CSS

WIA/ARRA PROGRAM MONITORING REVIEW

FY 2009-2010

AUDIT PROGRAM

	Summary
	Detail

	A.1.PRG - Preliminary
Procedure Step:
Prepare Fact Sheet

	Procedures:

      Prepare a fact sheet for the Agency that identifies key information.  For example, form of business/organization, whether Agency has a cost reimbursement and/or fee-for-service, etc.  

Purpose:

To gain an understanding of the Contractor's business operation.



	A.1.PRG - Preliminary
Procedure Step:
Review Agency Contract

	Procedures:

Obtain and review signed, approved contract from DCSS.  Contract should include:

1. Standard Terms and Conditions

2. Statement of Work Exhibits and Attachments 

3. Contractor’s Budget 

4. Approved contract amendments and budget modifications, if any. 

· Determine the status of any pending amendments or budget modification requests.

Identify any variances/differences between current and prior years’ County contracts: new requirements, revised requirements, etc.  Revise audit program accordingly.

 

Purpose:

To obtain an understanding of the Contractor's obligations and the County contract requirements.  In addition, to become familiar with the Contractor's fiscal and programmatic operations.

Criteria:

      FY 2009-10 WIA COUNTY CONTRACT, PART II, SECTION 22.0:
 

22.0 [21.0]    CONTRACT MODIFICATIONS/AMENDMENTS [Youth contract]
 

22.0    CONTRACT MODIFICATIONS/AMENDMENTS
 

22.1    This Contract fully expresses the agreement of the parties. Any modification or amendment of the terms or conditions of this Contract must be by means of a separate written document approved by COUNTY.  No oral conversation between any officer, employee or agent of the parties shall modify or otherwise amend this Contract in any way.  COUNTY may make a unilateral modification to this Contract at any time, if required by County, State, or Federal law or regulations, State law or policy, and/or COUNTY policy, within ten (10) working days after receipt of written modifications from the Federal, State, or COUNTY government.  COUNTY shall give CONTRACTOR 10 days prior written notice delivered by certified mail, return receipt requested of its intent to make such changes and amendments hereunder.  Furthermore, to the extent that funding for the program is eliminated or otherwise reduced, the COUNTY may in its sole discretion modify this Contract accordingly.

 

22.2    With regard to the movement of funds within an approved budget (i.e. from one category to another), such movement may not exceed 25% of the Maximum Contract Sum.  Such modifications must be in writing and mutually agreed upon by COUNTY CMM or designee and CONTRACTOR and must be in the best interest of COUNTY.

 

22.3         Notwithstanding any provision in this Contract to the contrary, in the event that the County Board of Supervisors adopts, in any fiscal year, a County Budget that provides for reductions in the salaries and benefits paid to the majority of County employees and imposes similar reductions with respect to County Contracts, COUNTY reserves the right to reduce its payment obligation correspondingly for that fiscal year and any subsequent fiscal year for services provided by CONTRACTOR under the Contract.  COUNTY’s notice to CONTRACTOR regarding said reduction in payment obligation shall be provided within 30 calendar days of the Board’s approval of such actions.  CONTRACTOR shall continue to provide all of the services set forth in the Contract. 

 

            22.4    CONTRACTOR requests for modifications, either budgetary or programmatic, will not be accepted during the first two (2) months of the Contract period (except where a written waiver is requested by CONTRACTOR and accepted by COUNTY). Such requests shall not be submitted to COUNTY more than once in each quarter except where a written waiver has been received from COUNTY.

 

            22.5    The COUNTY reserves the right to change, through negotiation, any portion of the work required under the Contract, or amend such other terms and conditions, which may become necessary.  Any such revisions shall be accomplished in the following manner:

 

            22.5.1 The COUNTY reserves the right to initiate Change Notices for any change which does not materially affect the scope of work or any other term or conditions included under this Contract.  For all such changes, a Change Notice shall be prepared and signed by the County Contract Management Director, and sent to CONTRACTOR’S Administration.

 

22.5.2 For any revision, which materially affects the scope of work or any term and conditions included in the Contract, a negotiated amendment to the Contract shall be executed by the COUNTY Board of Supervisors and the CONTRACTOR except as provided in Section 22.5.3 herein below.

 

22.5.3 The Director may prepare and sign amendments to the Contract without further action by the Board of Supervisors under the following conditions:

 

                              22.5.3.1    Amendments shall be in compliance with applicable federal, State and County regulations.

 

                           22.5.3.2    The Amendment is for an increase or decrease based on CONTRACTOR performance and availability of funding.  

                       

                           22.5.3.3    CSS shall obtain the approval as to form from County Counsel or his designee and the CEO and his designee for an amendment to this Contract.

 

 

22.6    The COUNTY Board of Supervisors or Chief Executive Officer or designee may require the addition of and/or change of certain terms and conditions in the Contract during the term of this Contract.  The COUNTY reserves the right to add and/or change such provisions as required by the COUNTY’s Board of Supervisors or Chief Executive Officer.  To implement such changes, a Change Notice or Amendment to the Contract, as appropriate, shall be prepared and executed by the CONTRACTOR and by COUNTY.


	A.1.PRG - Preliminary
Procedure Step:
Send Audit Commencement Letter

	Procedures:

Within four weeks prior to the commencement of our review, contact the Agency's management to schedule the monitoring review dates.  Once the monitoring review dates and times have been confirmed, send an email confirmation along with the listing of required documentation.  
 
 Purpose:
To inform the Contractor of the audit commencement and itemizing the list of items necessary for the audit.  This also helps the Contractor understand the scope of the audit.



	A.1.PRG - Preliminary
Procedure Step:
Meet with Contractor

	Procedures:

     On the first day of fieldwork, conduct an entrance conference with Agency management to go over the objectives of our monitoring review and to answer any questions they may have regarding our monitoring review process.  
 

· Complete the Entrance Conference - Sign-In Sheet.
· Identify which Agency personnel are responsible for each of the areas under review. 
· Inventory all the documentation provided at the entrance conference.  Identify all the outstanding requested documentation and follow-up with Agency management.  Document all requests to Agency management with date/time and person's name.  
 

Purpose:

To document the names, titles and contact information (phone number, email address, etc.) of the individuals present at the entrance conference for future reference.


	B.1.PRG - Administrative Compliance
Procedure Step:
Review Procedural Manual


	Procedures:

Obtain, review and evaluate the Agency's WIA Program Procedural Manual.
· Verify whether the manual is kept current with new WIA/ARRA guidelines.
· Verify whether the manual outlines specific procedures -- "step-by-step" procedures on how to determine and document participants' eligibility, what type of services the participants should be provided, how and what to document in the case notes, how to complete the Individual Service Strategy (ISS) plans/Individual Employment Plan (IEP), how and when to report the program activities into the Job Training Automation (JTA) system, etc.  
· For the WIA/ARRA Adult and Dislocated Worker Programs, verify whether the Agency’s Procedural Manual contains the following procedures (step-by-step of how it will be tracked): 
· A minimum of 70% of the WIA/ARRA Adults enrolled in intensive or training services be recipients of public assistance or low-income individuals. 
· Veterans are identified at the point of entry, to ensure that veterans are aware of their entitlement to priority of service, and that expenditures of no less than 5% of WIA/ARRA Adult and Dislocated Worker funds are spent on veterans. 

· Expenditures of no less than 5% of WIA/ARRA Adult and Dislocated Worker funds are spent on mature workers, individuals who are 45 or older.

· No less than 45% of WIA/ARRA Adult and Dislocated Worker funds are used for training and need-related/support services.

· The coordination of WIA/ARRA Adult and Dislocated Worker programs and services with the projects, priorities and initiatives outlined in Directive WIA/ARRA ADW D09-07.

· The needs-related payments to WIA/ARRA Adult and Dislocated Worker participants to enable such individuals to participant in approved training and education programs. 

 Purpose:

To ensure that the Agency is providing the required services to the participants and so that staff is aware of any new program guidelines and requirements.



	B.1.PRG - Administrative Compliance
Procedure Step:
Administrative Questionnaire

	Procedures:

· Complete the "Program Administrative Resources Supplemental Questionnaire."

· Complete the "Staff Interview Sheet."

Purpose:

To obtain an understanding of the Agency's WIA program operations.

         

	B.1.PRG - Administrative Compliance
Procedure Step:
Facility Walk-Through


	Procedures:

· Conduct a walk-through of the program facility.  

· Using the floor-plan provided by the Agency during the entrance conference, mark the areas on the floor-plan that are used for the WIA program(s) and other non-WIA programs.

· During the walk-through, determine whether:

· The Agency's facilities are suitable for the services being provided. 

· There are signs of Religious/proselytizing activities, lobbying/political activities at the site by reviewing the Agency's brochures and observing public posting. 

· The client records are maintained so as to safeguard information against loss, destruction or unauthorized use. 

Purpose:

To identify which areas within the facility are used for WIA program services.

 

 

	B.2.PRG - Program Services
Procedure Step:
Participant Case File Review


	Procedures:

· Generate a JTA report for the Agency (Enrollment/Activity Listings, Co-Enrollment Listings, Income Listings, etc).

· Verify whether the WIA participants are also enrolled in the ARRA programs.  Check the WIA/ARRA guidelines to ensure that the co-enrollments are allowable.  

 

· Select a sample of participants files (lower of 10% of caseload or 20 files; minimum of ten - use auditor judgment to determine sample size) for review and conduct the following procedures:

· Complete the "Participant Case File Monitoring Instrument" for each participant in the test sample. 

 Purpose:

To determine whether the Agency provided the services to individuals who meet the eligibility requirements of WIA.  In addition, to determine whether the Agency provided the services in accordance with the County contract and WIA guidelines and whether the program participants received the billed services.  



	B.3.PRG - Rapid Response Program
Procedure Step:
Supplemental Questionnaire


	Procedures:

Complete the "Rapid Response Supplemental Questionnaire."

 

Purpose:

To ensure that the Agency is providing the required services to all Worker Adjustment and Retraining Notifications (WARNs) and Non-WARNs.  Also, to verify that the Agency is in compliance with all Rapid Response requirement.



	B.3.PRG - Rapid Response Program
Procedure Step:
RR R-MAR Form

	Procedures:

· Obtain the Rapid Response Monthly Activity Reports (R-MAR) Form from the Agency for the month(s) tested and verify that the Agency submitted the R-MAR form, one for Formula and one for ARRA, directly by email to CSS on all dislocation events no later than the 5th day of the following month for the month(s) tested.

 

· Obtain proof (such as copies of emails) that the R-MAR forms were submitted to CSS for the month(s) tested.

· Verify that the date of submission is no later than the 5th day of the following month. 

 
Purpose:

To ensure that the Agency had submitted the R-MAR form, one for Formula and one for ARRA, directly by email to CSS on all dislocation events no later than the 5th day of the following month for the month(s) tested. 
Criteria:

According to WIA Directive WIARR D09-03, "The RR contractors shall submit both the WIA R-MAR and the WIA/ARRA R-MAR via e-mail to the Rapid Response Coordinator at, RapidResponse@css.lacounty.gov, no later than the 5th day of the following month.  For instance, the R-MAR's for July 2009 are due August 5, 2009."



	B.3.PRG - Rapid Response Program
Procedure Step:
Agency Rapid Response Materials


	Procedures:

Obtain and verify that the agency's Rapid Response materials include the following (at a minimum):  

· WorkSource California Rapid Response Folders; 

· WorkSource California Rapid Response directories; 

· WorkSource California Rapid Response Survey; and 

· WorkSource California UI benefits brochures

Per Robert Brief's email to Yoon Bae on May 12, 2010:

In addition, please ensure the agencies include the following free EDD Forms (at a minimum):

· DE 8717 UI - UI Book Mark

· DE 8217 - Register with CalJOBS

· DE 2320 - For Your Benefits

· DE 8714T - Fact Sheet-Vet Employ-Program

If needed in Spanish:

· DE 8717 UI/S - UI Book Mark Spanish

· DE 8217 /S/ - Register with CalJOBS Spanish

· DE 2320 M/S/ - For Your Benefits Spanish

Purpose:

To ensure that the agency is providing the minimum required materials to the Rapid Response participants. 

Criteria:

According to Section 2.8 Exhibit A, Statement of Work of the County Rapid Response Services FY 2009-10 Contract, "Contractor shall provide businesses and Rapid Response participants with appropriate and relevant materials to accompany the activities and services being provided.  Contractor will be responsible for purchasing LWIB approved Rapid Response-related materials." 
 

According to WIA Directive WIARR D09-01, Contractors are required to "Prepare required RR packets which at minimum must include: WorkSource California Rapid Response Folders, WorkSource California Rapid Response directories, WorkSource California Rapid Response Survey and WorkSource California UI benefits brochures." 


	B.3.PRG - Rapid Response Program
Procedure Step:
RR Form 121

	Procedures:

· Obtain copies of ALL Worker Adjustment and Retraining Notifications (WARNs) and Non-WARNs "Rapid Response Required Activities On-Site Visit Form" (Form 121) from the Agency for the month(s) tested and verify that the Agency:

 

· Responded to ALL WARNs and Non-WARNs assigned by CSS by doing the following: 

· Contact CSS and obtain a listing of all WARNS and Non-WARNS assigned to the Agency for the month(s) tested.

· Trace and agree each of the WARNS and Non-WARNS assigned by CSS for the month(s) tested to the Form 121 to verify that the Agency responded to all WARNS/Non-WARNS.

 

· Responded to all WARNs and Non-WARNs within 24 hours of receipt of the assignment from CSS. 

· Obtain copies of correspondences (such as emails/phone logs/letters) from the Agency to the employers.

· Compare the dates of the correspondences to the listing of all WARNS and Non-WARNS assigned to the Agency for the month(s) tested to ensure that the Agency responded within 24 hours of receipt.

 

· Submitted the Form 121 electronically directly by e-mail to the Rapid Response Coordinator at RapidResponse@css.lacounty.gov within seven (7) days from the date of activity. 
· Obtain copies of emails submitted to the Rapid Response Coordinator (CSS) from the Agency.

· Compare the date of activity noted on Form 121 to the date of the email submission.

· Ensure that the date of email submission is within seven days from the date of activity noted on Form 121.

 

 Purpose:

To ensure that the Agency met all the following requirement of the County contract:

· Responded to ALL WARNs and Non-WARNs assigned by CSS. 

· Responded to all WARNs and Non-WARNs within 24 hours of receipt of the assignment from CSS. 

· Submitted the Form 121 to CSS within seven (7) work days from the date of activity. 

Criteria:

· According to Section 2.0 Exhibit A, Statement of Work, "Contractor must respond to a WARN within 24 hours of being notified by the County."
· According to Section 3.0 Exhibit A, Statement of Work, "Contractor shall contact the business within 24 hours for all WARNs and Non-WARNs."  "Contractor shall contact the business within 24 hours for all WARNs and Non-WARNs." and "Contractor reports and submits WIA Form 121s electronically to CSS within 7 work days."
 

· According to WIA Directive WIARR D09-01, "Complete in its entirety the On-Site Visit Report (121) and submit electronically directly by e-mail to EDD at warn2@edd.ca.gov and to the RR Coordinator at RapidResponse@css.lacounty.gov within seven (7) days from the date of activity."
 



	B.3.PRG - Rapid Response Program
Procedure Step:
Quality Assurance Plan



	Procedures:

· Obtain and review the agency’s Rapid Response Quality Assurance Plan.  

· Verify that the Agency's Rapid Response Quality Assurance Plan includes the following:

· A method for ensuring the services, deliverables, and requirements defined in the Contract are being provided at or above the level of quality;

· A method for assuring that professional staff rendering services under this Contract, has the necessary prerequisites;

· A method for identifying and preventing deficiencies in the quality of service before the level of performance becomes unacceptable;

· A commitment to provide to the County, upon request, a record of all inspections, the corrective action taken, the time when problem is first identified, a clear description of the problem, and the time elapsed between identification and completed corrective action;

· A method for continuing to provide services to the County in the event of a strike or other labor action of the Contractor’s employees; and

· A method of safeguarding the integrity of the County’s WIA Rapid Response Program by actively preventing against all forms of fraud.

Purpose:

To assure the County of a consistently high level of service throughout the term of the Contract.

 

Criteria:

According to Section 4.0 Exhibit A, Statement of Work:
 

"The Contractor shall establish and utilize a comprehensive Quality Assurance Plan (QAP) to assure the County of a consistently high level of service throughout the term of this Contract.  The Plan shall be submitted to the Contract Compliance Manager (CCM) for review and approval on the contract start date, with revisions submitted as changes occur.  The Plan shall include, but is not limited to, the following:
· A method for ensuring the services, deliverables, and requirements defined in the Contract are being provided at or above the level of quality; 
· A method for assuring that professional staff rendering services under this Contract, has the necessary prerequisites;

· A method for identifying and preventing deficiencies in the quality of service before the level of performance becomes unacceptable;

· A commitment to provide to the County, upon request, a record of all inspections, the corrective action taken, the time when problem is first identified, a clear description of the problem, and the time elapsed between identification and completed corrective action;

· A method for continuing to provide services to the County in the event of a strike or other labor action of the Contractor’s employees; and

· A method of safeguarding the integrity of the County’s WIA Rapid Response Program by actively preventing against all forms of fraud."


	 
II.         COST ALLOCATION:
All costs are allocated based on documented information.  Such costs, defined as shared costs, are pooled for the purpose of allocation.  The agency pools administrative costs, both personnel and non-personnel (operating costs), for purposes of allocation to all programs administered.  These costs are then allocated to programs based on documented direct charges.

The agency will review and update this plan no less than annually or when there is a significant change in funding or allocation.

The above plan applies to funds administered by __Agency Name__ for the period July 1, 2009 through June 30, 2010.

 

	

	D.1.PRG - Internal Control Review
Procedure Step:
Cash Disbursements

	Procedures:

· Complete the "Cash Disbursements Supplemental Questionnaire" to obtain an understanding of the Agency's cash disbursement process.  

· Obtain and/or review sample documents, if necessary.  

Purpose:

To obtain an understanding of the Agency's cash disbursement process. 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part B, Section 2.0: 
 

2.0            Disbursements 

 

2.1       General
 

All disbursements (other than those made for petty cash purchases), shall be made by Agency check, or debit/credit card.  
 

Blank check stock shall be secured and accounted for to preclude unauthorized use.
 

Checks shall not be payable to "cash" or signed in advance.  Checks written to employees for reimbursement of out-of-pocket costs must be supported by receipts and invoices.
 

A second signature is recommended on all checks over $500, unless otherwise specified in the contract. In instances where the payee is also a signor on the check, the disbursement must be reviewed and approved by a higher level employee, or Board member who shall also sign the check.
 

If the bookkeeper signs checks, a second signature shall be required on the checks, regardless of limits specified in the contract.
 

Voided checks shall be marked void with the signature block cut out.  The voided checks must be filed with the cancelled checks.
 

Unclaimed or undelivered checks shall be cancelled periodically.
 

All supporting documentation shall be referenced to check numbers and marked "paid" or otherwise canceled to prevent duplicate payments or reuse.
 

Disbursements without adequate supporting documentation will be disallowed upon audit.
 

2.2.           Approvals and Separation of Duties 

 

Employees responsible for approving cash disbursements and/or signing checks shall examine all supporting documentation at the time the checks are approved and signed.
 

All disbursements, excluding petty cash purchases, shall be approved by persons independent of check preparation and bookkeeping activities.
 

2.3       Petty Cash
 

A petty cash fund up to $500 may be maintained for payment of small incidental expenses incurred by the CONTRACTOR (e.g., postage due, small purchases of office supply items, etc.).  The CONTRACTOR must obtain written approval from the COUNTY to establish a petty cash fund greater than $500.
 

Petty cash disbursements must be supported by original invoices, store receipts or other external authenticating documents indicating the item purchased and the employee making the purchase.  In the event that outside (external) supporting documentation is not obtainable for minor disbursements (under $10), such as parking meters, fees, etc., then some written documentation shall be maintained and approved by a supervisory employee not associated with the transaction.  Petty cash disbursements should not be used as a substitute for normal purchasing and disbursement practices (i.e., payment by check).
 

The petty cash fund shall be maintained on an imprest basis.  A check should be drawn to set up the fund and to make periodic reimbursements.  Receipts, vouchers, etc., supporting each fund replenishment must be bound together, filed chronologically and cross referenced to the reimbursement check.
 

2.4       Credit Cards
 

The use of credit cards, both CONTRACTOR issued credit cards and an employee's personal credit card used on behalf of the CONTRACTOR, should be limited to purchases where established purchasing and disbursement practices are not suitable.
 

Credit cards issued in the CONTRACTOR’S name must be adequately  safeguarded and usage monitored to ensure that only authorized and necessary items are purchased.  
 

Credit card purchases should be pre-approved by CONTRACTOR management to ensure that they are reasonable and necessary. 
 

All credit card disbursements must be supported by original invoices, store receipts or other external authenticating documents indicating the item purchased, the employee making the purchase, and the justification for the purchase.  Credit card statements are not sufficient support for credit card purchases.
 

	D.2.PRG - Cash Receipts/Revenues
Procedure Step:
Trace Revenues to Accounting Records

	Procedures:

· Obtain from eCAPS, a list of revenues and advances provided to the Agency and select two recent payments to the Contractor.

· Trace the payments to the Agency's accounting records and:

· Determine whether the checks received from CSS were deposited within a day or two of receipt. 

· Verify that the checks were strictly endorsed for "deposit only."

Purpose:

To determine whether revenues were properly recorded.

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part B, Section 1.0:
 

1.0             Cash Receipts 

 

1.1.           Separate Fund or Cost Center 

 

All contract revenues shall be maintained in a bank account.  If revenues from other sources are maintained in the same bank account, revenues for each source must be clearly identifiable on the accounting records through the use of cost centers or separate accounts.

 

1.2             Deposits 

 

When collections are received by mail, two employees should be assigned to open the mail and list all collections received on a check remittance log.

 

All checks shall be restrictively endorsed upon receipt.

 

Cash received shall be recorded on pre-numbered receipts and the receipts/check remittance log shall be reconciled to the amount being deposited.

 

Voided receipts shall be retained and the sequence of receipts issued/voided shall be periodically accounted for. 

 

Cash receipts (i.e., cash and checks) totaling $500 or more shall be deposited within one day of receipt.  Collections of less than $500 may be held and secured and deposited weekly or when the total reaches $500, whichever occurs first.

 

Duplicate deposit slips shall be retained and filed chronologically, and shall contain sufficient reference information for comparison to the Cash Receipts Journal and individual receipts, if applicable.  A recommended best practice is to retain photocopies of the COUNTY warrants reflected on each deposit slip, or record the individual warrant numbers onto the deposit slip.

 

1.3             Separation of Duties 

 

An employee who does not handle cash shall record all cash or check receipts in the CONTRACTOR’S accounting records.

 

1.4             Bank Reconciliations 

 

Bank statements should be received and reconciled by someone with no cash handling, check writing, or bookkeeping responsibilities.

 

Monthly bank reconciliations should be prepared within 30 days of the bank statement date and reviewed by management for appropriateness and accuracy.  The bank reconciliations should be signed and dated by both the preparer and the reviewer.  Reconciling items should be resolved timely.

 



	D.3.PRG - Bank Activity
Procedure Step:
Controls over Checks

	Procedures:

· Complete the "Checks Supplemental Questionnaire" to document the Agency's controls over checks.

· Obtain and scan a copy of the Agency's current listing of persons authorized to sign checks.

 
Purpose:

To obtain an understanding of the Agency's controls over cash. 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part B, Section 2.0: 
 

2.0             Disbursements 

 

2.1       General
 

All disbursements for expenditures, other than petty cash, shall be made by check.
 

Blank check stock shall be secured and accounted for to preclude unauthorized use.
 

Checks shall not be payable to "cash" or signed in advance.  Checks written to employees for reimbursement of out-of-pocket costs must be supported by receipts and invoices.
 

A second signature shall be required on all checks, unless otherwise specified in contract.
 

If the bookkeeper signs checks, a second signature shall be required on the checks, regardless of limits specified in contract.
 

Voided checks shall be marked void with the signature block cut out.  The voided checks must be filed with the cancelled checks.
 

Unclaimed or undelivered checks shall be cancelled periodically.
 

All supporting documentation shall be referenced to check numbers and marked "paid" or otherwise canceled to prevent reuse or duplicate payments.
 

Disbursements without adequate supporting documentation will be disallowed on audit.


	D.3.PRG - Bank Activity
Procedure Step:
Review Bank Transactions

	Procedures:

· For each bank account identified that contain program funds, select at least two months and review activity and identify any unusual transactions (i.e., transfers to unidentified bank accounts, unusually large transactions, electronic withdrawals, ATM withdrawals, etc.) 

· If necessary, select a sample of unusual transactions identified above.  Obtain supporting documentation and determine whether transactions were appropriate. 

 

Purpose:

The purpose of tracing bank transfers is to disclose overstatements of cash balances resulting from kiting.  Many businesses maintain checking accounts with a number of banks and often find it necessary to transfer funds from one bank to another.  When a check is drawn, it is withdrawn from one back and deposited into another, several days (called the float period) usually pass before the check clears the bank from which it is drawn.  During this period, the amount of the check is included in the balance on deposit in both banks.  Kiting refers to manipulation that utilizes such temporarily overstated bank balances to conceal a cash shortage or meet short-term cash needs.  

 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part B, Section 1.4:

 

1.4            Bank Reconciliations
 

Bank statements should be received and reconciled by someone with no cash handling, check writing, or bookkeeping functions.

 

Monthly bank reconciliations should be prepared within 30 days of the bank statement date and reviewed by management for appropriateness and accuracy.  The bank reconciliations should be signed by both the preparer and the reviewer.  Reconciling items should be resolved timely.



	D.4.PRG - Cash Advance Testwork
Procedure Step:
Cash Advance Testwork

	Procedures:

Obtain and review the Agency's bank statements for the WIA/ARRA cash advance funds paid by CSS for the WIA/ARRA programs excluding SYEP.

 

· Ensure that the cash advance is held in a separate FDIC-insured, interest bearing account.

· Ensure that expenditures are not paid directly from the cash advance account.

· If there are any transfers/withdrawals, ensure they are reasonable and appropriate (verify against Agency invoices and County payments).

Purpose:

To verify that Contractors appropriately maintain cash advances according to regulatory guidelines.

Criteria:

According to WIA Directive ARRA/WIA ADMD09-01, “cash advances are to be maintained in a separate FDIC-insured, interest-bearing account(s).”
 
The U.S. Department of Labor’s One-Stop Comprehensive Financial Management Technical Assistance Guide states: 
 
“The regulations governing payments are found at 29 CFR 97.21 and 29 CFR 95.22. The two regulations are substantially the same and are summarized as follows:
 

        The time between receipt and disbursement of funds should be minimal. 

        Grantees and subgrantees are to be paid in advance, provided they comply with certain requirements. 

        Reimbursement is the preferred method of payment if the above standard is not met. 

        To the extent possible, funds should be deposited in minority- or women-owned banks. 

        Funds are to be held in an insured interest-bearing account (29 CFR 95.22). 

        Interest earned on Federal funds is remitted according to OMB circular requirements. For WIA Title I programs, interest is treated as program income.” 

 
Title 29 CFR Section 97.21 states “grantees and subgrantees shall promptly, but at least quarterly, remit interest earned on advances to the Federal agency.”
 



	D.5.PRG - Petty Cash/Liquid Assets
Procedure Step:
Petty Cash Testwork

	Procedures:

· Ensure that the petty cash fund is for no more than $500.

· Verify whether a reconciliation and/or surprise cash count/inventory is performed on a regular basis on the petty cash account.

Purpose:

To verify that petty cash funds are handled appropriately. 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part B, Section 2.3: 
 

2.3       Petty Cash
 

A petty cash fund up to $500 may be maintained for payment of small incidental expenses incurred by the CONTRACTOR (e.g., postage due, small purchases of office supply items, etc.).  The CONTRACTOR must obtain written approval from the COUNTY to establish a petty cash fund greater than $500.
 

Petty cash disbursements must be supported by original invoices, store receipts or other external authenticating documents indicating the item purchased and the employee making the purchase.  In the event that outside (external) supporting documentation is not obtainable for minor disbursements (under $10), such as parking meters, fees, etc., then some written documentation shall be maintained and approved by a supervisory employee not associated with the transaction.  Petty cash disbursements should not be used as a substitute for normal purchasing and disbursement practices (i.e., payment by check).
 

The petty cash fund shall be maintained on an imprest basis.  A check should be drawn to set up the fund and to make periodic reimbursements.  Receipts, vouchers, etc., supporting each fund replenishment must be bound together, filed chronologically and cross referenced to the reimbursement check.



	D.5.PRG - Petty Cash/Liquid Assets
Procedure Step:
Other Liquid Assets Inventory



	Procedures:

 If the Agency maintains or purchases gift cards, movie tickets, bus tokens and other liquid assets in large quantities, request the latest reconciliation.  

· Conduct a three to six month analysis of their usage to determine whether the inventory on hand is adequate or excessive for the average monthly disbursements. 

· If the inventory on hand is unusual or excessive, conduct a physical inventory.

· Verify whether a reconciliation and/or surprise count/inventory is performed on a regular basis.  

Purpose:

To verify that the Contractor maintains documentation to support liquid assets purchased and distributed. 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.2:

 

 

 Supporting Documentation
 

All revenues and expenditures shall be supported by original vouchers, invoices, receipts, or other documentation and shall be maintained in the  manner described herein.

 

Invoices, receipts and canceled checks will be required to support an outlay of funds.  Unsupported disbursements will be disallowed on audit.  CONTRACTOR will be required to repay COUNTY for all disallowed costs.  Photocopied invoices or receipts, any internally generated documents (i.e., vouchers, request for check forms, requisitions, canceled checks, etc.), and account statements do not constitute supporting documentation for purchases.
 

Supporting documentation is required for various types of expenditures as follows:

 

Payroll – time and attendance records signed by the employee and approved in writing by the supervisor, time distribution records by program accounting for total work time on a daily basis for all employees, records showing actual expenditures for Social Security and unemployment insurance, State and federal quarterly tax returns, federal W-2 forms, and federal W-4 forms.

 

Consultant Services – contracts, time and attendance records, billing rates, travel vouchers detailing purpose, time and location of travel, purchase orders and invoices for supplies and invoices or other supporting documentation detailing the nature of services provided. 

 

Travel – travel policies of the CONTRACTOR (written); travel expense vouchers showing location, date and time of travel, purpose of trip, and rates claimed; vehicle mileage logs showing dates, destination and headquarters, purpose of trip, and mileage.  Travel related to conferences should include conference literature detailing purpose of the conference.  Reimbursement rates for mileage shall not exceed applicable federal guidelines.

 

Reimbursement for actual receipts or per diem rates for meal expenses shall not exceed the maximum County's reimbursement rate for employees. 

 

Receipts shall be required for lodging for approved out-of-town travel dates.  Maximum reimbursable lodging amount is the maximum County's reimbursement rate for employees for a single occupancy hotel accommodation.

 

Operating Expenses (e.g., utilities, office supplies, equipment rentals, etc.) – bona fide contracts or lease agreements, if any, and invoices and receipts detailing the cost and items purchased will constitute the primary supporting documentation.  For internal control purposes, the CONTRACTOR may maintain vouchers, purchase orders, requisitions, stock received reports, bills of lading, etc.

 

Outside Meals - receipts and/or invoices for all meals, a record of the nature and purpose of each meal, and identification of the participants.



	E.1.PRG - Administrative Controls/Contract Compliance
Procedure Step:
General Fiscal Controls

	Procedures:

· Obtain and review a copy of the Agency's Accounting Policies and Procedures Manual.  

· Complete the "General Fiscal Controls Supplemental Questionnaire."

 
Purpose:

To determine whether the Agency maintained sufficient internal controls over its business operations.  In addition, to determine whether the Agency is in compliance with regulatory requirements.

	E.1.PRG - Administrative Controls/Contract Compliance
Procedure Step:
Taxes

	Procedures:

· Obtain copies of the Agency's most current tax filing status forms and verify that the Agency is an approved Federal and State tax-exempt organization, if applicable.  

· Obtain copies of the latest IRS and State tax reports and determine if the agency is filing appropriate forms as required (i.e., filing quarterly and yearly tax returns).  

· Obtain and review the agency's quarter ended payroll tax returns (i.e., Form 941) and verify that payroll taxes and fringe benefit costs are being paid as required (staff and participants).  

Purpose:

To verify that the Agency is filing and paying taxes as required. 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 2.6:
 
      CONTRACTOR will ensure compliance with all applicable federal and State requirements for withholding payroll taxes (e.g., FIT, FICA, FUTA, SIT, SIU, etc.), reporting, filing (e.g., 941, DE-7, W-2, W-4 and 1099s), and all applicable tax deposits.
 

CONTRACTOR will ensure compliance with Internal Revenue Service guidelines in properly classifying employees and independent contractors.
 



	E.1.PRG - Administrative Controls/Contract Compliance
Procedure Step:
Organization Chart and Board of Directors

	Procedures:

· Obtain and scan the Agency's list of Board of Directors and Organization Chart.
· If the agency has more than five members on their Board, obtain the contact information (email and address) for the Chairperson of the Board of Directors.
· If five or less members, get the contact information for all members of the Board.
Purpose:

To verify that the Agency maintains an organization chart and listing of Board of Directors. 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.3:
 

3.3             Payments to Affiliated Organizations or Persons 
 

Prior to making payments to affiliated organizations or persons (i.e., related party transactions), CONTRACTOR shall complete a disclosure statement identifying the nature of the affiliated, or related organization.

 

CONTRACTOR shall not make payments to affiliated organizations or persons for program expenses (e.g., salaries, services, rent, etc.) that exceed the lesser of actual cost or the reasonable cost for such expenses.  A reasonable cost shall be the price that would be paid by one party to another when the parties are dealing at arm's length (fair market price).

 

Organizations or persons (related parties) related to the CONTRACTOR or its members by blood, marriage, or through a legal organization (corporation, partnership, association, etc.) will be considered affiliated for purposes of this Agreement.  COUNTY shall be solely responsible for determining affiliation unless otherwise allowed and approved by the State or federal agencies.

 

Payments to affiliated organizations or persons will be disallowed upon audit to the extent the payments exceed the lower of actual costs or the reasonable costs (fair market value) for such items.

 

FY 2009-10 WIA County contract, Part II (Standard Terms and Conditions), Sections: 
49.0 [48.0]    NEPOTISM (A/DW Contract) [Youth] 
 

CONTRACTOR certifies that it shall not hire nor permit the hiring of any person in a position funded under this Contract if a member of the person’s immediate family is employed in an administrative capacity by CONTRACTOR.  For the purpose of this Section, the term “immediate family” means spouse (common law or otherwise), child, mother, father, brother, sister, brother-in- law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew, step-parent, step-child, or such other relationship which would give rise to a substantial appearance of impropriety if the person were to be hired by CONTRACTOR.  The term “administrative capacity” means persons who have overall administrative responsibility for a program, including but not limited to selection, hiring, or supervisory responsibilities.


	E.1.PRG - Administrative Controls/Contract Compliance
Procedure Step:
Single Audit


	Procedures:

Obtain copies of the most recent audits (such as a financial statement audit and Single Audit as required under OMB A-133) of the Agency's financial records and perform the following:

· Verify whether the audit included a line-item verification of total expenses submitted to DCSS. 

· Identify any major findings in the last audit that is pertinent to the DCSS contract and any corrective action taken.

Purpose:

To verify that the Contractor had their financial records audited. 

Criteria:

 

OMB Circular A-133, Audits of States, Local Governments, and Non-Profit Organizations states: 
 

Page 7: Single audit means an audit which includes both the entity's financial statements and the Federal awards as described in §___.500. 

 

Page 8: (b) Single audit. Non-Federal entities that expend $300,000 ($500,000 for fiscal years ending after December 31, 2003) or more in a year in Federal awards shall have a single audit conducted in accordance with §___.500 except when they elect to have a program-specific audit conducted in accordance with paragraph (c) of this section. 



	E.1.PRG - Administrative Controls/Contract Compliance
Procedure Step:
Worksite Monitoring


	Procedures:

Obtain copies of the Agency’s latest comprehensive worksite listing for WIA/ARRA Year-Round Youth and worksite monitoring plans and procedures.  Based on the comprehensive list, obtain copies and review a sample of the latest worksite monitoring reports and perform the following:

· Verify whether worksites are regularly monitored and that the Agency complied with their worksite monitoring plans and procedures.  Specifically, review the monitoring reports and/or other documentation that would clearly identify who, when and the results of the worksite monitoring.
Purpose:

To ensure that worksites are regularly monitored.

Criteria:

20 CFR 667.410 states “each recipient and sub-recipient must conduct regular oversight and monitoring of its WIA activities and those of its sub-recipients and contractors.”

	E.1.PRG - Administrative Controls/Contract Compliance
Procedure Step:
ITA Agreements



	Procedures:

· Obtain and review the Agency's policies and procedures governing the establishment, tracking and payment of ITAs. 

 

Verify whether the policy supports program objectives and includes refund procedures. Specifically, ensure that refunds are appropriately accounted for if a client discontinues a training program. 

 

· Verify that the Agency executes and maintains signed vendor agreements for the ITAs. 

 

Verify that only approved vendors, courses and prices were used by checking against the I-TRAIN website (http://www.i-train.org/).

Purpose:

To ensure that Contractors are appropriately maintaining ITAs and that the ITAs contain all requirements, including refund provisions.

Criteria:

LACOD-WIAD08-18 Subject: RECOVERY OF WIA TUITION AND TRAINING REFUNDS
 

The state requires all sub-recipients of WIA funding to produce and maintain written policy and procedure at the local level to ensure the recovery of unused WIA training funds. Review of contractor's policy and procedure will take place during routine monitoring visits. Absence of this policy and procedure will result in a finding and corrective action will be required. The policy and procedure should include, but not be limited to:
· Who the responsible party is for acknowledging/determining a refund is due for early termination of a participant's training. 

· How often participant is tracked to determine the participant is still receiving training and to ensure prompt return on any unused training monies. 

· Who is responsible for the collection process of any outstanding training and/or tuition refund
Each contractor should obtain the designated training provider's standard policy regarding tuition to be paid in advance to enroll or accept a participant. DOL TAG, July 2002, chapters 1 1 -6-9 states that, "unless specifically required as a condition of attendance, as in a tuition payment required before beginning a formal training course, payment should not be made in advance of the receipt of services." Contractors should negotiate any advanced payments with the training provider in order to minimize out of pocket expense prior to the start of training. The contractor must also verify the refund policy of the training provider for early termination of the participant from the training program. Items to research are:
· Percentage of the advanced payment to be returned upon non-completion of courses 

· Turnaround time of refund 

· Time spent in training before a refund will no longer be honored 

· Requirement for the training provider to notify the contractor of early participant dropout 
It is recommended that the contractor maintain a file regarding payment and refund policy for each training provider in the form of a contract to ensure prompt return of any unused WIA funds for early participant dropout.
 

LACOD-WIAD08-9 SUBJECT: Individual Training Accounts

 

It is the policy of the Los Angeles County Workforce Investment Area that:

 

1. An ITA may not be written in an amount that exceeds $7,500. The ITA shall cover tuition and other necessary costs of participation in training. However, training-related tools and supplies may be purchased as supportive services.

 

2. The maximum duration (training period) for an ITA is 12 months from the date of enrollment.

 

3. Participants are required to apply for Pell Grants, when such funds are available in connection with desired training. In cases where Pell Grants are awarded, the WIA ITA shall fund the balance of tuition and other necessary training-related costs.

 

4. Priority for lTAs shall be given to programs in industry clusters targeted by the WIB, other growth industries/occupations, and occupations with identified career ladders.

 

5. A work-first approach to the three tiers of service under WIA (core, intensive and training) is not required. Participants may concurrently receive any combination of services necessary from these tiers to meet their employment objectives. A determination that a job seeker needs training may be made without regard to how long and to what extent such an individual has participated in core and intensive services.

 

6. While WIA funding is limited to $7,500, customers may use other fund sources (Pell Grants, scholarships, severance pay, etc.) to cover costs in excess of this amount for programs costing more than $7,500. Contractors must inform participants that they are not required to pursue non-WIA funding (e.g., student loans) to participate in training.

 

7. WIA contractors may request a waiver from Los Angeles County CSS to the ITA maximum amount and duration. Such requests must be in writing, provide a rationale for the request, and be directed to:

 

Robert Brieff, Project Supervisor

L.A. County CSS

WIA Planning and Operations Division

3175 West Sixth Street, Box 15

Los Angeles, CA 90020

(rbrieff@css.lacounty.gov)

 

Procedures:

WIA contactors must adopt and put into practice procedures to implement the above-described policy, which will include, but not necessarily be limited to the following:
 

1. Through the Worksource Centers, contractors must make available to customers the State list of eligible providers. On behalf of the County, this list is locally maintained on-line by the South Bay WIB and may be viewed at www.i-train.org.

 

2. Contractors must establish procedures to maximize informed customer choice in the selection of eligible training providers. Such processes may include requirements for participants to visit or otherwise review several training programs before making a selection.

 

3. Contractors must have in place a system to assess participants' needs, desires, interests, aptitudes, and other factors that will assist them and their case managers in identifying and selecting an appropriate training program.

 

4. Procedures must be implemented to allow those participants who need training to secure employment to be referred to training without regard to the amount of time they have participated in core and intensive services.

 

5. Based on budget, program management plans, or other factors, Contractors may adopt more restrictive limits on the amount and duration of ITAs than expressed in the County's policy. Such contractors shall include a description of the limitation and the rationale for their internal

policy.

 

NUMBER: D-DWA-00-003 SUBJECT: INDIVIDUAL TRAINING ACCOUNTS
DATE: 7/1/00 EFFECTIVE DATE: 9/25/00
 

The purpose of this Directive is to provide you with guidance on the administration of the WIA Adult and Dislocated Worker programs Individual Training Accounts (ITAs). Each One Stop Lead Agency has received funds for training services as part of their program year 2000-01 WIA Adult and Dislocated Worker allocations. Prior to the award of an Individual Training Account a thorough attempt to utilize non-WIA funds to pay for any training must be made and documented. All individuals deemed eligible and in need of training must attempt to receive Pell Grant funding prior to, or reimbursement of, WIA funding being utilized for ITA funding. Since the County will not administer funds for training services, each One Stop Lead Agency will need to establish ITAs for their WIA customers.

 

A One Stop Center can only refer customers for training with an eligible training provider. The South Bay Workforce Investment Board submitted their Regional Training Vendor Directories to the State Employment Development Department (EDD) for consideration as an eligible training provider list. EDD has approved the use of these directories by the eight Workforce Investment Areas of Los

Angeles County (See the attached list of responsibilities of the South Bay WIB regarding the local eligible training provider directories). Therefore, each One Stop Center must use these directories to refer customers for training services and must execute and maintain vendor agreements with each eligible training provider used.
 

The County will not establish a dollar range for ITAs during program year 2000- 01, However, the County expects that each One Stop Lead Agency will ensure that the amount paid for training does not exceed the amount specified on the Intrastate Resources and Information Network (I-TRAIN). Each One Stop Lead Agency will need to follow all Federal, State and local guidelines for the administration of the

ITAs and will need to manage their WIA training funds according to these guidelines. An ITA is an account internally managed by the One Stop Lead Agency to obligate funds so that a customer can receive training with an eligible training provider. It is not a voucher given to a customer to purchase training. It is the responsibility of the One Stop Lead Agency to determine which customers qualify to receive training and to refer them to the training provider of their choice based on an assessed need for training by the One Stop Center. See attached

samples of documents that may be used to establish and track ITAs.

 

	F.1.PRG - Internal Control Review
Procedure Step:
Obtain Understanding of Procurement Process


	Procedures:

· Obtain and review a copy of the Agency's procurement policies and procedures manual.  Compare the Agency's procurement policies and procedures to those of the regulatory guidelines to ensure compliance.   

· Complete the "Procurement Supplemental Questionnaire."

 
Purpose:

To obtain an understanding of the Agency's procurement process and to ensure that the Agency's procurement policy is in compliance with regulatory guidelines.  In addition, to evaluate the level of controls the agency maintains over non-payroll expenditures.
Criteria:

Federal guidelines require three bids be obtained for purchases $5,000 and over.
 

WIA Adults and Dislocated Worker DIRECTIVE #D-DWA-00-037 on Procurement of Goods and Services for small purchases states: 
 

1. Small Purchases
 

In order to promote efficiency and economy in contracting, a simplified purchase process for procurements of less than $50,000 is allowed. The process provides for relatively simple and informal methods that are sound and appropriate for the specific type of procurement involved.

The following guidelines for small purchases will apply:

 

$25,000 - $50,000 - Requires, at a minimum, three (3) formal written quotations from vendors.

 

$1,000 - $24,999 - Requires, at a minimum, three (3) documented verbal quotations and must be documented in writing.

 

Other examples of acceptable documentation for small purchases of less than the amounts indicated above are sales receipts, or current catalogs with price lists.

 

A proposed small purchase or contract for an amount above the simplified procurement threshold may not be divided into several purchases or contracts for lesser amounts in order to circumvent the threshold limits described above.



	F.1.PRG - Internal Control Review
Procedure Step:
Consultants

	Procedures:

If any consultants were used, obtain copies of the agreements and complete the "Consultant Supplemental Questionnaire."

Purpose:

To ensure the Contractor maintained documentation to support Consultants services billed to CSS. 

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.2:
 

Consultant Services – contracts detailing the nature and scope of services to be provided, time and attendance records, billing rates, travel vouchers detailing purpose, time and location of travel, purchase orders and invoices for supplies and invoices or other supporting documentation detailing the nature of services provided.   CONTRACTOR shall also maintain copies of federal form 1099, establishing that payments to consultants were reported to federal and State taxing agencies.


	F.2.PRG - Non-Payroll Expenditures
Procedure Step:
Select Sample

	Procedures:

Obtain copies of the Agency's latest invoices per program (paid by CSS) and perform the following:

· Trace and agree the Agency's invoices to the Agency's YTD general ledgers/expenditure reports. 

· Verify that the invoices were submitted by the 10th calendar day following the invoiced month’s end. 

· Verify the accuracy of the Agency's invoices by recalculating the expenditures. 

· Based on the auditor's assessment of the Agency's risk and internal controls, select a sample (at minimum 10 for ARRA and 5 for Formula) transactions per program) of non-payroll expenditures from the Agency's general ledgers/expenditure reports.  Use auditor judgment to determine whether to expand sample size.  

· If indirect cost, Individual Training Account (ITA), travel/mileage, subcontractors, consultants, Participants' Wages, or support services expenditures were charged in any of the months, select those expenditures to test. 

· Review the Agency's YTD general ledgers and look for and include in the expenditure sample the following: 

1. Any duplicate posting or disallowed costs (bad debts, interest, political activities, fundraising, donations, penalties, fines, etc.) 

2. Any large or unusual purchases especially in July 2009.  

· Scan in the Agency's general ledgers/expenditure reports for testwork. 
Purpose:

To verify the Contractor is submitting invoices to CSS timely and in compliance with regulatory guidelines. In addition, to verify that their invoices are supported by their financial records. 

Criteria:

FY 2009-10 WIA Youth [A/DW] County Contract, Part II, Section 20.0 [21.0]:
20.0    CONTRACT ACCOUNTING AND FINANCIAL REPORTING
 

20.1    CONTRACTOR shall establish and maintain an accounting system including internal controls and financial reporting, which shall meet the minimum requirements for Contract Accounting as described in Exhibit D, Attachment X, Auditor-Controller Contract Accounting and Administration Handbook.
 

20.2    CONTRACTOR shall maintain supporting documentation for all accruals reported.  Accruals which are not properly supported may be disallowed upon audit.
 

20.2.1 All accruals must be reported to the COUNTY on a quarterly basis.  In the event a CONTRACTOR is not on the accrual basis of accounting, then an analysis of accruals must be made based on the documentation on hand.  
 

20.3    CONTRACTOR shall submit the following reports for the Program to COUNTY:
 

            20.3.1 Fiscal Reporting:
 

20.3.1.1   Monthly Fiscal Reporting Forms are due by the tenth (10th) calendar day of the month, following the month covered in the report.
 

                      20.3.1.2    Expenditure Closeout Report:  Two (2) copies of a final fiscal close-out report, to be submitted in the form and manner designated by COUNTY CMM, with a deadline to be announced for the program, including the reporting of expenses and accruals through the last day of the program year.
 

20.3.1.3    If the Contract is terminated or cancelled prior to June 30th, the final closeout report shall be for the contract period with an end date of either the Contract termination or cancellation date.  Two (2) copies of such, which shall include the final invoice and the final closeout report, shall be submitted within the designated timeframe, which is to be determined by the COUNTY, after the termination/cancellation date to COUNTY’s Program Accounting Division.
          
           


	F.2.PRG - Non-Payroll Expenditures
Procedure Step:
Review Supporting Documents

	Procedures:

Trace and agree the expenditures to its supporting documentation, such as original invoices, purchase orders, packing slips and cancelled checks.  

· Verify the accuracy of the supporting documentation.

· Verify that the costs were allocated appropriately among the various programs, if applicable.  (NOTE: Refer to the Agency's Cost Allocation Plan)

· Verify that the invoices and other supporting documentation were stamped "PAID" as required.

· Verify that the expenditures were properly approved by authorized personnel as required by the Agency's accounting and procurement policies [NOTE: If purchases exceed $1,000, ensure the Agency documented a minimum of three price quotes and/or conducted the appropriate method of cost/price analysis as required by regulatory guidelines.  For purchases over $5,000, ensure that the Agency obtained a separate written approval from CSS and EDD.] 

· Verify that the charges were provided for in the latest approved budget (in the County contract).

· Determine whether expenditure is allowable under the County contract and the item or service is reasonable and necessary and directly or indirectly benefits the program.  

· Verify whether canceled checks contain two authorized signatures.

For Quarterly Expenditure Accruals and Stand-in Costs, verify the following:

· That the Agency reported all expenditure accruals and stand-in costs to the County on a quarterly basis and that adequate documentation were maintained to support all the accruals reported as required by the County contract. 

· That quarterly expenditure accruals and stand-in costs are not billed to CSS.  Specifically they should not be included in the "Request for Cash."

For Rent Expenditures, obtain a copy of the approved rental/lease agreement and verify the following:

· That the charges were provided for in the latest approved budget.

· That there is supporting documentation to support that the space costs are not being charged to the program in excess of 100% if the agency is funded by other sources.

· Where there is any relationship between the landlord and anyone in the Agency.  If so, determine whether the amount of the monthly space cost charged is calculated based on the depreciation or usage allowance according to the OMB Circular A-87 or OMB Circular A-122.

· Determine whether anyone on the Board have any financial interest in the building.

· Determine whether the cost of space appear to be reasonable.  

· Review supporting documentation of any fair market assessment of the space.  In addition, evaluate the reasonableness of how the space was selected and how rent was determined.

For consultant expenditures, obtain a copy of the agreement, timecards and other receipts to support the consultant expenditures (see A-C Contract Accounting and Administration Handbook). (If invoices are vague, ask for supporting documentation to ensure that expenses paid for claims against the County are not billed) NOTE: ENSURE THAT RFP/EDD/MONITORING APPEAL RELATED CHARGES ARE NOT BILLED TO THE COUNTY.  IF BILLED TO CSS, DISALLOW ALL COST ASSOCIATED WITH THE APPEALS.  As of December 1, 2009, CSS indicated that the following agencies filed for appeals:  

1. LA WORKS (EDD) 

2. HUB CITIES (CSS/EDD) 

3. CAREER PARTNERS (RFP) 

4. COMPTON CAREERLINK (RFP) 

5. MANAGED CAREER SOLUTIONS (RFP) 

 

For subcontractor's expenditures, obtain a copy of the agreement and determine whether the Agency adequately monitored the subcontractor's expenditures.  If not monitored, then obtain supporting documentation, such as timecards, invoices, etc., to support the subcontractor's expenditures. 

 

For mileage expenditures, verify that the claims were signed by the employee and supervisor and that the claims identified points of destination, odometer readings, miles claimed, dates and purpose to support the expenditures.  

 

For out-of-town travel expenditures, verify that there was prior authorization and proper documentation to support the charges.  

 

For property purchases, see Part I, Sections 2.0 and 9.0 [13.0] of the FY 2009-10 Youth [Adult/DW] County contract.

 

For Individual Training Account (ITA) expenditures:

· Obtain and review the Agency's policies and procedures governing the establishment, tracking and payment of ITAs.

· Verify that only approved vendors, courses and prices were used.

· Verify that the payments were made according to the Agency's policies and procedures.  Specifically, ensure that refunds are appropriately accounted for if a client discontinues a training program.

· Verify that the Agency executes and maintains signed vendor agreements for the ITAs.

For Agency's that bill for profit, recalculate profit billed by the Agency to verify correctness and accuracy according to the Agency's approved budgeted rate. 

 

If the Agency has a contract with a vendor, determine whether the invoiced amount agreed with the amount per contract.

· Obtain a copy of the cancelled check used to pay the vendor and trace and agree the payee on the cancelled check to the check endorsement.  

For Indirect Costs, obtain and review the Agency's Indirect Cost Rate Plan

· If the Agency has an Indirect Cost Rate that has been approved by a federal cognizant agency, obtain, review and scan in approval letter with approved (or provisional) rates.

· Recalculate indirect costs billed by the Agency to verify correctness and accuracy according to the examined rate.

· If the Agency does not have an approval letter, inquire whether Agency has had the Indirect Cost Rate Plan audited. If so, obtain, review and scan in auditor's report. Recalculate indirect costs billed by the Agency to verify correctness and accuracy according to the audited rate. 

· If the Agency does not have an approval letter or an audited Indirect Cost Rate Plan, examine the Plan, request supporting documentation on a test basis, and review for reasonableness. Recalculate indirect costs billed by the Agency to verify correctness and accuracy according to the examined rate. 

Purpose:

 To ensure that the Agency billed the program actual costs incurred for allowable and reasonable expenditures and within the approved budgeted amounts.  In addition, to ensure that the expenditures are adequately supported by documentation.

Criteria:

 Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.2:

 

 Supporting Documentation
 

All revenues and expenditures shall be supported by original vouchers, invoices, receipts, or other documentation and shall be maintained in the  manner described herein.

 

Invoices, receipts and canceled checks will be required to support an outlay of funds.  Unsupported disbursements will be disallowed on audit.  CONTRACTOR will be required to repay COUNTY for all disallowed costs.  Photocopied invoices or receipts, any internally generated documents (i.e., vouchers, request for check forms, requisitions, canceled checks, etc.), and account statements do not constitute supporting documentation for purchases.
 

Supporting documentation is required for various types of expenditures as follows:

 

Payroll – time and attendance records signed by the employee and approved in writing by the supervisor, time distribution records by program accounting for total work time on a daily basis for all employees, records showing actual expenditures for Social Security and unemployment insurance, State and federal quarterly tax returns, federal W-2 forms, and federal W-4 forms.

 

Consultant Services – contracts, time and attendance records, billing rates, travel vouchers detailing purpose, time and location of travel, purchase orders and invoices for supplies and invoices or other supporting documentation detailing the nature of services provided. 

 

Travel – travel policies of the CONTRACTOR (written); travel expense vouchers showing location, date and time of travel, purpose of trip, and rates claimed; vehicle mileage logs showing dates, destination and headquarters, purpose of trip, and mileage.  Travel related to conferences should include conference literature detailing purpose of the conference.  Reimbursement rates for mileage shall not exceed applicable federal guidelines.

 

Reimbursement for actual receipts or per diem rates for meal expenses shall not exceed the maximum County's reimbursement rate for employees. 

 

Receipts shall be required for lodging for approved out-of-town travel dates.  Maximum reimbursable lodging amount is the maximum County's reimbursement rate for employees for a single occupancy hotel accommodation.

 

Operating Expenses (e.g., utilities, office supplies, equipment rentals, etc.) – bona fide contracts or lease agreements, if any, and invoices and receipts detailing the cost and items purchased will constitute the primary supporting documentation.  For internal control purposes, the CONTRACTOR may maintain vouchers, purchase orders, requisitions, stock received reports, bills of lading, etc.

 

Outside Meals - receipts and/or invoices for all meals, a record of the nature and purpose of each meal, and identification of the participants.

 
Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.3:

 

Payments to Affiliated Organizations or Persons
 

CONTRACTOR shall not make payments to affiliated organizations or persons for program expenses (e.g., salaries, services, rent, etc.) that exceed the lower of actual cost or the reasonable cost for such expenses.  A reasonable cost shall be the price that would be paid by one party to another when the parties are dealing at arm's length (fair market price).

 

Organizations or persons (related parties) related to the CONTRACTOR or its members by blood, marriage, or through legal organization (corporation, partnership, association, etc.) will be considered affiliated for purposes of this Agreement.  County shall be solely responsible for the determination of affiliation unless otherwise allowed and approved by the State or federal agencies.

 

Payments to affiliated organizations or persons will be disallowed on audit to the extent the payments exceed the lower of actual costs or the reasonable costs for such items.

 

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 7.0: 

 

            Subcontracts
 

No CONTRACTOR shall subcontract services without the prior written consent of the County. 

 

CONTRACTOR shall provide County with copies of all executed subcontracts and shall be responsible for the performance of their subcontractors.

 

 

For additional requirements, refer to the A-C Contract Accounting and Administration Handbook, OMB Circular A-87 (governmental entities) and OMB Circular A-122 (non-profit organizations).  

 

 

FY 2009-10 WIA County contract, Part I, Sections:
 

2.0       ACQUISITION OF EQUIPMENT

 

2.1             CONTRACTOR shall obtain at least three (3) bids in writing prior to purchasing equipment over $5,000 per unit in value as approved in the WIA Adult and Dislocated Worker Budgets (Exhibit B), and any addendum thereto, and must purchase from the lowest bidder, unless a written waiver is requested by the CONTRACTOR and approved by the COUNTY in writing.

 

2.2             Any purchase of equipment in the amount of $5,000 or more per unit shall require prior written approval by the COUNTY and the State.  

 

2.3             All equipment costing over $5,000 and having a life expectancy of more than one (1) year shall be properly identified and inventoried as specified in the Auditor-Controller Contract Accounting and Administration Handbook (Exhibit D, Attachment X) and shall be charged at its actual price, deducting all cash discounts, rebates, and allowances received by Contractor.
 

2.4             These provisions shall apply to leasing as well as to purchasing equipment.  
 

2.5             Title to such equipment shall be vested in the COUNTY and/or State in accordance with Program regulations.
 

2.6       Purchase and Invoice Deadlines:

 

 

2.6.1   Invoices which have not been submitted for payment prior to the termination of this Contract must be forwarded to the Departments’ Fiscal Section within sixty (60) business days after the Contract termination or they may not be honored.  Exceptions to the preceding restrictions/limitations require prior written approval by the Director.
 

2.7       During the term of this Contract, where equipment is purchased by the Department and furnished to the CONTRACTOR to assist in providing services under the terms of this Contract, said equipment, whether fixed or non-fixed, is to be transferred or returned to the Department at the request of the Director.
 

8.0       OUT-OF-TOWN TRAVEL [12.0 A/DW Contract]
 

CONTRACTOR shall not incur any Contract expenditure for travel outside Los Angeles County without prior written approval of the COUNTY.  Such expenditures must be program related.  Expenditures of funds without prior approval will result in withheld payments, or will possibly be deemed a disallowed cost.

 

9.0    PROPERTY [13.0 A/DW Contract]
 

9.1    Unless otherwise provided for in this Section 9.0, property refers to all assets, capitalized or non-capitalized, used in operation of this Contract.  Property that is capitalized is referred to as property, plant, and equipment.  Property includes, but is not limited to, land, buildings, improvements, machinery, vehicles, furniture, tools, intangibles.  Property does not include consumable office supplies such as paper, pencils, typing ribbons, file folders.

 

9.2    Property meeting all of the following criteria is subject to the capitalization requirements.  Such property must:

 

9.2.1 Have a normal useful life of at least one (1) year.

 

9.2.2 Have a unit acquisition cost of at least $5,000 (e.g., four identical assets, which cost $3,000 each, for a $12,000 total would not meet this capitalization requirement); and 

 

9.2.3 Be used to conduct business under this Contract.

 

9.2.4 As used in this Contract, the term "equipment" shall refer only to capitalized property.

 

 

FY 2009-10 WIA County contract, Part II, Sections:
 

66.0    SUBCONTRACTING [65.0 Youth contract]
 

66.1    The requirements of this Contract may not be subcontracted by CONTRACTOR without the advance written approval of COUNTY.  Any attempt by CONTRACTOR to subcontract without the prior consent of COUNTY may be deemed a material breach of this Contract.

 

66.2    If CONTRACTOR desires to subcontract, CONTRACTOR shall provide the following information promptly at COUNTY’S request:

 

66.2.1 A description of the work to be performed by the Subcontractor;

 

66.2.2 A draft copy of the proposed subcontract; and

 

66.2.3 Other pertinent information and/or certifications requested by COUNTY.

 

66.3    CONTRACTOR shall indemnify and hold COUNTY harmless with respect to the activities of each and every Subcontractor in the same manner and to the same degree as if such Subcontractor(s) were CONTRACTOR employees.

 

66.4    CONTRACTOR shall remain fully responsible for all performances required of it under this Contract, including those that CONTRACTOR has determined to subcontract, notwithstanding COUNTY’S approval of CONTRACTOR'S proposed subcontract.

 

66.5    COUNTY’S consent to subcontract shall not waive COUNTY’S right to prior and continuing approval of any and all personnel, including Subcontractor employees, providing services under this Contract.  CONTRACTOR is responsible to notify its Subcontractors of this COUNTY right.

 

66.6    COUNTY’S CMM will notify CONTRACTOR with respect to approval of any subcontract and Subcontractor employees.

 

66.7    CONTRACTOR shall obtain the following from each Subcontractor before any Subcontractor employee may perform any work under any subcontract to this Contract.  CONTRACTOR shall maintain and make available upon request of CMM all the following documents:

 

66.7.1 An executed Exhibit D, Attachment VIII, “CONTRACTOR Employee Acknowledgment and Confidentiality Agreement,” executed by each Subcontractor and each of Subcontractor’s employees approved to perform work hereunder.

 

66.7.2 Certificates of Insurance which establish that the Subcontractor maintains all the programs of insurance required by Part I, Section 4.2, Insurance Coverage Requirements, of this Contract, and

 

66.7.3 The Tax Identification Number of the subcontracting agency to be placed on the signature page of the subcontract.  This Tax Identification Number shall not be identical to CONTRACTOR'S Tax Identification Number.

 

66.8    CONTRACTOR shall provide CMM with copies of all executed subcontracts after CMM’s approval.

 

66.9    No subcontract shall alter in any way any legal responsibility of CONTRACTOR to COUNTY.  CONTRACTOR shall remain responsible for any and all performance required of it under this Contract, including, but not limited to, the obligation to properly supervise, coordinate, and perform all work required hereunder.

 

66.10  Notwithstanding any other provision of this Contract, the parties do not in any way intend that any person or entity shall acquire any rights as a third party beneficiary of this Contract.

 

66.11  CONTRACTOR shall be solely liable and accountable for any and all payments and other compensation to all Subcontractor’s engaged hereunder and their officers, employees, and agents.  COUNTY shall have no liability or responsibility whatsoever for any payment or other compensation for any Subcontractors or their officers, employees, and agents.



	F.4.PRG - Office Space Costs
Procedure Step:
Identify Locations

	Procedures:

Identify the costs directly charged to the program that are associated with office space (i.e., lease, rent, and building depreciation).

 

 
Purpose:

To identify the office space billed to the program.



	F.4.PRG - Office Space Costs
Procedure Step:
Test Amounts



	Procedures:

Obtain and scan any lease/mortgage agreements.

 

· For rented/leased locations, trace and agree the total amount paid (from cancelled check) with the amount indicated in the rental/lease agreement. 

 

· For owned locations, trace and agree the Agency's charges for depreciation to depreciation schedule and evaluate appropriateness.

 

For owned locations, test interest amounts charged to the program for the building for reasonableness (e.g., cannot charge interest related to refinancing/cash out of property).

 

· For property purchased or leased during the current fiscal year:

 

Obtain, scan, and review any fair market assessment of the space. In addition, evaluate the reasonableness of how the space was selected and how rent was determined.

Purpose:

To ensure that the Agency charged appropriate rates for the rented office space.

Criteria:

OMB Circular A-122 has various regulations regarding the billing of the office space to the Department.  In addition, A-C Handbook requires office space to be allocated on an equitable basis.  

 

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.3:  
 

3.3             Payments to Affiliated Organizations or Persons
 

CONTRACTOR shall not make payments to affiliated organizations or persons for program expenses (e.g., salaries, services, rent, etc.) that exceed the lower of actual cost or the reasonable cost for such expenses.  A reasonable cost shall be the price that would be paid by one party to another when the parties are dealing at arm's length (fair market price).

 

Organizations or persons (related parties) related to the CONTRACTOR or its members by blood, marriage, or through legal organization (corporation, partnership, association, etc.) will be considered affiliated for purposes of this Agreement.  County shall be solely responsible for the determination of affiliation unless otherwise allowed and approved by the State or federal agencies.

 

Payments to affiliated organizations or persons will be disallowed on audit to the extent the payments exceed the lower of actual costs or the reasonable costs for such items.



	F.4.PRG - Office Space Costs
Procedure Step:
Identify Related Party


	Procedures:

· Inquire with management whether any locations are rented/leased from related party.

· Select sample of rented or leased location(s) and review Lexis-Nexis to determine whether the owner is related to Agency owners, board members, or management.  

· If related party, verify that amount charged to program did not exceed owner's actual cost.

Purpose:

To ensure that the rates charged by the Agency are appropriate.

Criteria:

OMB Circular A-122 has various regulations regarding the billing of the office space to the Department.  In addition, A-C Handbook requires office space to be allocated on an equitable basis.  
 

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.3: 
 

 

3.3             Payments to Affiliated Organizations or Persons
 

CONTRACTOR shall not make payments to affiliated organizations or persons for program expenses (e.g., salaries, services, rent, etc.) that exceed the lower of actual cost or the reasonable cost for such expenses.  A reasonable cost shall be the price that would be paid by one party to another when the parties are dealing at arm's length (fair market price).

 

Organizations or persons (related parties) related to the CONTRACTOR or its members by blood, marriage, or through legal organization (corporation, partnership, association, etc.) will be considered affiliated for purposes of this Agreement.  County shall be solely responsible for the determination of affiliation unless otherwise allowed and approved by the State or federal agencies.

 

Payments to affiliated organizations or persons will be disallowed on audit to the extent the payments exceed the lower of actual costs or the reasonable costs for such items.



	F.5.PRG - Fixed Assets (FA) and Equipment
Procedure Step:
Review Inventory Listing

	Procedures:

Obtain the Agency's listing of fixed assets and equipment and conduct the following:

· Verify that the list is the same as the one on file with DCSS (If not available, compare to inventory listing provided during previous year's monitoring review).  If different, determine and validate the cause of the variance.

· Verify whether the inventory list contained all the required information:
· Description

· Serial Number

· Source

· Who Holds Title

· Use/Condition

· Acquisition Date

· Cost

· % of Federal Participation 

· Location

· Disposition Date/Sale Price

· Rate of Depreciation, if applicable
Purpose:

To ensure that the fixed assets and equipment inventory listing contained all the required information.  

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part B, Section 4.3:
 

4.3       Asset Identification and Inventory

All capital assets and non-capital asset equipment purchased with Contract funds are to be used solely for the benefit of the Contract and should be appropriately tagged.

Each CONTRACTOR shall maintain a current listing of capital assets and non-capital asset equipment, including the item description, serial number, date of purchase, acquisition cost and source(s) of funding.                                                                                                                                                                                  An inventory of all capital assets and non-capital asset equipment should be conducted at least once each year to ensure that all capital assets and non-capital asset equipment items are accounted for and maintained in proper working order.

 

FY 2009-10 WIA YOUTH [A/DW] COUNTY CONTRACT, PART I, SECTION 9.0 [13.0]:
 

9.0       PROPERTY
 

9.1      Unless otherwise provided for in this Section 9.0, property refers to all assets, capitalized or non-capitalized, used in operation of this Contract.  Property that is capitalized is referred to as property, plant, and equipment.  Property includes, but is not limited to, land, buildings, improvements, machinery, vehicles, furniture, tools, intangibles.  Property does not include consumable office supplies such as paper, pencils, typing ribbons, file folders.

 

9.2       Property meeting all of the following criteria is subject to the capitalization requirements.  Such property must:

 

9.2.1   Have a normal useful life of at least one (1) year.

 

9.2.2   Have a unit acquisition cost of at least $5,000 (e.g., four identical assets, which cost $3,000 each, for a $12,000 total would not meet this capitalization requirement); and 

 

9.2.3   Be used to conduct business under this Contract.

 

9.2.4   As used in this Contract, the term "equipment" shall refer only to capitalized property.

 

9.3       Non-capitalized property are those items which do not meet all three (3) requirements in Sub-sections 9.2.1 – 9.2.3 above. 

 

9.4       Additions, improvements, and betterments to assets meeting all of the conditions in Sub-section 9.2 above must be capitalized.  Additions typically involve physical extensions of existing units.  Improvements and betterments typically do not increase the physical size of the asset.  Instead, improvements and betterments enhance the condition of an asset (e.g., extend life, increase service capacity, and lower operating costs).  Examples of assets that might be improved and bettered include roads, bridges, curbs and gutters, tunnels, parking lots, streets and sidewalks, drainage, and lighting systems.

 

9.5       Intangibles are property which lack physical substance but give valuable rights to the owner and can be capitalized or non-capitalized.  Examples of intangible property include patents, copyrights, leases, and computer software.  By contrast, hardware consists of tangible equipment (e.g., computer printer, terminal, etc.).  Costs include all amounts incurred to acquire and to ready the intangible asset for its intended use.  Typical intangible property costs include the purchase price, legal fees, and other costs incurred to obtain title to the asset.

 

9.6       The CONTRACTOR shall record the following information when property is acquired:

 

9.6.1   Date acquired;

 

9.6.2   Property description (include model number);

 

9.6.3   Property identification number (serial number);

 

9.6.4   Cost or other basis of valuation; 

 

9.6.5   Fund source; and

 

9.6.6   Rate of depreciation (or depreciation schedule), if applicable.
 

9.7       The CONTRACTOR shall keep track of property purchased with Contract funds, whether capitalized or not.  The CONTRACTOR shall submit to COUNTY, upon request and annually with the Expenditure Closeout Report, a current inventory of property furnished or purchased by the CONTRACTOR with funds awarded under the terms of this Contract or any predecessor agreement for the same purpose.  CONTRACTOR shall maintain an annual inventory of property furnished or purchased by the Subcontractor with funds awarded under the terms of this Contract or any predecessor agreement for the same purpose.  The CONTRACTOR shall reference Exhibit F, Attachment XIV, “Fixed Assets/Equipment Purchase Requirements” document and use Exhibit F, Attachment XV, “Inventory Control Form” to report property to the COUNTY.

 

9.8       Prior to disposal of any property purchased by CONTRACTOR with funds from this Contract or acquired by CONTRACTOR under any predecessor agreement for the same purpose, CONTRACTOR must obtain approval from COUNTY regardless of the acquisition value.  Disposition, which includes sale, trade-in, discarding, or transfer to another agency may not occur until approval is received from COUNTY.  CONTRACTOR shall reference Exhibit F, Attachment XIV, “Fixed Assets/Equipment Purchase Requirements” to dispose of property.

 

9.9       CONTRACTOR shall immediately report the loss, destruction, or theft of property purchased with funds from this Contract or acquired by CONTRACTOR under any predecessor agreement for the same purpose to COUNTY upon notice that such event has occurred.  CONTRACTOR shall promptly investigate and fully document the loss, destruction, or theft of such property.  Such documentation shall be provided to COUNTY within five (5) days following such loss, destruction, or theft and should be mailed to the attention of CMM at: County of Los Angeles Community and Senior Services, Contracts Management Division, 3175 West Sixth Street, Box 24, Los Angeles, CA  90020.

 

9.10    The COUNTY reserves title to all grant-purchased or financed property not fully consumed in the performance of this Contract, unless otherwise required by Federal law or regulations or as otherwise agreed by the parties.

 

9.11    CONTRACTOR shall exercise due care in the use, maintenance, protection, and preservation of property purchased with funds from this Contract or acquired by CONTRACTOR under any predecessor agreement for the same purpose during the period of the project, and shall assume responsibility for replacement or repair of such property during the period of the project, until the CONTRACTOR has complied with all written instructions from the COUNTY regarding the final disposition of the property.

 

9.12    In the event of CONTRACTOR'S dissolution or upon termination of this Contract, CONTRACTOR shall provide a final property inventory to COUNTY.  COUNTY reserves the right to require CONTRACTOR to transfer such property to another entity, including but not limited to the COUNTY or the State.

 

9.13    To exercise the above right, no later than one-hundred forty (140) days after termination of the Contract or notification of the CONTRACTOR'S dissolution, COUNTY will issue specific written disposition instructions to CONTRACTOR.

 

9.14    CONTRACTOR shall use property purchased with funds from this Contract, or acquired by CONTRACTOR under any predecessor agreement for the same purpose, for the purpose for which it was intended under the Contract.  When no longer needed for that use, CONTRACTOR shall use it, if needed, and with written approval of COUNTY for other purposes in this order:

 

9.14.1 Another program providing the same or similar service; or

 

9.14.2 State/Federally-funded program.

 

9.15    CONTRACTOR may share use of the property and equipment or allow use by other programs, upon written approval of COUNTY.  As a condition of the approval, COUNTY may require reimbursement under this Contract for its use.

 

9.16    CONTRACTOR shall not use equipment or supplies acquired under this Contract with Federal and/or State monies for personal gain or to usurp the competitive advantage of a privately-owned business entity.

 

9.17    If purchase of equipment is a reimbursable item, the equipment to be purchased will be specified in the Budget.

 

9.18    Any vehicles purchased with grant funds received through the COUNTY in previous contract years and which are currently in the possession of CONTRACTOR shall be registered in the name of CONTRACTOR only.

 

9.19    CONTRACTOR indemnifies COUNTY for any loss resulting from the operation of any equipment purchased with grant funds received through COUNTY during this, or any previous, contract period.

 

9.20    Capital Improvements:
CONTRACTOR shall assure that no funds provided under this Contract are used for the purchase or improvement of land or for the purchase or construction of any improvement to any building or facility, unless specifically approved in writing by the COUNTY Program Director or her/his designee.

 

 

FY 2009-10 WIA COUNTY CONTRACT, PART II, SECTIONS:  
 

20.3.5 Property/Capital Expenditures: [21.3.5 in A/DW contract]
 

            All property costing five thousand dollars ($5,000.00) or more purchased with Program funds requires prior written permission from the State and the COUNTY Project Director or designee and may be depreciated and tagged and tracked as property of the Los Angeles County Workforce Investment Act (WIA) Programs.
 

20.3.6 Nonexpendable Property: [21.3.6 in A/DW contract]
 

20.3.6.1    CONTRACTOR shall maintain a record for each item of nonexpendable property acquired for this program with Program monies.  Non-expendable property shall include tangible personal property including but not limited to, office equipment, as well as any funds derived from the sale or disposition of non-expendable property.
 

20.3.6.2    Any utilization of funds derived from the sale or disposition of nonexpendable property must have prior approval of COUNTY and otherwise comply with all applicable laws and regulations.
 

20.3.6.3    In case of termination of this Contract, COUNTY reserves the right to determine the final disposition of said nonexpendable property acquired for this program.  Said disposition may include but is not limited to, COUNTY taking possession of said nonexpendable property.
 

 

36.0    FIXED ASSETS [37.0 in A/DW contract]
 

Title to all fixed assets purchased with COUNTY funds designated by COUNTY for that purpose under this Contract shall remain with COUNTY.  A “Fixed Asset” is defined hereunder as any equipment costing Five Thousand Dollars ($5,000) or more, with a useful life of more than one year - see Exhibit D, Attachment XV, Fixed Assets/Equipment Purchase Requirements.  Such assets shall be maintained, repaired and kept track of by completing an Inventory Control Form, Exhibit D, Attachment XVI, by CONTRACTOR during the term of this Contract.  CONTRACTOR shall provide an accounting of such assets at the termination or expiration of this Contract and shall deliver same to COUNTY upon COUNTY’S written request.  CONTRACTOR shall abide by the policy set forth in Exhibit D, Attachment XV, Fixed Assets/Equipment Purchase Requirements.


	F.5.PRG - Fixed Assets (FA) and Equipment
Procedure Step:
Select Sample

	Procedures:

Select a sample of ten (10) (minimum) equipment items from the inventory list and ensure the following:

· Verify that the property was tagged with County property tags.

· Verify that the property was located at the designated physical location.

· Verify that the employee assigned the property maintained possession of the property.

· Verify that the property was used for the WIA program(s).  If used for other programs, determine the amount of time used for the other non-WIA programs and ensure that the costs were allocated appropriately.

· For purchase/lease of equipment over $5,000 after July 1, 2007:
· Verify that the agency has an approval letter from CSS and the EDD as required by the County contract.

· Verify that the orders and bids are on file for purchased equipment.

· Trace and agree payments to vendors to cancelled checks.  
· Verify that the rental, lease and/or purchase of the items, if any, were provided for in the approved budget.
Purpose:

To determine whether the Agency's fixed assets and equipment purchases made with WIA funds are used for the WIA programs and safeguarded.

Criteria:

FY09-10 Contract:

Attachment XV--FIXED ASSETS/EQUIPMENT PURCHASE REQUIREMENTS
 

I.    Fixed Assets/Purchases
 

Fixed assets: equipment with a value > $5,000.
Non-fixed assets: equipment with a value < $5,000, but  > $500.
 

A.     Procurement of Fixed Assets (Computer equipment/supplies, furniture, vehicles, etc.)
 
1.      Equipment inventory requirements for items purchased with program funds are contained in the Fixed Assets Section of the Standard Terms and Conditions of the contract.  All contractors must adhere to the applicable Code of Federal Regulations (CFR) and/or Federal Office of Management Budget (OMB) Circulars that include: CFR Title 29 Parts 95 and 97, and OMB Circulars A-21, A-87, A-102, A-110, A-122 and A-133.  
 

2.      If the program guidelines governing the contracted services indicate that equipment may be purchased, the County has established procurement guidelines that the Contractor must adhere to.
 

i.       Prior to the purchase/acquisition of equipment items, approval must be obtained from the County.  No equipment with a value over $5,000 may be purchased without prior approval from the County and, as mandated by State regulations and guidelines, the County must receive prior approval from the funding source.
 

ii.      The contractor must ensure that the cost of the equipment is reasonable and the item(s) is necessary for the provision of services contracted under this contract.
 

iii.     All equipment purchased with program funds and provided to the Contractor must be used for the benefit of the program for which it was purchased and funded by.
 

B.  Title
 

1.       All equipment purchased in excess of $500 will remain the property of the County until such time as the County approves final disposition of the equipment.
 

2.       At all times titles to vehicles reside with the Federal Pass-through agency and remain the residual property of the Federal government.  
 

II.   INVENTORY REQUIREMENTS
 

         A.  Equipment/Inventory Tracking
 

               1.      The County requires an updated list of all contractors’ inventory and backup, support records (receipts of purchase, purchase orders, etc.) every two years or more frequently, if necessary.  Contractors are to conduct a physical inventory of property and equipment and reconcile the results with the property records at least once every two years, or as necessary. The physical inventory should include all furniture, property, and equipment purchased with contract funds IN EXCESS OF $500.  Since Federal and State funding sources mandate all furniture, property, and equipment must be reported AND properly identified (tagged with County property program identification tags), your agency must complete and submit an Inventory Control Form (see Attachment XVI) that allows the inclusion of all required information (see II. A.2.). If your agency requires property program identification tags and/or Inventory Control Form, contact your County Analyst, who will forward tags and a form to you.  Tags must be affixed to applicable items in an area were they are visible or easily accessible to examine. 
  
2.       Agencies are required to maintain property records that include a description of the property, program tag number, serial number or other identification number, the funding source, the acquisition date, cost of the property, percentage of Federal participation in the cost of the property, property location, use and condition of the property, and any ultimate disposition data, including the date of disposal and sale price of the property, if applicable.  Adequate maintenance procedures must be in place to keep property and equipment in good condition.   
 
3.       Agencies must have in place a control system to ensure adequate safeguards against loss, damage, or theft of the property. Any loss, damage, or theft must be investigated.
 

4.       If no furniture, property, or equipment has been purchased in excess of $500 for the program year, a letter must be submitted for each program year, which indicates no inventory was purchased for your Program(s).  All property and equipment must be tagged and complete tag numbers included on the Inventory Control Form.  This includes furniture, office equipment, computer equipment, and computer or office-related equipment (does not include computer keyboards, mice, etc.).  Use a separate Inventory Control Form for each program OR columns that provide dual sources percentage or dollar splits. Applicable back up support documentation must be “in order” and attached to each Inventory Control Form or separated out by program if dual sources were used to purchase inventory.
 

III.  Inventory Disposal and Salvage Policies and Procedures
 

A.     Federal and State regulations allow salvage and/or surplus items of equipment that are less than $5,000 in the aggregate to be “sold or otherwise disposed of,” with the exception that the following policies and procedures are in place and adhered to at the time of sale, transfer, and/or final disposition of the inventory:
 

1.            Contractors are required to obtain prior approval from Los Angeles County for inventory/salvage disposal or transfer, and have supporting documents for all purchases made with Federal, State, and/or County funds. Your office should be in receipt of purchase orders and/or receipts for all items purchased that are reflected on the inventory form(s); 

 

2.            Inventory that is being transferred after the program (which the inventory was purchased for) has ended or contractor agency closure can only be transferred to another federally funded program.  The inventory must be retagged with identification tags of the new program and a Inventory Control Form submitted which include old and new tag identification numbers; 

 

3.            If inventory will be sold, proper sales procedures must be in place that provide for competition to the extent practicable and result in the highest possible return prior to any sale program inventory.  Income from the sale of salvaged inventory becomes program income.  Prior approval for the use of program income must be obtained from CSS in accordance with contract terms; 

 

4.            Disposition records that include the description of the equipment, current market value, sale date, sale price, and dealer or auctioneer information must be kept for all sale transactions for a minimum of three years;  

 

5.            Sales revenue information resulting from the sale of the inventory must be recorded and kept on file for a minimum of three years; 

 

6.            Contracted agencies may donate salvage inventory as long as the inventory has first been offered and declined by all other County departments and the donation does not create a conflict of interest for Los Angeles County or the contracted agency, i.e., agency employees, or employees' family members, businesses which employ or have a relationship with agency employees or employees' family members, businesses conducting business with the agency, and agency adult and/or youth participants, etc.  Agencies must obtain approval from the County to donate salvage equipment.  Contractors must obtain (from the recipient of the donated item(s)) receipts acknowledging the donated item(s) and forward copies of the receipts to the County within two weeks of the donation.  It is recommended that agencies obtain a liability waiver for donated items; 

 

7.            All items being disposed of, transferred, sold, or donated must include a current fair-market value.  One or more of the following methods can determine the value: Orion Computer Blue Book, professional/expert appraisal, public advertisement, industry quotation, etc.; and, 

 

8.            All inventory records (including purchase orders) must be retained for a minimum of three years from the date of acquisition through final disposition (salvage disposal) and be available for collection and/or viewing, if necessary.  Additionally, all disposal records must be retained for a minimum of five years. 



	F.6.PRG - Subcontractor Monitoring
Procedure Step:
Subcontractor Monitoring

	Procedures:

· Obtain and scan subcontractor agreements, if applicable.

· Obtain and review the fiscal and program monitoring reports

*Determine whether the monitoring is adequate
*Determine any material findings and inquire as to what corrective actions have been taken

 Purpose:

To ensure that subcontractors are properly supervised, coordinated, and performing all the work required by the Contract.

Criteria:

66.0    SUBCONTRACTING [65.0 in Youth contract]
 

66.1    The requirements of this Contract may not be subcontracted by CONTRACTOR without the advance written approval of COUNTY.  Any attempt by CONTRACTOR to subcontract without the prior consent of COUNTY may be deemed a material breach of this Contract.
 

66.2    If CONTRACTOR desires to subcontract, CONTRACTOR shall provide the following information promptly at COUNTY’S request:
 

66.2.1 A description of the work to be performed by the Subcontractor;
 

66.2.2 A draft copy of the proposed subcontract; and
 

66.2.3 Other pertinent information and/or certifications requested by COUNTY.
 

66.3    CONTRACTOR shall indemnify and hold COUNTY harmless with respect to the activities of each and every Subcontractor in the same manner and to the same degree as if such Subcontractor(s) were CONTRACTOR employees.
 

66.4    CONTRACTOR shall remain fully responsible for all performances required of it under this Contract, including those that CONTRACTOR has determined to subcontract, notwithstanding COUNTY’S approval of CONTRACTOR'S proposed subcontract.
 

66.5    COUNTY’S consent to subcontract shall not waive COUNTY’S right to prior and continuing approval of any and all personnel, including Subcontractor employees, providing services under this Contract.  CONTRACTOR is responsible to notify its Subcontractors of this COUNTY right.
 

66.6    COUNTY’S CMM will notify CONTRACTOR with respect to approval of any subcontract and Subcontractor employees.
 

66.7    CONTRACTOR shall obtain the following from each Subcontractor before any Subcontractor employee may perform any work under any subcontract to this Contract.  CONTRACTOR shall maintain and make available upon request of CMM all the following documents:
 

66.7.1 An executed Exhibit D, Attachment VIII, “CONTRACTOR Employee Acknowledgment and Confidentiality Agreement,” executed by each Subcontractor and each of Subcontractor’s employees approved to perform work hereunder.
 

66.7.2 Certificates of Insurance which establish that the Subcontractor maintains all the programs of insurance required by Part I, Section 4.2, Insurance Coverage Requirements, of this Contract, and
 

66.7.3 The Tax Identification Number of the subcontracting agency to be placed on the signature page of the subcontract.  This Tax Identification Number shall not be identical to CONTRACTOR'S Tax Identification Number.
 

66.8    CONTRACTOR shall provide CMM with copies of all executed subcontracts after CMM’s approval.
 

66.9    No subcontract shall alter in any way any legal responsibility of CONTRACTOR to COUNTY.  CONTRACTOR shall remain responsible for any and all performance required of it under this Contract, including, but not limited to, the obligation to properly supervise, coordinate, and perform all work required hereunder.
 

66.10  Notwithstanding any other provision of this Contract, the parties do not in any way intend that any person or entity shall acquire any rights as a third party beneficiary of this Contract.
 

66.11  CONTRACTOR shall be solely liable and accountable for any and all payments and other compensation to all Subcontractor’s engaged hereunder and their officers, employees, and agents.  COUNTY shall have no liability or responsibility whatsoever for any payment or other compensation for any Subcontractors or their officers, employees, and agents.
 

 

4.1       General Insurance Requirements
 

Without limiting CONTRACTOR'S indemnification of the COUNTY during the term of this Contract, CONTRACTOR shall provide and maintain, and shall require all of its Subcontractors to maintain, the programs of insurance specified in this Contract.  Such insurance shall be primary to and not contributing to any other insurance or self-insurance programs maintained by COUNTY.  Such coverage shall be provided and maintained at CONTRACTOR'S own expense.
 

	G.1.PRG - Internal Control Review
Procedure Step:
Assess Internal Controls

	Procedures:

Complete the "Payroll Supplemental Questionnaire."

 
Purpose:

To obtain an understanding of the Agency's payroll process.



	G.2.PRG - Payroll Expenditures
Procedure Step:
Salary Caps

	Procedures:

Obtain a list of employees charged to the WIA programs (both directly and indirectly) and their annual salary, including any bonuses

· Inquire whether any bonuses were, or will be, paid out

· Verify that the employees' salaries are within the federal limitations (see Criteria tab)

· Select sample and verify that the payroll register supports the amounts on the listing.

Purpose:

To ensure that employees being charged to the WIA programs do not exceed federal salary limitations.

Criteria:

Website to find Pay Tables: http://www.opm.gov/oca/09tables/index.asp
http://www.opm.gov/oca/09tables/pdf/ex.pdf
SALARY TABLE NO. 2009-EX 

RATES OF BASIC PAY FOR THE EXECUTIVE SCHEDULE (EX) 

EFFECTIVE JANUARY 2009 

Level I 

$ 196,700 

Level II 

177,000 

Level III 

162,900 

Level IV 

153,200 

Level V 

143,500 

 

 

http://www.opm.gov/oca/08tables/pdf/ex.pdf
SALARY TABLE NO. 2008-EXRATES OF PAY FOR THE EXECUTIVE SCHEDULE (EX)EFFECTIVE JANUARY 2008
Level I $ 191,300
Level II 172,200
Level III 158,500
Level IV 149,000
Level V 139,600

 

EDD Directive WIAD06-18: http://www.edd.ca.gov/Jobs_and_Training/pubs/wiad06-18.pdf
"This directive provides federal guidance under Public Law 109-234 regarding the implementation of the new limitations on salary and bonus payments that can be made with funds appropriated to the Department of Labor (DOL)/Employment and Training Administration (ETA) funded programs. The law sets the limit on salaries and bonuses at a rate equivalent to no more than Executive Level II. A salary table providing this rate is listed on the Federal Office of Personnel Management Web site www.opm.gov under Salaries and Wages. These levels are adjusted annually and the Web site is also updated annually. Effective January 1, 2007, the adjusted salary and bonus limit is set at $168,000 until otherwise advised. "

 

Department of Labor. "Training and Employment Guidance Letter No. 5-06." http://wdr.doleta.gov/directives/attach/TEGL/TEGL05-06.pdf
"None of the funds appropriated in Public Law 109-149 or prior Acts under the heading 'Employment and Training' that are available for expenditure on or after the date of enactment of this section shall be used by a recipient or sub-recipient of such funds to pay the salary and bonuses of an individual, either as direct costs or indirect costs, at a rate in excess of Executive Level 11, except as provided for under section 101 of Public Law 109-149. This limitation shall not apply to vendors providing goods and services as defined in OMB Circular A-133."

 

"However, according to the law this limitation does not apply to "vendors" as defined in OMB Circular A-133. A vendor means a dealer, distributor, merchant, or other seller providing goods or services that are required for the conduct of a Federal program. Characteristics indicative of a payment for goods and services received by a vendor are when the organization: (1) Provides the goods and services within normal business operations; (2) Provides similar goods or services to many different purchasers; (3) Operates in a competitive environment; (4) Provides goods or services that are ancillary to the operation of the Federal program; and (5) Is not subject to compliance requirements of the Federal program."

 

"Individuals can receive payments from funds not impacted by section 7013 in addition to funds that are impacted by 7013. For example an entity may receive funds from other Federal programs, from the state, from municipalities, or even private funds. In those instances the total sum of any employee's salary and bonuses may be higher than Executive

Level 11. However, in instances where funds impacted by section 7013 only pay a portion of the salary, the section 7013-impacted funds may only be charged for the share of the employee's salary attributable to the work on the section 7013-impacted grant or contract. That portion cannot exceed the Executive Level I1 rate. For example, if 25 percent of an employee's time is attributable to work performed under grants covered by the provision and the annual Executive Level II amount is $165,200, no more than $41,300 can be charged to ETA during the year."

 

"Bonuses: The restriction applies to both salaries and bonuses. The sum of all bonuses received over the previous 12-month period when added to the employee's salary may not

at any time exceed the limitation. For example, an employee paid at a $162,000 may not receive bonuses in any 12-month period that exceeds $3,200, assuming the limitation of $165,200."

 

 



	G.2.PRG - Payroll Expenditures

	Procedures:

Select one month of payroll expenditures (select 10% of expenditures or a minimum of five employees) and:

· Trace and agree the payroll expenditures invoiced to DCSS to the Agency's general ledger.

· Trace and agree the Agency's general ledger amount for payroll expenditures to the Agency's payroll register.

· Trace and agree the Agency's payroll register amount to the employees' timecards and:

· Verify that the timecards were signed by both the employee and supervisor in ink.  If electronic timecards, ensure that proper electronic signatures were obtained.

· Verify whether the timecards indicated the hours worked each day by program, as required. 

· Verify that the staff work hours are in accordance with County contract specifications.

· Verify that payroll taxes and fringe benefit costs are being paid as required.

· Review the Agency's Payroll Register and ensure payments other than salaries (e.g., bonuses, severance pays, and retroactive pays) are allowable.
Purpose:

To ensure that the payroll expenditures billed to CSS are adequately supported by the Agency's financial records.

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 2.6:  

  

2.6        Payroll Register 

 

The COUNTY recommends that a Payroll Register be maintained for recording all payroll transactions.  The Register should contain the following:

 

·        Name 

·        Position 

·        Social Security Number 

·        Salary (hourly wage) 

·        Payment Record including: 

- Accrual Period 

- Gross Pay 

- Itemized Payroll Deductions 

- Net Pay Amount 

- Check Number 

 

If a Payroll Register is not used, the information discussed above must be recorded in the cash disbursements journal.
 

	G.2.PRG - Payroll Expenditures
Procedure Step:
Participant Wages

	Procedures:

For the month selected for staff payroll expenditures (select 10% of expenditures or a minimum of five participants), perform the following for participant wages:

· Trace and agree the participants' wages invoice to the Agency's general ledger.

· Trace and agree the participants' wages to the Agency's general ledger to the Agency's payroll register.

· Verify that the participants are WIA/ARRA enrolled participants by checking their names against the Agency's JTA report.

· Trace and agree the Agency's payroll register amount to the participants' timecards.

· Verify whether the timecards are signed by both the participant and the supervisors in ink.

Purpose:

To determine whether payroll expenditures were appropriately charged to the WIA program(s).  

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.2:  

 

3.2       Supporting Documentation

 

All revenues and expenditures shall be supported by original vouchers, invoices, receipts, or other documentation and shall be maintained in the manner described herein.

  

Supporting documentation is required for various types of expenditures as follows:

 

Payroll – time and attendance records signed by the employee and approved in writing by the supervisor, time distribution records by program accounting for total work time on a daily basis for all employees, records showing actual expenditures for Social Security and unemployment insurance, State and federal quarterly tax returns, federal W-2 forms, and federal W-4 forms.

 

Auditor-Controller Contract Accounting and Administration Handbook, Part B, Section 3.0:  

 

3.0       Timekeeping

 

3.1       Timecards

 

Timecards or time reports must be prepared for each pay period.  Timecards or time reports must indicate total hours worked each day by program and total hours charged to each of the CONTRACTOR's programs.  Time estimates do not qualify as support for payroll expenditures and will be disallowed on audit.

 

All timecards and time reports must be signed in ink by the employee and the employee's supervisor to certify the accuracy of the reported time.

 

	G.3.PRG - Personnel Files
Procedure Step:
Pesonnel Policies

	Procedures:

Obtain and review the Agency's Board Approved personnel policies and procedures manual and ensure that it supports the program objectives and personnel practices governing all staff.  In addition, determine whether:   

1. The policy requires a drug-free workplace (Attachment XVIII of the County contract) 
2. Cover recruiting and hiring of staff 
3. Contain a grievance procedure for employees (Part II, Section 11.0 [12.0] of the Youth [A/DW] County contract) 
4. List legal holidays authorized 
5. An Affirmative Action/Civil Rights plan included (Part II, Section 49.0 of the Youth [A/DW] County contract) 

6. Conflict of Interest policy (Part II, Section 17.0 [18.0] of the Youth [A/DW] County contract) 
7. The Agency has non-discrimination in employee policy posted where the public can see it 

8. Support program objective and personnel practices governing all staff 
9. Child/Elder Abuse Prevention Reporting Policy/Procedure (Part II, Section 9.0 [10.0] of the Youth [A/DW] County contract) 

10. Jury Service Policy (Part II, Section 14.0 [15.0] of the Youth [A/DW] County contract) 
 Purpose:

To verify that Agency's personnel policies are in compliance with regulatory guidelines.



	G.3.PRG - Personnel Files
Procedure Step:
Review Personnel Files


	Procedures:

· Complete the "Personnel Supplemental Test-work Schedule" by selecting five employees (including any newly hired employees) who are charging payroll expenditures to the WIA/ARRA program and review each of their personnel files to ensure that the files contain the required documentation:  

1. Criminal Record Clearance, including fingerprinting 

1. Only for public agencies and (Per Jackie Sakane, Contract Compliance - CSS on 3/5/10) 

2. Only for those who deal directly with minors (e.g. Youth Case Managers) (Per Jackie Sakane, Contract Compliance - CSS on 2/5/10) 

2. Citizenship/eligible to work documentation 

3. Valid driver's license, if applicable 

4. Auto insurance, if applicable 

· Identify any volunteers and subcontractors used for the WIA/ARRA.  Ensure that the Agency also obtained criminal record clearances for those volunteers and subcontractors’ employees who come into contact with the WIA/ARRA participants.  

 
Purpose:

To verify the Agency maintains the required documentation for their employees, volunteers and/or subcontractors. 

Criteria:

27.0    CRIMINAL CLEARANCES [28.0 in A/DW contract]
 
27.1    For the safety and welfare of the people served under this Contract, CONTRACTOR must, as permitted by law, ascertain arrest and conviction records for all current and prospective employees, independent contractors, volunteers or Subcontractors who may come in contact with people in the course of their work, volunteer activity or performance of the subcontract and shall maintain such records in the file of each such person.
 
27.2    CONTRACTOR shall immediately notify COUNTY of any arrest and/or subsequent conviction, other than for minor traffic offenses, of any employee, independent contractor, volunteer staff or Subcontractor who may come in contact with children while providing services under this Contract when such information becomes known to CONTRACTOR.
 
27.3    CONTRACTOR shall not engage or continue to engage the services of any person convicted of any crime involving harm to children, or any crime involving conduct inimical to the health, morals, welfare or safety of others, including but not limited to the offenses specified in Health and Safety Code, Section 11590 (offenses requiring registration as a controlled substance offender) and those crimes listed in the Penal Code which involve murder, rape, kidnap, abduction, assault and lewd and lascivious acts.
 
27.4    All CONTRACTOR staff performing work under this Contract shall undergo and pass, to the satisfaction of COUNTY, a background investigation as a condition of beginning and continuing to work under this Contract.  COUNTY shall use its discretion in determining the method of background clearance to be used, which will include but is not limited to fingerprinting.  The fees associated with obtaining the background information shall be at the expense of the CONTRACTOR, regardless if the CONTRACTOR’S staff passes or fails the background clearance investigation.
 
27.5    COUNTY may request that CONTRACTOR’S staff be immediately removed from working on this Contract at any time during the term of this Contract.  COUNTY will not provide to CONTRACTOR or to CONTRACTOR’S staff any information obtained through COUNTY conducted background clearance.
 
27.6    COUNTY may immediately (at the sole discretion of COUNTY), deny or terminate facility access to CONTRACTOR’S staff who do not pass such investigation(s) to the satisfaction of COUNTY whose background or conduct is incompatible with COUNTY facility access.
 
27.7    Disqualification, if any, of CONTRACTOR staff, pursuant to this section 27.0 shall not relieve CONTRACTOR of its obligation to complete all work in accordance with the terms and conditions of this Contract.
 

	H.1.PRG - Close-Out Review
Procedure Step:
Fiscal Year Invoice Amount

	Procedures:

· Trace and agree the Agency's FY 2008-09 Final Close-Out Invoice(s) paid by DCSS to the Agency's FY 2008-09 general ledger. [Note: Per CSS on 12/1/09, it is not required to review the WIA/ARRA SYEP close out invoices]

· If the Final Close-out Invoice amount is different than the Agency's general ledger amount, determine the cause and obtain supporting documentation for the discrepancies.

 

Purpose:

To ensure that the Agency's financial records supported the Agency's expenditures.  

 

	H.1.PRG - Close-Out Review
Procedure Step:
Select Sample

	Procedures:

Select a sample of expenditures billed in FY 2008-09 (NOTE: the sample should include, at minimum, consultant costs and expenditure accruals invoiced during the entire fiscal year) and ensure the following:

· That the agency maintained adequate documentation to support the expenditures. 

· That the shared program expenditures were allowable and appropriately allocated to the benefitted programs. 

· That the expenditures were incurred in the correct program year. 

·  Verify that the accruals reported on the close-out invoice(s) are supported by adequate documentation. 

Review the Agency's FY 2008-09 general ledger and look for the following:

· Any duplicate positing or disallowed costs (bad debts, interest, political activities, fundraising, donations, penalties, fines, etc.) 

· Any large or unusual purchases within the last three months of the program year.  If applicable, review supporting documentation for the transactions in question.
Purpose:

To ensure that there are no duplicate positing or disallowed costs (bad debts, interest, political activities, fundraising, donations, penalties, fines, etc.).

Criteria:

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.2:

 

Supporting Documentation
 

All revenues and expenditures shall be supported by original vouchers, invoices, receipts, or other documentation and shall be maintained in the  manner described herein.

 

Invoices, receipts and canceled checks will be required to support an outlay of funds.  Unsupported disbursements will be disallowed on audit.  CONTRACTOR will be required to repay COUNTY for all disallowed costs.  Photocopied invoices or receipts, any internally generated documents (i.e., vouchers, request for check forms, requisitions, canceled checks, etc.), and account statements do not constitute supporting documentation for purchases.
 

Supporting documentation is required for various types of expenditures as follows:

 

Payroll – time and attendance records signed by the employee and approved in writing by the supervisor, time distribution records by program accounting for total work time on a daily basis for all employees, records showing actual expenditures for Social Security and unemployment insurance, State and federal quarterly tax returns, federal W-2 forms, and federal W-4 forms.

 

Consultant Services – contracts, time and attendance records, billing rates, travel vouchers detailing purpose, time and location of travel, purchase orders and invoices for supplies and invoices or other supporting documentation detailing the nature of services provided. 

 

Travel – travel policies of the CONTRACTOR (written); travel expense vouchers showing location, date and time of travel, purpose of trip, and rates claimed; vehicle mileage logs showing dates, destination and headquarters, purpose of trip, and mileage.  Travel related to conferences should include conference literature detailing purpose of the conference.  Reimbursement rates for mileage shall not exceed applicable federal guidelines.

 

Reimbursement for actual receipts or per diem rates for meal expenses shall not exceed the maximum County's reimbursement rate for employees. 

 

Receipts shall be required for lodging for approved out-of-town travel dates.  Maximum reimbursable lodging amount is the maximum County's reimbursement rate for employees for a single occupancy hotel accommodation.

 

Operating Expenses (e.g., utilities, office supplies, equipment rentals, etc.) – bona fide contracts or lease agreements, if any, and invoices and receipts detailing the cost and items purchased will constitute the primary supporting documentation.  For internal control purposes, the CONTRACTOR may maintain vouchers, purchase orders, requisitions, stock received reports, bills of lading, etc.

 

Outside Meals - receipts and/or invoices for all meals, a record of the nature and purpose of each meal, and identification of the participants.

 

 

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 3.3:

 

             Payments to Affiliated Organizations or Persons
 

CONTRACTOR shall not make payments to affiliated organizations or persons for program expenses (e.g., salaries, services, rent, etc.) that exceed the lower of actual cost or the reasonable cost for such expenses.  A reasonable cost shall be the price that would be paid by one party to another when the parties are dealing at arm's length (fair market price).

 

Organizations or persons (related parties) related to the CONTRACTOR or its members by blood, marriage, or through legal organization (corporation, partnership, association, etc.) will be considered affiliated for purposes of this Agreement.  County shall be solely responsible for the determination of affiliation unless otherwise allowed and approved by the State or federal agencies.

 

Payments to affiliated organizations or persons will be disallowed on audit to the extent the payments exceed the lower of actual costs or the reasonable costs for such items.

 

Auditor-Controller Contract Accounting and Administration Handbook, Part A, Section 7.0: 

  

            Subcontracts
 

No CONTRACTOR shall subcontract services without the prior written consent of the County. 

 

CONTRACTOR shall provide County with copies of all executed subcontracts and shall be responsible for the performance of their subcontractors.

  

For additional requirements, refer to the A-C Contract Accounting and Administration Handbook, OMB Circular A-87 (governmental entities) and OMB Circular A-122 (non-profit organizations).  

 

 

FY 2009-10 WIA County contract, Part I, Sections:
 

2.0       ACQUISITION OF EQUIPMENT

 

2.1             CONTRACTOR shall obtain at least three (3) bids in writing prior to purchasing equipment over $5,000 per unit in value as approved in the WIA Adult and Dislocated Worker Budgets (Exhibit B), and any addendum thereto, and must purchase from the lowest bidder, unless a written waiver is requested by the CONTRACTOR and approved by the COUNTY in writing.

 

2.2             Any purchase of equipment in the amount of $5,000 or more per unit shall require prior written approval by the COUNTY and the State.  

 

2.3             All equipment costing over $5,000 and having a life expectancy of more than one (1) year shall be properly identified and inventoried as specified in the Auditor-Controller Contract Accounting and Administration Handbook (Exhibit D, Attachment X) and shall be charged at its actual price, deducting all cash discounts, rebates, and allowances received by Contractor.
 

2.4             These provisions shall apply to leasing as well as to purchasing equipment.  
 

2.5             Title to such equipment shall be vested in the COUNTY and/or State in accordance with Program regulations.
 

2.6       Purchase and Invoice Deadlines:

 

 

2.6.1   Invoices which have not been submitted for payment prior to the termination of this Contract must be forwarded to the Departments’ Fiscal Section within sixty (60) business days after the Contract termination or they may not be honored.  Exceptions to the preceding restrictions/limitations require prior written approval by the Director.
 

2.7       During the term of this Contract, where equipment is purchased by the Department and furnished to the CONTRACTOR to assist in providing services under the terms of this Contract, said equipment, whether fixed or non-fixed, is to be transferred or returned to the Department at the request of the Director.
 

8.0       OUT-OF-TOWN TRAVEL [12.0 A/DW Contract]
 

CONTRACTOR shall not incur any Contract expenditure for travel outside Los Angeles County without prior written approval of the COUNTY.  Such expenditures must be program related.  Expenditures of funds without prior approval will result in withheld payments, or will possibly be deemed a disallowed cost.

 

9.0    PROPERTY [13.0 A/DW Contract]

 

9.1    Unless otherwise provided for in this Section 9.0, property refers to all assets, capitalized or non-capitalized, used in operation of this Contract.  Property that is capitalized is referred to as property, plant, and equipment.  Property includes, but is not limited to, land, buildings, improvements, machinery, vehicles, furniture, tools, intangibles.  Property does not include consumable office supplies such as paper, pencils, typing ribbons, file folders.
 

9.2    Property meeting all of the following criteria is subject to the capitalization requirements.  Such property must:

 

9.2.1 Have a normal useful life of at least one (1) year.

 

9.2.2 Have a unit acquisition cost of at least $5,000 (e.g., four identical assets, which cost $3,000 each, for a $12,000 total would not meet this capitalization requirement); and 

 

9.2.3 Be used to conduct business under this Contract.

 

9.2.4 As used in this Contract, the term "equipment" shall refer only to capitalized property.

 

 

FY 2009-10 WIA County contract, Part II, Sections:
66.0    SUBCONTRACTING [65.0 Youth contract]

 
66.1    The requirements of this Contract may not be subcontracted by CONTRACTOR without the advance written approval of COUNTY.  Any attempt by CONTRACTOR to subcontract without the prior consent of COUNTY may be deemed a material breach of this Contract.

 

66.2    If CONTRACTOR desires to subcontract, CONTRACTOR shall provide the following information promptly at COUNTY’S request:

 

66.2.1 A description of the work to be performed by the Subcontractor;

 

66.2.2 A draft copy of the proposed subcontract; and

 

66.2.3 Other pertinent information and/or certifications requested by COUNTY.

 

66.3    CONTRACTOR shall indemnify and hold COUNTY harmless with respect to the activities of each and every Subcontractor in the same manner and to the same degree as if such Subcontractor(s) were CONTRACTOR employees.

66.4    CONTRACTOR shall remain fully responsible for all performances required of it under this Contract, including those that CONTRACTOR has determined to subcontract, notwithstanding COUNTY’S approval of CONTRACTOR'S proposed subcontract.

 

66.5    COUNTY’S consent to subcontract shall not waive COUNTY’S right to prior and continuing approval of any and all personnel, including Subcontractor employees, providing services under this Contract.  CONTRACTOR is responsible to notify its Subcontractors of this COUNTY right.

 

66.6    COUNTY’S CMM will notify CONTRACTOR with respect to approval of any subcontract and Subcontractor employees.

 

66.7    CONTRACTOR shall obtain the following from each Subcontractor before any Subcontractor employee may perform any work under any subcontract to this Contract.  CONTRACTOR shall maintain and make available upon request of CMM all the following documents:

 

66.7.1 An executed Exhibit D, Attachment VIII, “CONTRACTOR Employee Acknowledgment and Confidentiality Agreement,” executed by each Subcontractor and each of Subcontractor’s employees approved to perform work hereunder.

 

66.7.2 Certificates of Insurance which establish that the Subcontractor maintains all the programs of insurance required by Part I, Section 4.2, Insurance Coverage Requirements, of this Contract, and

 

66.7.3 The Tax Identification Number of the subcontracting agency to be placed on the signature page of the subcontract.  This Tax Identification Number shall not be identical to CONTRACTOR'S Tax Identification Number.

 

66.8    CONTRACTOR shall provide CMM with copies of all executed subcontracts after CMM’s approval.

66.9    No subcontract shall alter in any way any legal responsibility of CONTRACTOR to COUNTY.  CONTRACTOR shall remain responsible for any and all performance required of it under this Contract, including, but not limited to, the obligation to properly supervise, coordinate, and perform all work required hereunder.

 

66.10  Notwithstanding any other provision of this Contract, the parties do not in any way intend that any person or entity shall acquire any rights as a third party beneficiary of this Contract.

 

66.11  CONTRACTOR shall be solely liable and accountable for any and all payments and other compensation to all Subcontractor’s engaged hereunder and their officers, employees, and agents.  COUNTY shall have no liability or responsibility whatsoever for any payment or other compensation for any Subcontractors or their officers, employees, and agents.



	I.1.PRG - Prior Year Report
Procedure Step:
Obtain Prior Year's Monitoring Report

	Procedures:

Obtain and review a copy of the Agency's prior year's Monitoring Report and Corrective Action Plan (import a copy of the pdf file from the network).

 

In the summary of testwork, list out all the findings and pertinent information.

 

Purpose:

To ensure that prior year's monitoring recommendations are implemented.




