	PROGRAM YEAR 2014 MONITORING GUIDE – DESK REVIEW SURVEY



WDB Name:



Submitted by:



Instructions:  Please complete the Program Year 2014 Workforce Investment Act (WIA) Desk Review Survey and return via e-mail to dwdmbdetwioamonitoring@wisconsin.gov at least 15 business days prior to scheduled monitoring visit.

PART I: PROGRAM 
The purpose of this survey is to ensure we have the most current information about your agency prior to conducting the on-site monitoring review. Since the majority of information that will be examined as part of the Desk Review is accessible through documents the Department of Workforce Development already has, or can be captured from the Workforce Development Board's (WDB) website, please provide only new information in this survey, including changes that have been made in the last year. If there have been no changes to any of the documents listed below, please indicate accordingly.

1. Attach copies or direct us to a resource of all policies, procedures and forms revised since our last monitoring visit and/or your Program Year 2014 Local Plan Modification. 
2. Complete the following Workforce Innovation and Opportunity Act (WIOA) Quick Start Action Planners (QSAP) developed by the Department of Labor and accessible at http://qsap.workforce3one.org/page/planner: One-Stop Center Service Design, Youth Services Strategies, and Local Leadership and Governance. The QSAPs are interactive, self-paced assessment tools designed to help leaders at all levels of the public workforce system prepare and plan for the transformation and implementation of WIOA. The QSAPs will help identify areas of strength and focus areas for improvement in the local workforce area. They will also connect the WDB to targeted resources that can assist in effective planning. Your WDB can decide if the QSAPs should be completed by a team or on an individual basis. Submit your QSAP results as part of the Desk Review. Results will be discussed as part of the on-site review.
3. Identify current program service providers: 
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Dislocated Worker Program
	Service Provider

	Start Date/End Date

	Type of Services Provided


	Counties/Job Centers/Target Groups


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. Identify any positive practices that your WDB would like to share. 

5. Attach any other materials and/or provide a brief synopsis of any other items you would like reviewed or considered prior to the Monitoring Team's on-site visit.  

6. Share any comments and suggestions about your WDB's service delivery approach.
PART II: FISCAL 
1. Does your agency have any real property? If so, what method is used to calculate space allocations?  

a. Was there a sale or purchase of property since the last review?

2. Does your agency accrue vacation, sick or paid time off?

3. Has your agency purchased any equipment with WIA funds at a cost of $5,000 or more?

a. If yes, does your agency have a system for the acquisition, management, and disposition of equipment purchased with WIA funds?

b. Explain your agency's inventory system, include often and method.
c. If equipment requires maintenance, how has this been obtained?
d. What methodology does your agency use to depreciate equipment?

4. When were the procurement policies and procedures last updated?

5. How is competition for service contracts maximized?
6. If a Request For Proposal (RFP) is used, who prepares it? How often are contracts renewed and what is the renewal process?

7. What criteria does your agency use to determine if contracts will be renewed?

8. Does your agency have any sole source contracts? If yes, please have written justification available for the on-site review.

9. How was the WDB's external financial audit procured?

10. In the past 12 months, has your agency had any late payment penalties or bank service fees?

11. Do bank cash balances ever exceed the FDIC-insured amount of $250,000? If so, is there a collateral agreement or another arrangement with the bank to cover the excess?

12. Did your agency have any emergency cash draws in the past 12 months?
13. The documents listed below must be provided along with the completed Desk Review Survey. Please note that the sample period for documents will be the month occurring two months prior to the on-site review (e.g., for a review in August, the sample period would be June). 
a. Profit and loss statement 

b. Balance sheet 

c. A list, provided by the bank, of signatories on each bank account 

d. Chart of accounts

e. List of all contracts, sub-grants and major vendors (include contract amounts)

f. Procurement policy and procedures 
g. Documentation of real estate, rental and equipment (if applicable)

h. Monitoring policies and procedures 
i. Cash management policy and procedures

j. Financial policies and procedures

k. Personnel policies and procedures

l. Most recent Independent Auditor's Report

m. Loan documentation (if applicable)

n. W2s for the two highest paid employees

o. Most current organizational chart

p. Board minutes approving the budget

q. Financial report comparing budget to actual expenditures
r. Cost allocation plan 

s. A list of all Accounts Payable checks including vendor name and dollar amount for the past 12 months

t. All journal entries for the past 12 months


Please have the following documents available for the on-site monitoring visit:

a. Fund balances for all funds 

b. Sub-grantee monitoring reports (current and prior year)

c. Inventory list

d. Bank statements and bank reconciliations

e. Financial Status Report and source documentation 

f. Payroll records including documentation of employee travel payments 

g. Credit card payments and documentation

h. Cash draw plus related calculation and documentation

PART III: Equal Opportunity (EO)
1. Provide a statistical or quantifiable analysis of applicants' and participants' race/ethnicity, sex, age, disability status and Limited English Proficiency (LEP) status, by individual program for the most recently completed program year.

2. Provide a description of the analysis that is performed to determine if there is a disproportionate impact in the participant enrollments of certain protected groups in your Workforce Development Area (WDA) and the corrective action taken if such impact exists.
3. Provide a copy of the most recently completed WDB's Civil Rights Compliance self-assessments:

a. Civil Rights Compliance Plan Self-Assessment;

b. WIA Section 188 Disability Self-Assessment Checklist or Wisconsin Programs, Services Access Self-Assessment Checklist;

c. Section 508 Electronic and Information Technology Standards Self-Assessment Checklist;

d. Uniform Federal Accessibility Standards Self-Assessment Checklist or Americans with Disabilities Act (ADA) 2010 Standards "ADA Plus" Accessibility Checklist.

e. WDA LEP Population Data Analysis (If one was completed)  

4. Provide demographic data for current staff, including race, ethnicity, sex, and disability status.

5. Provide a copy of the WDB's employment policies and procedures.
6. Provide a copy of the WDB's service delivery policies and procedures for applicants and participants of WIA – WIOA programs.
7. Provide a copy of the WDB and One-Stop-Operator's policies and procedures for reasonable accommodation requests from participants. Do the policies address each partner agency's role and how obligations are shared?

8. Provide a copy of the EO Officer's job description.

9. Provide copies of the most recent civil rights on-site monitoring compliance reports for each of the WDB's sub-recipients. If corrective action was warranted, provide documentation of the follow-up steps taken to correct any deficiencies.   

10. Provide a copy of the EO discrimination complaint log.

11. Provide a copy of the civil rights training attendance log and curriculum or PowerPoint presentation used for conducting staff training
12. Provide a copy of the civil rights training attendance log and curriculum or PowerPoint used to train sub-recipients and/or partner agencies.

13. Provide a copy of the WDB's One-Stop-Operator's inventory of documents identified as "vital documents" that have been translated to other languages based on the LEP populations in the WDA.
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