PROGRAM YEAR 2021 MONITORING PROCEDURES

9-24-20 UPDATE

I. INTRODUCTION
The purpose of this manual is to provide consistency among monitors in their day-to-day functions within the Office of Employment & Training as they relate to monitoring and oversight of the Workforce Innovation and Opportunity Act (WIOA), the Trade Act (TAA) and its amendments, and other grant programs.  This manual does not propose to be the only reference guide needed to effectively carry out these core responsibilities.  Fiscal Monitors are encouraged to develop and maintain personal reference documents of applicable regulations, rules, and policies that govern the WIOA and Trade programs.  A personal reference manual could include, for example:

· Federal regulations

· State rules

· Grant Recipient Matrix

· Link to ePolicy Portal on Illinois workNet
· Other materials which may help Fiscal Monitors on the job.
Illinois is comprised of 22 Local Workforce Innovation Areas (LWIAs) that provide services to the residents of the state’s 102 counties.  A matrix containing contact information for all LWIAs is e-mailed to Office of Employment & Training staff on a monthly basis.  This matrix is currently referred to as the "LWIA Official Address List.". This list is posted on  S:\JTD\1.3 MONITORING\MONITORING PROCEDURES\LWIA Contacts
II. MONITORING FOUNDATIONS
At the federal level, the Workforce Innovation and Opportunity Act provides the framework for a unique national workforce preparation and employment system.  It establishes a legal basis for maintaining a statewide monitoring strategy.  Key elements of the legislation are as follows:

· Businesses will provide information and leadership and play an active role in ensuring that the system prepares people for current and future jobs.

· Training and employment programs are designed and managed at the local level.

· Customers should have access to reliable and up-to-date information when deciding the training program that best fits their needs.

· Guidance and services from LWIAs should be provided to help customers succeed in appropriate training programs.

· Customers have a right to information about how well training providers succeed in preparing people for jobs.
At the state level, the Illinois Grant Accountability and Transparency Act – GOMB’s GATU (GATA Unit) is implementing the Grant Accountability and Transparency Act, which applies the federal Uniform Guidance to all State grants, whether federally or state-funded.  GATU has implemented procedures related to grantee registration, pre-qualification, risk assessment, reporting, and indirect cost rate election and negotiation.  The GATA requirements apply to all grants issued by DCEO and monitored by the OET.  GATU is also developing procedures for state monitoring.  OET is participating in the DCEO GATA Implementation Group to determine how to implement GATA requirements for the Department’s programs and determine and address any program-specific monitoring/requirements.  Refer to the GATA website for additional information at: (www.grants.illinois.gov).  The GATA website includes a grantee portal, which continually monitors the status of grantees’ pre-qualification indicators to ensure they are qualified to do business with the State of Illinois. These indicators include the DUNS number, SAM registration, no exclusions on Federal Excluded Parties List, and good standing with the Illinois Secretary of State.  All pre-qualification indicators are validated nightly.  If the good status is not maintained for all pre-qualification indicators, all payments to the grantee will be suspended.
The state is responsible for conducting in-depth reviews of financial and program information to ensure that funds are spent in accordance with the WIOA and state laws.  Fiscal control and accounting procedures must be sufficient to:

1. Permit preparation of reports required by the statutes authorizing the grants.

2. Permit the tracing of funds to a level of expenditures adequate to establish that such funds have not been used in violation of the restrictions and prohibitions of the applicable statutes.

3. Ensure accurate, current, and complete disclosure of the financial results of financially assisted activities is made in accordance with the financial reporting requirements of the grants.

4. Ensure that records are maintained 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.  

5. Ensure effective control and accountability is maintained for all grant and subgrant cash, real and personal property, and other assets.

6. Determine reasonableness, allowability, and allocability of costs.

7. Ensure accounting records are supported by source documentation such as cancelled checks, paid bills, payrolls, time and attendance records, contract and subgrant award documents, etc.

8. Ensure procedures have been established to minimize the time elapsing between the transfer of funds and the expenditure of those funds.

The review will include:
· A determination of whether or not there is compliance with other provisions of the Act and other applicable laws and regulations.  

· A determination of the Local Workforce Innovation Area (LWIA) or local area’s compliance with the Uniform Guidance and Department of Labor (DOL) Exceptions to the Uniform Guidance.

· The provision of technical assistance as necessary and appropriate.

III. FUNCTIONS OF FISCAL MONITORS
The Fiscal Monitor functions as a technical expert and organizes, plans, and conducts reviews of department grantees administering the Workforce Innovation and Opportunity Act (WIOA) and Trade Adjustment Assistance (TAA) programs.  Listed below are the various functions performed by a fiscal monitor:
A. Performs professional accounting work; organizes, plans and conducts the fiscal reviews through on-site fiscal monitoring of the WIOA grantees and subgrantees.  Travels to grantees and conducts entrance conferences with grantees to discuss and outline the monitoring that will take place.  Independently completes fiscal monitoring requiring advanced accounting knowledge including  classification of costs; comparison of costs against accounting ledgers; reconciliation and proof of cash on hand; and, review of findings of local audits.

B. Organizes, oversees, and functions as a technical expert for routine fiscal monitoring conducted by monitoring team members.  Routine monitoring includes compliance with fiscal requirements in areas such as: internal controls, costs allowability, payroll, reporting requirements, bank reconciliations, salary limitation, GAAP, and subrecipient monitoring.

C. Prepares detailed reports, which summarize the results of grantee agency fiscal monitoring.  Identifies and prioritizes the severity of fiscal management deficiencies and prescribes corrective action to be implemented by grantees.  Confers with and attains approval of prescribed corrective action plans from supervisor.  Conducts monitoring exit conferences with grantees to explain findings and recommend the corrective action plan.

D. Provides extensive and comprehensive on-site training and technical assistance through structured workshops or individualized consultation with WIOA grantees in fiscal management.  Interprets and explains state and federal financial management rules and regulations which govern grantor and grantee agency administration of programs funded through the WIOA or TAA.  Such rules include the Uniform Guidance.  Provides technical assistance in establishing grantee accounting systems, determining proper fiscal reporting procedures and in the development of contract budgets costs allocation plans.

E. Develops detailed monitoring schedules and tools for use by staff conducting fiscal monitoring.  Researches, analyzes, and disseminates financial management information to WIOA management staff and WIOA grantees and subgrantees.  Identifies problems and recommends solutions to improve policies, forms, procedures and strategies for grantee agency fiscal monitoring.

F. Provides information and training to OET’s programmatic staff regarding specific financial aspects of grantee agency operations including  fiscal monitoring; the development of cost allocation plans; budgeting; purchasing and procurement of materials and supplies; leasing and purchasing property and equipment; and, development of methods for grantee agencies to derive grant-related and unrelated income.
IV. FUNCTIONS OF PROGRAM MONITORS
The Programmatic Monitor provides program management and oversight to their assigned LWIAs.  They serve as the primary point of contact between DCEO and WIOA grantees for all activities associated with program monitoring and technical assistance.  The Programmatic Monitor is also directly involved in an array of issues.  Listed below are those that pertain to monitoring and oversight.

A. Conducts programmatic compliance monitoring utilizing prescribed monitoring tools.   Writes subsequent reports of findings and communicates corrective action plan.  The Programmatic Monitor will coordinate with the Monitoring Supervisor to ensure that corrective action plans have been implemented.  All Programmatic Monitors will ensure that monitoring of WIOA/Trade grantee(s) is completed in a thorough, timely, and cost-effective manner.

B. Tracks the success of grantee achievement of state and federal performance standards.

C. Completes reviews and analysis of the grantee’s actual performance in comparison to planned quarterly levels of performance on a periodic basis. Using analysis of management information (i.e., performance standards, expenditures, enrollments, terminations, and substantial segments) and on-site monitoring,
D. Generates and reviews IWDS reports to identify areas of concern.  Communicates information to the LWIAs so that they can address the problems.
E. Reviews and approves IWDS modification requests (changes to eligibility records in the Illinois Workforce Development System).  
F. Develops and maintains expertise on all other aspects of the grantee’s operation, including strengths, weaknesses and local issues.  Based on this expertise, provides for and arranges timely technical assistance to achieve programmatic compliance and federal performance standards.  Responds expeditiously to requests for technical assistance from grantees.
V. COMPLIANCE MONITORING PROCESS
The WIOA contains the foundation of the monitoring process.  The purpose of monitoring is to determine whether grantees are complying with the WIOA, federal regulations, the Uniform Guidance, state rules, and DCEO/local policies.  This monitoring provides a reasonable assurance that systems are in place to administer programs that are in compliance with applicable rules and regulations.

A. Monitoring Teams:  Programmatic monitoring and fiscal monitoring of LWIAs are combined.  In most instances, a team of two or more Monitors conducts the monitoring using a formal computerized monitoring system.  The team approach is used to ensure objectivity, consistency, and accuracy in monitoring.  
B. Monitor Expectations:  Monitors should maintain a professional relationship between DCEO, LWIAs and other Grantees.  The following courtesies and protocols are to be extended:
· Timely return of telephone calls and written responses to correspondence;

· Being on time for all meetings, conferences, and appointments;

· Appropriate professional attire;
· Efficient and effective use of time; and 
· Maintaining confidentiality of information for both grantee programs and staff and internal agency matters.

C. Risk Assessment:  With the implementation of GATA, grantees are now required to complete annual fiscal risk assessments (internal controls questionnaires) and programmatic risk assessments for each funding opportunity.  Based on the results of the risk assessments and the subsequent review by Department staff, special grant conditions may be incorporated into grant agreements.  The special grant conditions are documented in the Supplemental Monitoring Tracking Workbook (addressed later in this document), which is used to identify any issues that need to be addressed during monitoring and/or may determine the monitoring scope and procedures.  
A risk assessment will determine the sample sizes/extent of testing.  The amount of WIOA formula funding for the program year being monitored is now a factor in the risk assessment.  The local areas will be categorized by funding and risk.

· Class 1 – Formula Allotment over $5m/Other Risk Factors

· Class 2 – Formula Allotment of $2-5m/Other Risk Factors

· Class 3 – Formula Allotment under $2m/Other Risk Factors
D. Fiscal Monitoring Instrument

· The fiscal monitoring instrument was updated in the ACME system for WIOA and the Uniform Guidance in Program Year 2016 with minor changes in each subsequent year  

· Additional updates to the monitoring instrument will be made as guidance and policy related to MOUs, one-stop certification, and one-stop procurement are issued and implemented.  
· The fiscal monitoring instrument is based on the requirements of the Workforce Innovation and Opportunity Act, the WIOA Final Rule, the Uniform Guidance at 2 CFR 200 (including the DOL exceptions to the Uniform Guidance at 2 CFR 2900), DOL TEGLs, and Department policy.  The fiscal monitoring components include:
· Reporting, including obligations

· Internal Controls, including review of procurement

· Bank Reconciliation and Excess Cash

· Cash Disbursements

· Cost Allocation and Indirect Cost Rates

· Payroll

· Funded Fringe Benefits

· GAAP

· Audit

· Review of Subrecipient Monitoring

· Petty Cash

E. Program Monitoring Instrument

· The programmatic monitoring instrument is based on the requirements of the Workforce Innovation and Opportunity Act, the WIOA Final Rule, the Uniform Guidance at 2 CFR 200 (including the DOL exceptions to the Uniform Guidance at 2 CFR 2900), DOL TEGLs, and State policy. The programmatic components include:

· Element A- Subaward Review, including review of Youth program design and contracts for training services

· Element B – Work Experience Review

· Element C – OJT/Customized Training Review

· Element D – Incumbent Worker Training

· Element E – Training Services – Youth, Adult, Dislocated Worker, and Trade Participant Eligibility and Documentation of Services

· Updates – Element E, which makes up the bulk of the programmatic monitoring instrument, has been updated in the ACME system for WIOA for PY-16.  Elements A-D have been updated for PY-17 monitoring.  Additional updates to the monitoring instrument will be made as guidance and policy related to MOUs, one-stop certification, and one-stop procurement are issued and implemented.  
3.
Monitoring Workflow:  The following steps outline the typical process for the annual WIOA monitoring events.  This process may be adjusted as appropriate by LM and monitoring team in consultation with the Monitoring Supervisor.
Monitoring Event Set Up & Selection of Monitoring Team

· The Monitoring Supervisor creates the monitoring events in ACME for each grantee to be monitored and assigns the monitoring event to the fiscal and programmatic monitors.  All formula grantees will be monitored annually and discretionary grantees as needed (prioritized based on risk and other factors).  

· The Monitoring Supervisor assigns the monitoring team.  The monitoring team is composed of a Lead Monitor (LM), fiscal monitor, program monitor.  The programmatic monitor will be the lead monitor for most of the PY20 formula monitoring events.
· The LM works with the monitoring supervisor to complete the Manager’s Work Plan within ACME for their applicable sections and assigns sections to the monitoring team.  The Lead Monitor also updates the Monitoring Schedule that is located on the Shared Network Drive on a weekly basis
Contact Organization & Schedule Event
· The LM coordinates a brief meeting to review monitoring assignment.  Sends an email to team members that components have been assigned so they are able to start desk reviews.

· The LM make early contact by phone with the LWIA prior to the Announcement letter being sent, mainly to explain the remote process on a more personal level rather than just sending the Announcement letter and leaving it to them for interpretation.   A phone call helps greatly in assuring the LWIA we will “work together” during the process and greatly reduces the stress the LWIA may be feeling about a remote monitoring

· The LM have a couple of dates selected for the Entrance Conference and have already checked with the monitoring team to ensure they are available for those dates.  LM offer these dates to the LWIA and we agree to an Entrance Conference

· The LM also discuss the LWIA’s capabilities for remote monitoring (i.e. access to files, adequate scanner capabilities to handle large uploads, which offices may be closed or inaccessible due to Covid, etc.).  In a situation where the LWIA has some offices open but others are closed in some areas due to Covid, the LM should accommodate and agree to pull samples from the areas in which the files are available

· During this phone call, the LM also reviews the timeline in which the LWIA has scheduled to complete uploads. This decreases the stress on the LWIA, knowing that adequate time will be allowed to complete this task.  By explaining some of the processes upfront, the LWIA will feel more in control when they receive the Announcement letter as they have already prepared and can get started on their own preparations to gear up for remote monitoring
· If the Sample File list will be reduced due to the LWIA being low risk, inform the LWIA of this and give them an “estimated” number of files to be pulled for review. This number will vary depending on what the reports reflect.  For example, if the LWIA has no Trade, then the LM may pull more in Adult/Dislocated Worker, Youth.

· The LM reviews the dashboard in the Supplemental Monitoring Tracking Workbook (on the shared drive).  
· If an issue is identified on the dashboard, the LM will review the corresponding tab in the workbook to obtain more information and verify the issue(s) with the appropriate OET unit(s).  Monitors and other OET staff may discuss identified issues (in person or electronically).  The issue(s) may need to be addressed during monitoring and/or may determine the monitoring scope and procedures. 
· Prior to the start of each month, the monitoring supervisor will send out an email to OET staff notifying them of the upcoming month’s monitoring events and asking them to review and update the Supplemental Monitoring Tracking Workbook and reach out to the LM for the event if necessary.  
Send Announcement Letter

· The LM prepares the announcement letter and the request for materials that are to be returned to us for desk review and made available to us when on-site. The LM has to ensure the letter is emailed approximately one month prior to the beginning date of on-site monitoring.  The announcement letter will be reviewed, approved, and emailed to the grantee by the Monitoring Supervisor.

· The signed announcement letter is uploaded into the Documents section of the monitoring event by the LM.  The LM updates PY Monitoring schedule in S Drive to add Entrance Conference Date

Assign Instrument Tasks

· The LM enters the following information into the sections on the Manager’s Work Plan applicable to the event:  status, staff assigned to task, planned beginning and ending dates.

Conduct Preliminary Desk Work

· Documents utilized in the monitoring review are uploaded to the ACME event, either as part of the desk review, while on-site or after the return to the office, by one of the monitors assigned to the event and assigned to the applicable task in the instrument.

· Monitoring staff initiate desk work and prepare for the on-site review

· Programmatic Monitors should run the following reports prior to each programmatic monitoring event.  The reports, if they indicate problems, should be emailed to the LWIA, along with the sample selection.  The monitor should tell the LWIA staff that the participant file sample may be selected, in part, from the reports.  

· The Target Pop Report for Adult, Dislocated Worker and Youth participants – Shows compliance with WIOA Adult Priority of Service requirements.  Shows the number of participants who are low-income, basic skills deficient, and recipients of public assistance.

· Participants with No Case Manager – Identifies registrants who are not assigned a case manager.  Columns are customer, social security number, title, and office.

· Participants Assigned Inactive Case Manager – Participants should be assigned to a new case manager if a case manager has left.  Columns are customer, social security number, title, workNet center, and case manager.

· Registrants without selective service – Identifies male WIOA registrants who will turn 18 within 60 days of the report date and are marked as N/A on the Selective Service Compliant question in IWDS.  Each career planner must ensure a client registers with Selective Services within 30 days after turning 18 or all WIOA services must be stopped.  Columns are customer, social security number, date of birth, and selective service registration deadline.

· Exiters in Follow Up W/O Selective Service

· Training and Service Review Report

· Participant by DETS ID

· The following reports are run by the monitors or performance unit.  Paula usually run the 90 days since last active service report on a monthly basis and forward to the LWIAs if necessary.  Therefore, there is no need to review this report or the case note reports (information is picked up on the active service reports).  

· Participants enrolled over three years – get from Paula

· Days Since Last Active Service – Identify customers who are approaching/exceeding 90 days since the date of the last service.  It assists the LWIA in managing the exit process so that no customers exceed the 90-day limit without an active service and it is used by OET to exit participants who have gone 110 days without an active service.  

· Customers with Days since last case note - Identifies active registrants or exiters currently enrolled in follow-up who have never had a case note recorded or have not had a case note recorded in IWDS in the last 30 days.  This would suggest they have not had meaningful contact with a case manager.  Participants in training, especially, must have a case note every 30 days while in training.   Note: There is no hard policy that requires a case note every 30 days for WIOA participants.  If the grantee exceeds 90 days without a case note, it may be a problem and could be a violation of DCEO policy regarding exits.  Under Trade, if the customer is in training, a monthly case note is required.

· Participants No case note Last 90 days -  A program exit must occur when a participant has not received any services funded by the program or a partner program for 90 consecutive calendar days, has no gap in service and is not scheduled for future services.  Case notes must specify a two-way communication of what occurred and how the interaction moves the participant toward his employability goal.

· WIOA Plan vs Actual Summary - This report compares quarterly and annual planned registrant numbers verses actual registrant numbers for Formula grants. This is a good tool to see if a local area is on track to meet planned service levels.  Monitors should also review the service level trends over the last three years including the number of registrants in each funding stream and the number of Adults and Dislocated Workers Enrolled in Training
· The LM select programmatic sample files for monitoring and upload into ACME, assign tasks to team members in ACME and set up Planned End Dates for remote monitoring.  The LM works with the team to finalize the monitoring sample for the WIOA, Trade, and Nonformula Grants.

· When selecting the sample for the Trade customers, the programmatic monitor should consult the Trade Customers by LWIA Excel Spreadsheet that is saved at:  S:/JTD/1.3 MONITORING/PY20 Monitoring.  This file contains all the Trade customers who received services since the last DOL monitoring visit.  There is a separate tab for each LWIA.  Each tab lists the customers; the last quarter the customer was monitored, if applicable; and the services the customer is enrolled in.  
· A sample should be selected from the customers listed on this spreadsheet for the LWIA to eliminate the possibility of monitoring the same customers each year.

· The monitor assigned to review disbursements) prepares the Risk Assessment Form for the grantee to determine the cash disbursement sample size.  The form must be uploaded to ACME.  

· The LM sends the WebEx meeting invitation for Entrance Conference to LWIA staff and team members.  Verify with LWIA those participant names to be included in the invitation.
Send Participant Review File List to Organization (LWIA)

· Send LWIA the Sample List.  In addition, send the Remote Monitoring Checklists for all programs with the sample list.  Allow a couple of extra days for LWIAs to gather the files due to Covid as some LWIA’s have limited staff availability on certain days of the week.  
Conduct Entrance Conference

· An entrance conference is held with the grantee the first day of on-site monitoring.  An Entrance Conference Document is prepared by the LM, signed by OET monitoring staff and grantee staff in attendance.  Then it is uploaded into ACME.  There is a template of this document saved on the shared drive at 1.3 MONITORING.  
· During this meeting any additional questions regarding processes for remote monitoring will be addressed. 

· Send Entrance Conference form to LWIA t sign if possible.  During Covid, it has been difficult to get signature, so I add a note to this form and highlight it, stating “NOTE:  Due to COVID-19, all participants attended this meeting via WebEx from their homes or offices”.  
· Remind LWIA’s of the deadline for uploads to be completed. I typically allow 5 working days to complete uploads.  Ask the LWIA to inform the team lead if they complete the uploads early.  

· Ask the LWIA how often they want to be contacted for updates during the uploading process and monitoring process.  The LWIA and the team leader must mutually agree, and the team leader must follow through.  Very important!  Simple communication may clear something up quickly if monitors have questions, so stay in touch with the LWIA, ask questions or ask for clarification as issues come up rather than waiting to hit them with everything at the end.  It could potentially avoid findings if we just ask questions along the way for clarification.

· If there are any issues from reviewing the LWIA reports (i.e. overdue case notes, etc.) this is the time to discuss areas that may need to be cleaned up.  The LWIA’s are aware most of the time of issues in the reports, but not always.  It is a good way to get them back on track and in compliance.  If we see something in the reports, inform the LWIA immediately and allow them to make corrections if possible.

· Update PY20 Monitoring schedule in S Drive and the ACME Managers workplan to add Entrance Conference Date

Conduct Field Work

· Begin monitoring uploaded files in IWDS or via secure file transfer after the LWIA’s upload deadline has expired.  Some LWIA’s get this done quickly, so it is possible the monitoring of the uploads could start earlier if the team members desire to get a jump start on it
· Communication needs to take place during this time period between the lead monitor and team members regarding the status of assigned tasks.  In the event of delays, team members must communicate reason(s) for the delay to the team leader.

· Once it has been confirmed from team members have completed their assignments, the Team Leader will need to review all components in ACME to ensure all tasks have been appropriately completed.

· Set up Team Meeting to discuss concerns, findings, and resolve any issues.

· Monitoring staff completes on-site field work.  LM Updates PY20 Monitoring schedule in S Drive and the ACME Managers workplan
Conduct Final Desk Work

· Monitoring staff complete final desk work.  The LM updates the Work Plan to reflect completion of final desk work.
· Inform the LWIA the monitoring has been completed. 

· Offer LWIA’s an “informal” soft exit just to wrap things up, get feedback from the LWIA on their experiences with remote monitoring and discuss concerns or potential findings.  Since we are not on site to touch base with them, this step seems to be effective in providing some immediate feedback in the interim of waiting for Validation to complete so we can move forward with the Exit Conference. 

· It is very important to reiterate to the LWIA this is NOT the formal Exit Conference.

· If LWIA indicates they would like a soft exit meeting, send WebEx meeting invitation for INFORMAL soft exit to LWIA staff and team members.  Verify with LWIA those participant names to be included in the invitation

Validate Instrument for Monitoring Event

· Once all work on ACME is completed, the LM and monitors create an event validation form with information from ACME and the findings that they specifically found.  Sections to complete include Component, Element, Question Reference, Question Text, Finding, and Documents Reviewed.  (Validation form info can be exported to Excel from the ACME Findings Tab.)  The exported information will then need to be copied into the Validation Form template.  There is a validation template saved on the shared drive at 1.3 MONITORING. Note that this is first step in the validation process
· The LM ensures that all workpapers are uploaded to the ACME event.  
· The LM again reviews the Supplemental Monitoring Tracking Workbook for issues not included in monitoring and any new issues.  If there are questions or issues, the LM discusses with program staff until resolved.  

· The monitoring supervisor finalizes the validation form and reviews the ACME event to ensure the following:

· All applicable monitoring questions have been answered.

· The supporting documentation has been uploaded into the document library and supports the answers contained in the instrument.

· All fiscal monitoring summaries for each section have been completed.

· The preliminary findings to be discussed at the exit conference correspond to the findings on the findings tab.

· The findings generated by ACME are supported and contained in the exit document.

· The status of all work plan tasks and monitoring instrument elements have been updated to “completed.”

· The LM send email to team members and LWIA with a couple of choices of dates for Exit Conference meeting.  LM Verifies the participant names to be included in the invitation and send out WebEx invitation.  The LM updates the PY20 Monitoring Schedule and Managers Work Plan in ACME

Develop Results Letter

· The Lead Monitor generates the findings report from ACME and works with the monitoring team to update and edit the report.  

· The monitoring report may need to be edited to consolidate multiple findings that are associated with the same issue.  

· The Lead Monitor may schedule a team meeting to review potential findings, research applicable regulations and make a final determination regarding an identified issue.  In instances where there is a debate, the Monitoring Manager will make the final decision

· The monitoring team organizes the supporting documentation that is associated with each of the finding.  This documentation is scanned and/or the electric files are labeled to correspond with each of the findings outlined in the monitoring letter.

· LM emails the results letter draft to the Monitoring Supervisor.  

Conduct Exit Conference
· LM prepares the Exit Conference Document with the assistance of the monitors.  The exit conference document should contain the findings from the event.  The specific references to the customers and fiscal items and issues should be included as part of the listed finding.  A template of this document is saved on the shared drive at 1.3 MONITORING.
· The Lead Monitor coordinates an exit conference (via phone for most events) and provides the grantee with a report that contains the preliminary findings the day before the Exit Conference.  This document is signed by the monitoring staff and the grantee and then uploaded into the document library for the event. Follow same format for documenting that due to Covid, no signatures are available if this is the case.
· Review any findings, management recommendations, etc.  If the LWIA offers a valid reason for why a finding should be removed, it can be taken under advisement and the team leader will follow up with the LWIA to offer final decision after further discussion with team and supervisor.

· Follow up with LWIA for any outstanding issues discussed in the Exit Conference.

· Update Managers Work Plan in ACME and PY20 Monitoring Schedule to reflect completion of Exit Conference

Send Results Letter

· The results letter is reviewed by the Monitoring Supervisor.  Once the letter is signed by the Monitoring Supervisor, it is emailed by the Monitoring Supervisor to the grantee.  It is anticipated that this letter will be emailed to the grantee within approximately 30 days after the validation of the event, provided there are no outstanding issues that have occurred during the time period between the completion of the monitoring and the issuance of the letter.  
· Signed Letter is uploaded into the Letters Section of the ACME Event

· Update Managers Work Plan in ACME and PY20 Monitoring Schedule

Collect Responses from Organization (Grantee)

· When the grantee response to the results letter is received, the LM must ensure that this letter is uploaded into the ACME monitoring event.  Monitoring Supervisor, LM, and monitoring staff review response letter to ensure corrective action steps are satisfactory.
Conduct Follow Up Monitoring (if necessary)

· The LM works with the monitoring team to identify any outstanding issues and develop recommendations for the OET managers (regional manager and monitoring manager) regarding the required follow up and/or corrective action plans for the grantee.
Send Follow Up Monitoring Letter

· A “reply response letter”  letter is prepared that indicates that monitoring team concurs with the grantee’s response including any corrective action plan or the changes that are necessary to be implemented by the grantee for concurrence as well as whether a follow-up review will be done.  
· The response letter is sent to the Monitoring Supervisor for review and it is sent to the Grantee.  
· Signed Letter is uploaded into the Letters Section of the ACME Event

· Update Managers Work Plan in ACME and PY20 Monitoring Schedule

Referred Out

· If necessary, any technical assistance needs should be identified on the technical assistance tab of the Supplemental Monitoring Tracking Workbook.  There is also another tab to document best practices. 

· If necessary, and with the Deputy Director approval, the event may be referred to other agencies for further investigation.

Complete Workplan – Close Out Monitoring Event

· The LM marks the Manager’s Work Plan task for “Complete Workplan” completed.  The LM assign the creation of the Audit Book.  The Monitoring Supervisor closes the event in ACME.

· NOTE:  These procedures are subject to change based on operational needs.  

VI.  ADDITIONAL CONSIDERATIONS & INSTRUCTIONS [ON-SITE REVIEWS]
1. The entrance conference is held at the beginning of the field work part of the process.  Attendees include the team lead and associated team members, as well as grantee staff germane to the local processes being tested.  The discussion should include the following:

a. Purpose of the monitoring.

b. Overview of the monitoring instrument.

c. Logistics of the monitoring, i.e., workspace, site visits, and workflow.

d. Communication to grantee of staff resource needs.
e. Availability and delivery of requested information.
2. After the entrance conference, the field review begins.  During this part of the process monitoring team members complete their assigned components and elements of the fiscal instrument.  Associated activities include:
a. Review of the Supplemental Monitoring Tracking Workbook.

b. Collection of supporting documentation associated with all findings.

c. Completion of discussions with appropriate grantee staff.

d. Reporting of findings to the team lead on a regular basis.

e. Questions concerning whether something is a finding or not should be examined with the assistance of local operations staff and, if necessary, the Monitoring Supervisor.

f. Suspected incidents of fraud, program abuse, or criminal conduct should be reported to DCEO management immediately for briefing and guidance.
3. Completion of Monitoring Tools:

a. The individual performing fieldwork should complete all worksheets in ACME.  All questions in ACME should be answered by selecting from the dropdown menus (Yes, No, N/A).  In some cases, questions will be populated automatically based on information from the worksheets.
b. Attach supporting documentation promptly in the ACME Documents Library and include reference to appropriate documents for supervisory review. Refer to Audit Documentation section (in Employee Manual) for instructions on proper documentation.
c. ACME will automatically generate findings for all "no" answers to monitoring instrument questions.  The automatically generated findings may need to be revised so that they apply to the specific circumstances.  A management recommendation should be reported for matters of lesser significance unrelated to regulatory compliance.
d. In ACME, update status of section to "completed" when ready for supervisory review.
e. Supervisory review should be done by an individual not performing testing.  Supervisors should provide review notes for the monitors to follow up on any questions the supervisor has.  Supervisory review should also ensure that all findings and management recommendations have been documented and are adequately written.
APPENDIX I – MANAGERS WORK PLAN
BACKGROUND

The Appendix defines the major tasks that are associated with the compliance monitoring events in the ACME system.  Note that these tasks must be updated in ACME as well as the PY20 Monitoring Scheduled that is posted at: S:\JTD\1.3 MONITORING\PY20 Monitoring.
	DEFINITIONS for the ACME MANAGERS WORK PLAN

	TASK
	DEFINITION
	NOTES

	Monitoring Event Set Up and Selection of Monitoring Team
	Date the Monitoring Manager creates the Event, assigns the Team Lead and Team members, and establishes the task due dates.
	 

	Contact Organization and Schedule Event
	Date the Team Lead contacts the LWIA to schedule the Entrance Conference and confirms the estimated duration of the field work.
	 

	Send Announcement Letter
	Date that appears on the signed Announcement Letter.
	The "Planned" Start and End Dates may be the same as the "Actual" Start and End Dates.  The dates in the Announcement Letter are the Planned on-site field work dates.

	Assign Instrument Tasks
	Date the Team Lead assigns the Instrument tasks for Team members.
	The dates are entered on both the Managers Work Plan and also at the Instrument level.

	Conduct Preliminary Desk Work
	Date the monitoring team begins the Desk Review in preparation for the Field Work.
	Desk Work must be completed prior to the beginning of the Field Work.  Desk Work is not to be completed in the field.

	Send Participant Review File List to Organization
	Date staff sends the Grantee the list of client files that will be monitored.
	This is typically sent one week prior to the start of the Field Work.

	Conduct Entrance Conference
	Date the Entrance Conference is held with the Grantee.
	This should be done at the beginning of the first day of the Field Work.

	Conduct Field Work
	Dates that monitoring team conducts the on-site review of documents, client data and other information required to complete the programmatic monitoring event.
	 

	Conduct Final Desk Work
	Dates of any work subsequent to the end of the on-site Field Work and up-to the Exit Conference.
	 

	Validate Instrument for Monitoring Event
	Date the Regional Manager reviews and approves the programmatic monitoring event.
	This task occurs prior to the Exit Conference and must be completed with a date equal to or later than the date of the Results Letter.  The Regional Manager ensures that everything is uploaded and scanned into the Document Library.

	Develop Results Letter
	Date that appears on the signed Results Letter.
	The date range in this letter is from the beginning of the Desk Review until the date the Exit Conference was held.

	Conduct Exit Conference
	Date the Exit Conference is held with the Grantee.
	 

	Send Results Letter
	Date that appears on the signed Results Letter.
	Due no more than 30 days from the Exit Conference.

	Collect Responses from Organization
	Date the response letter and back-up documentation are received from the Grantee.  This must be received within 30 days of the date of the Results Letter.
	The Grantee's response is due 30 days after DCEO issues the Results Letter.

	Conduct Follow-Up Monitoring
	 
	The follow-up monitoring is to be completed between 3 to 10 days following receipt of Grantee's response.

	Send Follow-Up Monitoring Letter
	Date that appears on the signed Follow-Up Letter.  This is the final monitoring letter that is issued.
	The Follow-Up Letter is to be issued no more than 30 days after DCEO receives the Grantee's response letter.

	Referred Out
	Date the information is sent to Fiscal or the Project Manager for determination of disallowed costs.
	All supporting back-up/documentation is to be uploaded to the Document Library.

	Complete Workplan and Monitoring Event Close Out
	Date the Regional Manager reviews the Event to assure that the entire Instrument has been completed, all dates align, all of the necessary documents have been uploaded to the Document Library and approves the programmatic monitoring event.
	At this time the packed to be used for audit purposes is to be completed.

	 
	 
	Revised 9/10/20


APPENDIX II – NAMING CONVENTIONS

BACKGROUND

The Office of Employment and Training will use the following naming conventions for the formula and nonformula compliance monitoring events.  The templates for the letters are posted at: S:\JTD\1.3 MONITORING\MONITORING PROCEDURES.  Note that the signed monitoring letters should be uploaded in the “Letter” section of the document library of the ACME monitoring event.
ACME EVENTS:

LWIAXX PYXX Combined Fiscal and Programmatic Monitoring

LWIA LETTERS

LWIA XX PYXX Combined Monitoring Announcement Letter

LWIA XX PYXX Combined Monitoring Results Letter

LWIA XX PYXX Combined Monitoring Results Letter Reply

LWIA XX PYXX Combined Monitoring Results Letter Reply Response

NONFORMULA GRANTEE LETTERS
GRANTEE NAME Grant XX-XXXXXX Announcement Letter

GRANTEE NAME Grant XX-XXXXXX Results Letter

GRANTEE NAME Grant XX-XXXXXX Results Letter Reply

GRANTEE NAME Grant XX-XXXXXX Results Letter Reply Response

OTHER MONITORING DOCUMENTS

LWIA XX PYXX Combined Monitoring Risk Assessment Form
LWIA XX PYXX Combined Monitoring Entrance Conference Form

LWIA XX PYXX Combined Monitoring Exit Conference Form

LWIA XX PYXX Combined Monitoring Supporting Documentation – Finding XX

LWIA XX PYXX Combined Monitoring Validation Form

LWIA XX PYXX Combined Monitoring Audit Book

APPENDIX III – SUPPLEMENTAL MONITORING SPREADSHEET

S:\JTD\1.3 MONITORING\PY20 Monitoring
BACKGROUND

The supplemental monitoring spreadsheet provides summary information regarding the LWIA’s compliance with WIOA regulations and State policy.  Monitors should review this spreadsheet as a part of the planning for the monitoring event.  The monitors should follow up with the subject matter expert to discuss the issues that are outlined in any of the spreadsheet tabs.  A meeting to discuss the current status of the issue may be required prior to the entrance conference.  The lead monitor should loop in the LWIA Regional Manager and Monitoring Manager for areas of significant concern and noncompliance.  The major sections of the supplemental monitoring spreadsheet include:

· Governance

· Local Boards
· One Stop Operator Procurement

· One Stop Operator Certification

· Local Plans and MOUs

· Training and Enrollments
· Performance
· Fiscal Concerns

· Special Conditions

· Findings

· Technical Assistance

· Best Practices
· Annual Expenditure Reports
APPENDIX IV - MONITORING SAMPLE CONSIDERATIONS

BACKGROUND

It is important to determine an adequate sample size for testing of an attribute or set of attributes.  A sample is used to derive a conclusion about the larger population; therefore, a sufficient sample size should be selected.  However, a sample should not be too large to create an inefficient monitoring process.  The following is a summary of the available sampling methods
	
	Sampling Methods

	 
	Statistical
	Nonstatistical (Random Selection)
	Nonstatistical (Haphazard Selection)
	Nonstatistical (Judgmental Selection)

	Selection Process:
	Each item in the population has an equal chance of being selected.  The monitor has no control over selection.
	Each item in the population has an equal chance of being selected.  The monitor has no control over selection.
	Chosen by Monitor without conscious bias
	Monitor uses judgment/experience to select sample

	Statistically Valid?
	Yes - Quantitative Evaluation of Sampling Error
	No - In compliance monitoring, the mere existence of questioned costs overrides considerations of the materiality of those costs.
	No - In compliance monitoring, the mere existence of questioned costs overrides considerations of the materiality of those costs
	No - In compliance monitoring, the mere existence of questioned costs overrides considerations of the materiality of those costs

	Advantages:
	Can draw statistically valid conclusions regarding general population
	Useful in conducting overall assessment of entire population.  More likely to result in a representative sample than haphazard selection.
	Useful in conducting overall assessment of entire population.
	Can focus on high-risk areas to expose problems

	Applicability:
	N/A - DCEO fiscal monitors do not use statistical sampling
	Cash Disbursements
	Bank Reconciliations Trade, revenue
	Program, Disbursements, Payroll, Subrecipient Monitoring


Monitoring Sample Considerations
A sample size should be determined for each area being reviewed, taking into account the different aspects of the area to be tested, including the total population, materiality, and risk.  Once a problem is noted, a monitor may need to expand the sample tested if the original sample was insufficient.  Findings have greater validity when a sufficient sample size is tested.  The following outline the considerations for determining the programmatic monitoring sample size for the Program Year 2020 monitoring cycle:
· Monitoring Instrument Component
· Results of the Previous Monitoring Reports

· Result of the IWDS Report Review

· Result of Supplemental Monitoring Spreadsheet Review

· LWIA Composition 

· Number of Participants

· Number of Subrecipients / Workforce Partners

WIOA and Trade Program Eligibility Compliance Review Sample – PY2020 Remote Monitoring
The monitoring sample for the Program Year 2020 compliance review will be reduced based on the overall risk of the grantee.  The minimum number of files that will be monitored to verify WIOA and/or Trade Program eligibility by reviewing the “source documentation” that is uploaded into IWDS is outlined below.  Additional files may be selected as part of the “desk review” that does not review IWDS uploads.  It is important to note that the sample size may be expanded based on the sample size considerations listed above.  LWIAs that are determined to be a higher risk will result in more files that will be included in the sample.  
· Youth


5 Files

· Adult


5 File

· Dislocated Worker
5 File

· Trade*


1-5 Files

*Monitors are not required to review the eligibility documents for Trade Program Customers if all of the customers have been monitored in previous years.  For trade customers that have already been monitored, the monitor should review the documents associated the case management of the customer including attendance, training benchmarks, supportive service and other services as appropriate.
WIOA and Trade Program Eligibility Compliance Review Sample – Typical Monitoring Year
It is anticipated that the Office of Employment and Training will adjust the monitoring sample size as part of the Program Year 2021 monitoring cycle once the monitoring team is able to travel and complete the on-site review of the LWIA.  In a “normal” program year, the OET would be expected to review a sample of Youth, Adult, Dislocated Worker and Trade files as follows:
· 0-100 Customers

5 Files (minimum)

· 101-200 Customers

10-30 Files (depending on risk)

· 200-+ Customers

30 – 10% Files (depending on risk)

APPENDIX V – PROTECTION OF PERSONALLY IDENTIFIABE INFORMATION

BACKGROUND

Grantees must have an internal control structure and written policies in place to protect Personally Identifiable Information and sensitive information.  Monitors are required to follow the rules that govern the protection of PII as they perform the monitoring of grantee and other duties with the Illinois Department of Commerce and Economic Opportunity.

REGULATIONS
· U.S. Department of Labor

· WIOA Final Rule at 20 CFR 683.220 

· Training and Employment Guidance Letter No. 39-11

· Illinois State Laws

· Identity Protection Act (5 ILCS 179)

· Personal Information Protection Act (815 ILCS 530)

· Illinois WIOA “WIOA Systems” User Agreements

· Grantees must report any breach or suspected breach to DCEO OET.

APPENDIX VI – ILLINOIS.GOV FILE TRANSFER

https://filet.illinois.gov/filet/PIMupload.asp
BACKGROUND

The Illinois.Gov e-mail system, has placed a maximum size limit on attachments for users. Certain types of files will also be blocked. This file transfer utility is made available to valid Illinois.gov users to help transfer files that they cannot transfer via email. 

PROCEDURES

The Upload: A person goes to the upload page and fills in the form and then uploads a file. The file is then stored on a DoIT file server. At this time, a long random key is assigned that allows access to only those who have the key. No one else will have access to your file except those you choose to have the key. After the file is uploaded, an email message containing the key is sent to the names in the Recipient Email Address field. A confirmation email containing the key is also sent to the uploader/sender, as well as a link to remove the file if need be.

The Download:  The recipient(s) receive an email containing a message about the file and a hyperlink (link to website) which contains the key. All they need to do is click the link and they will be directed to a download website. The download webpage contains information about the uploaded file as well as a button to begin the download. Upon selecting the download button, a box will appear asking the downloader where they want to store the file on their local system. Upon selection, the download will take place and the recipient will receive the file. 

System Limits:  Only 5 files can be uploaded at a time. If you need to upload more than 5 files, consider compressing the files into a zipped file (.ZIP), then upload the zipped file.  Only 10 downloads are allowed per uploaded file.  A valid Illinois.Gov email address has to be in the "To" or "From" field.  The file will expire after 5 days, then it will be purged from the server.  The Step by Step process:

1. Enter the Email Address(es) of the Recipient(s) that you want to receive the link to the file. You may enter multiple recipients by separating them with a comma, however, the maximum number of downloads is 10. If you enter more than 10 recipients or use a group email address, only the first 10 downloads will be allowed.

2. Enter your email address. Make sure it is entered correctly because you will be receiving a confirmation email containing information about your upload. This confirmation will contain a link to the download status and a link to remove the file from the server, if necessary.

3. Enter the file(s) to upload. Use the Browse button to locate the file to upload and to confirm proper entry of the file's location. Click on the 'Add More Files' link to added up to 5 files. If you need to upload more than 5 files, consider compressing the files into a zipped file (.ZIP), then upload the zipped file.

4. Click the Send button and the upload will begin. Be sure not to close the browser or go to another webpage until you receive the "successfully uploaded" screen. Of course, upload times 

APPENDIX VII – ENTRANCE CONFERENCE 
BACKGROUND

The lead monitor will coordinate the logistics for the entrance conference using WebEx best practices including turning the web camera on and wearing professional attire.  The lead monitor will invite the Regional Manager to each monitoring entrance conference (as on “optional attendee”).  The lead monitor will consult with the Regional Manager prior to entrance conference for high risk LWIAs and/or LWIAs that have been placed on a corrective action plan.
ENTRANCE CONFERENCE SAMPLE AGENDA

I.
Welcome

II.
Introduction

· State Team

· Local Team

III.
Overview of Monitoring Scope

· Fiscal and Administrative

· Programmatic

· Non-Formula

IV.
Confirmation of Monitoring Logistics

· Monitoring Timeline

· Local Workforce Area Point of Contact

· Review Technical Questions / File Transfer Protocol

V.
Overview of LWIA Operations

· Confirm Workforce Center Location base on a review of the Illinois WorkNet report from:

https://www.illinoisworknet.com/servicefinder
· Are all of these centers currently open to the public?

· How are the services being provided at each workforce center?

· How are you protecting personally identifiable information in a remote work environment?

VI.
Overview of Fiscal Questions

APPRENDIX VIII MONITORING RESULT LETTER
BACKGROUND

The monitoring process includes an objective review of the grantee’s compliance with the fiscal, administrative and programmatic requirements of the federal, state, and local workforce requirements.  The OET has developed a monitoring instrument that reviews or “tests” the compliance legislation, regulations, policies as well as the terms and conditions of the grant agreements.  The final result letter is the monitors report of the grantee’s compliance with the program and grant requirements.  The objective observation from the monitoring classifications are listed below:

Classification of Observations

· Promising / Notable Practice
· Management Recommendation
· Area of Concern
· Finding
Developing Monitoring Results Letter
The monitoring team will typically follow the procedures outlined below in the drafting of the monitoring report or monitoring results letter for each monitoring event.

	STEPS TO PRODUCE THE MONITORING RESULTS LETTER

	1
	The Draft Findings Letter report is generated in ACME.  (Report 02-Announcement Letter or Report 07-Results Letter.)

	2
	The addressee and “cc” information for the letter can be pulled from previous letters and verified from the LWIA Contact lists posted at:

S:\JTD\1.3 MONITORING\MONITORING PROCEDURES\LWIA Contacts

	3
	The Monitoring Team reviews supporting documentation and determines of the issue is an observation, finding or management recommendation.  Monitoring Lead will schedule a meeting with the monitoring manager for uncommon issues that need a second level of review

	3
	The Monitoring Team combines common findings that address similar issues

	4
	The Monitoring Team organizes the supporting documentation in the order of the finding letter

	5
	A Monitoring Team member proof-reads the letter

	6
	The Team Lead submits the draft to the Monitoring Manager

	5
	The Monitoring Manager reviews and edits the letter as needed and obtains signature from OET Manager

	6
	A Monitoring Team member proof-reads the final letter (if needed)

	7
	The Monitoring Manager e-mails the letter to the LWIA/Grantee

	8
	The Lead Monitor Uploads the letter to the Letter Section of the ACME Documents Tab

	9
	The Lead Monitor Updates the ACME Manager’s Work Plan and Monitoring Schedule

	9/10/20


APPENDIX IX- VALIDATION FORM

BACKGROUND

This Appendix outlines the procedures for validating a monitoring event.

· After the monitoring team completes the on-site and desk review of the monitoring event and all sections of the event are complete, the quality assurance staff will validate the monitoring event.

· Before submitting the event to the quality assurance staff person, the LM must double check the event to ensure that all questions are answered on all sections.  This ensures that all findings will be listed on the Findings Tab of the event.

· The team lead monitor and event monitors must add the data from their specific findings to the validation form for the event.

· The findings can be exported from ACME to an Excel document by clicking “Actions”, “Export to Spreadsheet” from the Findings Tab on ACME.  Then they can be copied to the validation document.

· The monitors must complete the following fields on the validation form:

· Component

· Element

· Question Reference

· Question Text

· Finding

· Documents Reviewed

· The documents reviewed field must contain the EXACT name (spelling, capitalization, etc.) of the file that is uploaded to the documents tab on the ACME event to support the finding.

· The monitors do not complete the Validated and validated fields on the form.

· The LM should answer the question at the bottom of the form that states: “Any issues identified in the Supplemental Monitoring Spreadsheet were addressed in the monitoring instrument and, if necessary, the monitoring results letter.”

APPENDIX IX.I MONITORING TEAM LEAD CHECKLIST

_____
Workplan completed

_____
All Instrument tasks assigned and marked as completed with appropriate dates

_____
All questions answered in all instrument tasks

_____
If there are management recommendations, the management recommendations


section in ACME is completed

_____
All questions lists have been auto filled or completed.  Pay special attention to the 


questions for the Adult, Youth, and Dislocated Worker sections.  There are some


questions on each of these that must be answered separately by the monitors and


are not auto-filled from the info-path forms.

_____
All relevant documents (Announcement Letter, Entrance Conference, Risk Assessment,


etc. are uploaded to the event.

_____
Validation form is completed by monitors and Team Lead with all findings that are 


listed on the Findings Tab in ACME.

_____
Findings documents are uploaded to ACME

_____
Supplemental Monitoring Spreadsheet has been reviewed to identify any issues.

_____
Findings Letter is uploaded, when sent

_____
Grantee Response Letter is uploaded, when received

_____
DCEO Final Response Letter is uploaded, when sent

APPENDIX IX.II – MONITORING TEAM MEMBER CHECKLIST

_____
All questions answered on assigned sections

_____
Instrument Tasks marked as completed with appropriate dates

_____
All relevant documents are uploaded to ACME, including documents that support


findings

_____
Validation form completed with findings for sections completed by monitor

APPENDIX X - AUDIT BOOKS

BACKGROUND

This Appendix documents the procedures to create a single document that is provided to an auditor or monitor to verify the OET has completed the monitoring event.  The Lead Monitor is responsible for assigning this task as insuring that the audit book is completed before the monitoring event is closed.

· Save the following files from the Documents Tab on the ACME event as PDF files to the specific LWIA folder on the S:/JTD/1.3 MONITORING/PYXX Monitoring/PYXX Monitoring Documents/LWIA XX folder:

· Document Drop Box (top section)

· Entrance Conference Document

· Risk Assessment

· Validation Form

· Exit Conference Document

· Letters (middle section)

· Monitoring Announcement Letter

· Monitoring Findings Letter

· Monitoring Grantee Response Letter

· Monitoring Finding Letter Reply Response

· Manager’s Work Plan

· You will need to print this from the home page of the ACME event.  From the home page of the event:

· Click on “Manager’s Work Plan” to open it

· Print either through Ctrl P or by selecting File, Print

· Scan document and save in the appropriate LWIA folder

· Open the Sample Audit Book PDF file in S:/JTD/1.3 MONITORING/PYXX Monitoring/PYXX Monitoring Templates.

· Save file as: LWIA XX PYXX Combined Fiscal and Programmatic Monitoring Audit Book in the appropriate LWIA folder in S:/JTD/1.3 MONITORING/PYXX Monitoring/PYXX Monitoring Documents/LWIA XX.

· (NOTE:  If the monitoring was not the annual combined LWIA monitoring, then the name of the file should reflect the type of monitoring.  If it is not an LWIA monitoring, the name should be changed to reflect the name of the organization instead of the LWIA.)

· Click on “Organize Pages” on the right side of the screen to open the “Organize Pages” screen in Adobe.
· Click on the “Announcement Letter” page

· On the “Organize Pages” tool bar located directly above the document pages on the screen, Click on “Insert” then “From File”.  This will open a window for you to navigate to select the file you wish to insert.

· Navigate to S:/JTD/1.3 MONITORING/PYXX Monitoring/PYXX Monitoring Documents/LWIA XX folder.

· Find the Announcement Letter and select it by either double clicking it or click on it and  then click the “Open” button.  This opens a new task window.  Make sure the “Announcement Letter” page in the document is highlighted, then ensure “Location” in the task window says “After”, then click on the “OK” button.  This will place the Announcement Letter in the Audit Book file.

· Click on the next divider page “Results Letter” and follow the same process to add the Results (Findings Letter) to the audit book file.

· Follow the same process for all the remaining documents to complete the audit book.

· Once all the documents are added, save the file.

APPENDIX XI – TRAINING MATERIALS AND OTHER RESOURCES

BACKGROUND

The training sessions and information that is associated with the 2020 monitoring cycle is posted at: S:\JTD\1.3 MONITORING\PY20 Monitoring\PY20 Training Materials.  Additional resources are included in the S:\JTD\1.3 MONITORING directory including:

· Monitoring Instrument and Worksheets

· Monitoring Procedures

· Monitors Toolbox
E-POLICY MANUAL

The electronic policy manual is located at: https://apps.il-work-net.com/WIOAPolicy/Policy/Home.  Contact Lora Dhom with any questions regarding policy after consulting with monitoring team lead.  Additional information from the US Department of Labor that is focused on the COVD site is posted at: https://www.dol.gov/agencies/eta/coronavirus#pdleave
RECORDED PRESENTATIONS
The presentations that are listed below provide important information that applies to the Program Year 2020 monitoring cycle.

Program Year 2020 Monitoring Briefing for Local Workforce Area Administrator & Staff (9-22-20)

https://icsps.illinoisstate.edu/wioa/wednesday-webinars/2-home/64-2020-wioa-webinars
WIOA Services and Definitions in the Illinois Workforce Development System (9-16-20)

https://icsps.illinoisstate.edu/wioa/wednesday-webinars/2-home/64-2020-wioa-webinars
WIOA Eligibility Training Series

https://www.illinoisworknet.com/WIOA/Resources/Pages/Archived-Training.aspx
APPENDIX XII – PY2020 FREQUENTLY ASKED QUESTIONS
Q: Supporting Documentation for Credentials Earned 
· A:  LWIAs are not recording ALL of earned credentials - only providing the minimum documentation or recording one credential earned in IWDS.  The WIOA or TAA funds supported the training then there should be documentation in the file.
Q: Service and Status Records are Appropriately Recorded in IWDS
· A: LWIA’s need to record “Successful” or “Unsuccessful” completion status of services

Q: IEP has been updated as necessary when there are changes in services, objectives or goals.  If the IEP is updated in a case note and note the hard copy is it is finding? 

· A: It depends on the quality of the documentation.  The IEP is a “conversation” between the case manager and customer.  Although a single IEP or ISS “form” is not required for WIOA, is a best practice.
Q: Youth Follow-up services are provided to all participants for a minimum of 12 months unless the participant declines to receive follow-up services or the participant cannot be located or contacted. 
· A:  Monitors should make sure the if the participant is appropriately enrolled and are offered  follow up services.
Q: Dislocated Worker - Follow-up services, as described in WIOA sec. 134(C)(2)(A)(xiii) and 678.430(c) are made available, as appropriate, for a minimum of 12 months following the first day of subsidized employment.

· A:  Monitors should make sure the if the participant is appropriately enrolled and are offered  follow up services.
Q: There is a work experience agreement signed and dated by the participant, employer and the LWIA, verifying the participants were informed of the hourly wages and number of work hours, and job expectations for the work experience. 
· A:The current DOL and State WBL contract/agreement template does not have a signature line.  For these contracts the observation should be a management recommendation and LWIAs should update the local forms. [OET will be working to update the template that is posted]
Q: There is documentation that the supervisor at the worksite received an orientation about the Workforce Innovation and Opportunity Act Program/Work Experience Program. 
· A: In some instances, the worksite agreement / application may be enough to fulfill this requirement?  The key point is to make sure the participant’s supervisor has a clear understanding of their role and responsibility.
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