
 

 

Exhibit 1 – Contracts 

 







































































































































































































































Exhibit 2 – Organizational Chart 

 

 

 

South Central Workforce Development Board 

John Corcoran, CLJ Associates 

----------------- 

Staff to the Board 

Grants & Contracts Administration 

Equal Opportunity Compliance  

 

Shannon Laurent, CLJ Associates  

Tina Judd, CLJ Associates 

---------------- 

One Stop Operator 

 

Region 8 WorkOne Centers 

------------------------- 

Bedford, Bloomington, Linton,  

Brown, Daviess, Martin, Orange, Owen Counties 

---------------------- 

Vincennes University Adult, DW, Youth, JAG, Business 
Services  

Department of Workforce Development Programs 

Crowe Horwath, LLP 

Fiscal Agent 



 

 

Exhibit 3 – Public Comments on Plan 

 

***This section will be completed after public comment period ends on 6/23/16*** 



 

 

Exhibit 4 – Memorandums of Understanding 

 

 























































 

 

Exhibit 5 – Monitoring Guide 
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CONTRACTOR REVIEW PROGRAM 

WIOA ACTIVITIES AND SERVICES 

Vincennes University R8, Adult, Dislocated Worker, Youth 

 

Reviewer Initials  

 

 

 

Objective: Conduct an on-site review of REGION 8 subcontractors on an annual 

basis 

 

Procedure: Complete a desk review of the contract and schedule an on-site visit to  

  review contract activity 

 

Upon completion of each review section complete workpapers draft 

potential findings and conclusions 

 

 

DESK REVIEW 

 

SUBRECIPIENT  __________________________________________ 

 

CONTRACT #                    ___________________________________________ 

 

CONTACT   ___________________________________________ 

 

CONTACT TELEPHONE # ___________________________________________ 

 

APPOINTMENT TIME           DATE____________TIME__________________ 

 

APPOINTMENT LOCATION   __________________________________________ 

 

CONTRACT AMOUNT  ___________________________________________ 

 

CONTRACT PERIOD  ___________________ TO ____________________ 

 

 

YES NO HAS THE CONTRACT BEEN SIGNED BY REGION 8 & THE   

  CONTRACTOR 

 

YES  NO IS THERE A BUDGET ATTACHED TO THE CONTRACT 

 

YES NO REVIEW THE BUDGET LINE ITEMS FOR ALLOWABILITY, NOTE 

ANY ITEMS NOT FULLY UNDERSTOOD AND REVIEW THESE 

ITEMS WITH CONTRACTOR DURING ON SITE VISIT.(WP#_____) 

 

YES NO HAS THE CONTRACT BEEN MODIFIED, IF SO, WHAT WAS   

  MODIFIED 
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YES NO IS THERE A CONTRACT NARRATIVE ATTACHED TO THE   

  CONTRACT 

 

THE CONTRACT ACTIVITIES ARE TO BE (WP# ___________) COPY FROM 

CONTRACT 

 

YES NO ARE THE CONTRACT ACTIVITIES STILL OPERATING 

 

YES NO WERE THERE PRIOR FINDINGS RELATED TO THIS    

  CONTRACTOR 

 

IF THERE WERE PRIOR FINDINGS, DOCUMENT THE CORRECTION TO THE 

FINDING/CONDITION.  (WP# ______________) 

 

NOTES________________________________________________________ 

 

 ________________________________________________________ 

 

 ________________________________________________________ 
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BACKGROUND: 

 

The purpose of the activities and services review is to provide a review program for the 

monitor that enables a compliance review of WIOA funded activities and services.  This 

review combined with a Participant Management Information System Review (TRACK 

ONE) and a financial review enables the Regional Operator and Board to determine 

compliance and to make recommendations for improvement. 

 

INSTRUCTIONS: 

 

Complete each section of the review program and for each section draft: 

 

 Findings of Non-Compliance 

 Recommendations 

 Observations 

 Conclusions 

 

Most questions are presented in an affirmative format.  Yes answers generally refer to 

compliance while no answers generally refer to non-compliance or a weakness.  No 

answers should include notations and documentation as appropriate. 
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OVERSIGHT AND MONITORING 

 

Does the organization have written monitoring procedures and tools? 

 Yes 

 No 

 

Are sub recipients and internal WIOA operations monitored once each year? 

 Yes 

 No 

 

Is there a financial and program review?   

 Yes 

 No 

 

Monitoring reports record findings and needed corrective actions 

 Yes 

 No 

 

Findings are followed up to ensure corrective action 

 Yes 

 No 
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ONE-STOP DELIVERY SYSTEM 

 

Document the location and area served by the local WorkOne Centers and WorkOne 

Express Offices in the area 

 

Youth Activities are facilitated through the one stop delivery system? 

 Yes 

 No 

 

Youth Activities are separate from the WorkOne / Expresses 

 Yes 

 No 

 

One stop customers have access to and are provided information to programs and 

activities carried out by each partner?  

 Yes 

 No 

 

Universal access is provided to the full array of services available through the one stop 

delivery system as required by  (WIOA Section 188). 

 Yes 

 No 

 

Mandatory partners are represented at the one stop, list WIOA partners and location of 

service 

 Yes 

 No 

 

Who is the one-stop operator at each center? 

 Yes 

 No 

 

Are MOUs in effect for all partners? 

   

 Yes 

 No 

 

 

Do MOUs describe the services provided by each partner at the one stop centers?  

 Yes 

 No 
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TRACK ONE 

 

The area ensures that subrecipients receive instructions for completing TRACK ONE 

forms in accordance with DWD TRACK ONE requirements 

 Yes 

 No 

 

Are one-stop staff aware of any incidents of fraud, abuse or criminal activity and how to 

report it? 

 Yes 

 No 

 

 

 

Records are entered into TRACK ONE within 10 days of the activity or service 

 Yes 

 No 

 

The 90 day limit for inactivity is not exceeded for the participant files sampled 

 Yes 

 No 

 

Line codes used on TRACK ONE forms appear to be appropriate for the activity/service 

 Yes 

 No 

 

Each file examined has a receipt of the grievance procedure and EEO statement signed by 

the participant 

 Yes 

 No 

 

Each file examined has case notes that support the client activity 

 Yes 

 No 

 

Each file examined has documented eligibility and the reason for such determination 

 Yes 

 No 
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Each file examined has documented that participant has received the confidentiality 

policy 

 Yes 

 No 

 

Each file examined has documented the need for and provision of supportive services, 

ITA, OJT or other assistance with adequate documentation 

 Yes 

 No 

 

Procedure exists and is observed for enrolling non-eligible (non-low income) youth. 

 Yes 

 No 
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CAREER SERVICES 

 

Check the core services the subrecipient provides  

 Outreach, intake, orientation 

 

 Assessment of skills 

 

 Job Search and Job Placement 

 

 Labor Market Information 

 

 Performance and Cost information on eligible providers of training services and 

providers of post-secondary voc. Ed. Services 

 

 Information on Supportive Services 

 

 Information on how to file for U.I. services 

 

 Referral to other service providers in the community 

 

 Follow up services after placement in unsubsidized employment 

 

 Comprehensive Assessment 

 

 Individual Employment Plan (IEP) 

 

 Out of area job search assistance 

 

 Relocation assistance 

 

 Group/Individual counseling and career planning 

 

 Case management for participant seeking training services 

 

 Work Experience 

 

 Short-term prevocational services 

 

 Other___________________________________________ 
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The practice of the organization adequately documents movement of clients from Career 

Services to Training Services? 

 Yes 

 No 

  

Are Career Services documented by case notes or other suitable documentation? 

 Yes 

 No 
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TRAINING SERVICES 

 

Those enrolled in training services have received at least one Career Service and have 

been determined to be unable to obtain or retain employment?  

 Yes 

 No 

 

Documentation is maintained regarding the need for training services and the ability of 

the participant to successfully complete the training program 

 Yes 

 No 

 

The training selected by participants is directly linked to demand occupations or existing 

employment opportunities? 

 Yes 

 No 

 

Check the types of training services the area provides  

 Occupational Skills, including non-traditional employment 

 

 On the Job (OJT) 

 

 Skill upgrading/retraining 

 

 Job Readiness Training 

 

 Adult Ed and literacy 

 

 Other_____________________________________ 

 

Do procedures exist to ensure that Pell Grant funds are utilized before WIOA or WIOA is 

reimbursed for prior tuition payments?  

 Yes 

 No 

 

Is there a procedure to document that training is provided only by eligible training 

providers? 

 Yes 

 No 

 

Does the organization have written procedure for the use of OJTs? 

 Yes 

 No 
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Are there adequate procedures to monitor OJTs? 

 Yes 

 No 

 

Are procedures in place to ensure that employers that exhibit a pattern of OJT failure are 

not utilized, that case managers document the need for the participants OJT training, that 

the training is consistent with the IEP, reimbursement does not exceed 50%, the wage is 

specified, number of hours is documented and that OJTs are used for jobs that are in 

demand in the local labor market? 

 Yes 

 No 

 

Do Individual Training Account (ITA) practices provide for:  

 Assessment and counseling and an IEP prior to selecting a training program 

 Training is limited to skills necessary for demand occupations 

 Informing participants of demand occupations 

 Making the Demand Occupation list available and understandable for clients 

 Information on tuition, fees and books 

 Limitations on amount and time of assistance 

 Seeking other sources of funding for the desired training first 

 Customer choice 

 

Are there exceptions to the use of ITA’s?___________________________________ 
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ASSESSMENT AND CASE MANAGEMENT 

 

The organization practices identify gateway activities and the method of documenting 

transition from Core, Intensive, Training. 

 Yes 

 No 

 

Assessment is on on-going activity throughout participation in Career Services and 

Training activities 

 Yes 

 No 

 

 

Review Priority System to ensure that 50% of adult customers enrolled have barriers to 

employment, note any weaknesses 

 

 Yes 

 No 

 

Is self-sufficiency defined 

 Yes 

 No 

 

IEPs are updated regularly and case notes document activities of all participants 

 Yes 

 No 
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YOUTH PROGRAMS 

 

 

The organization utilizes a youth assessment that includes (check all that apply) 

 

 Academic skills 

 Occupational skills 

 Work Experience 

 Employability 

 Interests and aptitudes 

 Supportive service needs 

 Other developmental needs 

 

The organization uses a standardized individual service strategy (ISS) for all participants  

 Yes 

 No 

 

Each file examined contains an ISS (see TRACK ONE worksheet) 

 Yes 

 No 

 

The organization provides all required youth program elements.  Check each and note any 

exceptions or weaknesses:  

 

1. Tutoring, study skills training, instruction, and evidence-based dropout 
prevention and recovery strategies that lead to completion of the requirements 
for a secondary school diploma or its recognized equivalent (including a 
recognized certificate of attendance or similar document for individuals with 
disabilities) or for a recognized postsecondary credential; 
 

2. Alternative secondary school services, or dropout recovery services, as 
appropriate; 
 

3. Paid and unpaid work experiences that have as a component academic and 
occupational education, which may include-- 

 summer employment opportunities and other employment 
opportunities available throughout the school year; 

 pre-apprenticeship programs; 
 internships and job shadowing; and 
 on-the-job training opportunities; 
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4. Occupational skill training, which shall include priority consideration for training 
programs that lead to recognized postsecondary credentials that are aligned 
with in-demand industry sectors or occupations in the local area involved. 
  

5. Education offered concurrently with and in the same context as workforce 
preparation activities and training for a specific occupation or occupational 
cluster; 
 

6. Leadership development opportunities, which may include community service 
and peer-centered activities encouraging responsibility and other positive social 
and civic behaviors, as appropriate; 
 

7. Supportive services; 
 

8. Adult mentoring for the period of participation and a subsequent period, for a 
total of not less than 12 months; 
 

9. Follow up services for not less than 12 months after the completion of 
participation, as appropriate; 
 

10. Comprehensive guidance and counseling, which may include drug and alcohol 
abuse counseling and referral, as appropriate; 
 

11. Financial literacy education; 
 

12. Entrepreneurial skills training; 
 

13. Services that provide labor market and employment information about in-
demand industry sectors or occupations available in the local area, such as 
career awareness, career counseling, and career exploration services; and 
 

14. Activities that help youth prepare for and transition to post-secondary 
education and training. 

 

 

Skill attainment goals for younger youth and performance goals for older youth are 

measured and tracked. 

 Yes 

 No 
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The program elements provide preparation for post secondary educational opportunities, 

linkages between academic and occupational learning, preparation for employment and 

effective connections to intermediary organizations that provide strong links to the job 

market and employers. [20CFR 664.405(a)(3)] 

 Yes 

 No 

 

At least 30 per cent of youth funds are used to provide activities to out of school youth 

 Yes 

 No 

 

The summer youth employment program is integrated into academic and occupational 

learning 

 Yes 

 No 

 

Describe how the contractor’s program design will ensure that no more than 25% of 

funding will be spent on in-school youth while not less than 75% will be spent on out of 

school youth.  Note any exceptions, review financial reports to verify. 

 

 Yes 

 No 
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SUPPORTIVE SERVICES 

 

The organization practice ensures that supportive services and resources are necessary to 

enable clients to participate, coordinated with One-Stop partner resources, made available 

to adults and dislocated workers through the One-Stop system 

 Yes 

 No 

 

Check the supportive services the organization provides 

 

 Transportation 

 Fees for identification documents 

 Car repairs and insurance 

 Child Care 

 Housing and utilities 

 Clothing and tools 

 None 

 Other__________________________________________________ 
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RAPID RESPONSE 

 

Written procedures exist for the provision of rapid response activities required under 

WIOA and state policy 

 Yes 

 No 

 

What is the time frame to contact the employer and employee representatives after 

becoming aware of a current or projected permanent closure or 

layoff?____________________________________________________________ 

 

 

The organization advises the employer and employee representatives of its services 

 Yes 

 No 

 

The organization assists in forming labor-management committees, chairpersons for such 

committees or provides start up financial assistance to such groups. 

 Yes 

 No 

 

The organization provides assistance to the WIB or chief elected officials to develop a 

coordinated response to dislocation events 

 Yes 

 No 

 

Has the organization provided any recent rapid response emergency assistance? 

 

_________________________________________________________________ 

 

The organization coordinates its rapid response services with services offered by Federal, 

State and local agencies and other local organizations 

 Yes 

 No 

 

 

 

Dislocated workers are provided information and access to unemployment compensation 

benefits, comprehensive one stop system services, and employment and training 

activities, including information on the Trade Adjustment Assistance (TAA) program  

 Yes 

 No 



AS Questionnaire 18                                                                                                                     Region 8    

CONTRACTOR REVIEW PROGRAM 

WIOA ACTIVITIES AND SERVICES 

Vincennes University R8, Adult, Dislocated Worker, Youth 

 

Reviewer Initials  

 

 

EQUAL EMPLOYMENT OPPORTUNITY/GRIEVANCE PROCEDURE 

[WIOA Section 188] 

 

Interview the organization representative regarding Equal Employment Opportunity 

practice and policy, obtain a copy of the grievance procedure used for participants.  After 

completing the review note any findings along with recommendations for corrective 

action. 

 

Grievance Procedure 

 

Does the organization have a procedure for resolving grievances alleging violations of the 

WIOA? 

 Yes 

 No 

 

Check the policy/procedure to ensure that 

 Anyone may file 

 Must be within one year of the alleged violation 

 Procedures for informal resolution 

 Procedures for hearing including taping 

 That entities have 60 days to resolve the grievance 

 That grievances may be appealed to DWD when no decision is reached after sixty 

days at the local level or if either party is dissatisfied? 

 The grievance may be appealed to the US Secretary of Labor within 60 days of 

receipt of appeal? 

 

No staff or participant grievances or complaints are active and the organization maintains 

past written complaints for 3 years after resolution.  Document any current complaints. 

 Yes 

 No  

 

The organization must comply with Title VI of the Civil Rights Act of 1964, Section 504 

of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, Section 188 of the 

WIOA and The Americans with Disabilities Act.  The organization includes assurances of 

compliance with these laws in all contracts and agreements as required by WIOA? 

 Yes 

 No 
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Equal Employment Opportunity policies are available to staff including those with 

hearing or visual impairments and limited English speaking staff. 

 Yes 

 No 

 

Activities and services are accessible to the disabled.  Document accommodations if no. 

 Yes 

 No 

 

Activities, services and program information are provided to limited English speaking 

individuals.  The organization provides reasonable accommodation and auxiliary aids and 

services when requested by clients.  Assistance is provided to limited English speaking 

individuals in filing complaints of discrimination. 

 Yes 

 No 

 

The “Equal Opportunity is the Law” poster is posted in all offices 

 Yes 

 No 

 

The Equal Opportunity notice and tagline is included in participant files, pamphlets and 

brochures and organization community public relations materials. 

 Yes 

 No 

 

Structural Accessibility 

 

The organization maintains parking and signage for persons with disabilities. 

 Yes 

 No 

 

The organization maintains a designated restroom for persons with disabilities with 

signage 

 Yes 

 No 

 

Entrance/exit accessible to persons in wheelchairs 

 Yes 

 No 
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ONSITE REVIEW 

 

_______ REVIEW CONTRACTED ACTIVITIES BY INTERVIEWING 

CONTRACTOR STAFF RESPONSIBLE FOR THESE ACTIVTIES.  

USE RESULTS OF DESK REVIEW TO GUIDE INTERVIEW 

 

CONTRACTOR STAFF INTERVIEWED_____________________________________ 

 

STAPLE STAFF MEMBER BUSINESS CARD TO WORKPAPER________________ 

 

PARTICIPANT INFORMATION 

 

OBTAIN MOST RECENT ENROLLMENT INFORMATION FROM TRACK ONE 

SECTION.  (WP#____________) 

 

NOTES 

 _________________________________________________________ 

 

 _________________________________________________________ 

 

 _________________________________________________________ 

 

COMPARE CURRENT ENROLLMENTS WITH SUBCONTRACTOR RECORDS, 

NOTE ANY DIFFERENCES AND THE REASON FOR DIFFERENCES 

 

NOTES 

 

 ___________________________________________________________ 

 

 ___________________________________________________________ 

 

 ___________________________________________________________ 

 

 

PERSON INTERVIEWED___________________________________________ 

 

TITLE ___________________________________________________________ 
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WHO DETERMINES ELIGIBILITY OF PARTICIPANTS 

 

(  ) REGION 8 

(  ) THIS CONTRACTOR 

(  ) ANOTHER CONTRACTOR  ________________________ 

 

YES      NO IS ATTENDANCE FOR TRAINING MAINTAINED 

 

YES      NO IS THE TRAINING APPROPRIATE FOR THE PARTICIPANTS 

 

YES NO IS THERE A WRITTEN PROCESS FOR GREIVANCES 

 

YES NO HAVE THERE BEEN ANY COMPLAINTS OR GREIVANCES, IF YES 

  FULLY DOCUMENT AND NOTE RESOLUTION 

 

NOTES: 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

WORK EXPERIENCE COMPONENT YES N/A 

 

YES      NO IF THERE IS A WORK EXPERIENCE COMPONENT IS THE   

  CONTRACTOR AWARE OF CHILD LABOR LAWS. 

 

YES NO HAVE WORK EXPERIENCE AGREEMENTS WITH WORKSITES 

BEEN EXECUTED 

 

WHAT PROBLEMS HAVE BEEN EXPERIENCED WITH THE CONTRACT FROM 

THE CONTRACTOR'S PERSPECTIVE, FROM REGION 8 PERSPECTIVE 

 

NOTES: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

HOW COULD THE CONTRACT BE IMPROVED 
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________________________________________________________________________ 
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ONSITE REVIEW OF WORKONE ACTIVITIES  

 

 

SITE  ____________________________________________________ 

 

TIME   _____________ 

 

OBSERVE TRAINING ACTIVITIES IN PROGRESS DURING HOURS OF 

OPERATION.   

 

YES      NO ARE THE CONTRACT ACTIVITIES STILL OPERATING?  IF NOT 

DO NOT COMPLETE THE REST OF THIS SECTION 

 

NUMBER OF PARTICIPANTS SCHEDULED FOR TRAINING 

ACTIVITIES________ 

 

NUMBER OF PARTICIPANTS OBSERVED AT TRAINING SITE ________ 

 

YES      NO DOES IT APPEAR THAT CONTRACTED TRAINING IS TAKING  

  PLACE AS DESCRIBED IN CONTRACT WITH REGION 8 

 

YES      NO DOES IT APPEAR THAT PARTICIPANTS ARE PAYING 

ATTENTION  TO THE TRAINING, INSTRUCTOR IS COMPETENT, 

ARE THERE OTHER QUALITY ISSUES 

 

YES      NO DOES IT APPEAR THAT THE TRAINING ENVIRONMENT IS SAFE  

  FOR THE YOUTH 

 

YES      NO DOES IT APPEAR THAT THE TRAINING ENVIRONMENT IS   

  ADEQUATELY SUPERVISED 

 

YES      NO DOES IT APPEAR THAT THE SITE DOES NOT PROMOTE OR  

  SPONSOR RELIGIOUS ACTIVITIES 
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WORK BASED LEARNING COMPONENT YES N/A 

 

REVIEW CONTRACTOR WBL MONITORING REPORTS 

 

 Yes 

 No 

 

ARE CONTRACTOR MONITORING ACTIVITIES ADEQUATE? 

 

 Yes 

 No 

 

If contractor monitoring activities are not adequate, conduct on-site reviews as needed. 

 

YES      NO IS TIME AND ATTENDANCE RECORDED BY TIME CARDS IN THE 

  WORK EXPERIENCE ACTIVITY 

 

YES      NO DOES IT APPEAR THAT THE WORK EXPERIENCE OR OJT 

ACTIVITY IS SAFE?  

 

YES NO NOTICE OF MINOR AGED EMPLOYEES POSTED 

 

YES NO SUPERVISOR HAS EXECUTED WORK EXP. OR OJT AGREEMENT 

 

NOTES _______________________________________________________ 

   

________________________________________________________ 

   

________________________________________________________ 

 

PARTICIPANT INTERVIEW 

 

YES      NO ARE THE CONTRACT ACTIVITIES STILL OPERATING?  IF NOT 

DO NOT COMPLETE THE REST OF THIS SECTION 

 

BRIEFLY INTERVIEW THE SELECTED PARTICIPANTS ON THE FOLLOWING 

 

_______CONTRACT ACTIVITIES 

_______TRAINING RECEIVED 

_______WORK EXPERIENCE ACTIVITY 

_______KNOWLEDGE OF CHILD LABOR LAW 

_______SUPERVISION AND OR INSTRUCTION 

_______ATTENDANCE TAKEN? 



AS Questionnaire 25                                                                                                                     Region 8    

CONTRACTOR REVIEW PROGRAM 

WIOA ACTIVITIES AND SERVICES 

Vincennes University R8, Adult, Dislocated Worker, Youth 

 

Reviewer Initials  

 

_______WAGES IF APPLICABLE 

 

PARTICIPANTS INTERVIEWED  

 

___________________________________ AGE _____ 

 

___________________________________ AGE _____ 

 

___________________________________ AGE _____ 

 

 

YES      NO DOES THE SUPERVISOR TAKE ATTENDANCE FOR EACH   

  CLASSROOM TRAINING SESSION  

 

YES      NO ASK THE PARTICIPANT TO DESCRIBE THE TRAINING ACTIVITY, 

  DOES THE EXPLANATION CORRESPOND WITH THE CONTRACT  

  ACTIVITY 

 

YES      NO IS THERE A SUPERVISOR/INSTRUCTOR PRESENT AT ALL TIMES 

 

YES      NO THERE ARE NO RELIGIOUS ACTIVITIES ON THE    

  TRAINING SITE 

 

NOTES ________________________________________________________ 

 

  ________________________________________________________ 

 

  ________________________________________________________ 
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Fiscal Agent 

Monitoring Guide 

Page 1 of 15 

 

 

 

 

 

Purpose and Scope of the Review 
 

The purpose of this review is to ascertain that the contractor is administering its contract according to the 

administrative and financial management requirements that apply to these grants. The context of the review is to 

aid in achieving program objectives by assuring that the financial and administrative requirements add to, rather 

than detract from, achieving grant objectives. 

 

The review will cover the organization’s internal controls, accounting system, cash management system financial 

reporting, record keeping, subcontractor monitoring (if applicable), procurement (including financial assistance 

provided sub contractor), property management, and audits. Information is to be obtained from the examination of 

documents, reports, and records; direct observation; and discussions with key personnel. 

 

The review report will be used to develop information about the contractor that may be the basis for corrective 

action, providing needed documents or technical assistance, discontinuing further financial assistance, or 

identifying exemplary practices that other contractors may adopt. Also, the report will be used in developing a 

body of information about the financial and administrative practices of contractors collectively with a view to 

correcting systemic weaknesses. 

 

Review Preparation 
 

This monitoring guide is based upon DOL and Uniform Guidance. Other programs to be monitored may require 

review of specific program guidelines found in the Federal Grants Management Handbooks in the Grants 

Management Office of Worforce Development Board. The reviewer should examine the following material before 

the comprehensive on-site review.1 

 

 Contracts, including modifications thereto, and general and special provisions to determine the applicable 

administrative requirements. 

 The contract agreement statement of work. 

 The contractor’s most recent audit report, if available. 

 Most recent Cumulative Quarterly Financial Status Report for the contractor. 

 Cash drawn by the contractor via Payment Management System and cash transferred to subs. 

 

 
An Overview of Information Collection 

 

The reviewer should interview the appropriate key staff. This can be accomplished by reviewing the entity's 

organizational chart to determine which key staff should be interviewed and reviewing the entity's functions 

statements (written and unwritten) to the extent time permits. 

 

Methodology 
 

Each monitor is required to perform reviews of  each  contractor responsible for administration of grant funds. 

The time and intensity of each review will vary depending upon the circumstances. However, certain subjects need 

to be completely covered in every case.  If the monitor has recently conducted  a review of other fiscal grant 

activity, it may be possible to use some of the information already collected to complete portions of the review 

guide. This may reduce some on-site review time. Certain areas of the guide need to be completed in all cases as 

follows. 

 

 

 

 

1 These are guidelines specific to DOL/WIOA and the Uniform Guidance: 
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 General Controls 

 Disbursements 

 Accounting System 

 Budgeting 

 Allowability of Costs 

 Cost Limitations 

 Personnel Cost Documentation 

 Federal Cash Procedures (if applicable) 

 Internal Cash Management 

 Competitive/contractor Cash Management (if applicable) 

 Procurement Procedures 

 Recipient Audits 

 Property Equipment and Supplies 

 Record keeping 

 

A report should be prepared based on the information in the completed guide and supporting documents. 

The reviewer will complete appropriate sections of this guide based on oral interviews, a review of financial 

documents, and appropriate testing of the Contractors Administrative and Financial Management system. 

 

Testing the Administrative and Financial Management System 

 

The reviewer should examine a representative sample of transactions to: 

 

 Determine whether the transactions were recorded in the accounting system and properly classified, 

accumulated into activity and project totals, and included in financial reports. 

 

 Identify charges that are potentially unallowable costs, if any, to the extent possible. 

 

 Identify any unusual transactions such as large cash draw downs or inter-fund transfers of grant funds to 

ascertain that Federal funds were only used according to applicable requirements. 

 

 Identify areas where internal controls are weak or do not exist, including adequate separation of duties, 

adequate procedures, adequate communication, adequate authorizations, adequate documentation and 

adequate authorizations for transactions. 

 

The reviewer should analyze a selection of completed transactions by: 

 

 Examining payment vouchers, related entries in the accounting records and canceled checks. 

 

 Examining related obligating documents, i.e., purchase orders, contracts, etc. 

 

 Reviewing the reports submitted to SCWDB for accuracy and tracing the gross financial 

information reported to the books of account maintained by the contractor. 

 

 Reviewing the reporting requirements issued by the entity to contractor and reviewing reports submitted 

by any subrecipients for accuracy and tracing gross financial information reported to the books of account. 

 

 Tracing the selected transactions step-by-step through the entire accounting process (from obligation to 

the entries in the books of account and the financial reports). 

 

The reviewer should determine whether the contractor is complying with financial reporting requirements by: 
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 Reviewing the reconciliation worksheets for accruals and other supporting source data or documentation 

used to prepare Cumulative Quarterly financial status reports. 

 

 Determining whether appropriate accruals have been used to prepare Cumulative Quarterly 

Fonnula/Competitive Financial Status reports if the contractor accounts for expenditures using the cash 

basis of accounting. 

 

 

 

 

 

 

 
REMAINDER OF THIS PAGE IS BLANK 
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Contractor Identification: 

 
Name 

Address 

Telephone Number 

Executive Director 

Fiscal Officer/Controller 
 

Type of Contractor: 

 
Government 

 

 

Private non-profit 
 

 

Educational Institution (Post Secondary) 
 

 

Private for-profit 
 

 

 

 
Program: Contract Amounts: Contract Period: 

 

 

 

 

 

 

 
 

 Cost Allocation Plan 
 

 

 Chart of Accounts 
 

 

 Lease Agreements 
 

 

 Insurance Documents 
 

 

 Procurement policies and procedures 
 

 

 Last audit report 
 

 

 Organization chart 
 

 

 Financial/reporting policies and procedures 
 

 

 Last 3 months financial reports, Balance Sheet, 

Revenue and Expense by Fund (summary) 
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Complete the following questions: 

 Yes No 

 
 

 
 

 
Have financial reports been submitted in a timely manner?   
Are there any unique financial provisions in contract (other than 

the specific regulatory requirements): 

 

 
 

 

 
 

List financial and participant reporting requirements stated 'in 

contract: . 

 

 
 

 

 
 

Contract's requirement for retention of records:  . Is this 

requirement different than the record retention requriements in the 

Uniform Guidance? 

 
 

 

 
 

 

Contractor is a multi-funded organization: 
 

 
 

 

If multi-funded, list each source of funds: 

 Various funding sources 

  

 
Contract funds are obtained by: Percentage Advance Reimbursement 

Cost category limitations in 

contract: Administration 
 

 

 
 

 

 
 

Program  
 

 
 

 

  
 

 
 

 
Other (specify)..    

 
List any Federal, State or Board policies (or other forms of guidance to which the contractor must adhere) which 

are specifically cited in the contract: 

 

Regulations/guides/instructions that have been delivered to the contractor: (This list will be used to verify, on site, 

whether the contractor has retained this information and refers to it when needed.) 

 
Previously monitored :   

 Yes No 

Were there any findings: 
 

 
 

 

 

If yes, what is the status of required collective action: 

 
Notify the contractor that the following documents must be 

available during the on-site review: 

Disbursement journal from 

 Supporting documentation for disbursement journal 

entries (such as invoices, cancelled checks, etc.) 

 General Ledger from 

 Accounts Receivables from 

 Payroll Register from 

 Time Sheets from 

 Reconciled Bank statements from 

 Travel vouchers from 
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 Petty cash requests from 

 Procurement records from 
 

Request copies of the organization's policies and procedures for the following areas provided 

in the established work space: 

 accounting 

 cash management 

 internal controls 

 financial reporting 

 record keeping 

 monitoring 

 procurement 

 property management 

 audits 

Note: These documents may be single issuances or parts of such comprehensive documents as administrative 

procedural manuals--these may be too voluminous to request copies, perhaps certain sections may be requested, as 

appropriate. 

 

Conclusions: (Also note any specific problem areas that will require follow-up during the on-site portion of the 

review): 

 

Before going on-site, the reviewer should contact the contractor to: 

 

 Indicate when the review will be conducted 

 Schedule an entrance meeting 

 Request that work space be provided 

 Request a copy of the contractors organizational chart(s) 

 

 

 
A. Internal Controls 

 

Objective: To ascertain whether the contractor has systems and procedures that provide reasonable assurance that 

grant funds and other resources are properly safeguarded and used according to applicable requirements. 

 

The contractor shall provide a general description of the internal control system. Such a system should give 

management reasonable, but not absolute, assurance that: financial and other resources are safeguarded from 

unauthorized use or disposition; transactions are executed in accordance with authorizations; financial and 

statistical records and reports are reliable; there is adherence to applicable laws, regulations, and policies; and 

resources are efficiently and effectively managed. The system should ensure separation of duties and should 

include the following components: 

 

 An accounting system that accurately accounts for the use and application of Federal and non-Federal 

funds. 

 Accurate, complete, and accessible financial records of financial transactions recorded in the accounting 

system. 

 Budgetary controls that reflect resources expected and received, and the status of approved plans for using 

the resources. 

 A cash management system for controlling cash requests, receipts, deposits, and disbursements. 

 Procurement procedures for obtaining property and services needed for the contractor’s programs and 

activities. 
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 A property management system for controlling the acquisition, use and disposition of property acquired 

with Federal and non-Federal; and payroll and personnel activity distribution systems. 

 

 Yes No 

1. Does the contractor appear to have an adequate internal 

control system? 

 

 
 

 

 
 

2. Are there written policies / procedures for the internal 

control system? 

 

 
 

 

 
 

3. Do the policies/procedures comply with applicable 

regulatory requirements? 

 

 
 

 

 
 

4. Is there adequate separation of duties within the contractor's 

program functions? 

 

 
 

 

 

COMMENTS: 

 
B. Disbursements 

 

Objective: To ascertain whether the contractor has established procedures and controls to prevent fraud and 

otherwise assure that grant cash payments are made only for authorized purposes. 

 Yes No 

1. What controls are in place for issuing checks? 
 

 
 

 

2. Is there a division of responsibilities in the disbursement 

function? 

 

 
 

 

 
 

3. Does the contractor use vouchers / contracts for placement 

services? 

 

 
 

 

 
 

4. Does the contractor allow Individual Development Accounts 

for participants? 

 

 
 

 

 
 

5. Are purchase orders, related vouchers, and checks pre- 

numbered? 

 

 
 

 

 
 

6. Are checks drawn to cash prohibited? 
 

 
 

 

7. Are procedures in place to prevent duplication of payments? 
 

 
 

 

8. Are credit cards issued to staff? 
 

 
 

 

a. Are personal charges allowed? 
 

 
 

 

b. Are controls established? 
 

 
 

 

9. What controls are in place to ensure all disbursements are 

recorded in the accounting system? 

  

10. Are numbers of purchase orders, related vouchers, and 

checks recorded in the accounting system? 

 

 
 

 

 
 

11.  Are the costs reviewed charged to correct cost categories? 
 

 
 

 

12. Are cash disbursements supported and justified by adequate 

documentation? 

 

 
 

 

 
 

13. Does the contractor advance any funds to any sub- 

contractor? 

 

 
 

 

 
 

14. Are the costs reviewed in the sample of transactions 

allowable costs? 

 

 
 

 

 
 

15.  Who is responsible for ensuring that costs are allowable? 
 

 
 

 

16. Is the cost determined to be allowable before payment is 

made? 
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COMMENTS: 

 

 
C. Financial Reporting 

 

Objective: To determine whether grant financial reports accurately reflect the amount of all resources made 

available for grant activities, including Federal and non-Federal funds, program income, and in-kind matching, the 

use of the resources for grant costs and expenditures, unexpended amounts committed for future expenditures, and 

uncommitted amounts that are receivable from Department of Labor and other sources. 

 

Contractors are required to submit cumulative quarterly reports on an accrual basis. 

 

The reports must be submitted no later than 45 days after the end of each quarter until all grant funds have been 

expended or the period of availability has expired. The final report is due 90 days after all funds have been 

expended or the period of availability has expired. 

 

 Yes No 

1. Are monthly financial reports submitted timely? 
 

 
 

 

2. Are expenditures reported on an accrual basis? 
 

 
 

 

3. Is reported data extracted from the accounting system 

traceable to the general ledger? 

 

 
 

 

 
 

4. Are administrative costs being reported as required? 
 

 
 

 

5. Are technology costs separately accounted for and being 

reported as required? 

 

 
 

 

 

COMMENTS: 

 

 
D. Accounting System 

 

Objective: If accounting records are not kept on an accrual basis, accruals must be developed for the quarterly 

reports from other information. The contractor must then prepare worksheets showing how grant accrued 

expenditures were determined. The worksheets and all supporting information must be retained in accordance with 

record keeping requirements: 

 

 Yes No 

1. Are monthly trial balances of the books of account current 

and available for review? 

 

 
 

 

 
 

2. Is the general ledger supported with entry descriptions? 
 

 
 

 

3. Are journal entries periodically reviewed by the financial 

manager? 

 

 
 

 

 
 

4. What is the lastes month for which accounting records are 

available? 
  

5. Does the accrued expenditure sample balance with the books 

of account? 

 

 
 

 

 
 

6. Do financial reports submitted balance to the books of 

accounts? 

 

 
 

 

 
 

7. Are funds transferred from one bank account to another? (if 

yes, answer #8) 

 

 
 

 

 
 

8. What documentation is required to support the transfer?   
9. How often are subsidiary accounts reconciled with the 

general ledger? 
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10.  Describe how program income is tracked 

 

 
 

 

11.  Describe how revenue is handled: 
 

 
 

 

 

COMMENTS: 

 

 

 
E. Administrative & Indirect Costs 

 

Objective: The major functions for which costs are considered administrative costs include: overall management 

and coordination; preparing program plans, budgets, and schedules; monitoring contractors and subs; procurement 

activities and the award of financial assistance to subs; design and operation of management information and 

Administrative and Financial Management Systems; and reporting. Many of these cost items require allocation. 

Ensure that the entity is allocating these costs to the appropriate cost objectives based on benefits received. 

 
 Yes No 

1. Enter the contractor's administrative costs limitation. 

$   

  

2. Enter the amount expended for administrative costs. 

$     
  

3. Has the administrative cost limitation been exceeded? 
 

 
 

 

4. Does the contractor have multiple grants or other funding sources? 

(if yes, list them) : 

 Various other funding sources 

 

 

 
 

 

 

 
 

5. Does the contractor charge costs to the program fund based on a 

current indirect cost rate or cost allocation plan? 

 

 
 

 

 
 

6. Review a selected number of monthly allocations or rate applications 

to determine compliance with plan. 
  

7.  How are administrative costs handled?   
8. Are indirect costs identifiable to ensure that unallowable cost items 

are not included? 

 

 
 

 

 

9. How does the administrative entity charge expenditures to the program? 

 
 

 Direct 

 

 Indirect 

 

 Combination of both 

 
10. Check items included in the indirect pools: 

 
 

 Salaries & Benefits 
 

 Rent/depreciation 

 

 Utilites 
 

 Offices Equipment 

 

 Auto Expense 
 

 Copy Machine 

 

 Postage 
 

 Insuarnce 

 

 Travel 
 

 Other 

11. What is the basis for allocation of the following? 

space ? 
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utilities? 

copies? 

telephone? 

travel? 

other routine expenses? 
 

COMMENTS: 

 

 

 
F. Personnel Cost Documentation 

 

Objective: This section seeks to assure that charges for grant personnel costs and participant wages are allocated 

and documented according to applicable requirements. The personnel services cost category is singled our for 

special attention because most grant costs are charged to this category by the contractor. 

 

Time and attendance reports are records of how much time an employee spent at work. Activity reports are records 

of a staff member’s activities during a work day or work week which show how the employee’s time was 

distributed among activities, projects, and/or fund sources. 

 Yes No 

1. Does the contractor have written policies/procedures for employee 

time and attendance records? 

 

 
 

 

 
 

2. Are payrolls initiated through the submittal of time and attendance 

reports showing the hours worked? 

 

 
 

 

 
 

3. Do procedures require the employee and the supervisor to sign the 

time sheet? 

 

 
 

 

 
 

4. Does the contractor have written policies/procedures for preparing 

activity reports? 

 

 
 

 

 
 

5. Do activity reports reflect actual rather than planned activity? 
 

 
 

 

6. Are activity reports prepared reasonably close to the time the work 

is performed? 

 

 
 

 

 
 

7. Are activity reports signed by the employee and the supervisor? 
 

 
 

 

8. Are there any salaries or bonuses that exceed the Federal Executive 

Level II? 

 

 
 

 

 
COMMENTS: 

 

 

 

 
G. Program Income 

 

Objective: Complete this section if program income has been earned with Federal funds received under this grant 

program. 

 Yes No 

1.  Total amount of program income earned?   

2. Briefly describe program income. How does the contractor 

account for earned and used income? 

3.  Are fixed unit priced contracts utilized? 
 

 
 

 

If yes, has profit been recorded? 
 

 
 

 

How is profit tracked?   



Page 11 of 15 

Fiscal Agent 

Monitoring Guide 

 

 

 
4. Is contractor in compliance with regulatory requirements for 

program income? 

 

 
 

 

 
 

5. Has program income been correctly reported on monthly financial 

report? 

 

 
 

 

 

COMMENTS: 

 

 

 
H. Cash Management  

 

Objective: Contractors are required to minimize the time elapsing between the transfer of Federal funds and their 

disbursement. Cash advances on hand in excess of the amount needed for immediate disbursement constitutes non- 

compliance with the requirement. Immediate disbursement need should be understood to mean the the Federal 

payment arrives just in time to cover the issuance of the contractor’s form of payment. Determing whether excess 

cash is on hand should be based on one standard method. Therefore, the reviewer should use the average daily 

balance as calculated in previous reviews. 

 
1. Amount of interest earned on Grant funds?    
2. Amount of interest remitted to the awarding agency?    

 Yes No N/A 

3. Is the contractor in compliance with the requirement to remit interest 

at least annually? 

 

 
 

 

 
 

 

 
 

4. Are bank statements reconciled with the books of account each 

month? 

 

 
 

 

 
 

 

 
 

5.  Do reconciliation procedures provide for: 
 

 
 

 
 

 

. Accounting for all check numbers used? 
 

 
 

 
 

 

. Identifying outstanding checks 
 

 
 

 
 

 

. Investigating all checks outstanding 30 days or more? 
 

 
 

 
 

 

.  Voiding outstanding checks after a reasonable period of 

time? 

 

 
 

 

 
 

 

 
 

. Tracing transfers to and from bank accounts/fund accounts? 
 

 
 

 
 

 

. Comparing the account balance with the general ledger cash 

balance? 

 

 
 

 

 
 

 

 
 

6. Is the contractor in compliance with the daily cash-on-hand 

requirements? 

 

 
 

 

 
 

 

 
 

7. How often is the petty cash fund reconciled? 
 

 
 

 
 

 

8. Are petty cash reimbursements properly approved and controlled? 

NA 

 

 
 

 

 
 

 

 
 

9.  Do the petty cash funds equal the total posted in the G.L.?  NA 
 

 
 

 
 

 

10. Have there been any transfers between funding streams? 
 

 
 

 
 

 

 
 

I. Oversight/Monitoring 
 

Objective: To determine if contractor is complying with Federal, State, and BOARD audit requirements. 
 

1. Review contractor's prior year audit report to obtain the following information: 

Yes No N/A 
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.  Has prior year audit been completed? 

 

 
 

 
 

 

.  Were there audit findings? 
 

 
 

 
 

 

.  Has resolution been completed? 
 

 
 

 
 

 

. Was the audit report submitted to BOARD in a timely manner? 
 

 
 

 
 

 
 

2. Audit was conducted by? 

 

COMMENTS: 

 

 
J. Procurement 

 

Objective: the term procurement means the acquisition of goods and services for the direct use and benefit of the 

contractor. Acquisitions must be conducted in accordance with DOL regulations at the Uniform Guidance, as 

applicable.  Contractors may consider sub grants of financial assistance or other types of awards to be 

procurements, or to be subject to the same rules and procedures as procurements. In such cases, DOL procurement 

requirements apply to all actions which the contractor considers to be procurements. Contractors should apply the 

same principles to sub grant and contract awards wherever possible and appropriate. 

 

 
 Yes No N/A 

1. Does the contractor have a current procurement policy on file? 
 

 
 

 
 

 

2. Do the procurement procedures:    

. Provide for a review of proposed procurement actions to avoid 

purchase of unnecssary or duplicate items? 

 

 
 

 

 
 

 

 
 

. Require an analysis of the lease versus purchase alternative and 

other appropriate alternative and other appropriate analysis to determine the 

most economical approach? 

 

 

 
 

 

 

 
 

 

 

 
 

. Include a requirement to enter into State and local government 

agreements for procurement or use of common goods and services? 

 

 
 

 

 
 

 

 
 

. Address the use of Federal excess and surplus property in lieu of 

purchasing new equipment, whenever such is feasible? 

 

 
 

 

 
 

 

 
 

. Provide that awards will only be made to responsible contractors 

possessing the ability to perform successfully under the terms and conditions 

of the procurement? 

 

 

 
 

 

 

 
 

 

 

 
 

. Require that records be kept sufficient to detail the history of the 

procurement? 

 

 
 

 

 
 

 

 
 

. Require that records be kept sufficient to handle and resolve 

disputes? 

 

 
 

 

 
 

 

 
 

. Require that the contractor request prior approval for purchases 

when required by OMB Uniform Guidance? 

 

 
 

 

 
 

 

 
 

. Require all procurement transactions to be conducted in a manner 

providing full and open competition? 

 

 
 

 

 
 

 

 
 

. Ensure the use of noncompetitive sole source procurements are 

minimized? 

 

 
 

 

 
 

 

 
 

. Require written justification for all sole source procurements? 
 

 
 

 
 

 

. Require written prior approval for sole source procurements? 
 

 
 

 
 

 

3. Does the contractor have written selection policies/ procedures for 

procurement transactions? 

 

 
 

 

 
 

 

 
 

4.  Do the contractor's selection policies and procedures: 
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. Include a clear and accurate description of the technical 

requirements for the material, product, or service to be procured? 

 

 
 

 

 
 

 

 
 

. Identify all requirements the bidders must fulfill and all other 

factors to be used in evaluating bids/proposals? 

 

 
 

 

 
 

 

 
 

. Require that pre-qualified lists of persons, firms, or products are 

current and include enough qualified sources to ensure maximum open and 

free competition? 

 

 

 
 

 

 

 
 

 

 

 
 

. Ensure that the contractor will not preclude potential bidders from 

qualifying during the solicitation period? 

 

 
 

 

 
 

 

 
 

. Ensure that grant funds are not awarded to suspended or disbarred 

organizations? 

 

 
 

 

 
 

 

 
 

. Require that a cost or price analysis be performed for each 

procurement? 

 

 
 

 

 
 

 

 
 

. Require that profit be negotiated as a separate element n all 

contracts that allow for a profit? 

 

 
 

 

 
 

 

 
 

. Prohibit the use of the "cost plus a percentage of cost" method of 

contracting? 

 

 
 

 

 
 

 

 
 

5. Do the policies/procedures require that the contractor's contracts address 

the following requirements: 

 

 
 

 

 
 

 

 
 

. Administrative, contractual, or legal remedies for violations of 

breach of contract? 

 

 
 

 

 
 

 

 
 

. Termination for cause, convenience, and lack of funding? 
 

 
 

 
 

 

.  Access to records? 
 

 
 

 
 

 

.  Record retention? 
 

 
 

 
 

 

.  Equal Employment Opportunities? 
 

 
 

 
 

 

.  Drug free workplace? 
 

 
 

 
 

 

.  Lobbying activities? 
 

 
 

 
 

 

. Disbarment? 
 

 
 

 
 

 

.  Reporting requirements? 
 

 
 

 
 

 

6. Does the contractor have a written code of conduct governing the 

performance of employees engaged in the award and administration of 

contracts? 

 

 

 
 

 

 

 
 

 

 

 
 

7. Were any issues of noncompliance with code of conduct requirements 

found during this review? 

 

 
 

 

 
 

 

 
 

8. Does the contractor standards appear to protect against conflict of interest, 

real or apparent, in its procurement process? 

 

 
 

 

 
 

 

 
 

9. Is the contractor following their procurement policy? 
 

 
 

 
 

 

10. Obtain and review contractor’s procurement plan. 
 

 
 

 
 

 

11. Has contractor provided assurances to BOARD that their procurement 

system conforms to Uniform Administrative requirements? 

 

 
 

 

 
 

 

 
 

12. Obtain and review SOP’s for contract and grant management and 

compare to procurement. 

 

 
 

 

 
 

 

 
 

13. Determine if:    
a. Procedures specify staff responsibility? 

 

 
 

 
 

 

b. Steps for bidder grievance resolution are documented? 
 

 
 

 
 

 

c. Procurement documents nondiscrimination requirements? 
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d. Procedures contain code of conduct? 

 

 
 

 
 

 

e. Procedures contain contractor review for debarred/suspended? 
 

 
 

 
 

 

f. Conflict of interest is outlined? 
 

 
 

 
 

 

g. General policy of competition is included? 
 

 
 

 
 

 

h. Requirement for sole-source or non-competitive procurement? 
 

 
 

 
 

 

i. Selection criteria included? 
 

 
 

 
 

 

j. Standard clauses are present? 
 

 
 

 
 

 

k. Definition of pattern of failure for OJT’s is included? 
 

 
 

 
 

 

l. Contract/grant contain process for disputes and claims? 
 

 
 

 
 

 

m.   Lease vs. buy? 
 

 
 

 
 

 

n. Cost/Price analysis? 
 

 
 

 
 

 

o. Profit negotiation? 
 

 
 

 
 

 

p. Are there controls for tracking ITA’s? (i.e. limits, obligation) 
 

 
 

 
 

 

 

 

COMMENTS: 

 

 

 
K. Property Management 

 

Objective: Capital expenditures are expenditures for real property, i.e. land, buildings, and permanent 

improvements to land and buildings; and other assets, mainly equipment, with an acquisition cost of the lower of 

$5,000 or a lower amount established by the entity’s financial policy, and a useful life of one year or more. Note: 

Use of funds to acquire real property is not provided for in the definition of administrative costs nor does spending 

funds for real property meet the intention of this grant. 

 
Real Property Yes No N/A 

1. Have program funds been used to acquire or make permanent 

improvements to real property? 

 

 
 

 

 
 

 

 
 

Equipment and Supplies    
2. Has computer hardware/software been purchased with Grant funds? 

 

 
 

 
 

 

3. Is the computer equipment used solely for the Grant? 
 

 
 

 
 

 

(If NO, only the allocable percentage of the costs is to be paid with 

Grant funds.) 

 

 
 

 

 
 

 

 
 

4.  Do property management policies/procedures require: 
 

 
 

 
 

 

. Grant shall have priority for use of the equipment? 
 

 
 

 
 

 

.  Use fees are considered where appropriate? 
 

 
 

 
 

 

. Physical inventories to be conducted and the results reconciled with 

property records at least annually? 

 

 
 

 

 
 

 

 
 

. Adequate maintenance to keep the property serviceable? 
 

 
 

 
 

 

5. Does the property management system: 
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. Track property items from acquisition until disposition? 

 

 
 

 
 

 

.  Require the use of identification tags? 
 

 
 

 
 

 

6.  Do property records contain: 
 

 
 

 
 

 

.  A description of the property? 
 

 
 

 
 

 

.  Model numbers/serial numbers? 
 

 
 

 
 

 

.  Fund source? 
 

 
 

 
 

 

.  Acquisition date? 
 

 
 

 
 

 

.  Cost of property? 
 

 
 

 
 

 

.  Location of property? 
 

 
 

 
 

 

.  condition of property? 
 

 
 

 
 

 

. disposition data, including the date of sale, loss, theft, etc.? 
 

 
 

 
 

 

7. Is there a control system to prevent loss, damage, or theft of the property? 
 

 
 

 
 

 

8. In the opinion of the monitor, does it appear the property management 

system is adequate? 

 

 
 

 
 

 

 

COMMENTS: 

 

 

 
L. Record Keeping 

 

Objective: Select a sample of financial transactions for the period reviewed. Make sure all significant categories 

are included, e.g., payrolls, vendor payments, and payments to sub recipients. 

 

 Yes No N/A 

1. Do financial records appear current, accurate, organized, and complete? 
 

 
 

 
 

 

2. Does the contractor maintain adequate documentation to support and 

justify 

 

 
 

 

 
 

 

 
 

3. Is the contractor in compliance with the three-year record retention 

requirement? 

 

 

 

 

 

 

 

 

 

4. In the opinion of the monitor, is the contractor in compliance with financial 

records requirements? 

 

 
 

 
 

 

 

COMMENTS: 
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WORKSHEET NUMBER 1 

Disbursement to Contractor 
 

 
Instructions: 

Column 1 – This information should be obtained from the contractor. Enter the 

payments made by the RWB to the Contractor. 

Column 2 – This information is obtained and verified with Contractor 

documentation. Enter the date the payment was received / entered into the book 

of accounts. Indicate if there are delays or discrepancies in the Column marked 

Correct? 

 
From Desk Review: Invoice 

Payments 

 Recorded by Contractor 

Check No. Date Amount  Date Correct? 

1     

2     

3     

4     

5     

6     

7     

8     

9     

10     

11     

12     

13     

14     

15     

16     

17     

18     

19     

20     
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WORKSHEET NUMBER 2 

Separation of Duties 

 
Instructions: 

Enter names of staff that have responsibilities across the top. Place checkmark 

below name if person has responsibility for that function. 
 
 
 
 

Name  
 

 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 
 

 

     

Approves Purchase Orders             

Verifies Receipt of Order             

Prepares Request for Funds             

Authorizes Disbursements             

Prepares Checks             

Signs Checks Manual             

Signs Checks Machine             

Cust of Ck Signing Devices             

Cust of Blank Checks             

Compare Cks with Vouchers             

Distribute Checks             

Post Disbursements             

Computes Cost Allocation             

Receives Cash             

Posts Receipts             

Deposits Receipts             

Cust of Petty Cash             

Petty Cash Replenish             

Audits Petty Cash             

Bank Reconciliation             

Maintains General Ledger             

Prepares Financial Report             



Fiscal Agent 

Fiscal Monitoring Document 

 

 

 

Approves Financial Report             

 

WORKSHEET NUMBER 3 

Direct Cost Allocation Among Projects 

 
Staff Name and 

Position 

Project Project Project Indirect Adequate 

Document 

Accurate 
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WORKSHEET NUMBER 4 

Verification of Cost Allocation 

 
Instructions: 

Columns 1 and 2 – Select a number of disbursements (up to 12) that were 

allocated among more than one project or funding source and list them by check 

number and payee. 

 
Column 3 – Enter the percentage to be allocated to the grant (if more than one, 

list all) According to the cost allocation plan, or contract. If there is no cost 

allocation plan, indicate the basis. 

 
Column 4 – Verify that the amount charged to the grant (both dollar amount and 

percentage) is consistent with the plan. 

 

 
Check Number 

(1) 

 
Payee/Purpose 

(2) 

Allocation 

Planned 

(3) 

Actual 

(4) 

1     

2     

3     

4     

5     

6     

7     

8     

9     
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WORKSHEET NUMBER 5 

Cost Classification 

 
 

 
Cost > 

Direct Costs 

    Document 

Accurate 

Verified 

Salaries (Name 

Position) 

1       

2       

3       

4       

5       

6       

Space Use 

1       

2       

Utilities 

1       

2       

3       

Other 

1       

2       

3       

4       

5       

6       

7       

8       
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WORKSHEET NUMBER 6 

Insurance 
 
 

 
Instructions: 

Complete this worksheet if the contract, regulations, or law requires insurances. 

 
 Carrier Amount of 

Coverage 

Cost Date Pd. 

Ck# 

& 

Date 

Start End 

   

Fidelity Bond*       

General 

Liability 

      

Auto 

Liability 

      

Worker Comp       

Property / Casualty       

Unemployment Ins.       

 

 

*Type of Staff Covered: 
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WORKSHEET NUMBER 7 
Accounting Records 

 

Instructions: 
See page 7. 

 

From the Disbursement Journal Checks On the Basis of Support Documents Comments 

C
h

ec
k 

# 

$ 
A

m
o

u
n

t 

D
at

e 

Cost 
Category 
or Project 

Payee 

C
h

ec
k 

# 
?
 

A
cc

u
ra

cy
 ?

 

Purpose 

A
llo

w
ab

le
 ?

 

In
vo

ic
es

 ?
 

A
d

eq
u

at
e 

?
 

D
is

co
u

n
t 

?
 

A
u

th
o

ri
ze

d
 ?

 

C
h

ec
k 

# 
?
 

C
o

st
 C

at
eg

o
ry

 ?
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Payroll Records / Employee 
 

Instructions: 
See pages 7 and 8 

 
 Time & Attendance Records Payroll  

Name / Status % Sig 
E/P 

Sig S Hour 
s/ 

Days 

Accu 
rate 

Rate Auth Gross 

$ 
OK? Net 

$ 
Comments 
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June 18, 2015 

 

Mr. Robert E. King, Director 

Vincennes University South Central 

Workforce Development Services 

450 South Landmark Avenue 

Bloomington, IN 47402 

 

Dear Mr. King: 

 

We have completed monitoring procedures of Federal Department of Labor Workforce Investment Act  

funds awarded to Vincennes University for Program Year 2014 (July 1, 2014 to June 30, 2015) by the South 

Central Region 8 Workforce Board, Inc.  The monitoring procedures we used were developed for the 

purpose of determining compliance with WIA Law, regulations, Department of Workforce Development 

policy and the contracts between the Board and Vincennes University.  The procedures are designed to 

detect weaknesses in contractor and WorkOne integrated systems so that contractor management could 

act to mitigate the possibility of questioned costs. 

 

Areas we reviewed included: TrackOne data, WorkOne Activities and Services and Equal Opportunity.  We 

reviewed TrackOne information for the period July 1, 2014 to May 29, 2015.  The program review and 

fieldwork was conducted in June of 2015 concluding June 18, 2015.  We did not review financial 

operations since the Fiscal Agent; Crowe Horwath, LLP is responsible for that review and has completed 

that review for PY’14.  The review of financial operations disclosed no compliance findings.        

 

There were errors in TrackOne and instances of not following established procedure resulting in 

programmatic compliance findings.  We have summarized the findings in this report and provided an 

attachment detailing participant data findings.  The data attachment has been provided to Vincennes 

University Region 8 management for correction.   

 

We require a written response to each finding before July 31 2015.   

 

Sincerely, 

 

John F. Corcoran 

 

Regional Operator 

 

cc: Darrell White, Chair 

  Dave Tucker, Vice President Vincennes University 

South Central Region 8 Workforce Board, Inc.   2597 W. Vernal Pike 

       Bloomington, IN 47403 

Serving eight counties:        phone: 812-332-4496 

Brown, Daviess, Greene, Lawrence,                       

Martin, Monroe, Orange and Owen                Email: info@southcentral8.org 

      Web: www.southcentral8.org 

 

mailto:info@southcentral8.org


Page 2 of 7 
 

 
 
 
 
 
 
 

WORKFORCE INVESTMENT ACT   

PROGRAM YEAR 2015 MONITORING REPORT 

 

South Central Region 8 Workforce Board, Inc. 
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Background: 

 

The purpose of the Workforce Investment Act “is to provide workforce investment activities, 

through statewide and local workforce investment systems, that increase the employment, 

retention, and earnings of participants, and increase occupational skill attainment by 

participants, and, as a result, improve the quality of the workforce, reduce welfare 

dependency, and enhance the productivity and competitiveness of the Nation.”  The South 

Central Region 8 Workforce Board, Inc is organized to provide oversight and policy for 

Economic Growth Region 8 consisting of Owen, Monroe, Brown, Lawrence, Daviess, Martin, 

Greene and Orange Counties. 

 

The Board has contracted with CLJ Associates, LLC for the functions of support to the Board, 

policy, procurement and oversight.  As Regional Operator, CLJ Associates, LLC manages 

Region 8 WorkOne activity. 

 

Vincennes University program management is located on the campus of Vincennes 

University and the WorkOne Bloomington.  Vincennes University service staff are located in 

each of the full service WorkOne offices in Bloomington, Bedford and Linton.  WorkOne 

Express offices staffed in part by Vincennes University are located in Nashville, Washington, 

Loogootee, Paoli and Spencer.  

 

We have summarized below the findings and observations noted on 59 participant files.   Of 

the 59 participant files, most had multiple data or compliance findings that require a 

response from the contractor.  We also reviewed compliance with equal opportunity 

requirements, no Equal Opportunity findings or observations were noted in the review. 

 

Our report covers the period from July 1, 2014 to June 18, 2015.  Our review procedures 

were designed to detect weaknesses in program systems and to mitigate the risk of 

questioned costs in an audit before the audit occurs.   

 

This report is intended solely for the use of the South Central Region 8 Workforce Board, Inc. 

and Vincennes University and is not intended to be and should not be used for any other 

purpose other than the management of the referenced WIA program. 
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Vincennes University 

Program Year 2014 

Workforce Investment Act and Related Programs 

 

 

Summary of Findings 

 

TrackOne is the Indiana statewide case management system that records demographic data and 

activities of participants.  This data is used to develop reports for the Department of Workforce 

Development and the United States Department of Labor.  It is important that this data 

accurately supports expenditures for audit purposes.  Errors or failure to enter certain data can 

result in failure to pass data validation reviews conducted by the State and could result in 

questioned or disallowed costs in an audit or monitoring review by the State. 

 

The number of potential errors that can occur in the TrackOne system is very high since all 

WorkOne staff enter data and thousands of services are provided and recorded.  We consider 

most of the errors to be minor omissions or lack of familiarity with TrackOne requirements that 

can be resolved.   

 

Vincennes University is continuously conducting staff training to improve the skills and accuracy 

of WorkOne staff.   

 

We noted 150 participant file compliance findings and 44 observations in 59 participant files 

reviewed.  The findings are summarized below. 

 

 

Data Validation and Case Notes  

 

 The Indiana Department of Workforce Development has a reporting policy that a case note 

is entered for each service recorded in TrackOne.  The date of the case note is to match the 

date of the service.  Several of the files reviewed had service dates and case note dates that 

did not match or other case note omissions.  Case note errors and omissions accounted for 

most of the data findings.  These case notes also are used to justify and support the services 

provided to participants.  Without these case notes, costs can be questioned and data 

validation review results for Region 8 will suffer.  WorkOne staff need additional training on 

when and how to write case notes.  Stronger case notes will result in better understanding of 

customer needs and more effective service to customers.   

 

 We noted 78 instances where case notes were missing or inadequate.  Many of the files 

selected for review did not have the current case note for the services provided.  Or, the case 

notes were missing or dates of services did not agree. 
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Assessment – Academic and Career Plan (ACP) 

 

All WIA programs require assessment of skills and a plan for accessing WorkOne services.  

State and local policies regulate the nature of the assessments and the ACP.  We noted 10 

instances of incomplete assessments or ACPs in 59 participant files reviewed.  The contractor 

needs to review assessments and ACPs where indicated in the detailed attachment and make 

corrections where indicated. 

 

 

Missing Source Documentation  

 

 WIA services often require income documentation, income calculations and other policy-

required documentation in the file.  This source documentation is used to justify receipt of 

supportive services, income eligibility for the Youth Program or to document services 

rendered.  Missing documentation can lead to data validation errors, compliance and audit 

findings.  We noted 22 instances of missing or incomplete documentation.  Frequently this 

information was not scanned into TrackOne as required.  The contractor needs to locate and 

add documentation noted as missing in the detailed attachments to this report. 

 

Dislocated Worker Eligibility 

 

We noted 31 instances where dislocated worker eligibility was not clearly documented or 

established.  The contractor should examine each instance of eligibility and document as 

needed. 

 

Youth Eligibility – Income Calculations 

 

Our review of Youth customer files indicates 9 instances where the income calculations used 

to determine eligibility for the youth program were incorrect, incomplete or not properly 

documented.  The contractor should examine each instance where the income calculations 

are noted in the attachments and make corrections as required. 

 

Contractor Internal Monitoring 

 

We have received and reviewed the internal monitoring report performed by the contractor 

for PY’14.  Findings and errors presented in the report must be resolved and documentation 

of the resolution must be submitted to Regional Operator by July 31, 2015. 

 

During our review we noted one instance where established service provider monitoring of 

OJT activity was not conducted. 
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General Observations  

 

Observations are items we reviewed and noted exceptions that should be corrected but do 

not require a formal response from the contractor.  We noted 44 observations in the 

participant file review.  These observations indicate missing information or failure to follow 

established procedure.  Uncorrected, these observations could result in compliance findings. 

 

1. Staff would benefit from more training on dislocated worker eligibility documentation. 

 

2. The Applicant Statement needs a line for a parent/guardian signature. When 

determining eligibility for a minor, the parent/guardian must sign the form.  

 

3. An Applicant Statement and a Customer Statement are listed as an attachment for a 

number of the policies. They appear to be the same document.  Are they used 

differently? If not, the use of one document would be more efficient.   

 

4. Collect and Release forms for minors should be signed by the parent /guardian. Please 

revise the form to include a parent/guardian signature line.  

 

5. A number of files have a Vincennes University Workforce Development Services Collect 

/Release of Information Authorization form.  The form lists the customer’s full SSN. The 

full SSN should not be listed on forms.  

 

6. Procedural Updates were reviewed as part of the monitoring process.  We noted errors 

in the Updates.  For example, Procedure 08-02-A Data Collection Rev. 12-03-2014 does 

not include the information in 08-02-B Data Collection Family PU 6-20-14.  

 

7. We requested Service Provider policy and procedure for State JAG.  The VU Performance, 

Data & Training Manager replied that no policy had been developed for State JAG.  The 

expenditure of State JAG funds should be supported by a Service Provider policy.  

Policies need to be written, implemented and provided to Regional Operator for review. 

8. In 4 cases customers were being kept active in the system through self-service activity 

rather than the active engagement by staff. 

 

9. A low number of youth (47) are enrolled in the Leadership/Citizenship service.   

 

Resolution of Program Year 2013 Findings 

 

The contractor has resolved all data and compliance findings noted in the 2013 Program 

Year monitoring report.   
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Confidential Attachment 

 

We have included an attachment that contains confidential participant identifying 

information and detailed compliance findings, recommendations and observations.  This 

attachment has been provided to Vincennes University management so that they can make 

corrections as necessary. 

 

 
 



 

 
Crowe Horwath LLP 
Independent Member Crowe Horwath International 

3815 River Crossing Parkway, Suite 300 
Post Office Box 40977 
Indianapolis, Indiana 46240-0977 
Tel  317.569.8989 
Fax  317.706.2660 
www.crowehorwath.com 

 
June 8, 2015 
 
Rob King 
Vincennes University Region 8 
P.O. Box 629 
Jasper, IN  47547-0629 
 
 
This letter is to inform you of the results of the fiscal monitoring for Program Year 2014 on behalf of the 
South Central Region 8 Workforce Board, Inc. 
 
In reviewing the prior program year 2013, there were no findings or observations. 
 
The results of Program Year 2014 monitoring period December 1, 2014 through February 28, 2015 are as 
follows: 
 

There were no findings or observations for this monitoring period. 
 
 
Thank you for your cooperation and timely response during this monitoring process.   
 
 
Sincerely, 
 
 
  
Carla Crowe 
Crowe Horwath LLP, Fiscal Agent 
 
 cc: Chris DuKate, CPA Crowe Horwath LLP, Fiscal Agent 
 John Corcoran, CLJ Associates, LLC, Regional Operator 

           Carla Crowe


