CCWD
LWIA Sub – Recipient Monitoring
Audit/Review Program - Fiscal


     Program Year 2012

                                           Region: ______________________

	Procedures
	Completed by/Date
	W/P Ref.

	A. Cash Management
1. Select a sample of cash draws from throughout the program year.

2. Trace cash draws to supporting documentation to determine proper approval.

3. Trace amounts of expenditures by program that support the draw amount to the general ledger.  If estimates for accrued expenditures are included in the draw, determine that they supported by adequate documentation.
4. Review a selected monthly cash account reconciliation. Determine it was properly prepared and approved.  Determine reconciling items are supportable.  Determine that excess cash funds are not being retained and CCWD Policy 589 – 10.4 – “Cash Management” is being followed.
5. Review a sample of negative cash draws and determine if pattern exists and reasons for negative draws. 
B. Program Income
1. Determine the existence and nature of program income. 

2. Determine if income is tracked in separate general ledger account.

3. Determine that amounts are used before additional amounts are drawn.

4. Determine that “addition” method is used as required by OMB compliance requirements and CCWD Policy 589 – 10.5 – “Program Income.”
C. Expenditure Sample
1. Request general ledger file of all WIA expenditures for the review  period.  Also obtain a copy of the Chart of Accounts.

2. Prepare sample plan to determine the sample size and attributes to test. (See separate sample plan.)

3. Select both random and judgment sample of transactions. 

4. Test expenditure sample and prepare conclusions and findings.

D. Polices & Procedures
1. Review fiscal policies and procedures submitted by the LWIA prior to monitoring. Determine that they are complete and accurate. Discuss with LWIA fiscal staff if corrections need to be made.
E. Budgets
1. Discuss with CCWD fiscal manager whether LWIA has sufficiently obligated their WIA formula funds to at least the required 80% level by the end of the program year as required by CCWD policy 589 - 10.1 – “Allocations – Recapture and Re-allotment of Local Area 
      Funds.”  Follow-up on exceptions noted by CCWD fiscal manager        and any other budget concerns.  
F. CCWD Quarterly Financial reporting
1. Select a quarterly 9130 report and agree amounts reported for each line item to supporting documentation, such as general ledger transaction reports and other analysis workpapers.
2. Discuss with LWIA their procedures for ensuring that accrual basis of accounting is used to report expenditures on quarterly reports in compliance with CCWD policy 589-10.9.

       G.  Cost Allocation
1. Obtain the latest copy of the LWIA’s cost allocation plan. Note any changes from prior year’s plan.
2. Determine that plan meets the requirements of OMB cost principles – Circular’s A87/A122 , as appropriate.

3. Test an allocation period (monthly/quarterly) and determine whether the allocated indirect costs comply with the plan. Test the general ledger entries to determine that they are correct.
H.    Non-Expendable Property
1. Obtain current property listing of non-expendable federal WIA property over $5,000 for the review period.

2. Determine changes in listing from prior period. For dispositions that occurred, follow-up with LWIA staff on how property was disposed of.

3. For new acquisitions, determine that prior approval was obtained from CCWD staff.

4. Observe, if possible, a sample of non-expendable property.  Determine that identification via tag number and description agrees to property listing.

5. Determine that property listing contains all required information as specified in 29 CFR 97.32 or 29 CFR 95.33, as appropriate.

I.    Contracts
1. Review list of contracts awarded in excess of $25,000 supplied by LWIA.
2. Select a judgment sample of contracts awarded and determine that the LWIA complied with their own polices and procedures, Uniform Administrative Rules, and One Stop Comprehensive Technical Assistance Guide in awarding competitive sealed bid, noncompetitive bid, small purchase, or competitive proposals.
3. Determine length of current contract for external audit firm.  Determine when LWIA will be going out for competitive proposal to renew external audit firm contract.
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        J.   Single Audit Report
1. Review LWIA’s latest available single audit report.  

2. Determine if there are any significant deficiencies/questioned costs relating to WIA grants.

3. Follow-up with fiscal staff to determine that the finding has been resolved. 

4. Review audit report for other findings relating to financial statements. Review Note on “Summary of Significant Accounting Policies” and determine that accrual basis of accounting for expenditures is being applied in preparation of the financial statements.

K.   Separation of Duties
1. Review LWIA prepared separation of duties form.  

2. Determine whether there are any incompatible duties being performed by employees.

3. If problem areas are denoted, discuss with fiscal staff on corrective measures necessary.

       L.  Payroll
1.  Obtain a list of all employees who charge time to WIA programs.

2. Select a judgment sample of employees.  Select employees not tested in previous visit.

3. Obtain copies of PAR’s and payroll register. Determine that employee time supports amount paid during the payroll period.

4. Determine that the time reported on the PAR is “After – the – Fact” reporting of time.

5. For one sample item, trace the labor distribution based upon activities charged to general ledger entries.

6. Review personnel files of sampled employees to verify gross wages paid.

       M. Sub Recipient Monitoring
1. If program services are contracted out, obtain the schedule of sub- recipient monitoring.

2. Determine that list includes all subrecipients that need to be monitored.

3. Obtain copies of reports issued. Determine if findings were noted and follow-up on resolution.  
       N.  Expenditures   
1. Determine from LWIA that 30% of Youth activity funds allocated are used to provide services to out-of-school youth as required by OMB compliance supplement.
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       O.  Expendable Inventory
1.   Determine if inventory stock is maintained for participant gift cards, gas vouchers, etc.

2.    Determine that inventory control procedures exist over the purchase and issuance of the inventory.

3.  Determine that safeguards are in place to protect the inventory from loss.  Determine whether periodic inventories of blank stock are taken and differences followed up on and resolved. 

4.  Determine that procedures are consistent with CCWD Policy 589-30.12, effective June 13, 2012.

       P.  Conclusions
       1.     Summarize findings and prepare report.
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