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July 1, 2008 – June 30, 2009
NOTE: All Federal, State and Local policies and processes can change throughout the program year.  All changes established by either the Federal, State or LAI LWIB take affect immediately upon release of the new or updated policy and/or process.

4Fund Distribution Policies and Processes


4Federal Policy


7State Policy


9Local Policy:


11Financial Management Systems Policies and Processes


11Federal Policy


12State Policy


12Local Policy


18Fraud Policies and Processes


18Federal Policy:


18State Policy:


20Local Policy:


21Cost Principles Policies and Processes


21Federal Policy:


22State Policy


23Local Policy


24Allowable Costs Policies and Processes


24Federal Policy


25State Policy


26Local Policy


27Cost Classification Policies and Processes


27Federal Policy


29State Policy


30Local Policy


31Cash Management Policies and Processes


31Federal Policy


32State Policy


34Local Policy


35Program Income Policies and Processes


35Federal Policy


36State Policy


37Local Policy


39Cost Allocation and Cost Pooling Policies and Processes


39Federal Policy


45State Policy – Kansas Department of Commerce Fiscal Manual


45Local Policy


47Financial Reporting Policies and Processes


47Federal Policy


47State Policy


47Local Policy


49Procurement Policies and Processes


49Federal Policy


54State Policy – Kansas Department of Commerce Fiscal Manual


54Local Policy


59Property Management Policies and Processes


59Federal Policy


60State Policy


61Local Policy


62Audits and Audit Resolution Policies and Processes


62Federal Policy


67State Policy


67Local Policy


68Disposition of Disallowed Costs Policies and Processes


68Federal Policy


69Local Policy


70Retention of Records Policies and Processes


70Federal Policy


71State Policy


72Local Policy


73Agreement Closeout Policies and Processes


73Federal Policy


75Local Policy


76Bonding and Insurance Policies and Processes


76Federal Policy


76State Policy


76Local Policy


78Attachment A – Formula Fund Distribution Adult


79Attachment B – Formula Fund Distribution - DW


80Attachment C – Formula Fund Distribution - Youth


81Attachment D – Work Experience Schedule


82Attachment E – Supportive Service Schedule


83Attachment F – KDOC Summary of Cost Items


89ATTACHMENT G – Matrix of Specific Cost and Category Allocation


91ATTACHMENT H - Subrecipient and Vendor Distinctions


93ATTACHMENT I - Fraud and Abuse Incident Report Form


95ATTACHMENT J – WIA INVENTORY LOG




Fund Distribution Policies and Processes

Federal Policy

· WIA Section  127 (b)(1), 128 (b), 128 (b)(1), 128 (b)(2)(A), 128 (b)(3)(B), 129 (c)(4),132 (b)(1) and (2), 133 (b)(2)(A)(i), 133 (b)(3)(B), 667.100, 127 (b), 133 (b),20 CFR 667.210(a)(2), 20 CFR 667.130(d), 20 CFR 667.135, 667.107,  667.140, 667.150, 667.160
· The Governor must allocate WIA formula funds allotted for services to adults, dislocated worker and youth.
· The role of the State Board is to develop allocation formulas for the distribution of funds for adult employment and training activities to the local areas.
· Program year – a program year begins on July 1 in the fiscal year for which the appropriation is made and ends on June 30 the following year. 
· Thirty percent of all youth allocation must be used to provide activities/services to out-of-school youth.
· Funds allotted to the State under WIA for any program year are available for expenditure by the State receiving funds only during that program year and the two succeeding program years.
· Funds allotted by a State to a local area under WIA for any program year are available for expenditure by the Local Area only during that program year and the succeeding program year.
· Funds which are not expended by a local area in the two-year period must be returned to the State.  Funds so returned are available for expenditure by the State and local recipients and sub recipients only during the third program year availability.  These funds may:
· Be used for Statewide projects, or
· Be distributed to other local areas which had fully expended their allocation of funds for the same program year within the two-year period.
· Adult

· Adult allocation formula.  
· Unless the Governor elects to distribute funds in accordance with the discretionary allocation formula, the remainder of the youth funds not reserved must be allocated:
· 33 1/3 percent on the basis of the relative number of unemployed individuals in areas of substantial unemployment in each workforce investment area, compared to the total number of unemployed individuals in areas of substantial unemployment in the State;
· 33 1/3 percent on the basis of relative excess of number of unemployed individuals in each workforce investment area, compared to the total excess number of unemployed individuals in the State;
· 33 1/3 percent on the basis of the relative number of disadvantaged youth in each workforce investment area, compared to the total number of disadvantaged adults in the State. 
· Discretionary adult allocation formula. 
· In lieu of making the formula allocation described above, the State may allocate adult funds under a discretionary formula.  Under that formula, the State must allocate a minimum of 70 percent of youth funds on the basis of the formula in WIA section 133 (d)(1), and may allocate up to 30 percent on the basis of a formula that:
· Incorporates additional factors relating to:
· Excess poverty in urban, rural and suburban areas and,
· Excess unemployment above the State average in urban, rural and suburban local areas, and
· Was developed by the State Board and approved by the Secretary of Labor as part of the State Workforce Investment Plan.
· Reallocate.
· The Governor may reallocate adult funds among local areas within the State. 
· The amount to be recaptured from each local area for purposes of reallocation, if any, must be based on the amount by which the prior year’s unobligated balance of allocated funds exceeds 20 percent of that year’s allocation for the program, less any amount reserved for the cost of administration.  Unobligated balances must be determined based on allocations adjusted for any allowable transfer between funding streams.  This amount, if any, must be separately determined for each funding stream.
· To be eligible to receive adult funds under the reallocation procedures, a local area must have obligated at least 80 percent of the prior program year’s allocation, less any amount reserved for the costs of administration, for adult activities, as separately determined.  A local area’s eligibility to receive reallocation must be determined for each funding stream.
· Transfer of funds.
· A Local Area may transfer up to 20 percent of a program year allocation for adult employment and training activities, and up to 20 percent of a program year allocation for dislocated worker employment and training activities between the two programs.
· Before making any such transfer, a Local Board must obtain the Governor’s approval.
· Hold Harmless Provision
· For the first two fiscal years after the date on which a local area is designated under section 116 of WIA, the State may elect to apply the “hold harmless” provisions specified in paragraph (b) of this section to local area allocations of WIA adult funds under Sec. 667.130(d).  
· Effective at the end of the second full fiscal year after the date on which a local area is designated under section 116 of WIA the State must apply the “hold harmless” specified in paragraph (b) of this section to local area allocations of WIA adult funds under Sec. 667.130(d).  
· Dislocated Worker

· The Governor must allocate WIA formula funds allotted for services to dislocated workers.
· The Governor may reserve funds up to 15% from the dislocated worker allotment for Statewide Workforce Investment Activities.  
· The Governor must reserve a portion of the dislocated worker funds for Statewide rapid response activities.  The governor may reserve up to 25% of the dislocated worker funds.
· Dislocated Worker allocation formula.  
· The Governor’s dislocated worker formula must use the most appropriate information available to the Governor, including information on:
· Insured unemployment data,
· Unemployment concentrations,
· Plant closings and mass layoff data,
· Declining industries data, 
· Farmer-rancher economic hardship data, and
· Long-term unemployment data.
· The State Plan must describe data used for the formula and the weights assigned, and explain the State’s decision to use other information or to omit any of the information sources listed above.
· The Governor may not amend the dislocated worker formula more than once for any program year.
· Dislocated worker funds initially reserved by the Governor for Statewide rapid response activities may be:
· Distributed to local areas, and
· Used to operate projects in local areas in accordance with WIA.
· The State Plan must describe the procedures for any distribution to local areas, including the timing and process for determining whether a distribution will take place.
· Reallocate.
· The Governor may reallocate dislocated worker funds among local areas within the State. 
· The amount to be recaptured from each local area for purposes of reallocation, if any, must be based on the amount by which the prior year’s unobligated balance of allocated funds exceeds 20 percent of that year’s allocation for the program, less any amount reserved for the cost of administration.  Unobligated balances must be determined based on allocations adjusted for any allowable transfer between funding streams.  This amount, if any, must be separately determined for each funding stream.
· To be eligible to receive adult funds under the reallocation procedures, a local area must have obligated at least 80 percent of the prior program year’s allocation, less any amount reserved for the costs of administration, for adult activities, as separately determined.  A local area’s eligibility to receive reallocation must be determined for each funding stream.
· Transfer of funds.
· A Local Area may transfer up to 30 percent of a program year allocation for dislocated workers employment and training activities, and up to 30 percent of a program year allocation for dislocated worker employment and training activities between the two programs.
· Before making any such transfer, a Local Board must obtain the Governor’s approval.
· Hold Harmless Provision
· There are no “hold harmless” provisions that apply to local area allocations of WIA dislocated worker funds.
· Youth

· Youth allocation formula.  
· Unless the Governor elects to distribute funds in accordance with the discretionary allocation formula, the remainder of the youth funds not reserved must be allocated:
· 33 1/3 percent on the basis of the relative number of unemployed individuals in areas of substantial unemployment in each workforce investment area, compared to the total number of unemployed individuals in areas of substantial unemployment in the State;
· 33 1/3 percent on the basis of relative excess of number of unemployed individuals in each workforce investment area, compared to the total excess number of unemployed individuals in the State;
· 33 1/3 percent on the basis of the relative number of disadvantaged youth in each workforce investment area, compared to the total number of disadvantaged Youth in the State. 
· Discretionary Youth allocation formula. 
· In lieu of making the formula allocation described above, the State may allocate youth funds under a discretionary formula.  Under that formula, the State must allocate a minimum of 70 percent of youth funds on the basis of the formula in WIA section 133 (d)(1), and may allocate up to 30 percent on the basis of a formula that:
· Incorporates additional factors relating to:
· Excess youth in urban, rural and suburban areas and,
· Excess unemployment above the State average in urban, rural and suburban local areas, and
· Was developed by the State Board and approved by the Secretary of Labor as part of the State Workforce Investment Plan.
· Reallocate.
· The Governor may reallocate youth funds among local areas within the State. 
· The amount to be recaptured from each local area for purposes of reallocation, if any, must be based on the amount by which the prior year’s unobligated balance of allocated funds exceeds 20 percent of that year’s allocation for the program, less any amount reserved for the cost of administration.  Unobligated balances must be determined based on allocations adjusted for any allowable transfer between funding streams.  This amount, if any, must be separately determined for each funding stream.
· To be eligible to receive adult funds under the reallocation procedures, a local area must have obligated at least 80 percent of the prior program year’s allocation, less any amount reserved for the costs of administration, for adult activities, as separately determined.  A local area’s eligibility to receive reallocation must be determined for each funding stream.
· Hold Harmless Provision
· For the first two fiscal years after the date on which a local area is designated under section 116 of WIA, the State may elect to apply the “hold harmless”  provisions specified in paragraph (b) of this section to local area allocations of WIA youth funds under Sec. 667.130(c).  
· Effective at the end of the second full fiscal year after the date on which a local area is designated under section 116 of WIA the State must apply the “hold harmless” specified in paragraph (b) of this section to local area allocations of WIA youth funds under Sec. 667.130(c).  
State Policy

· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy 300-09-01 –  Funding Reallocation Policy
· Kansas Department of Commerce Business Development Division Policy and Procedures Manual Policy 3-03-00 –  Transfer of Funds Between Adult and Dislocated Worker Programs Policy
· Transfer of Funds Between Adult and Dislocated Worker Programs Policy – With the approval of Program Years 2005 – 2006 State of Kansas Two-Year Workforce Development Plan, the Governor was granted a waiver to eliminate the 30% limitation on transferring WIA funds between the Adult and Dislocated Worker programs.  Under this waiver Local Boards, with approval from the Governor, are allowed to transfer up to 100% of the Area’s allocated formula funds between these two programs.
· Transfer Requests – Under the terms of an approved waiver, the Department of Commerce is given the authority to approve local Workforce Investment Boards transfer of up to 100% of their program year formula funding allocations for Adults and Dislocated workers, between the two programs.  This authority has been granted for funds allocated in PY2005 and subsequent years.  A local board may request single or multiple transfers of funds.  NOTE:  The terms of this waiver have no impact on the allocation, transfer, or expenditure of WIA Title IB youth formula funds.
· Funds Not Subject to Transfer Requests – The following funds are not subject to transfer:
· Adult or Dislocated Worker funds re-allocated by the Department of Commerce;
· Funds awarded to the state under a National Emergency Grant (NEG); and
· Funds reserved under the Governor’s 15% discretionary rules.
· Local Procedures for Requesting a Transfer – All Local Board fund transfer constitute a Category 2 modification of the Local Workforce Plan.  The modified budget(s) along with any other changes to the Local Plan must be submitted I n accordance with State Policy #3-10-01 – Modification of Local Workforce Investment Plans.
· Additional Requirements for Greater than 30% of Original Allocation being transferred – If a transfer results in more than 30% of a funds original allocation being transferred the Local Board Chair and Chief Elected Official Chair must complete and submit the Request for Transfer of Adult and Dislocated Worker Formula Funding Form.  The completed form must be submitted electronically and in hard copy to the Department of Commerce. If approved the Local Board shall ensure a copy of the approved request is filed with the Local Plan.  
· Accept/Denial of Transfer Requests – The Kansas Department of Commerce will approve/deny all transfer requests.  Commerce may request additional information from the Local Board, as necessary.  
· State utilizes the following criteria for determining dislocated worker allocations for each Local Area:
	CATEGORY
	WEIGHT

	Insured Unemployment data
	19%

	The category “Insured Unemployment Data” is established through the use of Continued Claims data.  These data elements are unduplicated counts of individuals certifying to unemployment in the week containing the 12th day of the month in which they had no earnings due to employment. These data elements include counts of claimants under Kansas programs as well as claimants for whom Kansas acted as an agent and commuter claimant. 
	

	Unemployment Concentrations
	19%

	The category of unemployment concentrations is established through estimates of unemployed individuals by county obtained from the LAUS program for CY 1999 and distributed by Local Area.
	

	Declining Industries
	19%

	The category “Declining Industries Data” is indicated by job losses in the mining and manufacturing industry divisions. The ES 202 Covered Employment data is used to establish the declining industries factor utilized in the Title III Dislocated Worker Substate Allocation formula.  The data cover a five-year span to establish industry trends over an extended period of time.
	

	Farmer-Rancher Economic Hardship
	5%

	The category “Farmer-Rancher Economic Hardship Data” is indicated by farm employment losses between 1994 and 1998.  The farm employment figures were based on county estimates prepared for the LAUS program.
	

	Long-Term Unemployment Data
	19%

	The category “Long-Term Unemployment Data” is indicated by final UI payments.  These figures are counts of persons certifying to unemployment in the week in which unemployment benefits were exhausted.
	

	Plant Closings and Mass Layoffs
	19%

	Plant Closings and Mass Layoff Data include layoffs in which at least 50 UI initial claims were filed against an establishment in a consecutive five-week period with separations expected to last more than 30 days, according to the employer.  The figures are totals for a calendar year and are drawn from the Mass Layoff Statistics program. 
	


Local Policy:

· The allocations will be used to provide services to participants and employers throughout the Local Area I service delivery area.    

· Local Area I Youth Council has set a target of 40% of the youth funds to be used to service Out-of-School Youth.  The Administrative Office will monitor expenditures to ensure that 30% of Youth Allocations are used to serve Out-of-School Youth and that the Local Area  is reaching the 40% target set by the Youth Council.

· Local Area I will allocate participant funds and monitor the obligations and expenditures in order to ensure that all funds are utilized in the allotted time frame. 

Fund Distribution Processes
Federal Processes:

· Individual State allocations are determined. (See Attachments A, B, & C)

State Processes:

· Individual Local Area allocations are determined and communicated to LWIB and CEO chairs.

Local Processes:

· Local Area LWIB Chair will review and approve all WIA Budget forms and Modifications prior to being submitted to KDOC.

· Local Area I Fiscal Committee will review expenditure summaries and budget reviews on a monthly basis to determine if modifications to budgets need to be made and to ensure expenditures are within the allocated amounts.

· Obligation and Expenditure Reports are generated and analyzed on a monthly basis along with program performance. 
· Data Collection
· Kansas Fiscal Link reports
· Fiscal Reports
Fund Distribution Monitoring:
· Monthly Expenditure Reports & Budgets sent to Fiscal Committee for review
· Quarterly Expenditure Reports to providers. 

· Random Physical Monitoring
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Financial Management Systems Policies and Processes

Federal Policy

· 29 CFR 97.20(b) – Specifies the Financial Management System requirements for local governments, grantees and subgrantees. 

· The financial management systems of other grantees and subgrantees must meet the following standards:

· Financial reporting. Accurate, current, and complete disclosure of the financial results of financially assisted activities must be made in accordance with the financial reporting requirements of the grant or subgrant. In addition, all allowable costs and activities must be reported, and the reports submitted in the format specified by the ETA.  For WIA Title IB grants, this report is the WIA Quarterly Financial Status Report (ETA 9076A-F)

· Accounting records. Grantees and subgrantees must maintain records which adequately identify the source and application of funds provided for financially-assisted activities. These records must contain information pertaining to grant or subgrant awards and authorizations, obligations, unobligated balances, assets, liabilities, outlays or expenditures, and income. The records must be maintained in accordance with Generally Accepted Accounting Principles (GAAP).  Grantees and subgrantees may use either the case or the accrual method of accounting; however, expenditures must be reported to the ETA on an accrual basis.  If the records are maintained on a cash basis, the grantee or subgrantee must usually maintain a set of linking records, typically accrual spreadsheets, so that the reported costs are traceable during monitoring or auditing to the official accounting records or books of account. 

· Internal control. Effective control and accountability must be maintained for all grant and subgrant cash, real and personal property, and other assets. Grantees and subgrantees must adequately safeguard all such property and must assure that it is used solely for authorized purposes, including shared One-Stop activities.  

· Budget control. Actual expenditures or outlays must be compared with budgeted amounts for each grant or subgrant. Financial information must be related to performance or productivity data, including the development of unit cost information whenever appropriate or specifically required in the grant or subgrant agreement. If unit cost data are required, estimates based on available documentation will be accepted whenever possible.

· Allowable cost. Applicable OMB cost principles, agency program regulations, and the terms of grant and subgrant agreements will be followed in determining the reasonableness, allowability, and allocability of costs.  Only allowable costs may be charged to an ETA funded grant, and no grant may pay for more than its fair share of the costs (allocability).  The means that the grantee must determine what costs incurred by the organization are allowable, following the guidelines specified above.  See Allowable Costs Policies and Processes for more detail.  

· Source documentation. Accounting records must be supported by such source documentation as cancelled checks, paid bills, payrolls, time and attendance records, contract and subgrant award documents, tax records, etc.  Source documentation is the proof that costs reported to the granting agency are, in fact, allowable and allocable to the grant.  This source documentation must be available for review by awarding agency representatives and auditors and directly relate to the costs claimed on financial reports.

· Cash management. Procedures for minimizing the time elapsing between the transfer of funds from the U.S. Treasury and disbursement by grantees and subgrantees must be followed whenever advance payment procedures are used. Grantees must establish reasonable procedures to ensure the receipt of reports on subgrantees' cash balances and cash disbursements in sufficient time to enable them to prepare complete and accurate cash transactions reports to the awarding agency. When advances are made by letter-of-credit or electronic transfer of funds methods, the grantee must make drawdowns as close as possible to the time of making disbursements. Grantees must monitor cash drawdowns by their subgrantees to assure that they conform substantially to the same standards of timing and amount as apply to advances to the grantees. Grantees must also monitor the cash received by their subgrantees to minimize cash on hand. In addition, they must ensure that the subgrantee’s cash management procedures conform substantially to the same standards of timing and amount that apply to the awarding entity.  See Cash Management Policies and Processes for more detail. 

· An awarding agency may review the adequacy of the financial management system of any applicant for financial assistance as part of a preaward review or at any time subsequent to award.

· 29 CFR 95.21 – Specifies the Financial Management System for institutions of higher education, hospitals, other nonprofit organizations, and commercial or for-profit organizations that function as subrecipients or recipients of ETA grant funds.

· Recipients shall relate financial data to performance data and develop unit cost information whenever practical.

· Recipients' financial management systems shall provide for the following:

· Accurate, current and complete disclosure of the financial results of each federally-sponsored project or program in accordance with the reporting requirements set forth in Sec. 95.52. Though DOL requires reporting on an accrual basis from a recipient that maintains its records on other than an accrual basis, the recipient shall not be required to establish an accrual accounting system. These recipients may develop such accrual data for its reports on the basis of an analysis of the documentation on hand.

· Records that identify adequately the source and application of funds for federally-sponsored activities. These records shall contain information pertaining to Federal awards, authorizations, obligations, unobligated balances, assets, outlays, income and interest.

· Effective control over and accountability for all funds, property and other assets. Recipients shall adequately safeguard all such assets and assure they are used solely for authorized purposes.

· Comparison of outlays with budget amounts for each award. Whenever appropriate, financial information should be related to performance and unit cost data.

· Written procedures to minimize the time elapsing between the transfer of funds to the recipient from the U.S. Treasury and the issuance or redemption of checks, warrants or payments by other means for program purposes by the recipient. To the extent that the provisions of the Cash Management Improvement Act (CMIA) (Pub. L. 101-453) govern, payment methods of State agencies, instrumentalities, and fiscal agents shall be consistent with CMIA Treasury-State Agreements or the CMIA default procedures codified at 31 CFR part 205, ``Withdrawal of Cash from the Treasury for Advances under Federal Grant and Other Programs.''

· Written procedures for determining the reasonableness, allocability and allowability of costs in accordance with the provisions of the applicable Federal cost principles and the terms and conditions of the award.

· Accounting records including cost accounting records that are supported by source documentation.

· Where the Federal Government guarantees or insures the repayment of money borrowed by the recipient, DOL, at its discretion, may require adequate bonding and insurance if the bonding and insurance requirements of the recipient are not deemed adequate to protect the interest of the Federal Government.

· DOL may require adequate fidelity bond coverage where the recipient lacks sufficient coverage to protect the Federal Government's interest.

· Where bonds are required in the situations described above, the bonds shall be obtained from companies holding certificates of authority as acceptable sureties, as prescribed in 31 CFR part 223, ``Surety Companies Doing Business with the United States.''

State Policy

·   Kansas Department of Commerce Fiscal Manual 

Local Policy

· Internal Controls

· LWIB Fiscal, Executive Committee and/or designated member of LWIB’s Roles and Responsibilities:

· LWIB Chair Reviews and authorizes Executive Director time sheets and expenditures.

· LWIB Chair approves all WIA Notice of Funding Award initial budgets and WIA budget modifications.

· Fiscal committee reviews monthly reports and financial statements.

· Full Board reviews quarterly fiscal reports.

· Fiscal Committee reviews all fiscal monitoring reports. 

· Data Access:

· Read only access to all KFL client, vendor and LWIB budgets;
· Limited access to Client Files.

· Read only access to accounting system used by paymaster for monitoring purposes including bank statements.

· Executive Director Role and Responsibilities:

· Reviewing and authorizing all other staff member’s time sheets and expenditures.

· Reviewing monthly reports and financial statements.

· Reviews and authorizes all adjustments and budget modifications. 

· Reviewing all fiscal monitoring reports. 

· Data Access:

· Write and editing access to all KFL client, vendor and LWIB budgets;
· Client File Access

· Read only access to accounting system used by paymaster for monitoring purposes including bank statements.

· Program Director Role and Responsibilities:

· Ensure that Local Area I policies and processes remain current with laws and regulations.  Any changes in regulations, policies or law will be communicated to all responsible parties and training will be provided when necessary.  

· Review and authorize the following all disbursements.
· Approving and entering all client service budgets to ensure Local Area policies and spending limits are adhered to.

· Conducting fiscal monitoring of staff and paymaster.

· Reviewing and analyzing monthly reports and financial statements submitted by the paymaster.

· Reporting the financial status of the local area to the fiscal committee on a monthly basis and the full boards on a quarterly basis.

· Data Access:

· Write and editing access to all KFL client, vendor and LWIB budgets;
· Client File Access

· Read only access to accounting system used by paymaster for monitoring purposes including bank statements.

· Program Assistant/Specialist role and responsibilities:

· Verifying invoices/timesheets with each individual client budget and activity plan;

· Entering requested amount into Kansas Fiscal Link (KFL) to be transmitted to the paymaster for disbursement. 

· Entering requested amount into electronic spreadsheets for LWIB, Operations, Service Delivery and Other grant expenditures. 
· Data Access:

· Limited Write access to all KFL client, vendor and LWIB budgets;
· Client file access

· No access to accounting system used by paymaster

· Paymaster Role and responsibilities

· Establish and maintain an accounting system for each designated program to reflect each funded program and program year.  Programs include:

· WIA Adult Program

· WIA Youth Program

· WIA Dislocated Worker Program

· WIA Administration

· KDOC authorized Set Aside programs

· Any additional funding sources as obtained by the local area.

· Establish and maintain an accounting system for non-WIA-funded programs, e.g. other federal grants, contracts for services and/or donations.

· Within each fund, establish line item program budgets and sub-contract budgets as determined by the LAI LWIB.  Maintain current, accurate financial records for each budget.  Ensure that all financial transactions and records are kept in accordance with generally accepted accounting principles applicable under state and federal laws and regulations.

· Maintain all general ledger accounts for the LAI LWIB programs.

· Maintain and reconcile all required bank/checking accounts.

· Establish and maintain an appropriate disbursement account(s) for receipt and disbursement of funds from KDOC and other sources.  Accounts must be maintained with an institution with federal deposit insurance coverage.

· Disburse payroll funds for all work experience participants in accordance with time sheets.  The Paymaster will be responsible for mailing checks to designated recipients.  

· Disburse payroll funds for all LWIB staff in accordance with time sheets.  The Paymaster will be responsible for mailing checks/pay stubs or conducting direct deposits to designated staff. 

· Disburse funds to training providers, vendors/suppliers, board members, program participants and others in accordance with LWIB approval process.  Assist LWIB to ensure valid documentation determining fund accountability and detailing the daily cash balances for WIA funds, and to ensure funds are expended consistent with data submitted.  

· Process all refunds and overpayments.

· Ensure expeditious processing and payments, generally checks issued and mailed within 2 weeks of receipt of authorization.  Maintain capability to issue checks within 2 days in emergency situations.

· Provide financial reports to LWIB staff to include the following information for each program/program year.

· Budget—Total program year, YTD, Current Month

· Expenditures-YTD, Current Month (KDOC Expenditure Summary)

· Obligations—YTD, Current Month

· Balance for program year budget

· Variance—YTD, Current Month

· Financial Statements – trial balance, balance sheet and income statement

· Summary of all budgets within each program fund for program YTD and current month

· A quarterly projection of obligations for each program for a period of two prospective years.

· Monthly report listing checks outstanding (uncashed more than 60 days from date of issuance)

· Bank reconciliation

· Annual reports required by the State of Kansas and the Internal Revenue Service including the 1099 for applicable contractors.

· Preparation of periodic fiscal reports required by KDOC 

· Annual report to the State Treasures’ Office of unclaimed checks.

· Annual LWIB Tax Return

· Annual Non-Profit Status report

· Quarterly Employee Tax withholding reports

· Upon request, provide copies of any and all transaction reports, account reconciliation reports, etc.;

· Provide periodic financial reports to KDOC in designated format.  Submit all required financial reporting designated under WIA and by KDOC;

· Prepare Request for Payments to KDOC and draw funds for program expenditures from KDOC in accordance with established procedure

· Close out program year budgets at end of two- year expenditure period, including expenditure transfers between program years as necessary with approval of LWIB;

· Complete any fund transfers between WIA-funded programs as directed by LWIB.  (To date there have been no fund transfers) 

· Data Access:

· Read only access to all KFL client, vendor and LWIB budgets;
· No access to Client Files 

· Access to accounting system.

· See also Paymaster Fiscal Manual.

· Local Area Management

· The Paymaster will not drawdown funds from vouchers unless two LWIB staff signatures are present on the vouchers:

· Program Assistant completes the vouchers – Program Director or Executive Director Authorizes with second signature.

· Program Director completes the vouchers – Executive Director authorizes with second signature.

· The Paymaster will reconcile all vouchers with drawdown requests and pass through verifications.

· LWIB Staff will reconcile all disbursements with vouchers. 

· The Paymaster will be responsible for submitting all LAI Federal and State fiscal reports.  Those reports will also be submitted to the staff of the board that will review and analyze the information which will then be submitted to the LAI Fiscal Committee for their review.

· Board staff must submit the following fiscal reports to the fiscal committee on a quarterly basis:

· LAI Program Expenditures vs. Allocations 

· LWIB/CEO, Administrative Entity, Paymaster, and Service Provider Budget Analysis Report by applicable program.

· LAI Title IB Activity Report 

· The paymaster will be responsible for monitoring outstanding checks.  The AAO will work with the staff to contact the client regarding outstanding checks on a monthly basis. All attempts to contact the client will be documented in the client’s physical and electronic file. If the check remains outstanding past the 90 days, the AAO will request the paymaster void the check. The client’s electronic account will be notated and funds will continue to be obligated for one year.  If at the end of the one year contact has not been made with clients, the LWIB staff will make a request to the paymaster to drawdown the funds in the name of the client to be sent to the State Treasurer for holding as unclaimed property.  

·    Kansas Fiscal Link will be used to submit disbursement vouchers to the paymaster.  The paymaster must reconcile the voucher prior to issuing checks on behalf of the LWIB.  Each LWIB and Paymaster staff member will be given unique user names and pass words; and authority to access to information is given as it applies to each position. The KFL has the capability to identify parties who completed all transactions. 

·    The paymaster is responsible for reconciling the LWIB bank account at the end of every month.  The reconciliation is to be submitted to the LWIB Staff by the 15th of the following month.   A copy of the bank statement must be included.  

· Monthly expenditure reports will be submitted to the LWIB staff and State no later than the 15th of every month.  

· The LWIB checking account must be set up as an interest bearing account unless cost prohibitive to the LWIB.  All applicable accrued interest as shown on the bank statement will be reported as program income.  The AAO will notify the paymaster as to the appropriate application of the accrued interest to the individual programs through an electronic spreadsheet and/or KFL.    

· At minimum the LAI Paymaster will backup all electronic files on a weekly basis.  

Financial Management Systems Processes

· Paymaster Processes: 

· The Paymaster will be responsible for generating checks for the following:

· All payments to clients

· All vendor payments on behalf of clients

· All Staff Payroll

· All vendor payments for Operations, LWIB, Service Delivery and other applicable grants (ie NEG).

· Kansas Fiscal Link will be used for all Client expenditure.  Electronic Spreadsheets will be used for all LWIB, Operations, Service Delivery and other grant expenditures. 

· Vouchers will be sent by the LWIB staff to the paymaster by the close of business on each Friday.  The following Tuesday the paymaster will conduct the drawdown and prepare the checks to be mailed on the following Thursday.  Confirmation of each drawdown and applicable checks will be sent to the LWIB within two business days.  
· Check registers will be sent to LWIB Staff on Thursday, staff then reconciles checks with vouchers to ensure amounts are correct. 

· If either the voucher or drawdown day falls on a holiday arrangements will be made to conduct the draw two weeks prior to the holiday.

· ER payment vouchers will be transmitted to the Paymaster no later than the Wednesday before the allowable Thursday draw.  The above process will be used to communicate ER draws. 

· Monthly reports will be sent to the LWIB and the State by the 15th day of the month following the applicable month.  
· Client Services Drawdown Process:

· Upon Receipt of client service invoice or timesheet:

· LWIB staff date stamps the invoice or timesheet;

· LWIB staff verifies invoices/timesheets with each individual client budget and activity plan;

· If the invoice/timesheet does not coincide the case manager is notified to submit a revised budget or activity plan;

· If the invoice/timesheet coincides with the client’s budget and activity plan, the requested amount is entered into Kansas Fiscal Link (KFL) and invoice is stamped with the “vouchered” stamp and dated;

· Electronic vouchers are generated according to the drawdown schedule and forwarded to the Paymaster for disbursement of funds. (Attachment D & E – Drawdown Schedules);

· The paymaster generates and submits the drawdown requests to the Kansas Department of Commerce (KDOC);

· KDOC completes the drawdown and notifies the paymaster of the fund transfer. 

· The paymaster generates checks and forwards to the vendor or client;

· The paymaster reconciles the drawdown request and forwards check register to the LWIB staff;

· LWIB staff reconciles the check registers with vouchers; 

· The LWIB staff places the voucher with supporting documents, invoices, and drawdown reconciliation in the applicable drawdown and budget binders. 

· LWIB, Operations, Service Delivery and Other Grant Disbursement Processes:

· Upon receipt of invoices:

· LWIB staff date stamps the invoice;

· LWIB Program Director verifies invoices to ensure amounts are within budget, that activity supports the charges, and that all costs are allowable and allocable.  The Program Director will apply expenses according to the applicable funding stream and cost category. If costs are shared by multiple funding streams, activity reports (timesheets) submitted by staff are utilized to determine the correct funding stream to be charged.  If not shared by multiple funding streams, the costs are applied directly to the applicable funding stream. Activity Splits are reviewed bi-annually to ensure proper allocation of funds based on actual activity.  If a marked difference adjustments will be made based on actual activity. The actual staff activity split will then be used to allocate expenditures for remaining six months of the year.  Then prior to the end of the year actual activity is reviewed and if a marked difference final adjustments are made;

· If the invoice is incorrect or poses questions, vendors are asked to clarify or revise;

· If the invoice and activity meet the requirements, the requested amount is entered into the electronic voucher spreadsheet by applicable funding stream and applied to the applicable budget and invoice is stamped with the “vouchered” stamp and dated;

· Electronic vouchers are generated according to the drawdown schedule and forwarded to the Paymaster for disbursement of funds

· The paymaster generates and submits the drawdown requests to the Kansas Department of Commerce (KDOC);

· KDOC completes the drawdown and notifies the paymaster of the fund transfer. 

· The paymaster generates checks and forwards check register to LWIB Staff.  

· LWIB staff reconciles the check register and forwards to the LWIB;

· The LWIB places the voucher with supporting documents, invoices, and drawdown reconciliation in the monthly drawdown and applicable budget binders. 

· Data Collection
· Monthly and Quarterly Reports
· Kansas Fiscal Link reports
· Activity Reports
· Clint, Operations, Service Delivery, LWIB and other grant budgets
· LAI Administrative Expenditure and Budget Report
Financial Management Monitoring:

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Fraud Policies and Processes

Federal Policy:

· 20 CFR 667.505 and 20 CFR 667.630

· 20 CFR 667.505

· As a result of an investigation, on-site visit or other monitoring, the Department notifies the recipient of the findings of the investigation and gives the recipient a period of time (not more than 60 days) to comment and to take appropriate corrective actions.

· The Grant Officer reviews the complete file of the investigation or monitoring report and the recipient's actions under paragraph (a) of this section. The Grant Officer's review takes into account the sanction provisions of WIA sections 184(b) and (c). If the Grant Officer agrees with the recipient's handling of the situation, the Grant Officer so notifies the recipient. This notification constitutes final agency action.

· If the Grant Officer disagrees with the recipient's handling of the matter, the Grant Officer proceeds under Sec. 667.510 of this subpart.

· 20 CFR 667.630

· Information and complaints involving criminal fraud, waste, abuse or other criminal activity must be reported immediately through the Department's Incident Reporting System to the DOL Office of Inspector General, Office of Investigations, Room S5514, 200 Constitution Avenue NW., Washington, DC 20210, or to the corresponding Regional Inspector General for Investigations, with a copy simultaneously provided to the Employment and Training Administration. The Hotline number is 1-800-347-3756. Complaints of a non-criminal nature are handled under the procedures set forth in Sec. 667.505 of this part or through the Department's Incident Reporting System.

State Policy:

· Kansas Statute No. 75-2973 and Kansas Department of Commerce Policy Number 1-07-00 

· Overview - It is a goal of the Kansas Department of Commerce (Commerce) to fortify program systems and place a high priority on eliminating program fraud and abuse.  Consistent with this goal, systematic procedures for reporting alleged instances of suspected or actual fraud, abuse, or criminal conduct in Workforce Investment Act (WIA) programs are described in this policy.  The scope of this policy encompasses actions by any staff or official of the Office of the Governor, Commerce, Local Area, as well as staff, officials, and program participants of recipients, subrecipients, and contractors.

· Definitions - To aid in the detection of fraud, program abuse, or criminal conduct, the following definitions are provided.  These definitions are neither fully inclusive nor restrictive of all activities that may be included under each activity:

· Employee/Participant Misconduct - These actions include, but are not limited to, conflict of interest or the appearance of conflict of interest, involving outside employment; business and professional activities; the receipt or giving of gifts, fees, entertainment, and favors; misuse of Federal property; misuse of official information; and such other activities as might adversely affect the confidence of the public in the integrity of the government as well as serious violations of federal and state laws

· Fraud, Misfeasance, Nonfeasance or Malfeasance - Any alleged deliberate action, which appears to be in violation of applicable federal, state, or local statutes and regulations. This category includes, but is not limited to, indications of bribery, forgery, extortion, embezzlement, theft of participant checks, kickbacks from participants or contractors, intentional payments to a contractor without the expectation of receiving services, payments to ghost enrollees, misuse of appropriated funds, and misrepresentation of information in official reports, including failure to report outstanding debt(s) on application for Federal assistance.

· Gross Mismanagement - Actions or situations arising out of management ineptitude or oversight, leading to major violations of the legislative requirements, regulations, or contract/grant provisions.  Such actions or situations have the potential to severely hamper the accomplishment of program goals, waste government resources, and jeopardize future support for a particular project.  This category includes, but is not limited to, unauditable records, unsupported costs, highly inaccurate fiscal reports or program reports, payroll discrepancies, payroll deductions not paid to the Internal Revenue Service (IRS), and lack of adequate internal control procedures.

· Misapplication of Funds - Any alleged use of funds, assets, or property for purposes/activities not authorized or provided for by legislation or regulations, grants, or contracts.  This category includes, but is not limited to, nepotism, political patronage, use of participants for political activity, ineligible enrollees, conflict of interest, failure to report income from federal funds, violation of contract/grant procedures, the use of federal funds for other than specified purposes, and failure to report compromise of federal debt for IRS purposes.

· Fraud and Abuse Incident Report

· The Fraud and Abuse Incident Report (see Attachment I) is the official document for reporting instances of fraud, misapplication of funds, gross mismanagement, and any other incidents of known or suspected criminal or other activities.  The Fraud and Abuse Incident Report is also used to provide supplemental and final reports about such incidents. Any report received in a written format and signed shall be accepted and handled in the same manner as if it were filed on the Fraud and Abuse Incident Report. Individuals designated to accept incident reports will be responsible for contacting the reporting party and obtaining information required by the Fraud and Abuse Incident Report that is not included in the submitted report.

· Incident reports are not intended to elicit reports only after a determination is made that an act or allegation is legally prosecutable.  Any act which raises questions of possible illegal expenditures or other unlawful activity should be reported immediately.

· Prohibition of Reprisals, Whistleblower Protection, and Confidentiality

· In accordance with federal regulations and the Kansas Whistleblower’s Act, no action will be taken against any employee, grantee, or contractor for disclosing information of criminal or improper activities or making a complaint to the proper authorities.  The reporting party’s identity will not be disclosed except where there is consent or it is determined that disclosure will be unavoidable during the course of an investigation.  As per Kansas Statue No. 75-2973, each state office shall prominently post a copy of the Kansas Whistleblower’s Act in locations where it can reasonably be expected to come to the attention of all employees (see Attachment B)

· Complaint Processing Procedures - Each Local Area shall abide by the following procedures for reporting known or suspected instances of fraud, program abuse, or criminal conduct relating to all programs funded by the U.S. Department of Labor.

· Local Area Staff Designation - Each Local Area shall designate an individual (or individuals) to receive and assist in the preparation of the Fraud and Abuse Incident Report.  Such designation shall also include an individual other than a supervisor or manager to whom an individual can file a Fraud and Abuse Incident Report where there is concern their position will be compromised by submitting information believed to indicate actual, potential, or suspected wrongdoing.  This designation, and any subsequent change to this designation, should be reported to John Bowes, Director, Workforce Compliance and Oversight, (785) 296‑2122, jgbowes@hr.state.ks.us. Assurances should be made that a Fraud and Abuse Incident Report is completed in its entirety and forwarded for processing to the Local Area designated official if the report is made to any other staff member.

· National Hotline - All Local Areas shall notify employees and One-Stop partners of availability of the Office of Inspector General (OIG)/USDOL Hotline for providing information confidentially. The OIG/USDOL National Hotline number is 1-800-347-3756. The National Hotline was established for employees and the public. It may be used to notify the OIG of suspected fraud, abuse, or waste in any programs funded by the USDOL.  Information supplied via the Hotline should be as specific as possible to enable the OIG to identify and solve the problem.  The Hotline should not be used for resolving employee grievances, EEO complaints, labor disputes, or other personnel concerns.
· Kansas Whistle Blower’s Act - As per Kansas Statue No. 75-2973, each location where WIA services are offered shall prominently post a copy of the Kansas Whistleblower’s Act (see Attachment B) in locations where it can reasonably be expected to come to the attention of all employees and the public to provide information about reporting suspected cases of criminal activity within WIA.  Posters may be obtained by contacting the following individual:

 

Kansas Department of Commerce 

John Bowes

Workforce Compliance and Oversight
1000 S.W. Jackson Street, Suite 100

Topeka, Kansas 66612-1354

(785) 296-2122

Fax: (785) 296-3512

e-mail: jbowes@kansascommerce.com
 

· Submittal of Fraud and Abuse Incident Form - The Fraud and Abuse Incident Form (Attachment I) shall be forwarded within one business day of the occurrence.

· Emergency or Serious Allegations - An emergency exists when immediate action is required to forestall impending loss or harm to an individual or organization related to WIA, Commerce, or a Local Area.  If it is determined an incident requires immediate attention, a telephone report should be made to the OIG to relate the necessary information, and the written report submitted as outlined in this policy. The OIG should not be contacted for resolving employee grievances, EEO complaints, labor disputes, or other personnel concerns.

 

U.S. Department of Labor (OIG)
Office of Investigations
PO Box 26125
Kansas City, MO  64196-6125
 Phone: (816) 426-2318
FAX: (816) 426-7614
· Investigation Responsibilities - The Kansas Department of Commerce Legal Counsel will assign staff and coordinate activities in response to an incident reported as directed by the OIG, Regional Administrator, Governor, Secretary, or Deputy Secretary of the Kansas Department of Commerce.

· Quarterly Reports and Final Report - Where OIG has established a reporting number, WCO will submit quarterly status reports as required to the OIG, Commerce Legal, and other appropriate parties.
Local Policy:

· The Kansas Procedure for Reporting Suspected Program Fraud and Abuse will be included in the LAI Staff Personnel Handbook.  The LAI Executive Director will be designated as the individual who will receive and assist in the preparation of the Fraud and Abuse Incident Report.  If involving the Executive Director the LWIB Chair or Attorney will assist.
· LAI Staff will monitoring all LAI One-Stop’s to ensure the Kansas Whistle Blower’s Act policies are strictly adhered to.

Fraud Monitoring:
· Random Physical Monitoring
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
Cost Principles Policies and Processes

Federal Policy:

· OMB Circular A-122 – Cost Principles for Non-Profit Organizations; 29 CFR 95.27 and 29 CFR 97.22, OMB Circular 1-87, 20 CFR 667.264(a)(2), 127(b)(1), 132(b)(1), and 132(b)(2), 20 CFR 667.210(a)(1),

· The following general cost principles, as specified in the cost circulars and regulations previously noted, must be used in determining cost allowability for ETA grants. Total allowable costs are composed of allowable direct costs and the allocable portion of indirect costs, less applicable credits.

· Costs must be necessary and reasonable. Any cost charged to an ETA grant must be “necessary and reasonable for the proper and efficient performance and administration”] of the grant. A grantee is required to exercise sound business practices and to comply with its procedures for charging costs. A grantee is expected to exercise the same prudence with Federal funds as an individual would with his or her own funds, asking the following questions: Do the costs incurred for administering the ETA grant appear reasonable when compared with costs incurred by the grantee for administering other Federal grant programs or non-Federal programs? Did the grantee solicit price quotations in order to compare costs?

·  Costs must be allocable. A grantee may charge costs to the grant if those costs are clearly identifiable as benefiting the ETA grant program. Costs charged to the ETA grant should benefit only the ETA grant program, not other programs or activities. In order to be allocable, a cost must be treated consistently with like costs and incurred specifically for the program being charged. Shared costs must benefit both the ETA grant and other work and be distributed in reasonable proportion to the benefits received. They must also be necessary to the overall operation of the organization although the direct relationship to a final cost objective (ETA grant program) cannot be shown. If a grantee conducts other programs in addition to the authorized ETA grant, allocation methods should be used to determine what share of costs should be charged to the ETA grant. A common cost issue often arises regarding salary and time charged to a grant for personnel compensation. A grantee can allocate to the ETA grant only the portion of time that a person spends supporting the implementation of allowable ETA grant activities. One-Stop operations present other allocation issues that have previously been addressed in Chapter I-3, Proportionate Share and Cost Allocation. Further, if the grantee or subgrantee operates more than one ETA funded grant, costs must be allocated to each funding stream based on proper allocation methods. Finally, as with direct costs, allocated costs may not be shifted to other Federal awards.

· Costs must be authorized or not prohibited under Federal, State, or local laws or regulations. Costs incurred should not be prohibited by any Federal, State, or local laws. For example, entertainment and alcoholic beverages are prohibited from being charged to any Federal grant program. With respect to the ETA grant programs, the specific program regulations contain several notable prohibitions. For example, 20 CFR 667.264(a)(2) prohibits spending WIA funds on public service employment activities except to provide authorized disaster relief. The costs associated with public service employment under WIA are, therefore, allowable only when part of a disaster relief project. July 2002 II-3-2 Cost Principles
· Costs must receive consistent treatment by a grantee. A grantee must treat a cost uniformly across program elements and from year to year. Costs that are indirect for some programs cannot be considered direct ETA grant costs. A cost may not be charged to the ETA grant as a direct cost if any other cost incurred for the same purpose, in like circumstances, has been charged to another grant as an indirect cost. See Cost Allocation and Cost Pooling Policies and Processes for more detail.
· Costs must not be used to meet matching or cost-sharing requirements. A grantee may not use Federally funded costs, whether direct or indirect, as match or to meet matching fund requirements unless specifically authorized by law. For ETA-funded programs, this restriction applies mainly to the WtW program that requires match; the grant funds may not be used to match other Federal grant programs. While rare, an example of an authorized exception to this requirement is the Access to Jobs program funded by the U.S. Department of Transportation (DOT). This program specifically authorizes the use of WtW grant funds as match for the DOT program.
· Costs must be adequately documented. A grantee must document all costs in a manner consistent with GAAP. Examples include retaining evidence of competitive bidding for services or supplies and adequate time records for those employees who charge time against an ETA grant.
· Costs must conform to ETA grant exclusions and limitations. A grantee or subgrantee may not charge a cost to the ETA grant that is unallowable per the ETA grant regulations or the cost limitations specified in the regulations. An example of this requirement is found at 20 CFR 667.210(a)(1), which specifies that a State formula grantee may only expend five percent of the amounts allotted under Sections 127(b)(1), 132(b)(1), and 132(b)(2) of the WIA for Statewide administrative costs.
State Policy

· E.T.T.P.2 – Cost Principles

· Depending on the type of organization, the subrecipient is also to become familiar with the principles contained in 29 CFR Part 95.27 and 29 CFR Part 97.22. 

	  For the costs of a ----

  State, local or Indian

    Tribal government.

  Private nonprofit

    Organization other than

    An (1) institution of

    Higher education.  (2)

    Hospital, or (3)

    Organization named in

    OMB Circular A-122

    As not subject to that

    circular.

  Educational institutions

  For profit organizations

    Other than a hospital

    and an organization

    named in OMB Circular

    A-122 as not subject

    to that circular.
	  Use the principles in ---

  OMB Circular A-87.

  OMB Circular A-122.

  OMB Circular A-21.

  48 CFR Part 31.

  Contract Cost Principles

  and Procedures or uniform

  cost accounting standards

  that comply with cost

  principles acceptable to

  the Federal agency.




· Each subrecipient shall allow only those costs permitted under the cost principles which are reasonable, allocable, necessary to achieve approved program goals, and which are in accordance with the applicable Federal cost principles.  

· The subrecipient is responsible to comply with and secure any necessary approval of its cost allocation plan and/or indirect cost rate under the applicable Federal cost principle guide​lines (A‑87 or A‑122 or A‑21). 

· Where the incurrence of costs requires prior approval as cited in the organizations applicable cost principles, such approval must be granted in writing from the Secretary of Human Resources or designee.

· The State will allow the SDA to pay for a meal provided as part of an authorized working luncheon for the KWIB, LWIB, LWIB subcommittee, LEO, LEO subcommittee, KWIB subcommittee meeting.

· The cost of meals or beverages paid for with Employment and Training funds for other persons other than the traveler is unallowable.  Also no per diem or actual expenses for meals may be paid from Employment and Training funds when the traveler leaves their official station or domicile and returns the same day without incurring lodging expense.

· Within each OMB cost circular, A-21, A-87, and A-122, and with 48 CFR Part 31, there is specific discussion of items of cost.  Subreceipents should be familiar with these items and use them as ready references.  The attached reference chart is a summary of all cost items mentioned in the applicable circulars.  Note that some of these costs may be indirect.  

· Per the circulars, some items of cost require pre-approval.  The Secretary of the Department of Commerce or her/his designee is the approving authority.  

· As one can see, some items that are treated in one circular may not be treated in another.  Similarly, there are some allowable costs that are not addressed at all in the OMB circulars.  In addition, some cost items require prior approval, or are allowable per the circular but could be unallowable by the regulations.  

· To the extent possible, these variations of allowability have been indicated in the Attachment F.  Subreceipents are urged to consult closely with their applicable circular, and to be cognizant of program regulations.  The table should be a starting reference point of inquiring as to specific items of cost, not a quick reference chart.  

Local Policy

· Local Area I staff will review and monitor all disbursments, to ensure all cost are allowable and allocable according to all Federal and State Cost Principles.

· Local Area I will utilize the STATE OF KANSAS EMPLOYEE TRAVEL EXPENSE REIMBURSEMENT HANDBOOK FY 2006 - http://www.da.ks.gov/ar/employee/travel/travbk.htm for LWIB member and staff travel as well as for contractors.  

· Local Area I will reimburse all board member and staff $.445 per mile or the Federal mileage rate if less than $.445 per mile. 

Cost Principles Processes

· See Financial Management Principles Processes.

· Data Collection
· Monthly KDOC Expenditure Reports
· Expenditure Summary Reports

· Kansas Fiscal Link reports
· Activity Reports
· Operations, Service Delivery, LWIB and other Grant Budgets
· LAI Administrative Expenditure and Budget Report 
Cost Principles Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Monthly Expenditure Summary sent to Fiscal Committee for review

· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Allowable Costs Policies and Processes

Federal Policy

· OMB Circular A-122 – Cost Principles for Non-Profit Organizations; 29 CFR 95.27 and 29 CFR 97.22, OMB Circular 1-87, 20 CFR 667.264(a)(2), 127(b)(1), 132(b)(1), and 132(b)(2), 20 CFR 667.210(a)(1), OMB Circular A-87, 20 CFR667.200(c)(6), 20 CFR 667.260, 20 CFR 667.262, 20 CFR 667.264(a)(2), 20 CFR 667.264(a)(1), 20 CFR 667.266, 29 CFR 37.6(f)(1),

· See Attachment F – Allowable Costs Chart

· If a cost is not specifically treated within the applicable circular or regulation governing allowable costs, OMB Circular A-87, then the general cost principles of the applicable circular or regulation are used to determine whether the cost is allowable.  See Attachment F.

· Examples of Allowable Direct Costs are as follows:

· Travel. Reasonable travel costs necessary to effectively manage the grant, provide oversight, and measure program effectiveness are allowable. Air travel, when necessary, should be obtained at the lowest possible customary standard (coach or equivalent fare). All OMB circulars treat these costs as allowable.

· Training. An ETA-funded grantee’s professional development and training costs are allowable. Under WIA, these are also called “capacity building” costs. Consistent with the “necessary and reasonable” provision, grantees should ensure that training is relevant to the specific ETA-funded program or results in increasing the effectiveness of staff working on an ETA-funded program.

· General Government Expenses. Grantees should take care to avoid charging general government expenses to ETA-funded grants. The costs of chief executives, legislatures (including city and county councils), judiciary and prosecutors, and public safety (fire and police) are unallowable unless provided otherwise in the grant. These costs are specifically treated in OMB Circular A-87. 

· Public Outreach and Advertising Costs associated with public outreach, community relations, or efforts to publicize the ETA-funded program(s) in order to generate participation are viewed by all circulars as allowable within certain limitations. However, any public relations costs that solely promote the organization, or are not directly related to the ETA program providing the funding, are considered unallowable. 

· The term advertising costs means the costs of advertising media and corollary administrative costs. Advertising media include magazines, newspapers, radio and television programs, direct mail, exhibits, and the like. 

· The term public relations includes community relations and means those activities dedicated to maintaining the image of the organization or maintaining or promoting understanding and favorable relations with the community or public at large or any segment of the public. 

· Interest. Generally, interest on borrowed capital is unallowable. However, interest on payments for equipment bought on time payments is allowable as a direct cost under certain conditions. Again, grantees should review the guidance in their relevant circular.

· Pre-Award Costs. Unless authorized in writing by the Grant Officer (for direct grantees only and to the extent they would have been allowable if incurred post-award), pre-award costs cannot be charged to an ETA grant. Pre-award costs are not authorized for formula grantees.

· Capital Assets Costs. Capital assets are non-current assets (assets that are not available or cannot be made available to finance current operations). Capital assets are the result of capital expenditures and include (but are not limited to) land, buildings, and equipment. Expenditures for land or building improvements as well as building and equipment repairs or maintenance expenditures that increase the value of a capital asset or increase its estimated useful life are identified as capital expenditures in Federal regulations. OMB Circular A-87, Attachment B, Item 19, provides the guidelines on the allowability of expenditures for capital assets, guidelines on conditions, and applicable prior approval requirements. The costs of capital leases are treated in the same manner. The following are requirements for capital expenditures:

· OMB Circular A-87 requires the approval of the grantor agency for capital expenditures. This approval authority has been delegated to the States for the formula grants.

· To the extent that State procedures for State organizations are sufficient to define the allowability of ETA capital asset acquisition costs and do not inappropriately constrain non-State organizations, the State’s policy is applicable to non-State governmental subgrantees.

· Leasing. Interest costs associated with capital leases and other lease-purchase arrangements are allowable so long as they are reasonable and allocable to the grant pursuant to the specific criteria identified in applicable OMB cost principles. Lease-purchase arrangements for real property, however, are unallowable under WIA programs. Permissible lease costs of real property are limited to operating leases, not capital leases.

· Start-Up Costs. Costs associated with the start-up of businesses are not considered allowable under the provisions of Section 181 (e) of the WIA. Start-up costs associated with entrepreneur training would also fall under this prohibition. This prohibition will also apply to the start-up costs of an agency that would provide services to WIA clients. However, the purchase of equipment (with appropriate prior approval) will continue to be an allowable cost. Additional examples of unallowable activities are contained in WIA, WtW, and other program regulations.

· Legal Expenses Any legal expenses incurred for the prosecution of claims against the government are unallowable. This includes appeals to the Administrative Law Judge of disallowed costs or other claims and civil actions where the Federal government is a defendant. [20 CFR667.200(c)(6)]

· Construction Costs: With four exceptions, the costs of construction or purchase of facilities are unallowable for all WIA Title I programs [20 CFR 667.260]. The exceptions are listed below:

· To meet obligations for access and accommodation under the Rehabilitation Act of 1973, as amended, and the Americans with Disabilities Act (ADA) of 1990, as amended

· Repairs, renovations, and capital improvements of real property, including

· State Employment Service Agency (SESA) real property (identified at WIA Section 193), or

· Job Training Partnership Act (JTPA)-owned property transferred to WIA Title I programs

· Jobs Corps facilities

· To fund construction-related disaster relief projects.

· WIA also prohibits certain activities. All costs associated with an unallowable activity are considered unallowable costs, regardless of their allowability under other circumstances. The prohibited activities are as follows:

· Employment-generating activities, including economic development activities. An exception is made only for those employer outreach and job development activities directly related to participants. Employment-generating activities are addressed in 20 CFR 667.262.

· Public service employment, except to provide disaster relief employment. [20 CFR 667.264(a)(2)]

· The wages of incumbent employees participating in Statewide economic development activities. [20 CFR 667.264(a)(1)]

·  Employment or training programs for sectarian activities. This section does not prohibit the provision of services by faith-based organizations, unless those services are sectarian in nature. [20 CFR 667.266] [29 CFR 37.6(f)(1)]

· The regulations also prohibit the use of WIA funds for business relocation, if the relocation results in the loss of an employee’s job at the original location in the U.S. The use of WIA funds for customized or skill training, on-the-job training, or company-specific job applicant assessments are prohibited for the first 120 days a relocated business operates in the new location. The regulations require that the State develop specific pre-award criteria prior to providing WIA funds to a new or expanding business to ensure compliance with this requirement. [20 CFR 667.268]

State Policy

· Kansas Department of Commerce Fiscal Manual
Local Policy

· Local Area I staff will review and monitor all service provider, client services, paymaster, and AAO charges to ensure all cost are allowable and allocable according to all Federal and State Cost Principles.

· Local Area I will utilize the STATE OF KANSAS EMPLOYEE TRAVEL EXPENSE REIMBURSEMENT HANDBOOK FY 2008 - http://www.da.ks.gov/ar/employee/travel/travbk.htm for LWIB member and staff travel.  

· Local Area I will reimburse all board member and staff $.445 per mile or the Federal mileage rate if less than $.445 per mile. 
· Local Area I will not pay/reimburse overtime for its staff unless prior approval is granted.  .  

Allowable Costs Process

· See Financial Management Principles Processes.

· Data Collection
· Monthly KDOC Expenditure reports

· Expenditure Summary Reports

· Kansas Fiscal Link reports
· Activity Reports
· Operations, Service Delivery, LWIB and Other Grant Budgets
· LAI Administrative Expenditure Report
Allowable Costs Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Monthly Expenditure Summary Reports sent to Fiscal Committee for review.
· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Cost Classification Policies and Processes

Federal Policy

· 20 CFR 664.320, 20 CFR 667.210(a)(3), 20 CFR 667.210(a), 20 CFR 667.220, 20 CFR 667.220 (b-c), 20 CFR 667.220(a), 20 CFR 667.220(c)(2), 

· There are two cost categories for the WIA Title IB grants; administrative and program activities.

· Administrative costs are limited to 10% of the total program year allocation at the local level and 5% of the amount allotted at the State level for formula grantees.  While allotted and allocated by the funding streams of Adult, Dislocated Worker and Youth programs, neither the State nor the local level administrative costs need be tracked by, reported, or allocated back to the particular funding streams.

· Cost limitations are measured at the end of the grant period by comparing the total reported administrative expenditures to the amount available for administration.  If administrative costs exceed the maximum limitation, the amount in excess becomes a disallowed cost and is subject to repayment.

· Title IB Youth programs must report costs by the eligibility categories of in-school and out-of-school youth. 

· The regulations define administrative costs at 20 CFR 667.220(a) as the allocable portion of the costs associated with specific functions and not related to the “direct provision of workforce investment services, including services to participants and employers.” The administrative functions are specified to include the following:

· General administrative functions such as accounting, financial and cash management, procurement, property management, personnel management, and payroll

· Audit functions and those duties associated with coordinating the resolution of findings originating from audits, monitoring, incident reports, or other investigations

· General legal services

· Oversight and monitoring of administrative functions

· Goods and services used for administrative functions

· Developing systems, including information systems, related to administrative functions

· The costs of awards made to subrecipient or vendor organizations for administrative services of the awarding agency (for example, a payroll service for staff or participants).

· Only those costs associated with the administrative management of the programs will be considered as being classified to the WIA administrative cost category.  Planning is not considered an administrative cost, nor is the costs of performance tracking.

· The enumerated administrative functions performed by the identified administrative entities are the following: accounting and budgeting; financial and cash management; procurement and purchasing; property management; payroll and personnel management; general oversight, audit and coordinating the resolution of findings from audits, reviews, investigations, and incident reports; general legal services; developing and operating systems and procedures, including information systems, required for administrative functions; and oversight and monitoring of administrative functions. Only these enumerated administrative functions are to be charged as administrative costs. The costs of first line supervisors of staff providing direct services to participants are program costs. The discussion of this cost item has been removed from this new definition because it is no longer needed.

· Two types of costs that were specifically previously classified as administrative costs, preparing program-level budgets and program plans, and negotiating MOU's and other program-level agreements, are now classified as program costs, even though they are often associated with general organizational management. Costs of such activities as information systems development and operation, travel, and continuous improvement are charged to program costs or administration, according to whether the underlying functions which they support are classified as programmatic or administrative. For example, the costs of developing an information system which serves both administrative functions and the tracking and monitoring of participants would be allocated between program costs and administrative costs in proportion to the utilization of the system for each intended purpose.

· Costs of information systems related to participant and performance information are to be charged to the program costs category.  

· Administrative costs are accumulated and reported only by State and local boards, direct recipients (i.e., the State or a Title ID grantee), the local grant recipient or subrecipient (i.e., the LWIA), the fiscal agent for a local area, and the One-Stop operator. [20 CFR 667.220(a)] If the local area makes an award to a vendor for an administrative function such as developing a procurement system, then the vendor costs are classified as administrative. With the exception of the aforementioned type of administrative contract, all awards to vendors and subrecipients are considered program costs and would be reported in the program cost category, even if associated administrative costs are included in the total costs.

· The following Title IB entities will incur costs that are to be reported as administrative costs:

· The State (as the grant recipient)

· The State Workforce Investment Board

· The Local Workforce Investment Board (LWIB)

· The local grant recipient

· A local grant subrecipient and/or fiscal agent whose purpose is to assist in the administration of grant funds 

· The local One-Stop operator. [20 CFR 667.220(a)]

· Staff and related costs should be classified against the appropriate cost category or program activity based on the job duties actually being performed. If staff members perform duties related to more than one category or activity, then the costs should be allocated on the basis of actual time worked or another equitable method. [20 CFR 667.220(c)(2)]

· Due to of the nature of the goods and services they provide, vendors are not normally expected to break out their invoices by program activity or cost category. Recipients and subrecipients, however, must classify the costs of the goods and services procured from vendors. There may be some instances in which a vendor provides services that may be charged to more than one activity/category, and the grantee must classify the costs properly. In these instances, the recipient/subrecipient must establish an appropriate reporting or invoicing arrangement to properly classify the costs. The establishment of appropriate reporting/invoicing is also critical to the recipient classifying the costs by the appropriate participant eligibility category.

· Direct Costs are as follows:

· Direct costs are defined as those costs that can be identified specifically with a particular final cost objective, i.e., a particular award, project, service, or other direct activity of an organization. However, a cost may not be assigned to an award as a direct cost if any other cost incurred for the same purpose, in like circumstance, has been allocated to an award as an indirect cost. Costs identified specifically with awards are direct costs of the awards and are to be assigned directly thereto. Costs identified specifically with other final cost objectives of the organization are direct costs of those cost objectives and are not to be assigned to other awards directly or indirectly. 

· Any direct cost of a minor amount may be treated as an indirect cost for reasons of practicality where the accounting treatment for such cost is consistently applied to all final cost objectives. 

· The cost of certain activities is not allowable as charges to Federal awards However, even though these costs are unallowable for purposes of computing charges to Federal awards, they nonetheless must be treated as direct costs for purposes of determining indirect cost rates and be allocated their share of the organization's indirect costs if they represent activities which (1) include the salaries of personnel, (2) occupy space, and (3) benefit from the organization's indirect costs.

· The costs of activities performed primarily as a service to members, clients, or the general public when significant and necessary to the organization's mission must be treated as direct costs whether or not allowable and be allocated an equitable share of indirect costs. Some examples of these types of activities include: Maintenance of membership rolls, subscriptions, publications, and related functions.
· Providing services and information to members, legislative or administrative bodies, or the public.
· Promotion, lobbying, and other forms of public relations.
· Meetings and conferences except those held to conduct the general administration of the organization.
· Maintenance, protection, and investment of special funds not used in operation of the organization. 
· Administration of group benefits on behalf of members or clients, including life and hospital insurance, annuity or retirement plans, financial aid, etc. 
· Indirect Costs are defined as follows:
· Indirect costs are those that have been incurred for common or joint objectives and cannot be readily identified with a particular final cost objective. Direct cost of minor amounts may be treated as indirect costs under the conditions described in subparagraph B.2. After direct costs have been determined and assigned directly to awards or other work as appropriate, indirect costs are those remaining to be allocated to benefiting cost objectives? A cost may not be allocated to an award as an indirect cost if any other cost incurred for the same purpose, in like circumstances, has been assigned to an award as a direct cost.
· Because of the diverse characteristics and accounting practices of non-profit organizations, it is not possible to specify the types of cost which may be classified as indirect cost in all situations. However, typical examples of indirect cost for many non-profit organizations may include depreciation or use allowances on buildings and equipment, the costs of operating and maintaining facilities, and general administration and general expenses, such as the salaries and expenses of executive officers, personnel administration, and accounting.

· Indirect costs shall be classified within two broad categories: "Facilities" and "Administration." "Facilities" is defined as depreciation and use allowances on buildings, equipment and capital improvement, interest on debt associated with certain buildings, equipment and capital improvements, and operations and maintenance expenses. "Administration" is defined as general administration and general expenses such as the director's office, accounting, personnel, library expenses and all other types of expenditures not listed specifically under one of the subcategories of "Facilities" (including cross allocations from other pools, where applicable). 

· The indirect cost pool includes costs associated with a number of functions/activities that are not administrative costs under the WIA definition. The following is the methodology for determining the portion of indirect costs chargeable to administration and program under cost categories for any given WIA program.

· Review all the costs included in the indirect pool and label them as program or administrative costs based on the WIA definition. 

· Calculate the proportion (percentage) of total costs for each of the two categories.

· Calculate the total dollar amount of indirect costs attributable to the particular WIA program (i.e., apply the negotiated indirect cost rate to the specified base).

· Apply the percentages calculated in Step 2 to the total dollar amount of indirect costs to establish the dollar amount that is to be recorded/reported as administrative costs and the amount that is program costs for that particular program.

· A chart of accounts must be developed and should include at the following classifications: funding sources, costs objectives, and program activities. The chart account must provide the following classifications:

· Sources of funds (e.g., WIA Adult, WtW, foundation funds, State programs, etc.).

· Cost objectives (e.g., salaries, FICA, insurance, telephone, rent, etc.). Cost pools (for example, an administrative cost pool or a case manager’s cost pool) would also be identified.

· Program activities or cost categories. Examples include vouchers or ITAs for training services, administration, and assistance.

· Related cost objectives such as program income expended, etc.

State Policy

· Kansas Department of Commerce Fiscal Policy Manual
Local Policy

· LAI Administrative Office will review and monitor all client services, LWIB, Operations and Service Delivery expenditures to ensure all cost are allowable and allocable according to all Federal and State Cost Principles.

· Local Area I Staff will disburse all expenditures including wages and benefits according to their specific activity.  Timesheets must be kept and utilized to apply percentage of time to all expenditures.  A bi-annual review of staff activity will be conducted to compare budgeted activity to actual activity as reported on timesheets. If a marked difference is notated adjustments will be made to all prior expenditures.  The first six month actual activity split will then be utilized for the remaining six months.  Prior to the end of the year another review of actual activity will be conducted and adjustments made if necessary.

Cost Classification Process

· See Financial Management Principles Processes.

· Data Collection
· Monthly KDOC Expenditure Reports
· Monthly Expenditure Summary Reports
· Kansas Fiscal Link reports
· Activity Reports
· Operations, Service Delivery, LWIB and Other Grant Budgets
Cost Classification Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Monthly Expenditure Summary Reports sent to Fiscal Committee for review.
· Random Physical Monitoring
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Cash Management Policies and Processes

Federal Policy

· 29 CFR 97.21, 29 CFR 95.22,

· Institutions of higher education, hospitals, and other non-profit organizations, and commercial entities are bound by the cash management principles in 29 CFR 95.22.

· Payment methods shall minimize the time elapsing between the transfer of funds from the United States Treasury and the issuance or redemption of checks, warrants, or payment by other means by the recipients. Payment methods of State agencies or instrumentalities shall be consistent with Treasury-State CMIA agreements or default procedures codified at 31 CFR part 205.

· Recipients are to be paid in advance, provided they maintain or  demonstrate the willingness to maintain:

· Written procedures that minimize the time elapsing between the transfer of funds and disbursement by the recipient, and

· Financial management systems that meet the standards for fund control and accountability as established in Sec. 95.21.

· Cash advances to a recipient organization shall be limited to the minimum amounts needed and be timed to be in accordance with the actual, immediate cash requirements of the recipient organization in carrying  out the purpose of the approved program or project. The timing and amount of cash advances shall be as close as is administratively feasible to the actual disbursements by the recipient organization for direct program or project costs and the proportionate share of any allowable indirect costs.

· Whenever possible, advances shall be consolidated to cover anticipated cash needs for all awards made by DOL to the recipient.

· Advance payment mechanisms include, but are not limited to, Treasury check and electronic funds transfer.

· Advance payment mechanisms are subject to 31 CFR part 205.

· Recipients are authorized to submit requests for advances monthly when electronic fund transfers are not used.

· Requests for Treasury check advance payment shall be submitted  on SF-270, ``Request for Advance or Reimbursement,'' or other forms as  may be authorized by OMB. This form is not to be used when Treasury check advance payments are made to the recipient automatically through the use of a predetermined payment schedule or if precluded by special DOL instructions for electronic funds transfer.

· Reimbursement is the preferred method when the requirements in paragraph (b) of this section cannot be met. DOL may also use this method on any construction agreement, or if the major portion of the construction project is accomplished through private market financing or Federal loans, and the Federal assistance constitutes a minor portion of the project.

· When the reimbursement method is used, DOL shall make payment within 30 days after receipt of the billing, unless the billing is improper.

· Recipients are authorized to submit requests for reimbursement monthly when electronic funds transfers are not used.

· If a recipient cannot meet the criteria for advance payments and DOL has determined that reimbursement is not feasible because the recipient lacks sufficient working capital, DOL may provide cash on a working capital advance basis. Under this procedure, DOL shall advance cash to the recipient to cover its estimated disbursement needs for an initial period generally geared to the awardee's disbursing cycle. Thereafter, DOL shall reimburse the recipient for its actual cash disbursements. The working capital advance method of payment shall not be used for recipients unwilling or unable to provide timely advances to their subrecipient to meet the subrecipient's actual cash disbursements.

· To the extent available, recipients shall disburse funds available from repayments to and interest earned on a revolving fund, program income, rebates, refunds, contract settlements, audit recoveries and interest earned on such funds before requesting additional cash payments.

· Unless otherwise required by statute, DOL shall not withhold payments for proper charges made by recipients at any time during the project period unless paragraphs (h)(1) or (h)(2) of this section apply.

· A recipient has failed to comply with the project objectives, the terms and conditions of the award, or Federal reporting requirements.

· The recipient or subrecipient is delinquent in a debt to the United States as defined in OMB Circular A-129, ``Managing Federal Credit Programs.'' Under such conditions, DOL may, upon reasonable notice, inform the recipient that payments shall not be made for obligations incurred after a specified date until the conditions are corrected or the indebtedness to the Federal Government is liquidated.

· Standards governing the use of banks and other institutions as depositories of funds advanced under awards are as follows:

· Except for situations described in paragraph (i)(2) of this section, DOL shall not require separate depository accounts for funds provided to a recipient or establish any eligibility requirements for depositories for funds provided to a recipient. However, recipients must be able to account for the receipt, obligation and expenditure of funds.

· Advances of Federal funds shall be deposited and maintained in insured accounts whenever possible.

· Consistent with the national goal of expanding the opportunities for women-owned and minority-owned business enterprises, recipients shall be encouraged to use women-owned and minority-owned banks (a bank which is owned at least 50 percent by women or minority group members).

· Recipients shall maintain advances of Federal funds in interest bearing accounts, unless paragraph (k)(1), (k)(2), or (k)(3) of this section apply.

· The recipient receives less than $120,000 in Federal awards per year.

· The best reasonably available interest bearing account would not be expected to earn interest in excess of $250 per year on Federal cash balances. The depository would require an average or minimum balance so high that it would not be feasible within the expected Federal and non-Federal cash resources.

· In keeping with Electronic Funds Transfer rules, (31 CFR Part 206), interest should be remitted to the HHS Payment Management System through an electronic medium such as the FEDWIRE Deposit system. Recipients who do not have this capability should use a check.

· For those entities where CMIA and its implementing regulations do not apply, interest earned on Federal advances deposited in interest bearing accounts shall be remitted annually to Department of Health and Human Services, Payment Management System, P.O. Box 6021, Rockville, MD 20852. Interest amounts up to $250 per year may be retained by the recipient for administrative expense. State universities and hospitals shall comply with CMIA, as it pertains to interest. If an entity subject to CMIA uses its own funds to pay pre-award costs for discretionary awards without prior written approval from DOL, it waives its right to recover the interest under CMIA.

· Except as noted elsewhere in this part, only the following forms shall be authorized for the recipients in requesting advances and reimbursements. DOL shall not require more than an original and two copies of these forms.

· SF-270, Request for Advance or Reimbursement. The SF-270 is the standard form for all nonconstruction programs when electronic funds transfer or predetermined advance methods are not used. DOL, however, has the option of using this form for construction programs in lieu of the SF-271, ``Outlay Report and Request for Reimbursement for Construction Programs.''

· SF-271, Outlay Report and Request for Reimbursement for Construction Programs. The SF-271 is the standard form to be used for requesting reimbursement for construction programs. However, DOL may substitute the SF-270 when DOL determines that it provides adequate information to meet Federal needs.

State Policy

· Kansas Department of Commerce Fiscal Manual
· Subrecipients receiving Employment and Training funds need not maintain a separate bank account. Subrecipients must deposit Employment and Training funds in an institution with federal deposit coverage. The balance exceeding deposit insurance coverage must be collaterally secured. Consistent with the Federal and State goal of expanding the opportunities for minority business enterprises, subrecipients are encouraged to use minority banks. Subrecip​ients shall maintain separate books of account for each such funding source. These separate books of account must be able to identify cash balances per funding source.

· Program income means income received by the subrecipient directly generated by a grant or subgrant or contract supported activity, or earned only as a result of the grant or subgrant or contract.  

· Additional Program income requirements for subrecipients.

· Program income shall be used prior to the submission of the final report for the funding period of the program year to which the earnings are attributable.

· If the subrecipient that earned program income cannot use such income for Employment and Training purposes, the recipient may permit another entity to use the program income for Employment and Training purposes.

· Program income not used in accordance with the requirements of 29 CFR Part 95.24 and 29 CFR Part 97.25 shall be remitted to the State of Kansas.    

· Program income shall be tracked separately from other Employment and Training funds and reported to the State of Kansas on a Monthly Fiscal Report.

· A closeout package will be required for program income.

· Miscellaneous refunds such as vendor payment refunds shall be applied to the current Employment and Training grant.  Refunds pertaining to payments to vendors from prior years expenditures will be handled in either of the following manners:

· If the grant has not been closed, the refund will be applied as a reduction to current expenditures in the appropriate cost category.

· If the grant has been closed, any refunds shall be submitted to the State of Kansas in accordance with paragraph D.

· Refunds from disallowed audit costs or disallowed costs resulting from complaints or hearings shall be submitted to the State of Kansas within 30 days of receipt of the final decision.

· The subrecipient shall utilize the following method when submitting refunds:

· All refund checks will be made payable to the Kansas Department of Human Resources and mailed to:


Kansas Department of Commerce


ATTN:  Fiscal Management


1000 SW Jackson Suite 100


Topeka, Kansas  66603

· Should a refund be made in cash, it must be converted into a money order or check and sent to the address above.

· Identify the purpose of the refund and appropriate amounts (i.e., excess cash, disallowed audit cost, program income, etc.).

· Identify the subrecipient grant number under which the funds were expended or earned.

· Indicate the program title, program year and cost category to which the refund applies under the grant.

· In the case of disallowed costs as determined in an audit, identify the audit report number.

· Subrecipients of Employment and Training funds are to follow the state law as it pertains to the Disposition of Unclaimed Property (K.S.A. 58-3901 et seq.).  Subrecipients are to maintain on their books of record the disbursement as an expense.  There shall be no reduction of expenses or cancellation of a check due to it being uncashed.  Only after exercising due diligence to ascertain the whereabouts of the owner and after the five-year dormancy period for all payments except wages is the subrecipient to report and remit the unclaimed/uncashed checks to the state treasurer.  In the case of uncashed payroll, checks (Work Experience, etc) that have remained uncashed by the owner for more than one year after becoming payable, the subrecipient is to report and remit the funds to the state treasure. For all items, the report to the State Treasurer (K.S.A. 58-3912) shall include:

· The name, last known address of each entity appearing from the records of the subrecipient to be the payee of any uncashed checks;

· the description of the uncashed checks (OJT, Worker Experience, etc) and amount appearing from the records to be due;

· the date when the check became payable, demandable, or returnable, and the date of the last transaction with the subrecipient with respect to the check;

· any other information the State Treasurer may require.

· The report shall be filed before November 1 of each year as of June 30 for that year.  The state treasurer may postpone the reporting date upon written request of any subrecipient required to file a report.  A copy of any reports filed with the state treasurer shall be sent to the Kansas Department of Commerce, Attention:  Fiscal Management.

· A check shall accompany the report to the state treasurer for the amount of the uncashed checks being reported. 

· Interest earned on Employment and Training cash may be retained and utilized by the subrecip​ient. If retained by the subrecipient, interest earned will be treated as program income and the subrecipient will follow procedures outlined in E.T.P.P. 9.

Local Policy

· LAI Staff will review and monitor all disbursements to ensure all cost are allowable and allocable according to all Federal and State Cost Principles.
· LAI  will not maintain a petty cash system.  
· LAI will not maintain a credit card.

· LAI Paymaster is responsible for maintaining the LWIB bank account which includes monthly reconciliations.  
· LAI Paymaster is responsible for paying all Federal, State, and F.I.C.A for the LWIB. The paymaster is also responsible for maintaining Workman’s Compensation Insurance for the LWIB.

· All payments will be applied to applicable budgets according to the applicable staff activity split.

· All refunds shall be applied to the client’s budget and deobligated if appropriate. 

Cash Management Process

· See Financial Management Principles Processes.

· Data Collection
· Kansas Fiscal Link reports
· Activity Reports
· Operations, Service Delivery, LWIB and other grant Budgets
· LAI Administrative Expenditure Report
Cash Management Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Program Income Policies and Processes

Federal Policy

· 29.CFR 95.24, 29 CFR 97.25, 20 CFR 667.200(a)(5), (a)(6), and (a)(7), WIA sec. 195(7)(A) and (B), WIA sec. 195(7)(B)(iii).

· Government and nonprofit organizations must account for all revenues in excess of costs as program income.

· Any excess of revenue over costs incurred for services provided by a governmental or non-profit entity must be included in program income. (WIA sec. 195(7)(A) and (B).)

· Interest earned on Title I grant revenues must be accounted for as program income.  

· Program income is defined in 29 CFR 97.25(b) as the “gross income received by the grantee or subgrantee directly generated by a grant-supported activity, or earned only as a result of the grant agreement during the grant period…” A similar definition is found in 29 CFR Part95.2(bb).

· Except as provided in paragraph (e) of this section, program income earned during the project period shall be retained by the recipient and added to funds committed to the project by DOL and recipient, and used to further eligible project or program objectives.

· Recipients shall have no obligation to the Federal Government regarding program income earned after the end of the project period.

· Costs incident to the generation of program income may be deducted from gross income to determine program income, provided these costs have not been charged to the award.

· Proceeds from the sale of property are not program income and shall be handled in accordance with the requirements of the Property Standards (See Secs. 95.30 through 95.37).

· Unless DOL's regulations or the terms and condition of the award provide otherwise, recipients shall have no obligation to the Federal Government with respect to program income earned from license fees and royalties for copyrighted material, patents, patent applications, trademarks, and inventions produced under an award. However, Patent and Trademark Amendments (35 U.S.C. 18) apply to inventions made under an experimental, developmental, or research award.

· On a fee-for-service basis, employers may use local area services, facilities, or equipment funded under title I of WIA to provide employment and training activities to incumbent workers:

·  When the services, facilities, or equipment are not being used by eligible participants;

· If their use does not affect the ability of eligible participants to use the services, facilities, or equipment; and

· If the income generated from such fees is used to carry out programs authorized under this title.

· The following list, drawn from the requirements of Part 97 and other regulations addresses some of the differing types of program income that might be generated under the grants.

· Fee for Services – Income from fees charged for services. 

· User or Rental Fees – Income from the use or rental of personal property acquired with grant funds.

· Sale of Products – Income from the sale of goods constructed under a grant agreement.

· Revenue in Excess of Expenditures – If a Governmental or nonprofit organization earns or receives revenue in excess of its costs under a WIA Title I program, that revenue is to be treated as program income.

· Interest Income – All interest earned on WIA and non-WIA ETA funded grants.

· Program Income Exclusions are as follows:

· Applicable Credits – reductions to grant costs as a result of refunds, rebates, credits, discounts, or the interest earned on them.

· Sale of Property – Proceeds from the sale of personal property.  The requirements for handling the revenues from the sale of property for which the grantee is accountable are covered at 29 CFR 97.32 and 29 CFR 95.30 – 37.

· Royalties – Income from royalties and license fees for copyrighted material, patents, and inventions developed by the grantee or subgrantee.  This income is considered program income only if specifically identified as such in the grant agreement or Federal agency regulations.  DOL policy is that Federal funds may not be used to pay royalties for Federally developed projects or works.  

· Income Earned after the Grant Period Has Ended. The grantee is not accountable for income earned after the end of the award period. However, the grantee must report program income expended after the grant period if the income was earned during the grant period.

· Donations. Donations and contributions are voluntarily given to the ETA-funded program. As they are not generated by the use of grant funds, such revenues do not constitute program income.

· Profits of Commercial Organizations. Profits earned by commercial for-profit organizations are not considered program income. Care should be taken to minimize the amount of profit generated by grants (see Chapter II-10, Procurement).

· Matching Funds. Funds provided to satisfy the matching requirements of the ETA grants are not considered program income. Conversely, program income generated through the ETA-funded grants may not be used to satisfy any match requirements.

· Use of Program Income The requirements for using ETA-funded grant funds also apply to the use of program income with the exception of the administrative cost limitation. These requirements include:

· Allowable cost guidelines

· Cost classification guidelines

· Inclusion of program income earnings and expenditures in the audit

· Rules on procurement and selection of service providers

· Participant records and other record-keeping requirements

· Sanctions for misuse.

· WIA regulations and 29 CFR 95.24(a) specify that program income is to be added to the total grant award and used to provide the same services as the original grant agreement. Neither Part 95 nor Part 97 specifies any requirements for earned program income that is not expended within the grant period. However, both Parts 97 and 95 require program income to be expended in conformance with the terms and conditions of the grant, including provisions related to the period of performance or fund availability. The ETA therefore requires program income to be wholly expended within the three-year period of availability for WIA formula grants or the period of performance specified in an individual grant agreement. Any program income funds remaining would be used to reduce the reported grant expenditures at closeout. See Agreement Closeout Policies and Processes for more detail. 

· One-Stop Program Income Program income earned at the One-Stop center as a result of shared activities or shared costs is attributable to all partners participating in the cost or activity. If program income is earned at the One-Stop as a result of shared costs or activities, then that income must be distributed to all partner organizations that participated in the activity or cost. The program income should be allocated in the same proportion as the shared costs. Program income must be expended on allowable grant activities and is subject to the requirements discussed in this chapter related to earnings and expenditures. The earning, allocation, and use of program income should be addressed in the Resource Sharing Agreement. Partners may agree to use program income to reduce their share of costs or resources needed to fund the costs if that is allowable under the partners’ authorizing statutes and regulations. WIA grantees and subgrantees are reminded that they must use the addition method in expending program income.

State Policy

· Kansas Department of Commerce Fiscal Manual
· Subrecipients receiving Employment and Training funds need not maintain a separate bank account. Subrecipients must deposit Employment and Training funds in an institution with federal deposit coverage. The balance exceeding deposit insurance coverage must be collaterally secured. Consistent with the Federal and State goal of expanding the opportunities for minority business enterprises, subrecipients are encouraged to use minority banks. Subrecip​ients shall maintain separate books of account for each such funding source. These separate books of account must be able to identify cash balances per funding source.

· Program income means income received by the subrecipient directly generated by a grant or subgrant or contract supported activity, or earned only as a result of the grant or subgrant or contract.  

· Additional Program income requirements for subrecipients.

· Program income shall be used prior to the submission of the final report for the funding period of the program year to which the earnings are attributable.

· If the subrecipient that earned program income cannot use such income for Employment and Training purposes, the recipient may permit another entity to use the program income for Employment and Training purposes.

· Program income not used in accordance with the requirements of 29 CFR Part 95.24 and 29 CFR Part 97.25 shall be remitted to the State of Kansas.    

· Program income shall be tracked separately from other Employment and Training funds and reported to the State of Kansas on a Monthly Fiscal Report.

· A closeout package will be required for program income.

Local Policy

· LAI Administrative Office will review and monitor all charges to ensure all cost are allowable and allocable according to all Federal and State Cost Principles.

· LAI staff will monitor LWIB account reconciliations for proper accounting of program income.  

Program Income Processes

Federal Processes

· Two methods are used in accounting for revenue and costs associated with generating program income, the net income method and the gross income method.

· The Net Income Method With the net income method, the costs incidental to the generation of program income are netted against or deducted from gross program income to determine the amount of net program income. The expenditures and revenues associated with performing the activity that generates program income are tracked separately in the accounting records. Periodically, revenues and expenses are netted to determine the amount of net program income. Net program income is then recorded in the appropriate program income account. Part 95 requires that the costs incident to generation not be charged to the grant when using this method.

· The Gross Income Method With this method, all gross revenues derived from program income activities are accounted for as program income. In turn, the grantee’s share of the allocable costs associated with generating that revenue are charged to the appropriate program activities and/or cost categories. In the accounting records, the entire amount of gross revenues would be recorded in the program income account for the funding period. The funding period to which the program income is assigned is the same funding period to which the corresponding expenditures are charged. Expenditures incurred in generating the program income are charged to the appropriate cost categories and/or program activity.

· Two approaches can be used to account for the expenditure of program income, separate accounting and transfer of expenditures. 

· Separate Accounting When using separate accounting, program income is treated as additional funds committed to the (sub)grant agreement, for which separately identifiable services are performed, and the expenditure of program income is accounted for separately from the original agreement. For accounting purposes, the program income is treated as if it were a separate (sub)grant or cost objective.

· Transfer of Expenditures When using this approach, expenditures are initially recorded in the accounts of the original agreement and are subsequently transferred to the program income account to offset the amount of program income earned. The result is that the program income is accounted for as fully expended, while expenditures charged under the (sub)grant agreement are reduced by the amount of expenditures that have now been applied to program income.

· Data Collection
· Monthly and Quarterly KDOC Reports
· Kansas Fiscal Link reports
· Activity Reports
· Operations, Service Delivery, LWIB and other grant Budgets
· LAI Administrative Expenditure Report
· LWIB Bank Account Reconciliations
Program Income Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Monthly Expenditure Summary Reports sent to Fiscal Committee for review
· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Cost Allocation and Cost Pooling Policies and Processes

Federal Policy

· 29 CFR 97.22(b), 29 CFR 97.27, OMB Circular A-122, OMB Circular A-21, 

· See Cost Classification Policies and Processes for definition of direct and indirect costs.

· See Cost Classification Policies and Processes for Indirect Cost Methodology.

· Allocability is a measure of the extent to which a cost benefits the ETA grant program in general and its costs objective in particular.  To the extent that a cost does not benefit the program, the cost cannot be charged to the Federal grant.

· Direct Costs: Direct costs may be specifically identified with and assigned to a final cost objective, such as an ETA cost category. Direct costs are charged directly to a final cost objective such as a cost category or the ETA-funded grant and do not require any further allocation or breakdown by funding source or cost category. 

· Shared Costs: Shared costs are costs that cannot be readily assigned to a final cost objective, but which are directly charged to an intermediate cost objective or cost pool and subsequently allocated to final cost objectives. These costs are incurred for a common or joint purpose benefiting more than one cost objective. These costs are similar to the general indirect costs in that it is easier to assign or allocate them based on some measure of benefit received than to assign them directly to final cost objectives. 

· Indirect Costs These costs may originate in the recipient’s or subrecipient’s own organization or in other. departments that supply goods, services, or facilities to the ETA-funded program. Most often, however, general indirect costs are costs that are incurred to support the overall operation of the organization, and for which a direct relationship to a particular ETA-funded program cannot be shown without effort disproportionate to the results achieved. Indirect costs are charged back to the program using an indirect cost plan (or a CAP) or rate. The development of indirect cost rate or allocation plans is contained in Attachments C and E of OMB Circular A-87 and Attachment A of OMB Circular A-122 and is discussed in further detail later in this chapter.

· Allocable costs. A cost is allocable to a particular cost objective, such as a grant, contract, project, service, or other activity, in accordance with the relative benefits received. A cost is allocable to a Federal award if it is treated consistently with other costs incurred for the same purpose in like circumstances and if it:
· Is incurred specifically for the award.
· Benefits both the award and other work and can be distributed in reasonable proportion to the benefits received, or
· Is necessary to the overall operation of the organization, although a direct relationship to any particular cost objective cannot be shown.
· Treatment of Costs:

· For a direct cost to be assignable in its entirety to a particular cost objective, the cost objective must receive the full benefits from the goods, services, activities, or effort that make up that cost. 

· Measuring benefit entails identifying the full costs of the activity and assigning it to the correct cost objective. 

· When the direct measurement of benefit cannot be done efficiently or effectively, then it is appropriate to pool the costs for later distribution.

· When the Federal grant does not use or derives no benefit from the cost of an activity, service, product, or effort, then the associated cost cannot be charged to any ETA-funded cost objective. 

· For a cost to be allocable to a particular cost objective, it must be treated consistently with other costs incurred for the same purpose in like circumstances.  A cost may not be assigned to an award as a direct cost if any other cost incurred for the same purpose, in like circumstances, has been allocable to an award as an indirect cost.  

· Any cost allocable to a particular grant or other cost objective under these principles cannot be shifted to other Federal grants to overcome funding deficiencies, to avoid restrictions imposed by law or grant agreement, or for other reasons.

· Cost Pools: 

· Many types of cost pools are acceptable if established and managed properly in the entity’s accounting system.  Examples Include

· Indirect cost pools

· Intake cost pools

· Administrative cost pools

· Supplies expense pools

· Other combinations of costs that are similar in nature and are shared among several cost objectives

· Consider the following when developing cost pools:

· Written Cost Allocation Plan. The cost pool should be described and documented in a written CAP that is used in allocating all allocable direct costs within each program to the appropriate program activity and cost category.
· Combined Administrative Costs. Shared administrative costs can be combined with any general indirect administrative costs and allocated using an appropriate allocation methodology or base.
· Administrative costs should benefit multiple programs.
· The allocation methodology chosen fairly distributes the costs to all affected funding sources. The allocation of administrative costs or any other pooled costs based on fund availability or percentage of funding source administrative dollars (contribution method) is generally not allowable. The allocation of pooled administrative costs based on each program’s share of direct costs is the best method.
· The WIA allows for formula administrative funds to be allocated to the local level in a single combined grant and costs to be reported without regard to funding stream, therefore, an administrative cost pool may not be needed
· Personnel Services. Personnel services costs (salary and fringe benefits) of internal staff who spend a portion of their time in administrative and a portion of their time in allowable participant services functions can be individually distributed among the respective cost categories using staff time records or other verifiable means. A supporting time record that prorates the time between two or more functions is recommended. Time records should include hours spent on each cost objective. A position description alone is insufficient documentation.
· Amounts charged to ETA-funded programs for personnel services, regardless of whether treated as direct or indirect costs, must be based on payrolls documented and approved in accordance with the established practice of the employing entity. Payrolls should be supported by time and attendance or equivalent records for individual employees.
· Time distribution records or other verifiable means will be used to document how personnel services costs are charged to cost objectives. Time sheets and/or time and attendance records alone, however, do not necessarily satisfy the time distribution requirements and grantees/subgrantees are urged to carefully review the requirements for documenting personnel services costs that are described in the OMB cost principles circulars. 
· Daily Time Distribution Records

· Direct Costs: When the personnel services cost of an individual or group of individuals is chargeable in full to a single cost objective, it is not necessary to maintain a daily time distribution record for that staff person. Other documentation should be available to support the claim that the person’s activities and costs do not need to be allocated to more than one cost objective. Other documentation could include negative time distribution reporting, approved and written office policies and procedures, or other written forms of task assignment. Note: OMB Circular A-87 requires a periodic certification (at least semi-annually) that the employee worked solely on the grant being charged. A job description will not suffice for the required certification.
· Shared Costs. Salaries and wages of many employees are chargeable to more than one grant or cost category. Daily time distribution records, or some acceptable method of time sampling such as those discussed in this chapter, are the most common forms of documentation used in this situation. The method used must accurately reflect the actual time spent on each activity by each employee. Budget estimates or other distributions determined before the services are performed cannot be used to support charges to an ETA-funded program. For staff members who maintain daily time distribution records, there are periods during the day or within the pay period when it is difficult to associate time worked with a specific cost objective. This is the case when a person is attending a general staff meeting or is on sick or vacation leave. In these instances, the recommended method of allocation is the use of direct hours charged to each cost objective as the basis for allocating the other time that is spent on general activities, provided there are a sufficient number of direct hours to establish an adequate base.
· Nonpersonnel Services. Nonpersonnel service costs (costs such as supplies associated with staff usage) that benefit more than one cost objective can be allocated to more than one cost objective. Such allocations must be based on an appropriate allocation methodology.
· Nonpersonnel services costs, when directly associated with time worked by the recipient’s or subrecipient’s staff, may also be allocated to the benefiting cost objectives based on documented distributions of actual time worked. These costs could include space costs, utilities, building maintenance, supplies, and other such costs correlated with staff usage. To use time distribution as the basis for allocation of nonpersonnel services costs, time worked must be an equitable measure of the benefit derived from nonpersonnel services costs.
· Caution:  Costs that may be pooled are limited to shared and indirect costs. Non-shared direct costs should not be pooled but rather should be directly charged to the benefiting cost objective. Only actual, not budgeted, costs may be pooled and distributed to the various funding titles. Costs incurred based on an indirect cost rate may be included in the appropriate administrative cost pools for allocation.
· Any cost allocable to a particular award or other cost objective under these principles may not be shifted to other Federal awards to overcome funding deficiencies, or to avoid restrictions imposed by law or by the terms of the award. 

· All pooled costs must ultimately be allocated to the final cost objectives in proportion to the relative benefits received by each cost objectives.
· Allocation of Indirect Costs and Determination of Indirect Cost Rates
· Where a non-profit organization has only one major function, or where all its major functions benefit from its indirect costs to approximately the same degree, the allocation of indirect costs and the computation of an indirect cost rate may be accomplished through simplified allocation procedures, as described in subparagraph 
· Where an organization has several major functions which benefit from its indirect costs in varying degrees, allocation of indirect costs may require the accumulation of such costs into separate cost groupings which then are allocated individually to benefiting functions by means of a base which best measures the relative degree of benefit. The indirect costs allocated to each function are then distributed to individual awards and other activities included in that function by means of an indirect cost rate(s)
· The determination of what constitutes an organization's major functions will depend on its purpose in being; the types of services it renders to the public, its clients, and its members; and the amount of effort it devotes to such activities as fundraising, public information and membership activities.
· Specific methods for allocating indirect costs and computing indirect cost rates along with the conditions under which each method should be used are described in subparagraphs 2 through 5.
· The base period for the allocation of indirect costs is the period in which such costs are incurred and accumulated for allocation to work performed in that period. The base period normally should coincide with the organization's fiscal year but, in any event, shall be so selected as to avoid inequities in the allocation of the costs. 
· Simplified allocation method.
· Where an organization's major functions benefit from its indirect costs to approximately the same degree, the allocation of indirect costs may be accomplished by (i) separating the organization's total costs for the base period as either direct or indirect, and (ii) dividing the total allowable indirect costs (net of applicable credits) by an equitable distribution base. The result of this process is an indirect cost rate which is used to distribute indirect costs to individual awards. The rate should be expressed as the percentage which the total amount of allowable indirect costs bears to the base selected. This method should also be used where an organization has only one major function encompassing a number of individual projects or activities, and may be used where the level of Federal awards to an organization is relatively small.
· Both the direct costs and the indirect costs shall exclude capital expenditures and unallowable costs. However, unallowable costs which represent activities must be included in the direct costs under the conditions described in subparagraph B.3.
· The distribution base may be total direct costs (excluding capital expenditures and other distorting items, such as major subcontracts or subgrants), direct salaries and wages, or other base which results in an equitable distribution. The distribution base shall generally exclude participant support costs as defined in paragraph 32 of Attachment B.
· Except where a special rate(s) is required in accordance with subparagraph 5, the indirect cost rate developed under the above principles is applicable to all awards at the organization. If a special rate(s) is required, appropriate modifications shall be made in order to develop the special rate(s).
· For an organization that receives more than $10 million in Federal funding of direct costs in a fiscal year, a breakout of the indirect cost component into two broad categories, Facilities and Administration as defined in subparagraph C.3, is required. The rate in each case shall be stated as the percentage which the amount of the particular indirect cost category (i.e., Facilities or Administration) is of the distribution base identified with that category. 
· Multiple allocation base method
· General. Where an organization's indirect costs benefit its major functions in varying degrees, indirect costs shall be accumulated into separate cost groupings, as described in subparagraph b. Each grouping shall then be allocated individually to benefiting functions by means of a base which best measures the relative benefits. The default allocation bases by cost pool are described in subparagraph c.
· Identification of indirect costs. Cost groupings shall be established so as to permit the allocation of each grouping on the basis of benefits provided to the major functions. Each grouping shall constitute a pool of expenses that are of like character in terms of functions they benefit and in terms of the allocation base which best measures the relative benefits provided to each function. The groupings are classified within the two broad categories: "Facilities" and "Administration," as described in subparagraph C.3. The indirect cost pools are defined as follows:
· Depreciation and use allowances. The expenses under this heading are the portion of the costs of the organization's buildings, capital improvements to land and buildings, and equipment which are computed in accordance with paragraph 11 of Attachment B ("Depreciation and use allowances").
· Interest. Interest on debt associated with certain buildings, equipment and capital improvements are computed in accordance with paragraph 23 of Attachment B ("Interest")
· Operation and maintenance expenses. The expenses under this heading are those that have been incurred for the administration, operation, maintenance, preservation, and protection of the organization's physical plant. They include expenses normally incurred for such items as: janitorial and utility services; repairs and ordinary or normal alterations of buildings, furniture and equipment; care of grounds; maintenance and operation of buildings and other plant facilities; security; earthquake and disaster preparedness; environmental safety; hazardous waste disposal; property, liability and other insurance relating to property; space and capital leasing; facility planning and management; and, central receiving. The operation and maintenance expenses category shall also include its allocable share of fringe benefit costs, depreciation and use allowances, and interest costs.
· General administration and general expenses. The expenses under this heading are those that have been incurred for the overall general executive and administrative offices of the organization and other expenses of a general nature which do not relate solely to any major function of the organization. This category shall also include its allocable share of fringe benefit costs, operation and maintenance expense, depreciation and use allowances, and interest costs. Examples of this category include central offices, such as the director's office, the office of finance, business services, budget and planning, personnel, safety and risk management, general counsel, management information systems, and library costs. In developing this cost pool, special care should be exercised to ensure that costs incurred for the same purpose in like circumstances are treated consistently as either direct or indirect costs. For example, salaries of technical staff, project supplies, project publication, telephone toll charges, computer costs, travel costs, and specialized services costs shall be treated as direct costs wherever identifiable to a particular program. The salaries and wages of administrative and pooled clerical staff should normally be treated as indirect costs. Direct charging of these costs may be appropriate where a major project or activity explicitly requires and budgets for administrative or clerical services and other individuals involved can be identified with the program or activity. Items such as office supplies, postage, local telephone costs, periodicals and memberships should normally be treated as indirect costs.
· Allocation bases. Actual conditions shall be taken into account in selecting the base to be used in allocating the expenses in each grouping to benefiting functions. The essential consideration in selecting a method or a base is that it is the one best suited for assigning the pool of costs to cost objectives in accordance with benefits derived; a traceable cause and effect relationship; or logic and reason, where neither the cause nor the effect of the relationship is determinable. When an allocation can be made by assignment of a cost grouping directly to the function benefited, the allocation shall be made in that manner. When the expenses in a cost grouping are more general in nature, the allocation shall be made through the use of a selected base which produces results that are equitable to both the Federal Government and the organization. The distribution shall be made in accordance with the bases described herein unless it can be demonstrated that the use of a different base would result in a more equitable allocation of the costs, or that a more readily available base would not increase the costs charged to sponsored awards. The results of special cost studies (such as an engineering utility study) shall not be used to determine and allocate the indirect costs to sponsored awards.

· Depreciation and use allowances. Depreciation and use allowances expenses shall be allocated in the following manner:
· Depreciation or use allowances on buildings used exclusively in the conduct of a single function, and on capital improvements and equipment used in such buildings, shall be assigned to that function.
· Depreciation or use allowances on buildings used for more than one function, and on capital improvements and equipment used in such buildings, shall be allocated to the individual functions performed in each building on the basis of usable square feet of space, excluding common areas, such as hallways, stairwells, and restrooms. 
· Depreciation or use allowances on buildings, capital improvements and equipment related space (e.g., individual rooms, and laboratories) used jointly by more than one function (as determined by the users of the space) shall be treated as follows. The cost of each jointly used unit of space shall be allocated to the benefiting functions on the basis of:
· the employees and other users on a full-time equivalent (FTE) basis or salaries and wages of those individual functions benefiting from the use of that space; or
· organization-wide employee FTEs or salaries and wages applicable to the benefiting functions of the organization.
· Depreciation or use allowances on certain capital improvements to land, such as paved parking areas, fences, sidewalks, and the like, not included in the cost of buildings, shall be allocated to user categories on a FTE basis and distributed to major functions in proportion to the salaries and wages of all employees applicable to the functions.
· Interest. Interest costs shall be allocated in the same manner as the depreciation or use allowances on the buildings, equipment and capital equipments to which the interest relates.

· Operation and maintenance expenses. Operation and maintenance expenses shall be allocated in the same manner as the depreciation and use allowances.

· General administration and general expenses. General administration and general expenses shall be allocated to benefiting functions based on modified total direct costs (MTDC), as described in subparagraph D.3.f. The expenses included in this category could be grouped first according to major functions of the organization to which they render services or provide benefits. The aggregate expenses of each group shall then be allocated to benefiting functions based on MTDC. 

· Order of Distribution

· Indirect cost categories consisting of depreciation and use allowances, interest, operation and maintenance, and general administration and general expenses shall be allocated in that order to the remaining indirect cost categories as well as to the major functions of the organization. Other cost categories could be allocated in the order determined to be most appropriate by the organization. When cross allocation of costs is made as provided in subparagraph (2), this order of allocation does not apply.
· Normally, an indirect cost category will be considered closed once it has been allocated to other cost objectives, and costs shall not be subsequently allocated to it. However, a cross allocation of costs between two or more indirect costs categories could be used if such allocation will result in a more equitable allocation of costs. If a cross allocation is used, an appropriate modification to the composition of the indirect cost categories is required.
· Application of indirect cost rate or rates. Except where a special indirect cost rate(s) is required in accordance with subparagraph D.5, the separate groupings of indirect costs allocated to each major function shall be aggregated and treated as a common pool for that function. The costs in the common pool shall then be distributed to individual awards included in that function by use of a single indirect cost rate.
· Distribution basis. Indirect costs shall be distributed to applicable sponsored awards and other benefiting activities within each major function on the basis of MTDC. MTDC consists of all salaries and wages, fringe benefits, materials and supplies, services, travel, and subgrants and subcontracts up to the first $25,000 of each subgrant or subcontract (regardless of the period covered by the subgrant or subcontract). Equipment, capital expenditures, charges for patient care, rental costs and the portion in excess of $25,000 shall be excluded from MTDC. Participant support costs shall generally be excluded from MTDC. Other items may only be excluded when the Federal cost cognizant agency determines that an exclusion is necessary to avoid a serious inequity in the distribution of indirect costs.
· Individual Rate Components. An indirect cost rate shall be determined for each separate indirect cost pool developed. The rate in each case shall be stated as the percentage which the amount of the particular indirect cost pool is of the distribution base identified with that pool. Each indirect cost rate negotiation or determination agreement shall include development of the rate for each indirect cost pool as well as the overall indirect cost rate. The indirect cost pools shall be classified within two broad categories: "Facilities" and "Administration," as described in subparagraph C.3. 
· Direct allocation method.
· Some non-profit organizations treat all costs as direct costs except general administration and general expenses. These organizations generally separate their costs into three basic categories: (i) General administration and general expenses, (ii) fundraising, and (iii) other direct functions (including projects performed under Federal awards). Joint costs, such as depreciation, rental costs, operation and maintenance of facilities, telephone expenses, and the like are prorated individually as direct costs to each category and to each award or other activity using a base most appropriate to the particular cost being prorated.
· This method is acceptable, provided each joint cost is prorated using a base which accurately measures the benefits provided to each award or other activity. The bases must be established in accordance with reasonable criteria, and be supported by current data. This method is compatible with the Standards of Accounting and Financial Reporting for Voluntary Health and Welfare Organizations issued jointly by the National Health Council, Inc., the National Assembly of Voluntary Health and Social Welfare Organizations, and the United Way of America.
· Under this method, indirect costs consist exclusively of general administration and general expenses. In all other respects, the organization's indirect cost rates shall be computed in the same manner as that described in subparagraph 2. 

· Special indirect cost rates. In some instances, a single indirect cost rate for all activities of an organization or for each major function of the organization may not be appropriate, since it would not take into account those different factors which may substantially affect the indirect costs applicable to a particular segment of work. For this purpose, a particular segment of work may be that performed under a single award or it may consist of work under a group of awards performed in a common environment. These factors may include the physical location of the work, the level of administrative support required, the nature of the facilities or other resources employed, the scientific disciplines or technical skills involved, the organizational arrangements used, or any combination thereof. When a particular segment of work is performed in an environment which appears to generate a significantly different level of indirect costs, provisions should be made for a separate indirect cost pool applicable to such work. The separate indirect cost pool should be developed during the course of the regular allocation process, and the separate indirect cost rate resulting there from should be used, provided it is determined that (i) the rate differs significantly from that which would have been obtained under subparagraphs 2, 3, and 4, and (ii) the volume of work to which the rate would apply is material.

· Unacceptable Allocation Base. 

· Unacceptable bases are those that:

· Distort the final results

· Do not represent actual effort or actual expenditures

· Are not used consistently over time and with variations in funding

· Do not have an integral relationship to the types of costs being allocated.

· Some commonly used bases that fall into this unacceptable category include the use of:

· Relative funds available to allocate unassigned direct costs

· Job descriptions to allocate staff costs

· Fixed or predetermined number of staff hours assigned to an activity to allocate staff costs

· Planned participant levels to allocate participant-related costs

· Results from prior periods to allocate current period costs.

State Policy – Kansas Department of Commerce Fiscal Manual
Local Policy

· LAI LWIB and CEO have determined the allocation methodology to be based on staff time charges. 
· LAI staff will review and monitor all expenditures to ensure all cost are allowable and allocable according to all Federal and State Cost Principles.

· Local Area I Staff  will track all expenditures including wages and benefits according to their specific activity.  Timesheets must be kept and utilized to apply percentage of time to all expenditures.  See Also Financial Management Process   

Cost Allocation and Cost Pooling Processes

· See Financial Management Principles Processes.

· Data Collection
· Kansas Fiscal Link reports
· Activity Reports
· Operations, Service Delivery, LWIB and other grant Budgets
· LAI Administrative Expenditure Report
Cost Allocation and Cost Pooling Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Monthly Expenditure Summary Report sent to Fiscal Committee for review
· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Financial Reporting Policies and Processes

Federal Policy

· TEGL 16-99, WIA Section 185(d), 20 CFR 667.300(a-d), 20 CFR 667.200(a)(5)

· There is one Federally required report for the Title IB program. The report has six formats:

· Statewide Activities (ETA 9076-A)

· Statewide Rapid Response (ETA 9076-B)

· Local Administration (ETA 9076-C)

· Local Youth Program Activities (ETA 9076-D)

· Local Adult Program Activities (ETA 9076-E)

· Local Dislocated Worker Program Activities (ETA 9076-F).

· Additional information required:

· Adult and Dislocated Worker reports: transfers of obligational authority between the Adult and Dislocated Worker programs (up to 20 percent)

·  Statewide Activities report: outlays from recaptured local area funds and State administrative expenditures

· Youth Program Activities report: outlays by in-school and out-of-school youth eligibility categories and outlays for summer employment opportunities.

· 667.300(a) requires that States and other direct grant recipients must report financial, participant, and performance data in accordance with instructions issued by DOL/ETA. Reports shall be submitted no more frequently than quarterly within a time period specified in the reporting instructions.

· 667.300(b) states that a State or other direct grant recipient may impose different forms or formats, shorter due dates, and more frequent reporting requirements on subrecipients.

· 667.300(c) requires that financial reports shall be submitted to DOL by each grant recipient. Reported expenditures and program income must be on the accrual basis of accounting and cumulative by fiscal year of appropriation. If the recipient’s accounting records are not normally kept on the accrual basis of accounting, the recipient shall develop accrual information through an analysis of the documentation on hand.

· 667.300(d) requires the reports to be submitted no later than 45 days after the end of each quarter. A final financial report is required 90 days after the expiration of a funding period or the termination of grant support.

· 29 CFR 667.200(a)(5) requires that the addition method applies to program income earned by grantees and subgrantees. The reporting requirements reflect this requirement.

State Policy

Local Policy

· LAI requires the following reports from the staff within the stated deadline

· Monthly Budget – 15th of every month

· Monthly Expenditure Summary – 15th of every month

· Monthly KDOC Set-Aside Grant Expenditure Reports – 15th of every month

· Fiscal Monitoring – according to monitoring plan set forth in the Local Area Plan.

· LAI requires the following reports from the paymaster with the stated deadline

· Budget—Total program year, YTD, Current Month – 10th of every month

· Expenditures-YTD, Current Month (KDOC Expenditure Summary) – 10th of every month

· Obligations—YTD, Current Month – 10th of every month

· Balance for program year budget – 10th of every month

· Variance—YTD, Current Month – 10th of every month

· Summary of all budgets within each program fund for program YTD and current month – 10th of every month

· Monthly report listing checks outstanding (uncashed more than 60 days from date of issuance) – 10th of every month

· Bank reconciliation – 10th of every month

· Annual reports required by the State of Kansas and the Internal Revenue Service including the 1099 for applicable contractors. – 30 days following the end of the program and/or tax year

· Preparation of periodic fiscal reports required by KDOC – as requested

· Annual report to the State Treasures’ Office of unclaimed checks. – according to State policy

· Annual LWIB Tax Return – 30 days following the end of the tax year.

Financial Reporting Processes

· See Financial Management Principles Processes.

· Data Collection
· KDOC Monthly and Quarterly Reports
· Kansas Fiscal Link reports
· Activity Reports 
· Operations, Service Delivery, LWIB and Other Grant Budgets
· LWIB Bank Account Reconciliations
Financial Report Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Procurement Policies and Processes

Federal Policy

· 29 CFR 97.36(b)-(i),

· Procurement standards. 

· Grantees and subgrantees will use their own procurement procedures which reflect applicable State and local laws and regulations, provided that the procurements conform to  applicable Federal law and the standards identified in this section.

· Grantees and subgrantees will maintain a contract administration system which ensures that contractors perform in accordance with the  terms, conditions, and specifications of their contracts or purchase orders.

· Grantees and subgrantees will maintain a written code of standards of conduct governing the performance of their employees engaged in the award and administration of contracts. No employee,  officer or agent of the grantee or subgrantee shall participate in selection, or in the award or administration of a contract supported by Federal funds if a conflict of interest, real or apparent, would be involved. Such a conflict would arise when:

· The employee, officer or agent,

· Any member of his immediate family,

· His or her partner, or

· An organization which employs, or is about to employ, any of the above, has a financial or other interest in the firm selected for award. The grantee's or subgrantee's officers, employees or agents will neither solicit nor accept gratuities, favors or anything of monetary value from contractors, potential contractors, or parties to subagreements. Grantee and subgrantees may set minimum rules where the financial interest is not substantial or the gift is an unsolicited item of nominal intrinsic value. To the extent permitted by State or local law or regulations, such standards or conduct will provide for penalties, sanctions, or other disciplinary actions for violations of such standards by the grantee's and subgrantee's officers, employees, or agents, or by contractors or their agents. The awarding agency may in regulation provide additional prohibitions relative to real, apparent, or potential conflicts of interest.

· Grantee and subgrantee procedures will provide for a review of proposed procurements to avoid purchase of unnecessary or duplicative items. Consideration should be given to consolidating or breaking out procurements to obtain a more economical purchase. Where appropriate, an analysis will be made of lease versus purchase alternatives, and any other appropriate analysis to determine the most economical approach.

· To foster greater economy and efficiency, grantees and subgrantees are encouraged to enter into State and local intergovernmental agreements for procurement or use of common goods and services.

· Grantees and subgrantees are encouraged to use Federal excess and surplus property in lieu of purchasing new equipment and property whenever such use is feasible and reduces project costs.

· Grantees and subgrantees are encouraged to use value engineering clauses in contracts for construction projects of sufficient size to offer reasonable opportunities for cost reductions. Value engineering is a systematic and creative analysis of each contract item or task to ensure that its essential function is provided at the overall lower cost.

· Grantees and subgrantees will make awards only to responsible contractors possessing the ability to perform successfully under the terms and conditions of a proposed procurement. Consideration will be given to such matters as contractor integrity, compliance with public policy, record of past performance, and financial and technical resources.

· Grantees and subgrantees will maintain records sufficient to detail the significant history of a procurement. These records will include, but are not necessarily limited to the following: rationale for the method of procurement, selection of contract type, contractor selection or rejection, and the basis for the contract prices.

· Grantees and subgrantees will use time and material type contracts only—

· After a determination that no other contract is suitable, and

· If the contract includes a ceiling price that the contractor exceeds at its own risk.

· Grantees and subgrantees alone will be responsible, in accordance with good administrative practice and sound business judgment, for the settlement of all contractual and administrative issues arising out of procurements. These issues include, but are not limited to source evaluation, protests, disputes, and claims. These standards do not relieve the grantee or subgrantee of any contractual responsibilities under its contracts. Federal agencies will not substitute their judgment for that of the grantee or subgrantee unless the matter is primarily a Federal concern. Violations of law will be referred to the local, State, or Federal authority having proper jurisdiction.

· Grantees and subgrantees will have protest procedures to handle and resolve disputes relating to their procurements and shall in all instances disclose information regarding the protest to the awarding agency. A protestor must exhaust all administrative remedies with the grantee and subgrantee before pursuing a protest with the Federal agency. Reviews of protests by the Federal agency will be limited to:

· Violations of Federal law or regulations and the standards of this section (violations of State or local law will be under the jurisdiction of State or local authorities) and

· Violations of the grantee's or subgrantee's protest procedures for failure to review a complaint or protest. Protests received by the Federal agency other than those specified above will be referred to the grantee or subgrantee.

· Competition. (1) All procurement transactions will be conducted in a manner providing full and open competition consistent with the standards of Sec. 97.36. Some of the situations considered to be restrictive of competition include but are not limited to:

· Placing unreasonable requirements on firms in order for them to qualify to do business,

· Requiring unnecessary experience and excessive bonding,

· Noncompetitive pricing practices between firms or between affiliated companies,

· Noncompetitive awards to consultants that are on retainer contracts,

· Organizational conflicts of interest.

· Specifying only a ``brand name'' product instead of allowing ``an equal'' product to be offered and describing the performance of other relevant requirements of the procurement, and

· Any arbitrary action in the procurement process.

· Grantees and subgrantees will conduct procurements in a manner that prohibits the use of statutorily or administratively imposed in-State or local geographical preferences in the evaluation of bids or proposals, except in those cases where applicable Federal statutes expressly mandate or encourage geographic preference. Nothing in this section preempts State licensing laws. When contracting for architectural and engineering (A/E) services, geographic location may be a selection criteria provided its application leaves an appropriate number of qualified firms, given the nature and size of the project, to compete for the contract

· Grantees will have written selection procedures for procurement transactions. These procedures will ensure that all solicitations.

· Incorporate a clear and accurate description of the technical requirements for the material, product, or service to be procured. Such description shall not, in competitive procurements, contain features which unduly restrict competition. The description may include a statement of the qualitative nature of the material, product or service to be procured, and when necessary, shall set forth those minimum essential characteristics and standards to which it must conform if it is to satisfy its intended use. Detailed product specifications should be avoided if at all possible. When it is impractical or uneconomical to make a clear and accurate description of the technical requirements, a ``brand name or equal'' description may be used as a means to define the performance or other salient requirements of a procurement. The specific features of the named brand which must be met by offerors shall be clearly stated; and

· Identify all requirements which the offerors must fulfill and all other factors to be used in evaluating bids or proposals.

· Grantees and subgrantees will ensure that all prequalified lists of persons, firms, or products which are used in acquiring goods and services are current and include enough qualified sources to ensure maximum open and free competition. Also, grantees and subgrantees will not preclude potential bidders from qualifying during the solicitation period.

· Methods of procurement to be followed

· Procurement by small purchase procedures. Small purchase procedures are those relatively simple and informal procurement methods for securing services, supplies, or other property that do not cost more than the simplified acquisition threshold fixed at 41 U.S.C. 403(11) (currently set at $100,000). If small purchase procedures are used, price or rate quotations shall be obtained from an adequate number of qualified sources.

· Procurement by sealed bids (formal advertising). Bids are publicly solicited and a firm-fixed-price contract (lump sum or unit price) is awarded to the responsible bidder whose bid, conforming with all the material terms and conditions of the invitation for bids, is the lowest in price. 

· The sealed bid method is the preferred method for procuring construction, if the conditions in Sec. 97.36(d)(2)(i) apply.

· In order for sealed bidding to be feasible, the following conditions should be present:

· A complete, adequate, and realistic specification or purchase description is available;

· Two or more responsible bidders are willing and able to compete effectively and for the business; and

· The procurement lends itself to a firm fixed price contract and the selection of the successful bidder can be made principally on the basis of price.

· If sealed bids are used, the following requirements apply:

· The invitation for bids will be publicly advertised and bids shall be solicited from an adequate number of known suppliers, providing them sufficient time prior to the date set for opening the bids;

· The invitation for bids, which will include any specifications and pertinent attachments, shall define the items or services in order for the bidder to properly respond;

· All bids will be publicly opened at the time and place prescribed in the invitation for bids;

· A firm fixed-price contract award will be made in writing to the lowest responsive and responsible bidder. Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle costs shall be considered in determining which bid is lowest. Payment discounts will only be used to determine the low bid when prior experience indicates that such discounts are usually taken advantage of; and

· Any or all bids may be rejected if there is a sound documented reason.

· Procurement by competitive proposals. The technique of competitive proposals is normally conducted with more than one source submitting an offer, and either a fixed-price or cost-reimbursement type contract is awarded. It is generally used when conditions are not appropriate for the use of sealed bids. If this method is used, the following requirements apply:

· Requests for proposals will be publicized and identify all evaluation factors and their relative importance. Any response to publicized requests for proposals shall be honored to the maximum extent practical;

· Proposals will be solicited from an adequate number of qualified sources;

· Grantees and subgrantees will have a method for conducting technical evaluations of the proposals received and for selecting awardees;

· Awards will be made to the responsible firm whose proposal is most advantageous to the program, with price and other factors considered; and

· Grantees and subgrantees may use competitive proposal procedures for qualifications-based procurement of architectural/engineering (A/E) professional services whereby competitors' qualifications are evaluated and the most qualified competitor is selected, subject to negotiation of fair and reasonable compensation. The method, where price is not used as a selection factor, can only be used in procurement of A/E professional services. It cannot be used to purchase other types of services though A/E firms are a potential source to perform the proposed effort.

· Procurement by noncompetitive proposals is procurement through  solicitation of a proposal from only one source, or after solicitation of a number of sources, competition is determined inadequate.

· Procurement by noncompetitive proposals may be used only when the award of a contract is infeasible under small purchase procedures, sealed bids or competitive proposals and one of the following circumstances applies:

· The item is available only from a single source; The public exigency or emergency for the requirement will not permit a delay resulting from competitive solicitation;

· The awarding agency authorizes noncompetitive proposals; or

· After solicitation of a number of sources, competition is determined inadequate.

· Cost analysis, i.e., verifying the proposed cost data, the projections of the data, and the evaluation of the specific elements of costs and profits, is required.

· Grantees and subgrantees may be required to submit the proposed procurement to the awarding agency for pre-award review in accordance with paragraph (g) of this section.

· Contracting with small and minority firms, women's business enterprise and labor surplus area firms. 

· The grantee and subgrantee will take all necessary affirmative steps to assure that minority firms, women's business enterprises, and labor surplus area firms are used when possible.

· Affirmative steps shall include:

· Placing qualified small and minority businesses and women's business enterprises on solicitation lists;

· Assuring that small and minority businesses, and women's business enterprises are solicited whenever they are potential sources;

· Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit maximum participation by small and minority business, and women's business enterprises.

· Establishing delivery schedules, where the requirement permits, which encourage participation by small and minority business, and women's business enterprises:

· Using the services and assistance of the Small Business  Administration, and the Minority Business Development Agency of the Department of Commerce; and

· Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed in paragraphs (e)(2) (i) through (v) of this section.

· Contract cost and price. 

· Grantees and subgrantees must perform a cost or price analysis in connection with every procurement action including contract modifications. The method and degree of analysis is dependent on the facts surrounding the particular procurement situation, but as a starting point, grantees must make independent estimates before receiving bids or proposals. A cost analysis must be performed when the offeror is required to submit the elements of his estimated cost, e.g., under professional, consulting, and architectural engineering services contracts. A cost analysis will be necessary when adequate price competition is lacking, and for sole source procurements, including contract modifications or change orders, unless price reasonableness can be established on the basis of a catalog or market price of a commercial product sold in substantial quantities to the general public or based on prices set by law or regulation. A price analysis will be used in all other instances to determine the reasonableness of the proposed contract price.

· Grantees and subgrantees will negotiate profit as a separate element of the price for each contract in which there is no price competition and in all cases where cost analysis is performed. To establish a fair and reasonable profit, consideration will be given to the complexity of the work to be performed, the risk borne by the contractor, the contractor's investment, the amount of subcontracting, the quality of its record of past performance, and industry profit rates in the surrounding geographical area for similar work.

· Costs or prices based on estimated costs for contracts under grants will be allowable only to the extent that costs incurred or cost estimates included in negotiated prices are consistent with Federal cost principles (see Sec. 97.22). Grantees may reference their own cost principles that comply with the applicable Federal cost principles.

· The cost plus a percentage of cost and percentage of construction cost methods of contracting shall not be used.

· Awarding agency review. (1) Grantees and subgrantees must make available, upon request of the awarding agency, technical specifications on proposed procurements where the awarding agency believes such review is needed to ensure that the item and/or service specified is the one being proposed for purchase. This review generally will take place prior to the time the specification is incorporated into a solicitation document. However, if the grantee or subgrantee desires to have the review accomplished after a solicitation has been developed, the awarding agency may still review the specifications, with such review usually limited to the technical aspects of the proposed purchase.

· Grantees and subgrantees must on request make available for awarding agency pre-award review procurement documents, such as requests for proposals or invitations for bids, independent cost estimates, etc. when:

· A grantee's or subgrantee's procurement procedures or operation fails to comply with the procurement standards in this section; or

· The procurement is expected to exceed the simplified acquisition threshold and is to be awarded without competition or only one bid or offer is received in response to a solicitation; or

· The procurement, which is expected to exceed the simplified acquisition threshold, specifies a ``brand name'' product; or

· The proposed award is more than the simplified acquisition threshold and is to be awarded to other than the apparent low bidder under a sealed bid procurement; or

· A proposed contract modification changes the scope of a contract or increases the contract amount by more than the simplified acquisition threshold.

· A grantee or subgrantee will be exempt from the pre-award review in paragraph (g)(2) of this section if the awarding agency determines that its procurement systems comply with the standards of this section.

· A grantee or subgrantee may request that its procurement system be reviewed by the awarding agency to determine whether its system meets these standards in order for its system to be certified. Generally, these reviews shall occur where there is a continuous high-dollar funding, and third-party contracts are awarded on a regular basis.

· A grantee or subgrantee may self-certify its procurement system. Such self-certification shall not limit the awarding agency's right to survey the system. Under a self-certification procedure, awarding agencies may wish to rely on written assurances from the grantee or subgrantee that it is complying with these standards. A grantee or subgrantee will cite specific procedures, regulations, standards, etc., as being in compliance with these requirements and have its system available for review.

· Bonding requirements. For construction or facility improvement contracts or subcontracts exceeding the simplified acquisition threshold, the awarding agency may accept the bonding policy and requirements of the grantee or subgrantee provided the awarding agency has made a determination that the awarding agency's interest is adequately protected. If such a determination has not been made, the minimum requirements shall be as follows:

· A bid guarantee from each bidder equivalent to five percent of the bid price. The ``bid guarantee'' shall consist of a firm commitment such as a bid bond, certified check, or other negotiable instrument accompanying a bid as assurance that the bidder will, upon acceptance of his bid, execute such contractual documents as may be required within the time specified.

· A performance bond on the part of the contractor for 100 percent of the contract price. A ``performance bond'' is one executed in connection with a contract to secure fulfillment of all the contractor's obligations under such contract.

· A payment bond on the part of the contractor for 100 percent of the contract price. A ``payment bond'' is one executed in connection with a contract to assure payment as required by law of all persons supplying labor and material in the execution of the work provided for in the contract.

· Contract provisions. A grantee's and subgrantee's contracts must contain provisions in paragraph (i) of this section. Federal agencies are permitted to require changes, remedies, changed conditions, access and records retention, suspension of work, and other clauses approved by the Office of Federal Procurement Policy.

· Administrative, contractual, or legal remedies in instances where contractors violate or breach contract terms, and provide for such sanctions and penalties as may be appropriate. (Contracts more than the simplified acquisition threshold)

· Termination for cause and for convenience by the grantee or subgrantee including the manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000)

· Compliance with Executive Order 11246 of September 24, 1965, entitled ``Equal Employment Opportunity,'' as amended by Executive Order 11375 of October 13, 1967, and as supplemented in Department of Labor regulations (41 CFR chapter 60). (All construction contracts awarded in excess of $10,000 by grantees and their contractors or subgrantees)

· Compliance with the Copeland ``Anti-Kickback'' Act (18 U.S.C. 874) as supplemented in Department of Labor regulations (29 CFR Part 3). (All contracts and subgrants for construction or repair)

· Compliance with the Davis-Bacon Act (40 U.S.C. 276a to 276a-7) as supplemented by Department of Labor regulations (29 CFR Part 5). (Construction contracts in excess of $2000 awarded by grantees and subgrantees when required by Federal grant program legislation)

· Compliance with Sections 103 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C. 327-330) as supplemented by Department of Labor regulations (29 CFR Part 5). (Construction contracts awarded by grantees and subgrantees in excess of $2000, and in excess of $2500 for other contracts which involve the employment of mechanics or laborers)

· Notice of awarding agency requirements and regulations pertaining to reporting.

· Notice of awarding agency requirements and regulations pertaining to patent rights with respect to any discovery or invention which arises or is developed in the course of or under such contract.

· Awarding agency requirements and regulations pertaining to copyrights and rights in data.

· Access by the grantee, the subgrantee, the Federal grantor agency, the Comptroller General of the United States, or any of their duly authorized representatives to any books, documents, papers, and records of the contractor which are directly pertinent to that specific contract for the purpose of making audit, examination, excerpts, and transcriptions.

· Retention of all required records for three years after grantees or subgrantees make final payments and all other pending matters are closed.

· Compliance with all applicable standards, orders, or requirements issued under section 306 of the Clean Air Act (42 U.S.C. 1857(h)), section 508 of the Clean Water Act (33 U.S.C. 1368), Executive Order 11738, and Environmental Protection Agency regulations (40 CFR part 15). (Contracts, subcontracts, and subgrants of amounts in excess of $100,000)

· Mandatory standards and policies relating to energy efficiency which are contained in the state energy conservation plan issued in compliance with the Energy Policy and Conservation Act (Pub. L. 94-163, 89 Stat. 871).

State Policy – Kansas Department of Commerce Fiscal Manual 
Local Policy

· LAI LWIB and CEO will utilize the RFP to solicit competitive bids for specified subgrantee/subrecipient grant opportunities; all other procurement will follow the federal and state guidelines.

· LAI LWIB and CEO chair will appoint members of the LWIB and CEO to set on the RFP writing and scoring committee.  

· LAI Conflict of Interest Policy is as follows
· Avoid situations which give rise to a suggestion that any decision was influenced by prejudice, bias, special interest, or personal gain;

· Exercise due diligence to avoid situations which may give rise to an assertion that favorable treatment is being granted to friends, family, or associates; and

· Not solicit or accept any money or any other consideration from any person for the performance of an act reimbursed in whole or part with any public or private funds.
· LAI LWIB and CEO Members, who may directly or indirectly benefit from the awarding of the RFP, will abstain from serving on RFP committees, writing the RFP, and voting on the proposals.
· LAI Protest Policy consists of the following:

· All protests must be submitted in writing to the LWIB and/or CEO Chairs within 10 days of the selection.

· The LWIB and CEO will respond in writing within 10 days of receipt of the protest.

· Previous performance will be requested in the RFP and reviewed during scoring of the proposals.  Performance includes but is not limited to:

· Previous audits;

· Previous program performance;

· Previous performance in regards to policy adherence and compliance;

· Previous monitoring reports.

· All LAI grantees and subgrantees will strictly adhere to all State and Federal policies regarding procurement of all purchases made with WIA Title IB funds unless agency’s procurement policies are stricter than the Federal and/or State policy. The LAI staff is responsible for monitoring all procurement processes to ensure compliance. 

· Procurement files will be maintained by the LWIB Staff and stored for a period of 3 years preceding the selection process.  Procurement files must include:

· Documentation of board action to solicit bids & method chosen;

· Procurement authorization(s);

· Public media advertisement;

· Request for Proposal (RFP)/Invitation for Bids document;

· Proposals received;

· Rating criteria;

· Completed staff and/or Board evaluation forms;

· Independent cost estimates

· Cost/price analysis forms and cost reasonableness determination;

· Notes and other documentation concerning negotiations;

· Notice of award/non-selection;

· Fully executed contract; including amendments/modifications;

· Contract performance evaluation;

· Signature authorities;

· General correspondence related to the specific procurement action; required reports; and

· Documentation related to disputes; protests; and claims.

· All LAI RFPs must include the following, at minimum;

· Proposal Outline - This element identifies the exact format and sequence for submitting responses.  This can be accomplished by including a table of contents in the RFP to define the expected contents and format.

· Statement of Work/Scope of Services - The RFP must include a statement of work.  One of the most crucial parts of the RFP package is the statement of work.  This provides a clear, concise description of the services to be provided and influences the bidder’s actions and indicates the contractor’s expectations.  A sufficient statement of work summarizes the key features of the proposal in terms of mandatory, optional and supplemental components, and program results.  A statement of work is comprehensive and includes definitions and specifications (such as units of service, standards, performance goals, objectives, activities) of the workforce development services to be purchased. The proposed program or activity must be sufficiently detailed and adequate to protect federal/state funds.  This item is developed, in negotiation with bidders, to establish acceptable levels of performance during the time period for the training.

· Time/date - This element includes statements regarding the period of time during which services are to be performed and due dates established for responses to be considered.  Where proposed contracts are to be multi-year, the RFP should include requirements for continuing the additional years.

· Protest Rights - This element establishes the recourse for bidders who believe their rights were violated in the solicitation or selection process and for those whose proposals were rejected.  The RFP shall identify the process to be followed when protesting or inquiring.  It shall include the name and address of the person to whom inquiries may be submitted and the time frame for submittals. Methods to be undertaken by the contractor, upon receipt of the inquiry, should be addressed, including who will respond and the time frame for response.

· Right to Not Make Award - This element includes statements regarding the soliciting contractor’s right to accept or reject any and all proposals received.  It also addresses the contractor’s right to cancel all or portions of the RFP or reject any contract, and whether any of the bidder's costs in preparing or submitting a response to the RFP will be paid.

· Negotiation Requirement - This element establishes the soliciting contractor’s negotiation rights to contact the bidder to clarify, explain, or verify any aspect of a submitted proposal in response to an RFP.  It also establishes the contractor’s right to require the revision of any price, technical aspect, or other portion of the proposal resulting from negotiations conducted.

· Signature Authorization Certificate - This element includes signed statements from the responding organization to ensure the individual signing on behalf of the organization has the authority to submit the proposal and carry out services solicited in the RFP.

· Defined Cost Data Requirement - This element identifies fiscal compliance requirements of cost categories, allowable costs, and references to cost limitations (where applicable) by specific program legislation or regulation.  This element also specifies the use of specific forms (if applicable) such as use of a standard budget form to be used in responding to the RFP.

· Line Item Budget by Cost Category - This element includes an outline of the budget summary to be completed by bidder.  It must require sufficient detail of costs to enable an analysis of cost/price reasonableness.  Planned expenditures within each cost category should be detailed by line item.

· Responsiveness Thresholds - This element identifies minimum standards for considering a response, as well as any component to cause a proposal to be disqualified.  These components may include administrative and organizational qualifications, fiscal system standards, performance and outcome expectations, expected completeness, compliance with RFP requirements, adherence to time frames, pre-award survey results, and other provisions.

· Assessment Ranking Criteria - The entire review and selection process for assessing and considering responses should be identified in the RFP.  The description should note when selected staff and Local Board members will review the proposals.  It shall also describe how the proposals will be reviewed.  The discussion shall include the ranking or rating criteria to be used and how points will be assigned, as well as any considerations relating to competition, reasonableness of cost/price, organizational issues, and scope of work activity.

· Performance Standards - This element defines the established goals and outcomes expected in the solicitation.  Any written procedures regarding performance standards to be met through services solicited should be included.

· Participant Selection - This element identifies the approach to be used and the process to be followed to select participants, negotiated service levels for target groups, clear delineation of responsibility for participant recruitment, and a provision for the contingency of low enrollments.

· Policy Priorities - This element identifies policies or statements of intent regarding program‑specific priorities established by the soliciting contractor as a result of its review of local workforce development needs.

· Required Certifications - A certification of compliance with the Drug-Free Workplace Act and prohibitions on lobbying, suspension, and debarment may be required by federal regulations.  All RFPs expected to result in a contract exceeding $25,000 must include a completed debarment certification or statement of compliance.  Federal agency contractors must certify they will provide a drug-free workplace as a pre-condition of receiving a federally‑funded contract exceeding $25,000.  Lobbying certifications are required for all contracts exceeding $100,000.

· Conflict of Interest - This element defines the soliciting contractor’s code of conduct and conflict of interest policies.  Such policies shall include confidentiality of the proposal process, arms-length negotiation expectations with the bidders, objectivity and fairness bidders may expect in the RFP process, provisions concerning the protection of government funds, and expected standards of performance.

· Corporation Certification - This element requires submission of the State of Kansas Corporation Certification to include articles of incorporation, organization charts, bylaws, and governing board members.  The element also requires submission of the certification of nonprofit status, if applicable.

· Standard Contract Terms and Conditions - All RFPs shall include a copy of the general obligations to be made a part of the final contract.

· Definition of Terms - All key terms contained in the RFP shall be expressly defined in the RFP.

· Regulations - Potential respondents of the RFP are expected to be familiar with applicable regulations and appropriate contractor directives governing the program.  All contractors selected for an award are expected to understand and comply with all applicable requirements in conducting services under the agreement awarded.  Copies of all legislation and regulations must be made available upon request.

· Program Income Requirements - This element describes the soliciting contractor’s requirements concerning profit earned/program income.  Refer to applicable regulations for guidelines to establish reasonable profit level and program income disposition requirements. 

· Pell Grants and Other Funding Sources - This element identifies funds that may directly or indirectly impact the services solicited under the RFP.  Provisions shall require duplicate resources be used to supplement the expenditure of federal/state funds.

· Key Staff Qualifications - This element requires information concerning the staff qualifications and licensing and/or certification necessary to provide services.  This could include a request for resumes and job descriptions for personnel to be hired for the services to be provided.

· Training Definition, if applicable - This element requires the following information regarding any training to be provided:

· Days/hours

· Sequence

· Duration

· Course curriculum

· Skills to be achieved

· Measurement of achievement

· Pre/post testing

· Entrance minimums/maximums

· Attendance

· Negotiation

· The LWIB and CEO will appoint a negotiation team or authorize staff to enter into negotiations with the selected bidder.  Once the contract is agreed upon by the bidder, the contract will be presented to the full board for final authorization.  All contracts must be signed by the LWIB and CEO Chair.

· During negotiation, the focus is given to cost/price analysis, clarifying statement of work, development of performance standards and payment terms, assuring reporting requirements can be met, verification of bidder’s information, assuring all policies, law and regulations will be met and LAI funding limits.  Audit, insurance and bonding requirements should also be verified.

Procurement Processes

· The LAI LWIB and CEO selection process is as follows:

· LWIB Chair and CEO appoints RFP writing and scoring committee.

· RFP Committee develops the RFP and consults with the KDOC personnel if necessary. 

· RFP committee chair presents the RFP to the full LWIB and CEO for approval.

· Once approved by the full LWIB and CEO boards, staff is responsible for posting the RFP in accordance with the State of Kansas and DOL regulations.

· The AAO organizes the committee meeting to conduct a pre-bid conference.(if applicable)

· The RFPs will be kept sealed until the scoring committee meets to score each RFP.

· The RFP committee scores each individual proposal in accordance with all DOL and State of Kansas procurement policies and processes.

· The RFP committee chair presents the RFP scores to the full board for action.

· Once approved, the entities are notified and contract negotiations begin.

Procurement Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Property Management Policies and Processes

Federal Policy

· 29 CFR Part 97, Section 31, 32, and 33

· Real Property 

· Title. Subject to the obligations and conditions set forth in this section, title to real property acquired under a grant or subgrant will vest upon acquisition in the grantee or subgrantee respectively.

· Use. Except as otherwise provided by Federal statutes, real property will be used for the originally authorized purposes as long as needed for that purposes, and the grantee or subgrantee shall not dispose of or encumber its title or other interests.

· Disposition. When real property is no longer needed for the originally authorized purpose, the grantee or subgrantee will request disposition instructions from the awarding agency. The instructions will provide for one of the following alternatives:

· Retention of title. Retain title after compensating the awarding agency. The amount paid to the awarding agency will be computed by applying the awarding agency's percentage of participation in the cost of the original purchase to the fair market value of the property. However, in those situations where a grantee or subgrantee is disposing of real property acquired with grant funds and acquiring replacement real property under the same program, the net proceeds from the disposition may be used as an offset to the cost of the replacement property.

· Sale of property. Sell the property and compensate the awarding agency. The amount due to the awarding agency will be calculated by applying the awarding agency's percentage of participation in the cost of the original purchase to the proceeds of the sale after deduction of any actual and reasonable selling and fixing-up expenses. If the grant is still active, the net proceeds from sale may be offset against the original cost of the property. When a grantee or subgrantee is directed to sell property, sales procedures shall be followed that provide for competition to the extent practicable and result in the highest possible return.

· Transfer of title. Transfer title to the awarding agency or to a third-party designated/approved by the awarding agency. The grantee or subgrantee shall be paid an amount calculated by applying the grantee or subgrantee's percentage of participation in the purchase of the real property to the current fair market value of the property.

· Equipment.

· Title. Subject to the obligations and conditions set forth in this section, title to equipment acquired under a grant or subgrant will vest upon acquisition in the grantee or subgrantee respectively.

· States. A State will use, manage, and dispose of equipment acquired under a grant by the State in accordance with State laws and procedures. Other grantees and subgrantees will follow paragraphs (c) through (e) of this section.

· Use. 

· Equipment shall be used by the grantee or subgrantee in the program or project for which it was acquired as long as needed, whether or not the project or program continues to be supported by Federal funds. When no longer needed for the original program or project, the equipment may be used in other activities currently or previously supported by a Federal agency.

· The grantee or subgrantee shall also make equipment available for use on other projects or programs currently or previously supported by the Federal Government, providing such use will not interfere with the work on the projects or program for which it was originally acquired. First preference for other use shall be given to other programs or projects supported by the awarding agency. User fees should be considered if appropriate.

· Notwithstanding the encouragement in Sec. 97.25(a) to earn program income, the grantee or subgrantee must not use equipment acquired with grant funds to provide services for a fee to compete unfairly with private companies that provide equivalent services, unless specifically permitted or contemplated by Federal statute.

· When acquiring replacement equipment, the grantee or subgrantee may use the equipment to be replaced as a trade-in or sell the property and use the proceeds to offset the cost of the replacement property, subject to the approval of the awarding agency.

· Management requirements. Procedures for managing equipment (including replacement equipment), whether acquired in whole or in part with grant funds, until disposition takes place will, as a minimum, meet the following requirements:

· Property records must be maintained that include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.

· A physical inventory of the property must be taken and the results reconciled with the property records at least once every two years.

· A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the property. Any loss, damage, or theft shall be investigated.

· Adequate maintenance procedures must be developed to keep the property in good condition. If the grantee or subgrantee is authorized or required to sell the property, proper sales procedures must be established to ensure the highest possible return.

· Disposition. When original or replacement equipment acquired under a grant or subgrant is no longer needed for the original project or program or for other activities currently or previously supported by a Federal agency, disposition of the equipment will be made as follows:

· Items of equipment with a current per-unit fair market value of less than $5,000 may be retained, sold or otherwise disposed of with no further obligation to the awarding agency.

· Items of equipment with a current per unit fair market value in excess of $5,000 may be retained or sold and the awarding agency shall have a right to an amount calculated by multiplying the current market value or proceeds from sale by the awarding agency's share of the equipment.

· In cases where a grantee or subgrantee fails to take appropriate disposition actions, the awarding agency may direct the grantee or subgrantee to take excess and disposition actions.

· Federal equipment. In the event a grantee or subgrantee is provided federally-owned equipment:

· Title will remain vested in the Federal Government.

· Grantees or subgrantees will manage the equipment in accordance with Federal agency rules and procedures, and submit an annual inventory listing.

· When the equipment is no longer needed, the grantee or subgrantee will request disposition instructions from the Federal agency.

· Right to transfer title. The Federal awarding agency may reserve the right to transfer title to the Federal Government or a third part named by the awarding agency when such a third party is otherwise eligible under existing statutes. Such transfers shall be subject to the following standards:

· The property shall be identified in the grant or otherwise made known to the grantee in writing.

· The Federal awarding agency shall issue disposition instruction within 120 calendar days after the end of the Federal support of the project for which it was acquired. If the Federal awarding agency fails to issue disposition instructions within the 120 calendar-day period the grantee shall follow Sec. 97.32(e).

· When title to equipment is transferred, the grantee shall be paid an amount calculated by applying the percentage of participation in the purchase to the current fair market value of the property.

State Policy

· Kansas Department of Commerce Fiscal Manual
Local Policy

· The  LAI staff will be responsible for maintaining all records on property.  
· All property purchased with LAI funds must also be properly tagged.  Tags must include the following information (See Attachment J – WIA Contractor Inventory Log):

· Identification Number

· Serial Number

· Description

· Condition

· Location of the property

· Funding source indicator (ADU/DW/YTH)

· Date of acquisition.

· The Local Area I Program Director will act as the Property Control Officer.  Inventory will be conducted in the Fall of each Program Year.
· Local Area I Property Management requires that all participants sign a participation agreement that states the following:
“I understand that any tools, books, uniforms, or other materials purchased by the Local Area

I LWIB may become the property of the LWIB.  If I discontinue training or am otherwise

terminated before successful completion, I agree to return to my representative, no later than

seven days after ending sponsored training, all items or materials purchased.  I further

understand that all such items or materials shall become my own personal property upon

successful completion of my training program.”Local Area I will recover any item(s) that value
$5,000 or more.”  
Property Management Monitoring

· Random Physical Monitoring
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· LWIB Property Files
Audits and Audit Resolution Policies and Processes

Federal Policy

· Public Law 105-220, 20 CFR Subpart B – Administrative Rules, Costs and limitations 667.500 and 670.955, OMB Circular A-133, 20 CFR Part 99, 20 CFR 96.32, 20 CFR 99.320, 29 CFR 99.234

· 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 or program-specific audit conducted for that year in accordance with the provisions of this part. 

· 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 A-133 except when they elect to have a program-specific audit.

· When an auditee expends Federal awards under only one Federal program (excluding R&D) and the Federal program's laws, regulations, or grant agreements do not require a financial statement audit of the auditee, the auditee may elect to have a program-specific audit conducted in accordance with A-133.

· A program-specific audit may not be elected for R&D unless all of the Federal awards expended were received from the same Federal agency, or the same Federal agency and the same pass-through entity, and that Federal agency, or pass-through entity in the case of a subrecipient, approves in advance a program-specific audit. 

· There are no Federal audit requirements for the following:

· Any entity that expends less than $300,000 in Federal awards in a fiscal year, and

· Any entity that receives Federal funds exclusively as a vendor, regardless of funding level. 

· The determination of when an award is expended should be based on when the activity related to the award occurs. Generally, the activity pertains to events that require the non-Federal entity to comply with laws, regulations, and the provisions of contracts or grant agreements, such as: expenditure/expense transactions associated with grants, cost-reimbursement contracts, cooperative agreements, and direct appropriations; the disbursement of funds passed through to subrecipients; the use of loan proceeds under loan and loan guarantee programs; the receipt of property; the receipt of surplus property; the receipt or use of program income; the distribution or consumption of food commodities; the disbursement of amounts entitling the non-Federal entity to an interest subsidy; and, the period when insurance is in force. 

· An auditee may be a recipient, a subrecipient, and a vendor. Federal awards expended as a recipient or a subrecipient would be subject to audit under this part. The payments received for goods or services provided as a vendor would not be considered Federal awards. 

· Characteristics indicative of a Federal award received by a subrecipient are when the organization: 

· Determines who is eligible to receive what Federal financial assistance; 

· Has its performance measured against whether the objectives of the Federal program are met; 

· Has responsibility for programmatic decision making; 

· Has responsibility for adherence to applicable Federal program compliance requirements; and 

· Uses the Federal funds to carry out a program of the organization as compared to providing goods or services for a program of the pass-through entity. 

· Characteristics indicative of a payment for goods and services received by a vendor are when the organization: 

· Provides the goods and services within normal business operations; 

· Provides similar goods or services to many different purchasers; 

· Operates in a competitive environment; 

· Provides goods or services that are ancillary to the operation of the Federal program; and

· Is not subject to compliance requirements of the Federal program. 

· There may be unusual circumstances or exceptions to the listed characteristics. In making the determination of whether a subrecipient or vendor relationship exists, the substance of the relationship is more important than the form of the agreement. It is not expected that all of the characteristics will be present and judgment should be used in determining whether an entity is a subrecipient or vendor. 

· In most cases, the auditee's compliance responsibility for vendors is only to ensure that the procurement, receipt, and payment for goods and services comply with laws, regulations, and the provisions of contracts or grant agreements. Program compliance requirements normally do not pass through to vendors. However, the auditee is responsible for ensuring compliance for vendor transactions which are structured such that the vendor is responsible for program compliance or the vendor's records must be reviewed to determine program compliance. Also, when these vendor transactions relate to a major program, the scope of the audit shall include determining whether these transactions are in compliance with laws, regulations, and the provisions of contracts or grant agreements.

· No audit costs may be charged to Federal awards when audits required by this part have not been made or have been made but not in accordance with this part. In cases of continued inability or unwillingness to have an audit conducted in accordance with this part, Federal agencies and pass-through entities shall take appropriate action using sanctions such as: 

· Withholding a percentage of Federal awards until the audit is completed satisfactorily; 

· Withholding or disallowing overhead costs; 

· Suspending Federal awards until the audit is conducted; or 

· Terminating the Federal award. 

· Unless prohibited by law, the cost of audits made in accordance with the provisions of this part are allowable charges to Federal awards. The charges may be considered a direct cost or an allocated indirect cost, as determined in accordance with the provisions of applicable OMB cost principles circulars, the Federal Acquisition Regulation (FAR) (48 CFR parts 30 and 31), or other applicable cost principles or regulations. 

· A non-Federal entity shall not charge the following to a Federal award: 

· The cost of any audit under the Single Audit Act Amendments of 1996 (31 U.S.C. 7501 et seq.) not conducted in accordance with this part. 

· The cost of auditing a non-Federal entity which has Federal awards expended of less than $300,000 ($500,000 for fiscal years ending after December 31, 2003) per year and is thereby exempted under §___.200(d) of A-133 from having an audit conducted under this part. However, this does not prohibit a pass-through entity from charging Federal awards for the cost of limited scope audits to monitor its subrecipients in accordance with §___.400(d)(3) of A-133, provided the subrecipient does not have a single audit. For purposes of this part, limited scope audits only include agreed-upon procedures engagements conducted in accordance with either the AICPA's generally accepted auditing standards or attestation standards, that are paid for and arranged by a pass-through entity and address only one or more of the following types of compliance requirements: activities allowed or unallowed; allowable costs/cost principles; eligibility; matching, level of effort, earmarking; and, reporting. 

· In many cases, a program-specific audit guide will be available to provide specific guidance to the auditor with respect to internal control, compliance requirements, suggested audit procedures, and audit reporting requirements. The auditor should contact the Office of Inspector General of the Federal agency to determine whether such a guide is available. When a current program-specific audit guide is available, the auditor shall follow GAGAS and the guide when performing a program-specific audit. 

· When a program-specific audit guide is not available, the auditee and auditor shall have basically the same responsibilities for the Federal program as they would have for an audit of a major program in a single audit. 

· The auditee shall prepare the financial statement(s) for the Federal program that includes, at a minimum, a schedule of expenditures of Federal awards for the program and notes that describe the significant accounting policies used in preparing the schedule, a summary schedule of prior audit findings consistent with the requirements of §___.315(b) of A-133, and a corrective action plan consistent with the requirements of §___.315(c) of A-133. 

· The auditor shall: 

· Perform an audit of the financial statement(s) for the Federal program in accordance with GAGAS; 

· Obtain an understanding of internal control and perform tests of internal control over the Federal program consistent with the requirements of §___.500(c) of A-133 for a major program; 

· Perform procedures to determine whether the auditee has complied with laws, regulations, and the provisions of contracts or grant agreements that could have a direct and material effect on the Federal program consistent with the requirements of §___.500(d) of A-133 for a major program; and 

· Follow up on prior audit findings, perform procedures to assess the reasonableness of the summary schedule of prior audit findings prepared by the auditee, and report, as a current year audit finding, when the auditor concludes that the summary schedule of prior audit findings materially misrepresents the status of any prior audit finding in accordance with the requirements of §___.500(e) of A-133. 

· The auditor's report(s) may be in the form of either combined or separate reports and may be organized differently from the manner presented in this section. The auditor's report(s) shall state that the audit was conducted in accordance with this part and include the following: 

· An opinion (or disclaimer of opinion) as to whether the financial statement(s) of the Federal program is presented fairly in all material respects in conformity with the stated accounting policies; 

· A report on internal control related to the Federal program, which shall describe the scope of testing of internal control and the results of the tests; 

· A report on compliance which includes an opinion (or disclaimer of opinion) as to whether the auditee complied with laws, regulations, and the provisions of contracts or grant agreements which could have a direct and material effect on the Federal program; and 

· A schedule of findings and questioned costs for the Federal program that includes a summary of the auditor's results relative to the Federal program in a format consistent with §___.505(d)(1) of A-133 and findings and questioned costs consistent with the requirements of §___.505(d)(3) of A-133. 

· The audit shall be completed and the reporting required by paragraph (c)(2) or (c)(3) of this A-133 section submitted within the earlier of 30 days after receipt of the auditor's report(s), or nine months after the end of the audit period, unless a longer period is agreed to in advance by the Federal agency that provided the funding or a different period is specified in a program-specific audit guide. (However, for fiscal years beginning on or before June 30, 1998, the audit shall be completed and the required reporting shall be submitted within the earlier of 30 days after receipt of the auditor's report(s), or 13 months after the end of the audit period, unless a different period is specified in a program-specific audit guide.) Unless restricted by law or regulation, the auditee shall make report copies available for public inspection. 

· When a program-specific audit guide is available, the auditee shall submit to the Federal clearinghouse designated by OMB the data collection form prepared in accordance with §___.320(b) of A-133, as applicable to a program-specific audit, and the reporting required by the program-specific audit guide to be retained as an archival copy. Also, the auditee shall submit to the Federal awarding agency or pass-through entity the reporting required by the program-specific audit guide. 

· When a program-specific audit guide is not available, the reporting package for a program-specific audit shall consist of the financial statement(s) of the Federal program, a summary schedule of prior audit findings, and a corrective action plan as described in paragraph (b)(2) of this section, and the auditor's report(s) described in paragraph (b)(4) of this section. The data collection form prepared in accordance with §___.320(b), as applicable to a program-specific audit, and one copy of this reporting package shall be submitted to the Federal clearinghouse designated by OMB to be retained as an archival copy. Also, when the schedule of findings and questioned costs disclosed audit findings or the summary schedule of prior audit findings reported the status of any audit findings, the auditee shall submit one copy of the reporting package to the Federal clearinghouse on behalf of the Federal awarding agency, or directly to the pass-through entity in the case of a subrecipient. Instead of submitting the reporting package to the pass-through entity, when a subrecipient is not required to submit a reporting package to the pass-through entity, the subrecipient shall provide written notification to the pass-through entity, consistent with the requirements of §___.320(e)(2). A subrecipient may submit a copy of the reporting package to the pass-through entity to comply with this notification requirement. 

· The auditee shall: 

· Identify, in its accounts, all Federal awards received and expended and the Federal programs under which they were received. Federal program and award identification shall include, as applicable, the CFDA title and number, award number and year, name of the Federal agency, and name of the pass-through entity. 

· Maintain internal control over Federal programs that provides reasonable assurance that the auditee is managing Federal awards in compliance with laws, regulations, and the provisions of contracts or grant agreements that could have a material effect on each of its Federal programs. 

· Comply with laws, regulations, and the provisions of contracts or grant agreements related to each of its Federal programs. 

· Prepare appropriate financial statements, including the schedule of expenditures of Federal awards in accordance with §___.310 of A-133. 

· Ensure that the audits required by this part are properly performed and submitted when due. When extensions to the report submission due date required by §___.320(a) of A-133 are granted by the cognizant or oversight agency for audit, promptly notify the Federal clearinghouse designated by OMB and each pass-through entity providing Federal awards of the extension. 

· Follow up and take corrective action on audit findings, including preparation of a summary schedule of prior audit findings and a corrective action plan in accordance with §___.315(b) and §___.315(c)of A-133, respectively. 

· In procuring audit services, auditees shall follow the procurement standards prescribed by the Grants Management Common Rule (hereinafter referred to as the "A-102 Common Rule") published March 11, 1988 and amended April 19, 1995 [insert appropriate CFR citation], Circular A-110, "Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher Education, Hospitals and Other Non-Profit Organizations," or the FAR (48 CFR part 42), as applicable (OMB Circulars are available from the Office of Administration, Publications Office, room 2200, New Executive Office Building, Washington, DC 20503). Whenever possible, auditees shall make positive efforts to utilize small businesses, minority-owned firms, and women's business enterprises, in procuring audit services as stated in the A-102 Common Rule, OMB Circular A-110, or the FAR (48 CFR part 42), as applicable. In requesting proposals for audit services, the objectives and scope of the audit should be made clear. Factors to be considered in evaluating each proposal for audit services include the responsiveness to the request for proposal, relevant experience, availability of staff with professional qualifications and technical abilities, the results of external quality control reviews, and price. 

· An auditor who prepares the indirect cost proposal or cost allocation plan may not also be selected to perform the audit required by this part when the indirect costs recovered by the auditee during the prior year exceeded $1 million. This restriction applies to the base year used in the preparation of the indirect cost proposal or cost allocation plan and any subsequent years in which the resulting indirect cost agreement or cost allocation plan is used to recover costs. To minimize any disruption in existing contracts for audit services, this paragraph applies to audits of fiscal years beginning after June 30, 1998. 

· Federal auditors may perform all or part of the work required under A-133 if they comply fully with the requirements of A-133. 

· The auditee is responsible for follow-up and corrective action on all audit findings. As part of this responsibility, the auditee shall prepare a summary schedule of prior audit findings. The auditee shall also prepare a corrective action plan for current year audit findings. The summary schedule of prior audit findings and the corrective action plan shall include the reference numbers the auditor assigns to audit findings under §___.510(c).  Since the summary schedule may include audit findings from multiple years, it shall include the fiscal year in which the finding initially occurred. 

· The summary schedule of prior audit findings shall report the status of all audit findings included in the prior audit's schedule of findings and questioned costs relative to Federal awards. The summary schedule shall also include audit findings reported in the prior audit's summary schedule of prior audit findings except audit findings listed as corrected in accordance with paragraph (b)(1) A-133, or no longer valid or not warranting further action in accordance with paragraph (b)(4) of this section of A-133. 

· When audit findings were fully corrected, the summary schedule need only list the audit findings and state that corrective action was taken. 

· When audit findings were not corrected or were only partially corrected, the summary schedule shall describe the planned corrective action as well as any partial corrective action taken. 

· When corrective action taken is significantly different from corrective action previously reported in a corrective action plan or in the Federal agency's or pass-through entity's management decision, the summary schedule shall provide an explanation. 

· When the auditee believes the audit findings are no longer valid or do not warrant further action, the reasons for this position shall be described in the summary schedule. A valid reason for considering an audit finding as not warranting further action is that all of the following have occurred: 

· Two years have passed since the audit report in which the finding occurred was submitted to the Federal clearinghouse; 

· The Federal agency or pass-through entity is not currently following up with the auditee on the audit finding; and 

· A management decision was not issued. 

· Corrective action plan. At the completion of the audit, the auditee shall prepare a corrective action plan to address each audit finding included in the current year auditor's reports. The corrective action plan shall provide the name(s) of the contact person(s) responsible for corrective action, the corrective action planned, and the anticipated completion date. If the auditee does not agree with the audit findings or believes corrective action is not required, then the corrective action plan shall include an explanation and specific reasons. 

· The auditee shall submit a data collection form which states whether the audit was completed in accordance with this part and provides information about the auditee, its Federal programs, and the results of the audit. The form shall be approved by OMB, available from the Federal clearinghouse designated by OMB, and include data elements similar to those presented in this paragraph. A senior level representative of the auditee (e.g., State controller, director of finance, chief executive officer, or chief financial officer) shall sign a statement to be included as part of the form certifying that: the auditee complied with the requirements of this part, the form was prepared in accordance with this part (and the instructions accompanying the form), and the information included in the form, in its entirety, are accurate and complete. 

· The data collection form shall include the following data elements: 

· The type of report the auditor issued on the financial statements of the auditee (i.e., unqualified opinion, qualified opinion, adverse opinion, or disclaimer of opinion). 

· Where applicable, a statement that reportable conditions in internal control were disclosed by the audit of the financial statements and whether any such conditions were material weaknesses. 

· A statement as to whether the audit disclosed any noncompliance which is material to the financial statements of the auditee. 

· Where applicable, a statement that reportable conditions in internal control over major programs were disclosed by the audit and whether any such conditions were material weaknesses. 

· The type of report the auditor issued on compliance for major programs (i.e., unqualified opinion, qualified opinion, adverse opinion, or disclaimer of opinion). 

· A list of the Federal awarding agencies which will receive a copy of the reporting package.

· A yes or no statement as to whether the auditee qualified as a low-risk auditee.

· The dollar threshold used to distinguish between Type A and Type B.. 

· The Catalog of Federal Domestic Assistance (CFDA) number for each Federal program, as applicable. 

· The name of each Federal program and identification of each major program. Individual programs within a cluster of programs should be listed in the same level of detail as they are listed in the schedule of expenditures of Federal awards. 

· The amount of expenditures in the schedule of expenditures of Federal awards associated with each Federal program. 

· For each Federal program, a yes or no statement as to whether there are audit findings in each of the following types of compliance requirements and the total amount of any questioned costs:.

· Activities allowed or unallowed. 

· Allowable costs/cost principles. 

· Cash management. 

· Davis-Bacon Act. 

· Eligibility. 

· Equipment and real property management. 

· Matching, level of effort, earmarking. 

· Period of availability of Federal funds. 

· Procurement and suspension and debarment. 

· Program income. 

· Real property acquisition and relocation assistance. 

· Reporting. 

· Subrecipient monitoring. 

· Special tests and provisions. 

· Auditee Name, Employer Identification Number(s), Name and Title of Certifying Official, Telephone Number, Signature, and Date. 

· Auditor Name, Name and Title of Contact Person, Auditor Address, Auditor Telephone Number, Signature, and Date. 

· Whether the auditee has either a cognizant or oversight agency for audit. 

· The name of the cognizant or oversight agency.

· The reporting package shall include the: 

· Financial statements and schedule of expenditures of Federal; 

· Summary schedule of prior audit findings;

· Auditor's report(s); and 

· Corrective action plan. 

· All auditees shall submit to the Federal clearinghouse designated by OMB the data collection form.

State Policy

· Kansas Department of Commerce Fiscal Manual 
Local Policy

Audit and Audit Resolution Monitoring

· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
Disposition of Disallowed Costs Policies and Processes

Federal Policy

· 20 CFR 667.705. A-133, A-22, A-122, 

· ETA holds its direct recipient liable for all misexpenditures of funds awarded to the recipient.  For formula allocations to local areas, the regulations hold the political jurisdictions of the local elected official(s) responsible.

· ETA’s preferred corrective action for disallowed costs from ETA grant funds is non-Federal cash repayment. The ETA uses a process of three demand letters at about 30-day intervals to demand repayment. If no appeal has been filed, debts are considered delinquent, and subject to accrued interest charges, 30 days after the date of the Final Determination. However, the ETA is willing to negotiate short-term installment agreements instead of full lump-sum repayments when the circumstances warrant. If the Final Determination has been appealed, then debt collection efforts are suspended, and no interest will accrue, until the appeal has been resolved and a final decision rendered
· Once ETA has issued the three demand letters and has not received payment for the debt, the grantee is subject to the use of offset as a debt collection method. Administrative offset is authorized at 31 U.S.C. 3716 as a means of collecting delinquent final debts that have been established by Federal agencies. Under the U.S. Treasury offset process, Federal agencies may request from the Treasury Department that any current or future funds that become due for payment to a grantee be withheld in the amount of the debt as a means of satisfying the debt. Grantees should be aware that offset against the ETA grant may be used to satisfy debts owed to non-DOL Federal agencies as well as debts owed the DOL, and vice versa. This Federal offset process is distinctly different from the offset provisions under WIA Title I that are addressed later in this chapter.
· Use of offset as a method for debt collection under WIA Title I programs is addressed in the Act at Section 184(c) and in the regulations at 20 CFR 667.740. Under these provisions, direct recipients wishing to utilize offset must formally request such an offset from the Grant Officer. The ETA will apply offset against the administrative funds. This option is available only if the debt is not due to gross negligence, a willful disregard of the Act and/or regulations, failure to follow accepted standards of administration, or a pattern of misexpenditure. [20 CFR 667.740(a)(2)]
· The Act and the regulations also provide for offset to be applied at the sub-State level for the WIA Title I formula grants. If the Grant Officer has held a State recipient responsible for misexpenditures incurred by an LWIA, then the State may utilize the offset provisions to collect the debt by deducting the amount of the debt from the subsequent year’s allocation to the LWIA. The offset must be applied against the LWIA administrative funds. As with the offset for States, the misexpenditures cannot be due to gross negligence, a willful disregard of the Act and/or regulations, failure to follow accepted standards of administration, or a pattern of misexpenditure by the subgrantee. [20 CFR 667.740(b)] However, the debt is not considered resolved until ETA reduces the State’s allotment by a like amount.
· The Act, at Section 184(d)(3), provides that the ETA may waive the liability for a debt. To be eligible for a waiver, States must have complied with the factors listed in WIA Section 184(d)(2) and 20 CFR 667.720(c)(1-5). Waiver requests will be considered only if:
· The grantee formally requests the waiver and provides documentation to support its claim of compliance with these requirements
· The misexpenditures occurred at the subrecipient level 

· The misexpenditures were not the result of gross negligence, a willful disregard of the Act and/or regulations, failure to follow accepted standards of administration, or fraud
· If the misexpenditures were due to fraud, it must have been perpetrated against the grantee or the subgrantee, and the grantee/subgrantee must have forcefully pursued investigation, prosecution and debt collection against the perpetrator, and further attempts at debt collection would be inappropriate or futile The debt associated with the misexpenditures must have been established through the established audit resolution process and the grantees appeals process exhausted.
· The Grant Officer will release the grantee from liability only if it is determined that further debt collection would be either inappropriate or prove futile. If the waiver request is made during the ETA audit resolution period, it must be made during informal resolution. If the waiver request relates to a debt established during the grantee’s resolution process, then a copy of the audit resolution document(s) or a resolution report must accompany the request.
· A direct grantee may also request approval from the Grant Officer for contemplated debt collection actions it plans either to begin or to forego. The request must include a description of the establishment of the debt and all actions taken by a subrecipient to collect the funds. The Grant Officer may then determine that the grantee may forego collection. The criteria used in making the determination are listed in 20 CFR 667.730(b) and are substantially the same as described in the discussion on waivers. State Policies

Local Policy

· LAI Administrative Office will review and monitor all expenditures to ensure all cost are allowable and allocable according to all Federal and State Cost Principles.

· LAI Administrative staff will review and approve all client enrollments to ensure eligibility prior to incurring a cost.

Disposition of Disallowable Costs Processes

· If disallowable costs are identified the LWIB Executive Committee will meet to determine actions to be taken.  I
Disposition of Disallowable Costs Monitoring

· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
Retention of Records Policies and Processes

Federal Policy

· 29 CFR 97.42, 29 CFR 95.53

· All financial and programmatic records, supporting documents, statistical records, and other records of grantees or subgrantees which are:

· Required to be maintained by the terms of this part, program  regulations or the grant agreement, or

· Otherwise reasonably considered as pertinent to program regulations or the grant agreement.
· These regulations do not apply to contractors or subcontractors.

· Length of retention period. 

· Except as otherwise provided, records must be retained for three years from the starting date  specified in paragraph (c) of this section.

· If any litigation, claim, negotiation, audit or other action, involving the records has been started before the expiration of the 3-year period, the records must be retained until completion of the action  and resolution of all issues which arise from it, or until the end of  the regular 3-year period, whichever is later.
· To avoid duplicate recordkeeping, awarding agencies may make  special arrangements with grantees and subgrantees to retain any records  which are continuously needed for joint use. The awarding agency will  request transfer of records to its custody when it determines that the  records possess long-term retention value. When the records are  transferred to or maintained by the Federal agency, the 3-year retention requirement is not applicable to the grantee or subgrantee.
· These regulations apply equally to recipients and subrecipients.

· Starting date of retention period.
·  General. When grant support is continued or renewed at annual or other intervals, the retention period for the records of each funding period starts on the day the grantee or subgrantee submits to the awarding agency its single or last expenditure report for that period. However, if grant support is continued or renewed quarterly, the retention period for each year's records starts on the day the grantee submits its expenditure report for the last quarter of the Federal fiscal year. In all other cases, the retention period starts on the day the grantee submits its final expenditure report. If an expenditure report has been waived, the retention period starts on the day the report would have been due.
· Real property and equipment records. The retention period for real property and equipment records starts from the date of the disposition or replacement or transfer at the direction of the awarding agency.

· Records for income transactions after grant or subgrant support. In some cases grantees must report income after the period of grant support. Where there is such a requirement, the retention period for the records pertaining to the earning of the income starts from the end of the grantee's fiscal year in which the income is earned.
· Indirect cost rate proposals, cost allocations plans, etc. This paragraph applies to the following types of documents, and their supporting records: indirect cost rate computations or proposals, cost allocation plans, and any similar accounting computations of the rate at which a particular group of costs is chargeable (such as computer usage chargeback rates or composite fringe benefit rates).
· If submitted for negotiation. If the proposal, plan, or other  computation is required to be submitted to the Federal Government (or to the grantee) to form the basis for negotiation of the rate, then the 3-year retention period for its supporting records starts from the date of such submission.
· If not submitted for negotiation. If the proposal, plan, or other computation is not required to be submitted to the Federal Government (or to the grantee) for negotiation purposes, then the 3-year retention period for the proposal plan, or computation and its supporting records starts from end of the fiscal year (or other accounting period) covered by the proposal, plan, or other computation.
· Substitution of microfilm. Copies made by microfilming, photocopying, or similar methods may be substituted for the original records.
· Access to records
· Records of grantees and subgrantees. The awarding agency and the Comptroller General of the United States, or any of their authorized representatives, shall have the right of access to any pertinent books, documents, papers, or other records of grantees and subgrantees which are pertinent to the grant, in order to make audits, examinations, excerpts, and transcripts.
· Expiration of right of access. The rights of access in this section must not be limited to the required retention period but shall last as long as the records are retained.
· Restrictions on public access. The Federal Freedom of Information Act (5 U.S.C. 552) does not apply to records Unless required by Federal, State, or local law, grantees and subgrantees are not required to permit public access to their records.
State Policy

· Kansas Department of Commerce Fiscal Manual and Kansas Open Records Act

· The Open Records Act, K.S.A. 45-215 et seq., as amended, declares that it is the public policy of Kansas that "public records shall be open for inspection by any person." Public records are defined as "any recorded information, regardless of form or characteristics, which is made, maintained or kept by or is in the possession of any public agency." 
· The State of Kansas has established the following policies regarding retention of and custodial requirement for records

· Record Retention Policy: 

· The subrecipient shall retain all records pertinent to an Employment and Training grant, including but not limited to: financial, statistical, property, and participant records and supporting documents, for a period of 3 years or until audit has been completed and resolved, subject to the qualifications set forth in Item 2, below.

· Retention Periods

· The retention period will begin on the date of submission by the subrecipient of the annual or final expenditure report, whichever applies to the particular grant, except that the subrecipient shall retain records for nonexpendable property for a period of 3 years or until audit has been completed and resolved after final disposition of the property.

· The subrecipient must request in writing prior written approval from the Secretary of Human Resources for the destruction of any records relating to the Employment and Training program.

· If, prior to the expiration of the 3-year retention period, any litigation or audit is begun or a claim is instituted involving the grant or agreement covered by the records, the subrecipient shall retain the records beyond the 3-year period after the litigation, audit findings, or claim has been finally resolved.

· Access to Records

· The subrecipient shall ensure that the Secretary of Labor and the Comptroller General of the United States, or any of their duly authorized representatives, and representatives of the State of Kansas, have access to any pertinent books, documents, papers, and records of the subrecipient organization and to records of its subrecipients and contractors to make audits, examinations, evaluations, excerpts, and transcripts.

· Public access to records will be determined by applicable Federal, State or local law.

· Substitution of Microfilm

· The subrecipient may substitute microfilm copies in lieu of original records after audit and no pending litigation.

· Special retention requirement.

· In the event of the termination of the relationship with a grant recipient and/or administrative entity, the LWIB and/or LEO Boards shall be responsible for the maintenance and retention of the records of their grant recipient and/or administration.

· Supplies.

· Title. Title to supplies acquired under a grant or subgrant will vest, upon acquisition, in the grantee or subgrantee respectively.

· Disposition. If there is a residual inventory of unused supplies exceeding $5,000 in total aggregate fair market value upon termination or completion of the award, and if the supplies are not needed for any other federally sponsored programs or projects, the grantee or subgrantee shall compensate the awarding agency for its share.

Local Policy

· All original enrollment records will be maintained at the LWIB.

· All previous subrecipients will be required to adhere to all Federal, State, and Local policies regarding retention of records. 

· In order to dispose of records, previous subrecipients will need to submit a request in writing requesting to the LWIB staff.  The request should include the client’s name and date of exit.  Once the letter is received the LWIB Staff will send a letter authorizing the disposal and stating the method of to be used.

Retention of Records Processes

· State Open Records Act processes

Retention of Records Monitoring

· Random Physical Monitoring 
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
Agreement Closeout Policies and Processes

Federal Policy

· 29 CFR 97.50 and 29 CFR 95.71

· Governmental and non-governmental closeouts require the following:

· All obligations must be liquidated and final expenditure reports submitted within 90 days of the grant expiration date, unless the time frame is extended by the DOL.

· The DOL must make prompt payment of any additional funds due the grantee.

· The grantee must promptly refund any funds not fully liquidated within the 90-day period.

· Non-governmental grantees must account for both real and personal property acquired with Federal funds or received from the Federal government. [29 CFR 95.71]

· Governmental grantees must provide a list of Federally owned property. [29 CFR 97.50]

· The DOL reserves the right for further grant adjustments based on audit findings.

· The requirement that States/recipients submit final financial reports within 90 days after the end of the three-year funding period does not apply to subrecipients.

· States/recipients must establish closeout procedures with due dates set far enough in advance of their own Federally required deadline that they will be able to meet it. 

· Any delay in the timely and accurate submission of Federally required closeout documents may impact the grantee’s ability to receive grants from the ETA in the future.

· In order to successfully complete the Federal closeout process, recipients should adhere to the following: 

· Grantee financial staff must be familiar with the terms and conditions and financial reporting requirements of the grant.

· In order to finalize the closeout process, the grant agreement must be updated through a modification if there have been any changes in address, telephone numbers, signatory officials, etc.

· If indirect costs have been claimed, the Indirect Cost Negotiation Agreement or Cost Allocation Plan must be provided. If the rate was provisional, the grantee is responsible for requesting a final rate from the appropriate cognizant agency. The grantee must submit a proposal to its cognizant agency requesting final rates within six months after the end of the fiscal year. The closeout will be subject to revision by the ETA if the final rate is lower than the reported provisional rate. Grantees are urged to obtain the final indirect cost rate prior to closeout. If the final rate is higher than the provisional rate, and the rate is obtained subsequent to closeout, there may not be sufficient funds remaining in the grant for payment. Conversely, if the final rate is lower than the provisional rate, the grantee must refund any indirect costs claimed in excess of the actual approved rate.

· All drawdowns must be made before the closeout documents are submitted. If refunds are due the DOL upon closeout, these are to be made electronically though the Department of Health and Human Services (DHHS)/Payment Management System (PMS) in accordance with the grant drawdown procedures. Rebates, refunds, and credits received after the PMS is no longer available should be refunded by check or warrant.

· In order to successfully complete the Federal closeout process, recipients should adhere to the following requirements of the grant: 

· To ensure that recipients/subrecipients can meet the Federal closeout requirements by the required due date

· To ensure that organizations receiving funds know ahead of time what actions are required for closeout and what conditions must exist at closeout 

· To ensure that each organization receiving funds can fulfill its closeout responsibilities to the organization that funded it

· To ensure that organizations receiving funds understand that certain rights of awarding agencies continue beyond closeout

· To identify problems/issues that frequently arise subsequent to closeout, and to prescribe a way to handle them that minimizes the effort required to resolve them.

· The following are some of the issues that should be addressed in any closeout policies and procedures developed for subgrantees:

· The subgrantee should close and settle its contracts/subgrants and reconcile all financial activity related to the grant prior to closing the agreement with its funding agency.

· All refunds due the awarding agency must be made before the closeout or submitted with the closeout documents.

· A closeout due date must be established for subgrantees that provides sufficient time for the funding organization to resolve issues in advance of its own closeout due date.

· A decision must be made whether to close subgrants as subgrantees are ready or to use a single closeout date for all subgrantees for a specific year of funding.

· Identification must be made of financial reports that are required for closeout. At a minimum, there should be a “final” report in the format that is routinely required of the organization closing the agreement. The reports should be no more complicated than is necessary to verify that all financial requirements have been met.

· The procedure for handling unclaimed/uncashed checks must be decided. State or local escheat legislation should be followed in addressing this issue. This will impact the Federal closeout process also.

· The procedure for handling pending claims and late arriving invoices after closeout must be addressed. Grantees should attempt to minimize any late claims, as costs not incurred prior to the expiration of the grant may not be paid.

· A decision must be made regarding how any refunds, rebates, or credits received after closeout will be handled as the Uniform Administrative Requirements necessitate.

· Reconciliation of grantor/grantee records must be addressed to ensure that expenditures are equal to or less than budget, and that cash received, appropriately adjusted, equals expenditures.

· How grantee- and subgrantee-owned property is to be treated at the end of the agreement

· must be determined. Property disposition requirements are discussed in Chapter II-11,

· Property Management. Closure of any special bank accounts required for the subagreement must be effected. This does not occur with direct grants.

· Fidelity bonds, if they were required for the subagreement, must be canceled. This is not a requirement for direct grants.

· Rights and responsibilities of the various parties after closeout has occurred must be determined, specifically those items addressed at 29 CFR 95.72 and 29 CFR 97.51, and any additional requirements established by the grantee or other funding organization. These rights and responsibilities include:

· The awarding entity’s right to disallow costs and recover funds on the basis of a later audit or other review

· The funded organization’s responsibility to return any funds due as a result of later refunds, corrections, subrecipient audit disallowances, or other transactions

· Record retention and requirements for public access to records

· Property management requirements

· Audit and audit resolution requirements

· Notification to the subgrantee that closeout documentation is in order and that closeout has officially occurred.

· The ETA closeout instructions provide further guidance to grantees in finalizing their closeout.

· The costs of closeout may be charged to the grant for costs incurred during the 90-day closeout period. These costs may include costs related to staff reductions or office closings, staff costs to perform closeout activities, and audit costs. However, these costs do not include additional program or participant services costs.

· Unliquidated obligations may be liquidated until final reports are submitted.

· If indirect costs have been charged to the grant, a copy of the Indirect Cost Negotiation Agreement or Cost Allocation Plan must be submitted. The grantee must submit a proposal to its cognizant agency requesting final rates within six months after the end of the fiscal year.

· Final drawdowns should be made so that final grant costs equal final grant revenues. If a refund must be made to the DOL to achieve that equality, then this should be made through the PMS.

· Instructions for the return of later adjustments or disallowances are provided.

· Non-governmental grantees must complete a different set of closeout forms.

· Grantee’s Submittal of Closeout Documents

· Financial Status Report (the appropriate QFSR for WIA grantees or the SF 269)

· If necessary, a copy of the approved indirect cost rate

· Grantee’s release

· Grantee’s assignment of refunds, rebates, and credits

· Government property closeout inventory certification

· Grantee’s closeout tax certification.

Local Policy

· All LAI RFPs and contracts will clearly define the process for closeout.

· See also Financial Management Policy

Agreement Closeout Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
· Kansas Fiscal Link reports
· Service Provider activity and quarterly reports

· Service Provider Performance
Bonding and Insurance Policies and Processes

Federal Policy

· 29 CFR Part 95.21, 95.31 & 95.48(c) and 29 CFR Part 97.36(h). 

· 29 CFR Part 95.21

· Where the Federal Government guarantees or insures the repayment of money borrowed by the recipient, DOL, at its discretion, may require adequate bonding and insurance if the bonding and insurance requirements of the recipient are not deemed adequate to protect the interest of the Federal Government.

· DOL may require adequate fidelity bond coverage where the recipient lacks sufficient coverage to protect the Federal Government's interest.

· Where bonds are required in the situations described above, the bonds shall be obtained from companies holding certificates of authority as acceptable sureties, as prescribed in 31 CFR part 223, ``Surety Companies Doing Business with the United States.''

· 29 CFR Part 95.48 (c)

· Except as otherwise required by statute, an award that requires the contracting (or subcontracting) for construction or facility improvements shall provide for the recipient to follow its own requirements relating to bid guarantees, performance bonds, and payment bonds unless the construction contract or subcontract exceeds $100,000. For those contracts or subcontracts exceeding $100,000, DOL may accept the bonding policy and requirements of the recipient, provided DOL has made a determination that the Federal Government's interest is adequately protected. If such a determination has not been made, the minimum requirements shall be as follows.

· 29 CFR Part 95.31

· Recipients shall, at a minimum, provide the equivalent insurance coverage for real property and equipment acquired with Federal funds as provided to property owned by the recipient. Federally-owned property need not be insured unless required by the terms and conditions of the award.
· 29 CFR Part 97.36 (h)
· For construction or facility improvement contracts or subcontracts exceeding the simplified acquisition threshold, the awarding agency may accept the bonding policy and requirements of the grantee or subgrantee provided the awarding agency has made a determination that the awarding agency's interest is adequately protected. If such a determination has not been made, the minimum requirements shall be as follows:
· A bid guarantee from each bidder equivalent to five percent of the bid price. The “bid guarantee” shall consist of a firm commitment such as a bid bond, certified check, or other negotiable instrument accompanying a bid as assurance that the bidder will, upon acceptance of his bid, execute such contractual documents as may be required within the time specified.
· A performance bond on the part of the contractor for 100 percent of the contract price. A “performance bond” is one executed in connection with a contract to secure fulfillment of all the contractor's obligations under such contract.
· A payment bond on the part of the contractor for 100 percent of the contract price. A “payment bond” is one executed in connection with a contract to assure payment as required by law of all persons supplying labor and material in the execution of the work provided for in the contract.
State Policy

· Kansas Department of Commerce Fiscal Policy Manual
Local Policy

· All LAI contractors/subrecipients will provide proof of insurance and bonding at time of contract distribution and annually thereafter.  

· LAI Staff is responsible for monitoring providers for compliance with this policy.

Bonding and Insurance Monitoring

· Monthly Reports & Budgets sent to Fiscal Committee for review
· Random Physical Monitoring – Quarterly Basis
· LAI Strategic Plan for Monitoring Schedule
· Federal, State, and Independent Auditing/Monitoring – Annually
 

Attachment A – Formula Fund Distribution Adult

Attachment B – Formula Fund Distribution - DW

Attachment C – Formula Fund Distribution - Youth

Attachment D – Work Experience Schedule

	Work Experience Training
Pay Schedule 2008

	
	
	
	
	

	Timesheets Due
	Pay Period
	Checks Sent

	Jan 2, 2008
	Dec 16
	to
	Dec 29, 2007
	Jan 10, 2008

	Jan 16, 2008
	Dec 30
	to
	Jan 12, 2008
	Jan 24, 2008

	Jan 30, 2008
	Jan 13
	to
	Jan 26, 2008
	Feb 7, 2008

	Feb 13, 2008
	Jan 27
	to
	Feb 9, 2008
	Feb 21, 2008

	Feb 27, 2008
	Feb 10
	to
	Feb 23, 2008
	Mar 6, 2008

	Mar 12, 2008
	Feb 24
	to
	Mar 8, 2008
	Mar 20, 2008

	Mar 26, 2008
	Mar 9
	to
	Mar 22, 2008
	Apr 3, 2008

	Apr 9, 2008
	Mar 23
	to
	Apr 5, 2008
	Apr 17, 2008

	Apr 23, 2008
	Apr 6
	to
	Apr 19, 2008
	May 1, 2008

	May 7, 2008
	Apr 20
	to
	May 3, 2008
	May 15, 2008

	May 21, 2008
	May 4
	to
	May 17, 2008
	May 29, 2008

	Jun 4, 2008
	May 18
	to
	May 31, 2008
	Jun 12, 2008

	Jun 18, 2008
	Jun 1
	to
	Jun 14, 2008
	Jun 26, 2008

	Jul 2, 2008
	Jun 15
	to
	Jun 28, 2008
	Jul 10, 2008

	Jul 16, 2008
	Jun 29
	to
	Jul 12, 2008
	Jul 24, 2008

	Jul 30, 2008
	Jul 13
	to
	Jul 26, 2008
	Aug 7, 2008

	Aug 13, 2008
	Jul 27
	to
	Aug 9, 2008
	Aug 21, 2008

	Aug 27, 2008
	Aug 10
	to
	Aug 23, 2008
	Sep 4, 2008

	Sep 10, 2008
	Aug 24
	to
	Sep 6, 2008
	Sep 18, 2008

	Sep 24, 2008
	Sep 7
	to
	Sep 20, 2008
	Oct 2, 2008

	Oct 8, 2008
	Sep 21
	to
	Oct 4, 2008
	Oct 16, 2008

	Oct 22, 2008
	Oct 5
	to
	Oct 18, 2008
	Oct 30, 2008

	Nov 5, 2008
	Oct 19
	to
	Nov 1, 2008
	Nov 13, 2008

	Nov 19, 2008
	Nov 2
	to
	Nov 15, 2008
	Nov 27, 2008

	Dec 3, 2008
	Nov 16
	to
	Nov 29, 2008
	Dec 11, 2008

	Dec 17, 2008
	Nov 30
	to
	Dec 13, 2008
	Dec 25, 2008

	Dec 31, 2008
	Dec 14
	to
	Dec 27, 2008
	Jan 8, 2009

	Jan 14, 2009
	Dec 28
	to
	Jan 10, 2009
	Jan 22, 2009


Attachment E – Supportive Service Schedule

	Supportive Service 
Pay Schedule 2008

	
	
	
	
	

	Timesheets Due
	Pay Period
	Checks Sent

	December 26, 2007
	12/09/07
	to
	12/22/07
	January 3, 2008

	January 9, 2008
	12/23/07
	to
	01/05/08
	January 17, 2008

	January 23, 2008
	01/06/08
	to
	01/19/08
	January 31, 2008

	February 6, 2008
	01/20/08
	to
	02/02/08
	February 14, 2008

	February 20, 2008
	02/03/08
	to
	02/16/07
	February 28, 2008

	March 5, 2008
	02/17/08
	to
	03/01/08
	March 13, 2008

	March 19, 2008
	03/02/08
	to
	03/15/08
	March 27, 2008

	April 2, 2008
	03/16/08
	to
	03/29/08
	April 10, 2008

	April 16, 2008
	03/30/08
	to
	04/12/08
	April 24, 2008

	April 30, 2008
	04/13/08
	to
	04/26/08
	May 8, 2008

	May 14, 2008
	04/27/08
	to
	05/10/08
	May 22, 2008

	May 28, 2008
	05/11/08
	to
	05/24/08
	June 5, 2008

	June 11, 2008
	05/25/08
	to
	06/07/08
	June 19, 2008

	June 25, 2008
	06/08/08
	to
	06/21/08
	July 3, 2008

	July 9, 2008
	06/22/08
	to
	07/05/08
	July 17, 2008

	July 23, 2008
	07/06/08
	to
	07/19/08
	July 31, 2008

	August 6, 2008
	07/20/08
	to
	08/02/08
	August 14, 2008

	August 20, 2008
	08/03/08
	to
	08/16/08
	August 28, 2008

	September 3, 2008
	08/17/08
	to
	08/30/08
	September 11, 2008

	September 17, 2008
	08/31/08
	to
	09/13/08
	September 25, 2008

	October 1, 2008
	09/14/08
	to
	09/27/08
	October 9, 2008

	October 15, 2008
	09/28/08
	to
	10/11/08
	October 23, 2008

	October 29, 2008
	10/12/08
	to
	10/25/08
	November 6, 2008

	November 12, 2008
	10/26/08
	to
	11/08/08
	November 20, 2008

	November 26, 2008
	11/09/08
	to
	11/22/08
	December 4, 2008

	December 10, 2008
	11/23/08
	to
	12/06/08
	December 18, 2008

	December 24, 2008
	12/07/08
	to
	12/20/08
	January 1, 2009

	January 7, 2009
	12/21/08
	to
	01/03/09
	January 15, 2009


Attachment F – KDOC Summary of Cost Items

KEY
NT
=
Not treated in circular

A
=
Allowable

AC
=
Allowable with conditions

AP
=
Allowable with prior approval of either the Grant Officer or Governor

U
=
Unallowable

A/U
=   Some categories within the particular activity are allowable, while some 

                are not.  Please consult respective circular for precise explanations.

	
	Activities
	Circular

A-21
	Circular

A-122
	Circular

A-87
	48 CFR Part 31

	1
	Accounting systems
	NT
	NT
	A
	NT

	2
	Advertising and public relations
	AC
	AC/U
	AC/U
	AC

	3
	Advisory councils
	NT
	NT
	A
	NT

	4
	Alcoholic beverages
	U
	U
	U
	U

	5
	Alumni/ae activities
	U
	NT
	NT
	NT

	6
	Asset valuations resulting from business combinations
	NT
	NT
	NT
	A

	7
	Audit services
	See A-133
	See A-133 
	A
	NT

	8
	Automatic electronic data processing
	NT
	NT
	AC
	NT

	9
	Bad debts
	U
	U
	U
	U

	10
	Bid and proposal costs

(see also item 65)
	Item 65
	Reserved 
	Item 65
	Item 65

	11
	Bonding costs
	NT
	A
	A
	NT

	12
	Budgeting
	NT
	NT
	A
	NT

	13
	Civil defense costs
	A
	NT
	NT
	A/U

	14
	Commencement and convocation costs
	U
	NT
	NT
	NT

	15
	Communication costs
	A
	A
	A
	NT

	16
	Compensation for personal services
	A/U
	A/U
	A/U
	A/U

	17
	Contingency provisions
	U
	U
	U
	U

	18
	Cost of money (see also item 40)
	U
	U
	U
	AC


	
	Activities
	Circular

A-21
	Circular

A-122
	Circular

A-87
	48 CFR Part 31

	19
	Deans of faculty and graduate schools
	A
	NT
	NT
	NT

	20
	Defense and prosecution of criminal and civil proceedings, claims, appeals, and patent infringement
	U
	U
	A/U
	U

	21
	Deferred research and development costs
	NT
	NT
	NT
	AC/U

	22
	Depreciation and use allowances
	AC
	AC
	AC
	AC

	23
	Disbursing service
	NT
	NT
	A
	NT

	24
	Donations and contributions
	U
	U
	U
	U

	25
	Employee morale, health, and welfare costs and credits
	A
	A
	A
	U

	26
	Entertainment costs
	U
	U
	U
	U

	27
	Equipment and other capital expenditures
	A/U
	AP
	AP
	AP

	28
	Executive lobbying costs
	U
	U
	U
	U

	29
	Fines and penalties
	U
	U
	U
	U

	30
	Fund raising and investment management costs        (see also item 40)
	NT
	NT
	U
	U


	
	Activities
	Circular

A-21
	Circular

A-122
	Circular

A-87
	48 CFR Part 31

	31
	Gains and losses on disposition of depreciable property and other capital assets and substantial relocation of Federal programs   (see also item 64)
	NT
	NT
	A


	A

	32
	General government expenses
	NT
	NT
	U
	NT

	33
	Goods/services for personal use
	U
	U
	NT
	NT

	34
	Goodwill
	NT
	NT
	NT
	U

	35
	Housing and personal living expenses
	U
	AC/U
	NT
	NT

	36
	Idle facilities and capacity
	NT
	AC/U
	AC/U
	AC/U

	37
	Independent research and development
	NT
	Reserved
	NT
	AC

	38
	Insurance and indemnification
	A
	A
	A
	A

	39
	Interest, fund raising, and investment management costs
	A/U
	A/U
	A/U
	U

	40
	Labor relations costs
	AC
	AC
	NT
	AC

	41
	Lobbying
	U
	U
	U
	U

	42
	Losses on other sponsored agreements/contracts
	U
	U
	U
	U

	43
	Maintenance and repair costs
	A
	A
	A
	A

	44
	Manufacturing and repair costs
	NT
	NT
	NT
	A


	
	Activities
	Circular

A-21
	Circular

A-122
	Circular

A-87
	48 CFR Part 31

	45
	Manufacturing and product engineering costs
	NT
	NT
	NT
	A

	46
	Material costs
	A
	A
	A
	A

	47
	Meetings and conferences
	NT
	A
	See item 2
	See item 2

	48
	Memberships, subscriptions, and professional activity costs
	A/U
	A/U

See also item 2
	A/U

See also

item 2
	NT

	49
	Motor pools
	NT
	NT
	A
	NT

	50
	Organization costs
	NT
	AP
	NT
	U

	51
	Other business expense
	NT
	NT
	NT
	A

	52
	Overtime, extra-pay shift, and multi-shift premiums
	NT
	AC
	AC
	See also item 16

	53
	Page charges in professional journals
	NT
	A
	NT
	NT

	54
	Participant support costs
	NT
	A
	NT
	NT

	55
	Patent costs
	A
	A/U
	NT
	A/U

	56
	Plant protection costs
	NT
	NT
	NT
	A

	57
	Plant reconversion costs

(see also item 68)
	NT
	NT
	NT
	U

	58
	Plant security costs
	U
	A
	NT
	NT

	59
	Preagreement costs

(see also item 61)
	U
	NT
	NT
	NT

	60
	Pre-award costs
	NT
	AP
	UW (formula) /A P
	NT

	61
	Precontract costs

(see also item 61)
	NT
	NT
	NT
	AP

	62
	Professional services costs
	A
	A
	A
	A


	
	Activities
	Circular

A-21
	Circular

A-122
	Circular

A-87
	48 CFR Part 31

	63
	Profits and losses on disposition of plant equipment/other capital assets
	A
	A
	See item 32
	See item 32 

	64
	Proposal costs (see also item 10)
	AP
	Reserved
	AP
	AP

	65
	Publication and printing costs
	NT
	A/U
	 A
	NT

	66
	Rearrangement and alteration costs
	A
	A
	A
	NT

	67
	Reconversion costs

(see also item 58)
	A
	A
	A
	NT

	68
	Recruiting costs
	A/U
	A/U
	See item 2
	A

	69
	Relocation costs
	NT
	A
	NT
	A/U

	70
	Rental costs of buildings and equipment
	AC
	AC
	AC
	AC

	71
	Royalties and other costs for use of patents
	A
	A
	NT
	A

	72
	Sabbatical leave costs
	A
	NT
	NT
	NT

	73
	Scholarships and student aid costs
	A
	NT
	NT
	NT

	74
	Selling and marketing
	U
	U
	NT
	A/U

	75
	Service and warranty costs
	NT
	NT
	NT
	A

	76
	Severance pay
	AC
	AC
	AC
	AC

	77
	Special tooling and special test equipment costs
	NT
	NT
	NT
	A

	78
	Specialized service facilities
	A
	A
	NT
	NT

	79
	Student activity costs
	U
	NT
	NT
	NT


	
	Activities
	Circular

A-21
	Circular

A-122
	Circular

A-87
	48 CFR Part 31

	80
	Taxes
	AC
	AC
	AC
	AC

	81
	Termination costs
	NT
	A
	NT
	A/U

	82
	Trade, business, technical, and professional activity costs
	AC
	AC
	AC
	AC

	83
	Training and education costs
	AC
	AC
	AC
	AC

	84
	Transportation
	AC
	AC
	NT
	AC

	85
	Travel costs
	AC
	AC
	AC
	AC

	86
	Termination costs applicable to sponsored agreement    (see also item 82)
	A
	NT
	NT
	NT

	87
	Trustees
	A
	A
	NT
	NT

	88
	Under recovery of costs under Federal agreements
	U
	U
	U
	U


ATTACHMENT G – Matrix of Specific Cost and Category Allocation

	Costs
	Admin
	Program

	Staff Salaries and Benefits 
	
	

	    - Accounting - LWIB
	X
	

	    - Administrative Overhead – LWIB
	X
	

	    - Advertising 
	X
	X

	    - Assessment
	
	X

	    - Audit Services
	X
	

	    - Audit Staff
	X
	

	    - Automatic Data Processing
	X
	X

	    - Budgeting
	X
	

	    - Case Management
	
	X

	    - Clerical Asst. To a Supervisor
	X
	X

	    - Clerical Asst. to a Training Personnel
	
	X

	    - Coordination of Participant Services
	
	X

	    - Counseling
	
	X

	    - Data processing staff
	X
	X

	    - Development of OJT or WE
	
	X

	    - Eligibility Determination
	
	X

	    - Executive Staff
	X
	X

	    - Fiscal Staff
	X
	

	    - Follow-up 
	
	X

	    - Initial Assessment and Intake
	
	X

	    - Job Coach and Job Developer
	
	X

	    - Job Search Assistance
	
	X

	    - Labor Market Analysis
	
	X

	    - Legal Staff
	X
	

	    - Maintenance Staff
	X
	X

	    - Monitoring
	X
	X

	    - Outreach to Employers
	
	X

	    - Personnel Staff
	X
	

	    - Placement Staff
	
	X

	    - Program Analysis
	
	X

	    - Program Design/Curriculum/Development
	
	X

	    - Supervisor – LWIB
	X
	X

	    - Supervisor – Provider 
	
	X

	    - Training Personnel 
	
	X

	
	
	

	Other:
	
	

	    - Capital Expenditures
	X
	X

	    - Communication
	X
	X

	    - Equipment 
	X
	X

	    - Indirect
	X
	X

	    - Insurance
	X
	X

	    - Interest
	X
	X

	    - Matinenance & Repair
	X
	X

	    - Management Studies
	X
	X

	    - Materials and Supplies
	X
	X

	    - Memberships
	X
	X

	    - Motor Pools
	X
	X

	    - Premises
	X
	X

	    - Professional Services
	X
	X

	    - Profit
	X
	X

	    - Publication and Printing
	X
	X

	    - Rental Costs
	X
	X

	    - Staff Training and Education
	X
	X

	    - Subscriptions
	X
	X

	    - taxes
	X
	X

	    - Transportation
	X
	X

	    - Travel
	X
	X

	    - Utilities 
	X
	X

	
	
	

	Participant Costs – Tuition, Tools, Books, Wages, Supportive Services, etc. 
	
	X


ATTACHMENT H - Subrecipient and Vendor Distinctions

The applicability of the Workforce Investment Act (WIA), its regulations, and other program regulations, including the Office of Management and Budget (OMB) circulars, is limited to recipients and subrecipients funded by those programs. Thus, the distinction between subrecipients and vendors becomes critical to the program. Payments received by a vendor for goods or services are not considered to be Federal awards. To aid recipients/grantees and subrecipients/subgrantees in making the proper distinctions, the following guidance is provided. The descriptions have been drawn from 29 CFR 99.210.

SUBRECIPIENTS

A subrecipient is a legal entity to which a subaward of Federal funds is made and that is accountable to the recipient for the use of the funds provided. When the organization performs the following activities, a Federal award to a subrecipient is indicated:

· Determines eligibility for the Federally funded program

· Has its performance measured against the objectives of the Federal program

· Has responsibility for programmatic decision-making

· Has responsibility for adherence to applicable Federal program compliance requirements (for example, the regulations)

· Uses the Federal funds to carry out a program of the organization as opposed to providing goods or services for a program.

VENDORS

A vendor is a dealer, distributor, merchant, or other seller providing goods or services that are required for the conduct of a Federal program. The following activities are indicative of a vendor relationship with an organization:

· Provides the goods and services within normal business operations

· Provides similar goods or services to many different purchasers

· Operates in a competitive environment

· Provides goods or services that are ancillary to the operation of the Federal program

· Is not subject to the Federal compliance requirements of the program.

In making the determinations of subrecipients and vendors, States, direct grantees, Local Workforce Investment Boards (LWIBs), and other subgrantees should take into account all of the characteristics related to the type of provider. When deciding whether a vendor or subrecipient

relationship exists, it is the relationship that matters, not the label on the award document, be it grant, contract, subgrant, or subcontract. No one factor should be taken in isolation; all the applicable criteria for each decision should be reviewed. However, under no circumstances should a designation of vendor be made for providers that have a financial or performance requirement related to eligibility or selection of participants. As previously stated, the designations of subrecipient and vendor relate to type of product or service provided, and not to the type of agreement document used or whether that agreement is called a contract or a subgrant. The following chart includes a list of indicators that may be of assistance in distinguishing subrecipients from vendors. This guidance is based in part on the information found in 29 CFR 99.210.

ATTACHMENT H – Possible Bases for Allocation

	Accounting
	Number of transactions;  direct labor hours; allowable survey methods

	Auditing
	Direct audit hours; expenditures audited

	Budgeting
	Direct labor hours

	Consumable supplies
	Total direct costs; direct labor hours

	Data processing
	System usage; direct labor hours

	Disbursing service
	Number of checks issued; direct labor hours

	Fidelity Bond
	Number of bonded employees

	Freight
	Number of items shipped; cost of goods

	Health services
	Number of employees

	Intake
	Number of eligible participants; current period enrollments

	Legal Services
	Direct Hours

	Motor pool costs
	Miles driven; days used

	Office machines and equipment maintenance
	Direct Machine hours; direct labor hours

	Office Space
	Square fee of space occupied; staff salary distribution

	Payroll services
	Number of employees

	Personnel services
	Number of employees

	Postage
	Direct usage; acceptable survey methods

	Printing/reproduction
	Direct labor hours; job basis; pages printed

	Procurement Services
	Number of transactions processed; direct hours of purchasing agent’s time

	Retirement system administration
	Payroll; number of employees contributing

	Telephone
	Number of instruments; staff salary distribution

	Travel
	Mileage; actual expenses; direct labor hours

	Utilities
	Square fee of space occupied; staff salary distribution


ATTACHMENT I - Fraud and Abuse Incident Report Form

Kansas Department of Commerce
FRAUD AND ABUSE INCIDENT REPORT FORM
 

	Complainant Name:
	Date of Report:

	Street Address (complainant):
	City:
	State:
	Zip:

	Home Phone:
	Work Phone:
	E-mail:

	Date of Incident:
	Time of Incident:                                       AM / PM (circle one)

	Street Address (location of incident):
	City:
	State:
	Zip:

	Home Phone:
	Work Phone:
	E-mail:

	Victim’s name or description of property damage:
 

 

	Street Address (victim or property):
	City:
	State:
	Zip:

	Home Phone:
	Work Phone:
	E-mail:

	Suspect or Assailant’s Name:

	Street Address (suspect or assailant):
	City:
	State:
	Zip:

	Description of Incident: (Provide a clear and brief statement of the facts.  Include relevant dates that will assist in the investigation. If additional space is needed, use reverse side of this form or attach additional sheets.)
 

 

 

 

 

 

	Extent of injury or estimated dollar value of property loss or damage:
 

 

	Witnesses Name #1:

	Street address:
	City:
	State:
	Zip:

	Home Phone:
	Work Phone:
	E-mail:

	Witnesses Name #2:

	Street address:
	City:
	State:
	Zip:

	Home Phone:
	Work Phone:
	E-mail:

	Witnesses Name #3:

	Street address:
	City:
	State:
	Zip:

	Home Phone:
	Work Phone:
	E-mail:

	
	
	
	
	
	
	
	


The above information is true and correct to the best of my knowledge.

   

	 

________________________________________________

Signature of Complainant
	 

___________________________________

Date


 

DISTRIBUTION: 
Kansas Department of Commerce, Workforce Compliance and Oversight, 1000 S.W. Jackson Street, Suite 100, Topeka, KS  66612-1254
Phone: (785) 296-2122, FAX (785) 296-6809
 

 

 (Rev. 10-04)

ATTACHMENT J – WIA INVENTORY LOG

	
	WIA Contractor Inventory Records

	
	
	
	
	
	
	
	
	

	Serial  # 
	Tag #
	Description
	Location 
	Original Cost
	Source of Acquisition 
	Acquisition Date
	Condition
	Current Value

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 


Federal Appropriation 





100% State Allotment





Up to 15% Statewide Activities includes 5% Administration





At least 85% Sub-State Allocation 


includes 10% administration











Allocation Formula





33.3% unemployed in areas of 


           substantial unemployment


33.3% excess unemployed


33.3% disadvantaged





-or-





Discretionary Governor’s


Allocation Formula





At least 70% on above bases


Up to 30% additional factors


     - excess poverty


     - unemployment > state average


     - factors developed by State    


       Board





Up to 20% to/from


Dislocated Worker 





Formula Fund Distribution


WIA Title IB—Adult





90% Hold Harmless





Federal Appropriation 





100% State Allotment





Up to 15% Statewide Activities includes 5% Administration





At least 65% Sub-State Allocation 


includes 10% administration





Governor’s Allocation Formula





Base:


	UI Data


	Unemployment Compensation


	Plant Closings/Layoffs


	Declining Industry


	Farmer/Rancher Economics


Calculated once per year but can be amended annually.





Up to 20% to/from


Adult





Formula Fund Distribution


WIA Title IB—Dislocated Worker





Up to 25% Rapid Response





No Hold Harmless





Federal Appropriation 





100% State Allotment





Up to 15% Statewide Activities includes 5% Administration





At least 85% Sub-State Allocation 


includes 10% administration





Allocation Formula





33.3% unemployed in areas of 


           substantial unemployment


33.3% excess unemployed


33.3% disadvantaged youth





-or-





Discretionary Governor’s


Allocation Formula





At least 70% on above bases


Up to 30% additional factors


     - excess poverty


     - unemployment > state average


     - factors developed by State Board





No Program Transfers





Formula Fund Distribution


WIA Title IB—Youth





90% Hold Harmless
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