting Policies and Procedures/Chart of Accounts
	
	
	
	

	
	Monthly Financial Reports
	
	
	
	

	
	Support Services Guidelines and/or Policies
	
	
	
	

	
	OMB (Office of Management and Budget) Circulars
	
	
	
	

	
	DINAP Bulletins/TEGLS
	
	
	
	

	
	Guidelines/Procedures for Obligation/Payment of All Program Services
	
	
	
	

	
	Written allocation method for co-funded costs (rent, utilities, staff) or Agency Approved Cost Allocation Policy
	
	
	
	

	Medium Priority
	Staff Grievance, Equal Opportunity, Sexual Harassment Procedures
	
	
	
	

	
	Participant Grievances, EEO, Discrimination and Complaint Procedures and Policies
	
	
	
	

	
	Recent Internal/External Audit/Monitoring Report, if applicable
	
	
	
	

	
	Lease and/or Purchase Agreements for all Equipment 
	
	
	
	

	
	Insurance Documents: Health, Dental, Liability, Bonding, etc.
	
	
	
	

	
	Tax Deposit Records including Federal, State, FICA, UC, Worker’s Comp
	
	
	
	

	
	All Contracts for Services and Goods
	
	
	
	

	
	Physical Inventory Records and Policy
	
	
	
	

	
	Most Recent Bank Statement
	
	
	
	

	Low Priority
	Tribal Council Member/Board of Directors Roster
	
	
	
	

	
	Lease for Facilities
	
	
	
	

	
	All data on Land and Building Acquisition, if applicable
	
	
	
	

	
	Vehicle information, use policy, if applicable
	
	
	
	

	PERSONNEL

	High Priority
	Sub-contracts, if applicable
	
	
	
	

	
	Payroll Records for WIOA staff, with allocation method for multi-funded staff
	
	
	
	

	
	Staff Timesheets and Attendance Records
	
	
	
	

	
	Staff Rosters
	
	
	
	

	
	Personnel Records
	
	
	
	

	PROGRAM OPERATIONS

	High Priority
	Job Description for All Positions
	
	
	
	

	
	OJT (On-the-Job Training) contracts and procedures
	
	
	
	

	
	BearTracks Reporting System Software
	
	
	
	

	
	Intake Procedures Manual
	
	
	
	

	
	Participant Files (sample)
	
	
	
	

	
	Occupational Skills Training Allowance Procedures and Records
	
	
	
	

	
	Adult Performance Quarterly Planned/Actual Outcomes
	
	
	
	

	
	Youth Performance Quarterly Planned/Actual Outcomes
	
	
	
	

	
	HHS/DOL Income Guides for Eligibility Determination
	
	
	
	

	
	Written policy-payment of incentives/bonuses
	
	
	
	

	
	Annual Status Report (ASR)
	
	
	
	

	Medium Priority
	Program Procedures Manual
	
	
	
	

	
	MOU Agreements
	
	
	
	

	
	Participant’s Timesheets and Attendance Records
	
	
	
	

	
	Long-Term WEX Guidelines and Contracts
	
	
	
	

	
	Previous Year’s Program and Contracts
	
	
	
	

	
	Participant Characteristics Worksheet for Previous Year
	
	
	
	

	
	Other Program Specific Operational Manuals
	
	
	
	


Name
Organization

