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Objectives:

· To ensure that the contractor meets the terms and conditions of the contract, and that amounts reported are accurate, allowable, supported by documentation and properly allocated. 

This review guide applies to all WIOA and TAA funding sources. 
If any of your contractors pay training providers directly for TAA activity, then their TAA expenditures should be included in the review.  

Review:


Technical Advisory #19-4- Sub Recipient Monitoring
Contract file (including contract budget, reimbursement vouchers and Desk Reviews)

(Desk Reviews completed as per Technical Advisory #19-4 Attachment).
Prior review period monitoring workpapers.  

Contractors’ Financial Management Policies and Procedures, Cost Allocation Plan, and Personnel Policies. If you have not already done so, prior to your visit or while on-site, obtain copies of the Financial Management policies and procedures, Cost Allocation Plan and Personnel policies. In subsequent reviews, check to see if there have been any updates.  If so, obtain copy of all updates/revisions.
Most recent Single Audit report.
Procedures:

1.
Contact entity to arrange an on-site review date.  
2
Prepare a detailed schedule of reimbursed activity by voucher and line item. (Exhibit 1) Bring copies of the vouchers on-site.   
3.
Include copy of most recent Desk Review and/or your budget to actual analysis; label as Exhibit 1a. 

4.
Determine whether the contract is performance based with payments made based on documented participant completion of activities outlined in the contract document.  Assure that program monitoring has occurred to determine successful completion by each participant in the program.  Select a representative sample of participants and review program performance for each participant paid to determine if payment is reasonable.  Prepare a schedule of all participants sampled with performance documentation noted to justify the payments made.  Document your comparison in a schedule and label exhibit 1-b.  Report any discrepancies in need of repayment in the exhibit.  Note:  Sample should be expanded if issues are noted with performance.  If the contract is not performance based, complete the following exhibits.  

5.         Determine whether the contractor is reconciling cash receipts and reported expenses to their official books of account, bank statements, subsidiary records and/or worksheets. Review the most current reconciliation. Include copy of reconciliation. Label as Exhibit 1-c.  (If they do not reconcile, this should be a finding in your report.) 
5.
Select a sample of reported expenses, including non-personnel, payroll and fringe 

benefit expenditures covering the review period.  The sample should include some of each type of expense. Examine source documentation for details of the expense and copies of cancelled checks or bank statements to confirm payment (Exhibits 2).


6.
Complete Exhibit 3 based on Exhibit 2 samples. Verify that the sampled expenses have been allocated in accordance with the contractor’s Cost Allocation Plan and time distribution system to ensure that expenses are properly allocated between funding sources and/or costs categories.  


Note: Exhibits 2 and 3 in this Guide show only a limited number of lines in which to enter your samples. You should not limit your sample to match the number of line in the Exhibits. The tables in these Exhibits are intended to provide direction as to the type of data needed for your sample.  It would be easier for you to convert to an Excel spreadsheet to do both the wage and non-personal sampling.     
7.
Based on your observations, discussions with staff, review of policies and procedures, sampling and analysis of expenditures and allocations, complete Post Review Survey (Exhibit 4).

8.
Arrange and conduct an exit conference. Note the details of meeting on Exhibit 5.
9.
Prepare a narrative summarizing your monitoring visit.  Note any findings from the prior monitoring visit and status of any corrective action taken. Detail all exceptions found.  Note what corrective action needs to be taken by the contractor along with the timetable for corrective action to be developed and implemented. Note on Exhibit 5. 

10.
Prepare and issue letter.  Label as Exhibit 6.
11.
Follow up on any weaknesses within timeline per your local policies.

12.
Write up results of follow up and issue letter on status of the contractor’s corrective action.  Include the write up as a supplement to Exhibit 5. 

 










Exhibit 1
Schedule of Reimbursement Vouchers 

Prepare a schedule of all reimbursed expense per voucher by line item from the cutoff of your last review. Also note budget line item breakdown.  Only items that are in the budget can be reimbursed. For any line item that has been reimbursed that is not in the contract budget or has exceeded its budgeted  amount, the monitor can disallows or require a contract modification. A budget to actual analysis should be done for each staff position.    
	Voucher

Number
	
	Period Covered
	
	Total 

Reported 
	
	Salaries 
	
	Fringe Benefits 


	
	NPS 
	
	Other 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Total Amount Reimbursed:

Total Amount Contracted: 

NPS  -  non personal services (example - supplies, rent, staff travel, utilities, etc.) 

Other  - ITAs, OJTs, Customized Training, participant support costs, etc.)  

Exhibit 2
Sample of Expenditures

Scan contractor’s vouchers and pick a sample of assorted expenses from the review period. Sample should be concentrated in the area of greatest cost (usually wages). Also, sample items that appear unusual in regards to amount, payee, frequency, etc.  If the contractors are not required to submit detailed backup, more extensive sampling and comprehensive analysis will be required.  

1. Staff Salaries


     -
Trace sample to payroll registers. 


     - 
Compare reported wages to budget by position.

     -
Examine timesheets, time distribution records, cumulative leave records, and canceled checks.


 -


2. Fringe Benefits


     -
If a nonprofit entity, ensure contractor is current on payment of federal and state 

            withholding taxes by examining most recent quarter's 941 and NYS-45 reports.


     -
Ensure contractor is current on payments to NYSDOL for Unemployment Insurance.  (Not applicable if contractor is using a payroll service or is part of a governmental entity).


     -
Verify rates and/or calculations.
                 -
Verify that contractor has Worker's Compensation and Disability Insurance coverage in effect for all employees. 

3. Non-Personnel Services 


     -
Ensure NPS costs are fully supported by detailed invoices. 



Review copies of leases and contracts – (Ex – rent, copier, cleaning services, etc.)


     -
Ensure that payments for travel are reasonable and in accordance with the
   

contractors policies.


     -


4. On-the-Job-Training (OJT)


     -
Review the contractors OJT policies and procedures.


     -
Analyze OJT payments by examining the source documentation. Verify that the wage rate, duration of training period and the actual time period of training are reasonable and is in accordance with the terms and conditions of the contract.

     -
Make sure that payroll records supporting the participant’s hours worked and rate of pay have been obtained from the employer prior to reimbursement.  


     -
Verify that there are monitoring policies and procedures are in place and are being followed.  

     -      Check OSOS for participant eligibility. 
5. Individual Training Accounts (ITA)


     -
Review ITA policies and procedures.


     -
Analyze ITA payments by examining the source documentation.  



     -
Verify training course and provider are approved on the New York State (NYS) Workforce Eligible Training Provider List.



     -
Verify the tuition amount charged does not exceed the maximum amount 
allowed per the contracots or LWDA, whichever is more restrictive.

    
     -     Check OSOS for participant eligibility. 

6. Customized Training (CT), Incumbent Worker Training (IWT)

     -
Review CT/IWT polices and procedures.


     -
Analyze CT/ITW payments by examining the source documentation. Make sure that records supporting the trainee’s hours spent in training and rates of pay and any other match cost have been obtained from the employer prior to reimbursement.  


     -
Verify that the amount reimbursed to the employer is no more than 50% of the total cost of the training and that the amount reimbursed does not include the cost of employee wages while in training.  See NYS Workforce Development System Technical Advisory #01-05.01.

      -     Check OSOS for participant eligibility


7. Participant Support Payments/Wages

     -
Stipend

· Determine hourly rate.

· Examine timesheets. (Convert amount paid to hours present).

· Confirm that hours paid equal hours present.   
· Ensure that participants are paid for program activities only; for example – no payments for lunch periods.

a. Wages

· Trace amounts reported to payroll registers.

· Examine timesheets. (Convert amount paid to hours present).
· Confirm that hours paid equal hours worked.   

b. Benchmarks- Incentives
· Determine the benchmarks and the amount paid for obtaining them from the entity or Local Area policy.

· Examine the appropriate support documentation.


     -
Ensure that all participants receiving payments are WIOA enrolled. (Check 
                        OSOS) 

     -
Ensure there is a log or other appropriate system in place for proper control of 
     
     
items purchased and distribution. 

8. Allocation

     -
Review the contractors Cost Allocation Plan.  Determine the following:



a.  Types of expenses that are allocated.



b.  Various allocation bases.


     -
Verify that the expenditures are being allocated in accordance with the plan.


     -
If the plan is not reasonable or there is no allocation plan then provide the necessary technical assistance.


     -
If an indirect cost rate is used, verify that the rate has been approved by the appropriate cognizant agency and that the rate has been properly applied to the program.


     -
If an administrative overhead rate is applied to the contract, verify the costs that serve as the base for the rate and verify that the rate is being properly applied and appropriately updated.  Ensure that the costs, which are part of the overhead rate, are not also being directly charged.

















Exhibit 2-NPS
	Sample of Expenditures

	Non-Personnel Service Expenses

	
	
	
	
	
	
	
	
	
	

	Vendor/Payee


	Description
	Check

Date
	Check

Number

	Total

Amount


	Was Check Cashed?
Yes/No?
	WIOA’s

Share
	Is Expense Properly

Supported?
Yes/No?

	Ex. – Staples
	Office supplies
	6/30/09
	121212
	300.00
	Yes
	$250.00
	Yes 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Comments: _________________________________________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

Exhibit 2-PR
Sample of Payroll Expenses

	Payee
	Job

Title


	Pay

Period


	Timesheet 

Hours

Worked
	Timesheet

Leave

Hours
	Cumulative Leave

Leave

Hours
	Pay Date  
	Check
Number
	Gross

Amount
	Net

Amount 
	Was

Check

Cashed? 

Yes/No
	Is Expense Properly

Supported by a Time Distribution Records?

Yes/No

	Example-

Joe Jones  
	Counselor
	7/20 - 31


	68
	12 –

8Sick

4Vac
	12 – 

8Sick 

 4Vac
	8/05
	2412
	$1000.00
	$850.00
	N/A

DD


	Yes

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Comments:

Exhibit 3
Cost Allocation Analysis

Using the sampled expenditures in Exhibits 2 (both wage and non-personal services), analyze the allocation of the sampled item to fund source (Adult, Youth, Dislocated Worker, Administration, other) and cost category (Youth-In/Out, Youth Work Experience). Determine if allocation is in accordance with their Cost Allocation Plan for non-personal services and time distribution records for wages. Review documentation that supports allocation. All allocation methodologies should be based on actual, not on budgeted, planned or estimated data.

If an indirect cost rate is used, verify that the rate has been approved by the appropriate cognizant agency and that the rate has been properly applied to the program.

If an administrative overhead rate is used, verify the costs that serve as the base for the rate and that the rate is being properly applied and appropriately updated. Ensure that the costs, which are part of the overhead rate are not also being directly charged.

	
	
	Expense Distribution by Funds Source / Cost Category
	
	

	Vendor/Payee
	Total Amount of Expense
	Adult
	Youth-In
	Youth-Out
	DW
	Admin
	Other-WIOA
	Non-WIOA
	What is Basis of Allocation? 
	Is Expense Properly Allocated?

Yes/No


	Ex - Staples - supplies
	$300.00
	150.00
	50.00
	
	100.00
	
	
	50.00 – TANF
	Staff wages
	Yes

	Ex  - Joe Jones - wages
	$1,000.00
	500.00
	
	
	500.00
	
	
	
	Time Dist.
	Yes

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Comments: 

Exhibit 4
Post Review Survey

	
	
	
	Yes
	
	No
	
	N/A

	A.
	Internal Controls
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	1.


	Are requirements for WIOA funds as restrictive as other programs operated by the contractor?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Budgeting

	B.
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2.


	Does the contractor periodically review planned vs. actual expenditures to the budget?
	
	
	
	
	
	

	
	

	
	If yes, what frequency? – monthly/quarterly/other _________________________________

	C.
	Accounting System
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	3.
	Are vouchered totals reconciled to the official books of entry each month?
	
	
	
	
	
	

	
	

	
	

	
	

	
	If yes, does vouchered total equal book total?         _________     __________     ________

	D.
	Cash Management
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	4.
	Are bank statements reconciled with the official books of entry each month?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	E.
	Disbursements
	
	
	
	
	
	

	5.
	Are controls in place to ensure that all disbursements are recorded in the accounting system?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	6.
	Are cash disbursements supported and justified by adequate documentation?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	7.
	Are all costs approved before payments are made?
	
	
	
	
	
	


Exhibit 4 (cont’d)
Post Review Survey

	
	
	
	Yes
	
	No
	
	N/A

	
	
	
	
	
	
	
	

	F.
	Financial Reporting
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	8.
	If accruals are reported on the financial report, are the accruals accurate?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	G.
	Cost Allocation
	
	
	
	
	
	

	9.
	Does the contractor have a written Cost Allocation Plan (CAP)? 
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	10.
	Is the CAP reviewed and are appropriate revisions made at regular intervals?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


11.      Is CAP followed (Does Plan match actual             _________     ________       _________

           activity?)
H.   Policies and Procedures

12.  Does the contractor follow established Financial 
Management and Personnel Policies and Procedures?  ________    _________      _________              
Comments:












Exhibit 5
Review Summary 
Name of Contractor’s Fiscal Person:

Prior Review Period:


From:                                        


To:

Prior Review Letter Issued on: 

Prior Review Findings:

Status of Corrective Action Taken:

Current Review Period:


From:                                        


To:
Current Review Findings:











Exhibit 5 (cont’d)
Review Summary 
Exit conference details (date, attendees, topics discussed): 

General Observations/Comments/Conclusions: 

Follow Up:

Updated 12-2019 DM 


