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L. MONITORING OVERSIGHT PROCEDURES
PURPOSE:

This manual contains the San Francisco Office of Economic and Workforce Development (OEWD)
standards for monitoring and oversight. These procedures are developed to standardize guidelines
concerning oversight, evaluation and monitoring.

REFERENCES:

e Section 107 (d) (8) -- PROGRAM OVERSIGHT.—The local board, in partnership with the chief
elected official for the local area, shall— (A)(i) conduct oversight for local youth workforce
investment activities authorized under section 129(c), local employment and training activities
authorized under subsections (c) and (d) of section 134, and the one-stop delivery system in
the local area; and (ii) ensure the appropriate use and management of the funds provided
under subtitle B for the activities and system described in clause (i); and (B) for workforce
development activities, ensure the appropriate use, management, and investment of funds to
maximize performance outcomes under section 116.

e Section 121 (a) (3) Conduct oversight with respect to the one-stop delivery system in the local area.

e Section 123 (a) In General.—From the funds allocated under section 128(b) to a local area, the
local board for such area shall award grants or contracts on a competitive basis to providers of
youth workforce investment activities identified based on the criteria in the State plan
(including such quality criteria as the Governor shall establish for a training program that leads
to a recognized postsecondary credential), and taking into consideration the ability of the
providers to meet performance accountability measures based on primary indicators of
performance for the youth program as described in section 116(b)(2)(A)(ii), as described in
section 102(b)(2)(D)(i)(V), and shall conduct oversight with respect to such providers. (b)
Exceptions.—A local board may award grants or contracts on a sole-source basis if such board
determines there is an insufficient number of eligible providers of youth workforce investment
activities in the local area involved (such as a rural area) for grants and contracts to be
awarded on a competitive basis under subsection (a).

e Section 184 (a) (2) (A) In general --Each State (including the Governor of the State), local area (including
the chief elected official for the area), and provider receiving funds under this title shall comply with the
applicable uniform cost principles included in the appropriate circulars or rules of the Office of
Management and Budget for the type of entity receiving the funds.

e Section 184 (a) (3) (A) In general --Each State (including the Governor of the State), local area (including
the chief elected official for the area), and provider receiving funds under this title shall comply with the
appropriate uniform administrative requirements for grants and agreements applicable for the type of
entity receiving the funds, as promulgated in circulars or rules of the Office of Management and Budget.

e Section 184 (c) (1) (2) (3) (4) Accessibility of Reports --Each State, each local board, and each recipient
(other than a subrecipient, subgrantee, or contractor of a recipient) receiving funds under this title—



(1)

(2)

(3)

(4)

Shall make readily accessible such reports concerning its operations and
expenditures as shall be prescribed by the Secretary;

Shall prescribe and maintain comparable management information systems, in
accordance with guidelines that shall be prescribed by the Secretary, designed
to facilitate the uniform compilation, cross tabulation, and analysis of
programmatic, participant, and financial data, on statewide, local area, and other
appropriate bases, necessary for reporting, monitoring, and evaluating purposes,
including data necessary to comply with section 188; and

Shall monitor the performance of providers in complying with the terms of
grants, contracts, or other agreements made pursuant to this title; and

Shall, to the extent practicable, submit or make available (including
through electronic means) any reports, records, plans, or any other data
that are required to be submitted or made available, respectively, under
this title.

Section 184 (f) (1) (2) Maintenance of Additional Records --Each State and local board shall
maintain records with respect to programs and activities carried out under this title that

identify—

(1) Any income or profits earned, including such income or profits earned by

subrecipients; and

(2) Any costs incurred (such as stand-in costs) that are otherwise allowable

20 CFR - 667.400 (c) (1) Each recipient and subrecipient must continuously monitor grant-supported
activities in accordance with the uniform administrative requirements at 29 CFR parts 95 and 97, as
applicable, including the applicable cost principles indicated at 29 CFR 97.22(b) or 29 CFR 95.27, for all
entities receiving WIOA title I funds. For governmental units, the applicable requirements are at 29 CFR

except for funding limitations.

part 97. For non-profit organizations, the applicable requirements are at 29 CFR part 95.

20 CFR - 667.410 (c) (1) (2) (3) Roles and responsibilities for all recipients and subrecipients of funds
under WIOA title I in general. Each recipient and subrecipient must conduct regular oversight and

monitoring of its WIOA activities and those of its subrecipients and contractors in order to:

(1)

within

(2)

Determine that expenditures have been made against the cost categories and
the cost limitations specified in the Act and the regulations in this part;

Determine whether or not there is compliance with other provisions of the

Act and the WIOA regulations and other applicable laws and regulations; and

(3)

20 CFR Part 34 - Implementation of the nondiscrimination and equal opportunity requirements of the

Provide technical assistance as necessary and appropriate.

Workforce Investment Act of 1998 as Amended.



Code (CUIC) Section 15032 - it shall be the duty of the Council to: Monitor the performance of the
job preparation and training services system to assure its compliance with the service delivery area
plan, and through utilization of performance criteria established pursuant to this division, assess the
levels of success achieved by the system. Where the system's performance is not up to standard, the
council shall propose modifications which shall, to the extent practicable, submit or make available
(including through electronic means) any reports, records, plans, or any other data that are
required to be submitted or made available, respectively, under this title maximize successful
outcomes.



IL. PROCEDURES AND METHODOLOGY

A. Desk Review shall consist of, but shall not be limited, to:

Review contracts, files, documents, and related correspondence;

Review applicable Federal and State Regulations;

Review Budget and Expenditure reports;

Review audits as necessary;

Review prior monitoring reports;

Review OEWD equipment inventory and identify equipment/property that
needs inspection (if any).

B. Field Review shall consist of, but shall not be limited, to:

1. Entrance Conference - A description of the scope and purpose of the monitoring, including
programs to be reviewed and determination that information required to complete monitoring
visit is available at the site.

(Note: The Service Provider shall receive a current listing of all participants in the client
data system prior to the review.)

2. Conduct interviews:

e With staff involved with the WIOA contract activity (specifically fiscal staff);
e Arrange exit interview.

3. A review of:

a.

Fiscal and program records for compliance with WIOA contract and generally accepted
accounting principles.

Review pay records (time cards/sheets) and attendance reports to ensure controls are
established for preventing unauthorized payments.

Review (OJT, internship, work experience, etc.) contracts/agreements between training site
(employer) and the Service Provider to ensure that training is being provided and payments
are appropriate. Contracts shall be reviewed for dates, authorized signatures, amount paid,
and supporting documents to justify payment.

Review staffing levels, operating procedures, and contracts to determine Service Provider
capability to fulfill contract obligations.

Review Service Provider records on expenditures of WIOA contract funds and supporting
documents.



f. EEO/Grievance Procedures

g. Procurement Practices (OEWD Property and Training Services Procurement Procedures)

Adherence to contract requirements and instruction for purchases
Documentation of contract awards

Procedures for prevention of conflict of interest

Political Activities Prohibited

Property Management

h. Financial Management

Standards for financial management systems.
Fiscal controls and accountability.

Record retention.

Allowability of costs.

Fiscal Records

Cash Receipts Journal

[ | Cash Disbursement Journal

[ ] Payroll Journal

[ | General Ledger

[ | Bank Reconciliation
[ ]
[
[

Accounts Payable Journal
Purchase Journal
Cost Allocation Plan

B Source Documents, such as:
[ ] Time Sheets - staff and participants
[ ] Vendor invoices
[ ] Travel reimbursements
[ ] Petty cash
[ ] Canceled checks

i. Supportive Service Payments

B Justification for the need of supportive service (which may include training
attendance records, documentation of miles traveled, receipts, etc.);

B A description of the supportive service provided and why the supportive service
could not be obtained through other programs and;

B An invoice or receipt for payment received (itemized and dated) for the supportive
service.

j- Participant wages and fringe benefits (for OJT and Youth participant wages)



e Requirements for allowable payments to WIOA participants (i.e., timesheets, eligibility,
etc.)

k. Record Keeping

e Require that records be retained for 3 years after submission of final expenditure
report for that funding period.

I, Prevention of Fraud and Abuse

The State Workforce Investment Division Policy describes the procedures for reporting
any violations.

If during the monitoring process the monitor suspects that he/she has discovered possible
fraud/abuse, monitoring of the Service Provider will be terminated and findings reported
immediately to his/her immediate Supervisor and the OEWD Director. The OEWD Director
will then make the necessary contact with the Provider and the Chair of the WIB.

m. Property Control Records

o OEWD property is tagged and used for WIOA purposes

. Buildings and facilities rental funded with contract funds is being used for
project proposes and is adequate/inadequate

o Verification of prior approval, where applicable

o Conduct a random check to determine if proper care and attention is being
given to the maintenance, repair, and protection of OEWD property

Exit Interview will be held with appropriate staff of the Service Provider when the monitoring visit is
completed. Problem areas will be discussed in general terms; in addition, the monitor will provide
information about observations of procedures, processes and programs which may be cited for
replication.

Monitoring Report - A monitoring report shall be written as a result of the desk review, field review,
participant interviews, and other related activities. The report will state the objectives, scope and
methodology of the monitoring; and will clearly state findings, recommendations, and whether
corrective action is required. Findings will contain a statement of criteria (Regulation, Directive, or
Contract Clause), the condition found, the cause of the problem, and the effect or consequence that
will result if corrective action is not taken.

A transmittal letter and/or the report of findings will be issued to the Service Provider within 30 days
of the exit conference. Resolution of corrective action shall be sought until all issues are concluded. A
copy of the report and correspondence will be filed in the master contract file at the OEWD.



III. PROCEDURE FOR CLOSING A MONITORING REPORT

1. If the service provider response to the monitoring report is deemed sufficient or corrective action
has taken place, a closure letter will be initiated by OEWD. Where appropriate findings shall remain
open pending monitoring follow-up.

2. Should the service provider response be inadequate, OEWD will direct the corrective action in
writing. The service provider will have five (5) working days to file a written appeal, provide further

information, or request an extension.

3. Validation of corrective action taken will be made and documented through follow-up monitoring.
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Office of Economic and Workforce Development

Monitoring Visit Form

Site Visit Information

Agency:

Funding Sources:

Date of Visit:

Visit Conducted By:

Person(s) Interviewed or Contacted During the Visit
Name Title Phone/Email

Introduction

Purpose:

As a requirement of the Office of Management and Budget, Uniform Guidance, an on-site
monitoring visit is conducted by the City & County of San Francisco, Office of Economic and
Workforce Development (OEWD), to ensure agencies are in compliance with Federal, State, and
Local laws and regulations.

Monitoring efforts are conducted in order to:
Gauge and measure compliance of agencies to grant rules and regulations in order to:
e Monitor activities to ensure grant funds are used for authorized purposes in compliance
with laws and regulations.
e Assess agency internal controls to assure reliable financial reporting and accountability.
e Assist and recommend areas of improvement and provide guidance to improve agency
administrative efficiencies and programmatic effectiveness.
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a 0 A. n Ppo a\

Compliance: Yes No N/A
1. Does the agency demonstrate a clear understanding of the OEWD and
EDD Directives?
2. Does the agency demonstrate zero concerns about the latest Uniform
Guidance and grant requirements?
3. Has the agency submitted all required reports on time?
Comments:
Recommendations:
a) 0 BJra 0 ) L ) &)
Compliance: Yes No N/A

1. Is the Personnel Manual up-to-date?

2. Does the Personnel Manual discuss work hours, compensation rates,
including overtime, and benefits; vacation, sick or other leave

allowances, hiring and promotional policies?

3. Does the agency have a policy in place to safeguard protected
personally identifiable information (PI1) and other information

designated as sensitive?

4. Does the agency have a fraud, waste, and abuse policy in place?

5. Does the agency have a whistleblower policy in place?




6. Does the agency have an Americans with Disabilities Act policy to
provide reasonable accommodations for staff with disabilities?

7. Does the agency have written policy on providing a drug and alcohol
free workplace?

8. Does the personnel manual include grievance procedures?

9. Are personnel files maintained for all grant funded staff? Do the files
include job descriptions and are they “project specific,” instead of
general job descriptions?

10. Do staff members have background clearance to work with minors, if
applicable?

11. Does the agencies timekeeping system ensure timely and accurate
reporting of time and/or efforts towards projects?

12. Are timesheets signed by both the employee and supervisor?

13. Does the agency have a written travel and training policy and
procedure in place?

14. Do salaries and bonuses of agency executives for grant programs
exceed the 2015 $183,300 limit under Public Law 109-234?

15. If yes, identify the LWIOA executive(s) and the amount exceeded:

Name(s)

Amount(s)

Comments:

Recommendations:




Section 3. Financial Systems Review

Compliance: Yes No N/A
1. Does the agency have written fiscal policies and procedures in place?
2. Does the agency maintain a financial management system that

accurately identifies the source and amount of funds awarded to them?

3. Does the agency have a method to compare actual costs to budgeted
costs to ensure that programs are operating within their budgets?

4. Does the agencies accounting system ensure that grant funds are not
commingled with other funds or other grant funds?

5. Does the agency have a chart of accounts?

6. Does the agency have a copy of their current approved OEWD budget?

7. Are budget modifications requested and approved prior to expenditure?

8. Indirect cost rate used:

9. Isthe indirect cost rate approved by the federal cognizant agency? If
yes, obtain a copy of the approved rate.

10. Does the agency perform monthly bank reconciliations? Are
reconciliations completed within two weeks of the bank statement
receipt?

11. Does the agency earn program income?

12. If yes, what type of program income is earned? :ﬂgf[fé ;:fvfgg Other

13. If program income is earned, then is the program income redistributed
to funds already obligated under the grant after the cost of generating
the income is deducted, provided this cost is not charged to the grant
program?

14. If program income is earned, then is the program income liquidated
prior to additional funds being requested for the operation of the
program?

15. Does the agency have a written cost allocation plan?

16. What is the basis of allocating salaries and benefits? Obtain a copy of

the labor distribution if applicable.




17.

What is the basis of allocating space use and utilities?

18.

What is the basis of allocating supplies and other routine expenses?

19.

Is the cost allocation plan reasonable and allocable? Is it consistent for
similar types of costs?

20.

Are there written policies and procedures governing the maintenance
and retention of records?

21.

How long are records retained? (Minimum 3 years after close)

22.

Is the agency on a cash or accrual basis?

23.

If the agency is on a cash basis, are year-end accruals supported by the
general ledger?

24.

If the agency is on a cash basis, are accrued leave obligations included
in the computations?

25.

Does the agency ensure separation of duties for all accounting transactions? List the names and titles of the

initiator(s) and approver(s).

Initiator(s)

Approver(s)

Comments:

Recommendations:




Section 4. Financial Audits

Compliance: Yes No N/A
1. Does the agency have procedures in place to comply with the Single
Audit or financial audit requirements?

2. Date of previous monitoring:

3. After reviewing previous fiscal monitoring reports and documents relating to corrective actions, note areas
that require special attention:

4. Date of most recent audit:

5. What were the findings of the latest audit? What corrective action was taken?

6. Does the agency comply with Federal and State audit thresholds
requirements?
e If > $750,000 in federal funds, then Single Audit required by
DOL
e If > $2 million in revenue, independent audit and audit
committee required by State

Comments:

Recommendations:




Section 5. Facilities Review

Compliance:

Yes

No

N/A

1. Does the agency have current Federal, State, and Local employment
by-law posters at the workplace?
e Federal (Equal Opportunity, Fail Labor, Family Leave)
e  State (Nondiscrimination, Whistleblower, Wage and Hour)
e City (Minimum Wage, Health Care Security, Paid Sick Leave)

2. s the agencies facility Americans with Disabilities Act compliant?

3. Does the agency have an Americans with Disabilities Act policy or
statement to ensure clients with disabilities will be provided reasonable
accommodations?

4. Does the agency receive funds for rent? If so, is there documentation
that supports the amount?

Comments:

Recommendations:

Section 6. Contracts and Procurement Review

Compliance:

Yes

No

N/A

1. Does the agency have written policies and procedures in place for
procurement and contractual transactions?

2. Does the agencies procurement policy establish procurement method
thresholds? Are these threshold in compliance with federal
requirements?

3. How much is the agencies formal procurement threshold?




4. Does the agency have a conflict of interest policy in place?

5. Does the agency have a debarment and suspension policy in place?

6. Does the agency ensure that local preferences are not used when
entering into and procurement transaction or contractual agreement?

Comments:

Recommendations:

Section 7. Equipment Management

Compliance: Yes No N/A

1. Does the agency have a policy and procedure for the management of
grant funded equipment?

2. Did the agency receive prior OEWD and EDD approval for equipment
purchases?

3. Does the agency ensure the purchased equipment is being used for
grant specific purposes?

4. Does the agency maintain an inventory of equipment on the
description, condition, serial number, deployed location, custodian,
acquisition date, acquisition cost, and disposition of equipment?

5. Does the agency have a method for the disposition of equipment?

6. Has a physical inventory of equipment been taken within the last two
years?




7. Does the agency ensure preventative measures for the adequate
safeguarding of equipment in order to deter equipment from being lost,
stolen, or destroyed?

Comments:

Recommendations:

Section 8. Subcontracts

Compliance: Yes No N/A

1. Has the agency entered into any subcontracts to deliver services under
its prime contract with OEWD?

2. If yes, obtain the following subcontractor information:

Name of Subcontractor: Amount of Funding:

Purpose of Subcontract:

3. Does the agency have a contract or agreement in place?

4. Does the contract contain stipulations and provisions mandated by
OEWD and EDD?




5. Does the contract include OEWD reporting and payment procedures?

6. Does the agency conduct a monitoring visit of the subcontractor
agency at least once during the period of performance? Obtain a
schedule for conducting the oversight.

7. Does the agency have a standard monitoring tool to conduct oversight?
Obtain a copy.

8. Does the contract include the following standard provisions:

e Forall contracts in excess of the small purchase threshold,
administrative, contractual, or legal remedies where contractors
violate or breach contract terms. The clause must also provide
for sanctions or penalties, as appropriate.

e Termination for cause and for convenience by the awarding
agency, including the process for exercising the clause and any
basis for settlement (applies to contracts in excess of $10,000
(Part 97) or contracts in excess of $100,000 (Part 95))

e  Access to records by the awarding agency, the grantee, the
DOL, or the Comptroller General of the United States for the
purposes of audit, examination, excerpts, and transcriptions (for
other than small purchase transactions)

¢ Notice of awarding agency requirements and regulations related
to reporting Notice of awarding agency requirements and/or
regulations related to patent rights, copyrights, and rights in
data.

e Record retention requirements as specified in 29 CFR 97.42 or
29 CFR 95.53

e Compliance with Equal Employment Opportunity provisions in
Executive Order (E.O.) 11246, as amended by E.O. 11375 and
supplemented by the requirements of 41 CFR Part 60. These are
codified for DOL programs at 29 CFR Parts 33 and 37.

e Compliance with the applicable standards, orders, or
requirements issued under Section 306 of the Clean Air Act,
Section 508 of the Clean Water Act, E.O. 11738, and
Environmental Protection Agency regulations (40 CFR Part 15)
(applies to contracts, subcontracts, and subgrants in excess of
$100,000)

e Mandatory standards and policies related to energy efficiency,
which are contained in the State energy conservation plan issued
in compliance with the Energy Policy Conservation Act (Public
Law 94-163)

e A provision requiring compliance with the Byrd Anti-Lobbying
Amendment (31 U.S.C. 1352). This requirement is also found in
29 CFR Part 93.

e A provision requiring compliance with the debarment and
suspension requirements (E.O. 12549 and 12689). This
requirement is also found in 29 CFR Part 98.

9. Does the agency provide On-The Job (OJT) Training services?




10. If On-The Job Training is provided, then is someone responsible for
reviewing and approving OJT contracts before they are submitted for
signatures? Does the contract contain the stipulations and provisions
mandated by OEWD?

11. Are the following standard provisions included in the OJT contract?

e Trainees will be covered by Workers' Compensation, or, if not
applicable, alternative equivalent. {667.274 (b) (1)}

o Displacement of currently employed workers or infringement of
promotional opportunities is prohibited. {667.270 ()}

e Contains provisions that cover liability, sanctions & debt
repayments {668.630}

e Records must be retained by the contractor, including time and
attendance and payroll records.

¢ Contains provision regarding contract modification, handling of
disputes and termination, including termination for the
convenience of the government.

¢ Provides for maintenance, retention and access to pertinent records by
staff from OEWD, State and U.S. Department of Labor. {667.270 (c)}

e Training will be in accordance with laws and regulations
governing safety and health standards applicable to the worksite.
{667.274}

o Describe employer's commitment to retain participant(s) at the
end of training.

¢ Requires contractor comply with all applicable business
licensing, taxation, and insurance requirements.

¢ Contains provision for nondiscrimination and prohibition against
sectarian activities. {667.275}

e Contains provision for union concurrence/comment if
appropriate.

¢ Provides compensation of the participant at the highest of the
Federal, State and local minimum wage or the prevailing wage
rate of similarly situated employees.

Comments:




Recommendations:

Section 9. Expenditure Testin
Compliance: Yes No N/A

1. Which months or periods were selected for expenditure testing?

2. Were expenditures reported and requested on a reimbursable basis?

3. Does the agency ensure that costs charged to grant funds were not also
billed and/or reimbursed by other funding sources? (Methods include
stamping of original invoices, invoice numbers included in financial system, etc)

4. Are expenditures supported by proper source documentation,
including, but not limited to, purchase orders (PO), original invoices,
packing slips, cancelled checks, accounting journal entries, and other
pertinent records necessary to permit the tracing of grant funds?

5. Does the agency ensure that the payment transaction includes a PO,
contractual agreement, or reference to a contractual agreement?

6. Does the cost allocation of invoices match the agencies methods of cost
allocation narrative?

7. Did the agency ensure and verify that the vendor was not debarred or
suspended with the Federal Government prior to the issuance of
award?

8. Did the agency ensure the safeguarding of protected personally
identifiable information (P11) and other information designated as
sensitive?

Comments:




ectio 0. Othe
Compliance:

Yes

No

N/A

1. Are there any challenges the agency is experiencing?

2. Does the agency have any improvements or suggestions on the grant

administration process?

Comments:




