	                                                                                                                                 Attachment – General Requirements
General Requirements

Workforce Service Division Policies 

1. WIOA Administrative Standards - WSD Policy (under the WIOA tab)

2. Cash Management Policy - WSD Policy (under the WIOA tab)
Cash request frequency does not apply to Title II – Adult Education and Literacy Act Program. 

3. WIOA Funding Allocation Policy - WSD Policy (under the WIOA tab)
Does not apply to Title II – Adult Education and Literacy Act Program. 

4. Cost Principles and Fiscal Policy - WSD Policy (under the WIOA tab)
A number of changes to the federal OMB circulars took place in December 2014. The Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance) were codified at 2 CFR Part 200, with Department of Labor-specific implementation at 2 CFR Part 2900. The Employment and Training Administration issued TEGL 15-14 to provide guidance on this reform. In summary, 2 CFR Part 200 and 2 CFR Part 2900 consolidated and replaced the following OMB circulars: A-21, A-87, A-89, A102, A-110, A-122, A-133, and the audit follow-up guidance in A-50. 2 CFR Part 2900 -- Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards

Internal Financial Management All subrecipients are required to conduct internal financial management reviews. The purpose is to provide adequate internal controls and ensure compliance with the following areas related to WIOA funds and services.
· Provisions of the WIOA and its regulations;
· Provisions of the WIOA Agreement;
· Applicable state and workforce development board policies;
· Accepted financial management and accounting practices; and
· Compliance with 2 CFR 200

Internal financial management procedures should be sufficient to prevent fraud and abuse. All reports of information creating suspicion of instances of criminal misconduct must be reported immediately to the SWIB, MTDLI and USDOL.

Internal financial management procedures must also ensure that auditable and otherwise adequate records are maintained, which support all expenditures of WIOA funds and confirm adherence to policies regarding allowable costs and allocations of costs to proper cost categories.  It is necessary to ensure that accounting records are supported by source documentation for each transaction.  In addition, records should be traceable to documentation and maintained in such a manner as to provide a complete and accurate audit trail during any internal or external examination.

The WIOA Subrecipient shall document all internal financial compliance reviews.

If applicable, the respondent will provide a copy of the organization’s Cost Allocation Plan. For-profit organizations will need to provide any proposed profit within the budget document. Proposed profit will be paid up to and shall not exceed 8%

5. Internal Program Management
Subrecipients are required to establish internal program management procedures to assure compliance with programmatic requirements, delivery of high-quality services to eligible participants and achievement of planned outcomes. Internal program management procedures must also ensure that auditable and otherwise adequate records are maintained to support the eligibility of all WIOA participants and confirm adherence to specific audit requirements and time limitations.

6. Monitoring and Audits Policy - WSD Policy (under the WIOA tab)
Monitoring Procedures
In accordance with WIOA Contract Monitoring and Audit Procedures and the WIOA regulations (20 CFR, Part 652, et al and 20 CFR 667.410), WIOA subrecipient staff must cooperate with any monitoring, inspection, audit, or investigation of activities related to WIOA awards. These activities may be conducted by the MTDLI, USDOL, the SWIB or their designated representatives. This cooperation includes access to, examination of, and/or photocopying of books, records, files, documents, property or equipment related to all aspects of WIOA-funded activities under this agreement.

MTDLI has developed a systematic monitoring system for evaluating the quality and effectiveness of services. Monitoring is the quality control system whereby the MTDLE gathers and analyzes information to detect problems, identify strengths and weaknesses, and propose improvements to the services. Monitoring activities are conducted periodically to determine whether services are in compliance with agreements, WSD policies, WIOA regulations, and SWIB requirements. WSD monitors performance, programming, and fiscal activities. In many instances, the different types of monitoring are interrelated and conducted simultaneously.

Audit Submission
As a recipient of WIOA funds, subrecipients must have an annual financial and compliance audit performed. The audits must be conducted in accordance with auditing standards set forth under the Single Audit Act Amendment of 1996 and revised OMB Circular A-133 at 29 CFR 95.26 for institutions of higher education, hospitals and other non-profit organizations and at 29 CFR 97.26 for units of state and local government.   

This requirement will be met by providing the HCWDB with a copy of the annual audit according to OMB Circular A-133. For all for-profit businesses, WIOA subrecipients must have an annual financial and compliance audit performed under Generally Accepted Accounting Standards by an independent auditor. A copy of the audit will be forwarded to WSD Fiscal department. The audit should be submitted within 30 days after completion of the audit, but no later than six months after the end of the audit period. State-funded organizations, such as community colleges, should address their audit requirements if different from the above.



7. Records Retention Policy - WSD Policy (under the Data and Operations Bureau tab)
The following records and documents must be maintained for WIOA-funded participants and employees. They must be available for monitoring and review by WSD and must be retained, subject to audit, for five (5) years following the final audit of the grant award period. If any aspect of the program is under investigation or in the process of audit resolution and/or debt collection, the WIOA Staff are required to retain records after the five (5) year period and until the final audit resolution of all disallowed and/or questioned costs are paid or accepted as allowable. Please see below for a listing:	Comment by Wimmer, Sarah: Check records retention policy	Comment by Kinsey, Connie: WIOA Title I and II records have a 5-year retention period following the date of exit
· General ledger or equivalent
· Cash receipts and cash disbursements journals/reports or equivalent
· Bank statement, reconciliation, deposit slips, and canceled checks for each bank account through which WIOA funds were received or disbursed
· All awards with WSD/MTDLI, including all amendments
· All financial reports and documentation supporting requests for reimbursement
· Payroll records including Individual Earnings Record, Employee Withholding Authorization (W-4), FICA reporting forms, federal and state withholding, Unemployment taxes, Employee Personnel Files, Time Records, and Employee Time/Salary Allocation plans
· Invoices and/or supporting data for non-payroll disbursements
· Participants’ records including participant data forms, verification/documentation items, assessments tests and results, the Individualized Employment Strategy, and documentation of outcomes; and
· Any other financial records or documents that are related to the awarded funds as requested by WSD.

All WIOA-funded awards between MTDLI WSD and Subrecipients will be conducted on a cost reimbursement basis only.

8. Insurance Requirements 
Insurance: Subrecipients must have workers compensation in place to cover participants participating in paid work-based learning activities (this can be a program expense). It is strongly encouraged that WIOA participants are covered by accident insurance while participating in WIOA-funded activities. OJT employers must provide proof of workers’ compensation or comparable coverage prior to execution of the OJT contract.  No WIOA client will be required or permitted to work or receive services or training in a building or surroundings or under working conditions that are unsanitary, hazardous, or dangerous to the client’s health or safety.  

Automobiles: WIOA Subrecipients using motor vehicles in conducting services shall provide automobile insurance so that the SWIB, MTDLI, WDS, and/or staff are held harmless against claims arising from ownership, maintenance, or use of said vehicle.   

    9. Bonding Insurance Requirements 
Authority to Re-Capture and Re-Distribute Funds: The SWIB/WSD has the authority to recapture and re-distribute funds based on the following criteria not being met or changing customer needs across the state.

Property Management Requirements The WIOA subrecipient agrees to maintain careful accountability of all WIOA purchased non-expendable property (property with a life expectancy of one year or more and a unit cost of $500.00 or more) and to maintain an inventory of all properties issued by WSD or subsequently acquired with WIOA funds.  Acquisition of non-expendable property with a unit cost of $1,000.00 (including taxes, shipping, and handling costs) or more must be approved by WSD fiscal staff prior to the purchase.  Any disposal of WIOA property must be applicable according to federal, state, and local disposal procedures.  Any revenues derived from the sale of property purchased with WIOA funds must be used in WIOA service delivery for the program(s) that funded the original purchase.

Any single piece of equipment that costs more than $5,000 and is to be purchased with WIOA funds must be approved by WSD fiscal staff depending on cost. 

[bookmark: _Hlk213003983]The WIOA subrecipient will be responsible for maintaining an accurate inventory of all WIOA property in their possession

In the event property purchased with WIOA funds is stolen or destroyed by a criminal act, the WIOA subrecipient will notify appropriate law enforcement officials immediately. The SWIB/WSD fiscal staff must be notified within three (3) working days of discovering the loss or damage.  A copy of the police report will be maintained as documentation of loss, and a copy will be forwarded to WSD fiscal.

The WIOA subrecipient agrees to pay for or replace any property purchased with WIOA funds that is lost, damaged, or destroyed through negligence. 

Montana Policies and Standards
1. Compliance with State of Montana IT Policies and Standards 
The offeror is expected to be familiar with the State of Montana IT environment. All services and products provided as a result of this application shall comply with all applicable State of Montana IT policies and standards in effect at the time when the application is issued. If offeror cannot comply with any applicable Policy or Standard, it must request an exception by posting the requested changes to the Q&A Board by the deadline set for question submittal. It will be the responsibility of the State to deny the exception request or to seek a policy or standards exception through the State CIO.

The link below provide information on State of Montana IT strategic plans, current environment, policies, and standards.

State Information Technology Services Division | Montana Department of Administration
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