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{DATE}
Mr./Ms. XXXXXX

{Title}

{Address}

{City, Sate, Zip Code}

Re: Grant Nos: 
Dear XXXXXXX
As part of our routine financial/programmatic monitoring operation, the Office of Employment and Training has scheduled your agency for a combined fiscal and programmatic review of the above-referenced grants.  The monitoring will cover the time period xxxxx xx, 20xx through xxxx x, 20xx.  Per our communication, the review is scheduled to begin May 2, 2022 at 9:30 a.m.  {List monitoring team} are assigned to conduct the review. We expect to be on-site from three to four days to complete the review. 
The purpose of the monitoring is to assure compliance with the Workforce Innovation and Opportunity Act; the Trade Act and its amendments, if applicable; and to find any errors or weaknesses which could potentially lead to audit findings.  Further, if any weaknesses are found, we will make recommendations to correct these findings prior to an official audit.  This review does not replace a certified audit.

For your information, a copy of the questions contained in the monitoring instrument to be used during the review is enclosed.

This letter is to also document the items that will be needed for us to conduct the fiscal and programmatic monitoring of your agency.  The request for documents attached to this letter lists the documents required for both fiscal and programmatic reviews.  The DCEO requests that the documents be sent to monitoring staff prior to the start of the review unless it is indicated that the documents must be made available at a later time.  This will enable the monitoring team to select sampling from the indicated areas and help create a more efficient monitoring process.  This list is not all inclusive; we may request additional materials throughout the monitoring process.  

You will be provided with the selected participant file sample list prior to the entrance conference. The majority of the files will be reviewed on-site. The monitoring team may identify files that will be reviewed remotely. The required documents for each selected participant file that will be reviewed remotely, should be uploaded into IWDS within the Application Menu heading “List all Documents” on or before XXX XX, 2022.
We will begin monitoring directly after the entrance conference on XXXX XX, 20XX.  It would expedite the review if you would assign one of your staff as a main contact person to be available should questions arise and set aside a suitable working area with access to a copy machine and client files. 
Thank you for your attention to these items.  If you have any questions concerning the review or problems in scheduling, do not hesitate to contact XXXXXXX at (XXX) XXX-XXXX or email her at {insert lead monitors email address}.
Sincerely,

Tamika Chism
Office of Employment and Training

Attachments

cc:  


REQUEST FOR DOCUMENTS - FISCAL

Fiscal Monitoring Documents

Please send the items listed below in electronic format to XXXXXXXX by XXXX XX, 20XX.  The Illinois.Gov OneDrive (include OneDrive Link) may be used for electronic transfer of files.  
General Information

· Chart of Accounts used during the review period

· Board approved budget

· Detailed General Ledger for the review period

· Most Recently filed Form 990 (non-profit tax return), if applicable

Reporting Requirements/Obligations

· Detailed information supporting the obligations reported in GRS for the quarters ending March 31, 2021 and December  2021
· Reconciliations of Budgeted to Actual MOU Costs for the two most recent reconciliation periods

· Most recent Applications for Certification of One-Stop Centers for all Comprehensive One-Stop Centers

Disbursements
· Cash Disbursements Register for the review period in Excel format.  This document should contain information on the specific account codes from which the disbursement was paid.  This document will be utilized to sample cash disbursements.

NOTE:  The selected disbursements sample (including copies of the front and back of cancelled checks) will need to be made available.

Internal Controls

· Policies and Procedures for the following:

· Bank Reconciliation

· Cash Depositing

· Cash Disbursements

· Cash Management, Drawdowns or Reimbursements

· Cost Allocation

· Cost Classification

· Fiscal Compliance Rules and Regulations

· Individual Training Accounts (ITAs)

· Needs Related Payments

· Participant Incentive Payments and Stipend Payments

· Participant Payroll

· Petty Cash

· Property Records and Management

· Protected Personally Identifiable Information

· Purchasing

· Reconciliations Between Subsidiary and Official Records

· Recording of Accounting Transactions

· Reporting

· Staff Payroll

· Staff Incentives/Bonuses

· Staff Travel

· Subrecipient Monitoring

· Supportive Services

· Trade Act

· Copies of RFPs, evaluations, and other procurement related documents for subrecipient contracts awarded.

· Completed Segregation of Duties Worksheet

· Inventory Listing

· Documentation of last inventory conducted

· Most recent One-Stop Operator Procurement Attestation Form(s)

Bank Reconciliation

· List of all bank accounts for the organization.

· List of any changes to authorized signers

· Bank Reconciliations to the General Ledger Cash for all accounts at month end for the following month(s): January 2022, February 2022, and March 2022.

· Trial Balance showing the Total WIOA/Trade cash balances at month end for the following month(s): January 2022, February 2022, and March 2022.
· Documentation of daily cash receipts and daily disbursements for the following month(s):   January 2022, February 2022, and March 2022.
Cost Allocation

· Copy of current cost allocation plan

· Copy of current Negotiated Indirect Cost Rate Agreement, if applicable

· Copy of cost allocations at month end for the following months:  June 2021 and December 2021.
Payroll

· List of employees throughout the review period (this list will be used to select the employees for the Payroll/Personnel Analysis)

· Personnel Policies and Procedures

· Time allocation study, if applicable

The following Payroll related items must be available when the monitors arrive for on-site review

· Time and attendance records for selected sample

· Payroll registers for selected sample

· Payroll tax payment documentation (such as Form 941 and related payment receipt) for sample selected

· Wage authorization documentation for selected sample

· Job descriptions for staff selected in sample

· W-4s for selected sample

Fringe Benefits

· Accrued Leave (Cash) Account Reconciliation, (if applicable), for the quarters ending June 2021 and December 2021.
· Support for Accrued Leave Funds, if applicable
Generally Accepted Accounting Principles
· Completed Insurance Analysis Form

Audit Resolution
· Copy of most current Single Audit

· Status/Resolutions of prior year audit findings

· Status/Resolutions of prior year monitoring findings and management recommendations

Subrecipient Monitoring

· Listing of subrecipient contracts including contract number, contract amount, and period of contract, and the dates they were monitored by your staff.

· Subrecipient fiscal monitoring files for selected sample 
Petty Cash
· Petty Cash policies and procedures

· Reconciliation of petty cash for the monitoring period.

REQUEST FOR DOCUMENTS - PROGRAMMATIC

Programmatic Monitoring Documents

Please send the items listed below in electronic format to XXXXXXXXX by XXXXX XX, 20XX. The Illinois.Gov File OneDrive (include lead monitors OneDrive Link) may be used for electronic transfer of files.  
Contract Review
· List of contracts (list should include period of service, amount, and contract number) for:

· Service Providers

· Training Services

· Youth Services

· OJT

· Customized Training

Other (Work Experience, OJT, Incumbent Worker)
· List of Work Experience Work Sites (with participant names indicated for each site), Training Service Contracts, OJT Contracts, and Incumbent Worker Agreements to be used to select a sample for review (list should include contract number, amount, and period of service)
· The following documents related to Work Experience, OJT, and Incumbent Worker must be uploaded for selected participants into IWDS for remote monitoring review:
· Work Experience Worksite Agreements selected for review

· Copies of OJT Contracts selected for review

· Copies of OJT Pre-award surveys selected for review

· Copies of Monitoring Documents for Work Experience Worksites and OJT Contracts Selected for Review

· Copies of Skills Gap Assessments and Training Outlines for OJT Contracts Selected for Review

· Copies of Employment Reimbursements for OJT Contracts Selected for Review

· Copies of Incumbent Worker Training Agreements selected for review

· Copies of Employer Reimbursements (and Support for Employer’s Matching Contribution) for IWT Contracts Selected for Review

· Copies of Training Service Contracts selected for review

Policies and Procedures
· Policies for the following:

· Individual Training Accounts (ITA)

· Supportive Services 
· Procurement

· Work Experience

· OJT

· Customized Training

· Incumbent Worker

· Self-Sufficiency

· Income Eligibility Guidelines

· Follow-up Policy
· Adult Priority of Service


