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Region 1 Workforce Development Board Policy #22 – Change 1 

Subject: Monitoring Process Guidelines Policy  

Effective Date: August 19, 2020 

Purpose: The purpose of this policy is to establish the roles, responsibilities, and minimum requirements in 
conducting monitoring and oversight of subrecipients, service providers, and contractors funded under the 
Workforce Innovation and Opportunity Act (WIOA). 
 
This policy ensures WIOA funds are administered in accordance with applicable federal and state requirements, 
that internal controls are maintained, that performance and financial reporting are reliable, and that deficiencies 
are identified and corrected timely. 
 
Background: The Workforce Innovation and Opportunity Act (WIOA) establishes a framework for 
accountability, transparency, and performance across the public workforce system. Under WIOA, Local 
Workforce Development Boards (R1WDBs), in partnership with the Chief Elected Official (CEO), are 
responsible for the oversight of programs, activities, and the use of funds within their local areas. This includes 
ensuring that subrecipients, service providers, and contractors operate in compliance with applicable federal 
statutes, regulations, state policies, and local procedures. 

 
WIOA assigns the R1WDB the responsibility to oversee the use of WIOA funds and the delivery of services 
within the local workforce development area. Federal regulations at 20 CFR §683.410 require ongoing 
oversight and monitoring to ensure compliance with WIOA requirements and the proper expenditure of funds. 
 
The Uniform Administrative Requirements at 2 CFR Part 200 require pass-through entities, including 
R1WDBs, to monitor the activities of subrecipients to ensure that federal awards are used for authorized 
purposes and in accordance with applicable laws, regulations, and the terms and conditions of the award. 
 
Effective monitoring is a critical component of sound fiscal and programmatic management. It helps ensure: 

 Compliance with federal and state requirements  
 Proper stewardship of public funds  
 Accurate reporting of performance outcomes  
 Timely identification and correction of deficiencies  
 Continuous improvement in service delivery  

Federal regulations require that monitoring be conducted using a risk-based approach, which evaluates the level 
of risk associated with each subrecipient or contractor and adjusts the scope and frequency of oversight 
accordingly. This approach allows the R1WDB to focus monitoring resources where they are most needed 
while maintaining adequate oversight of all funded entities. 
 
Scope: 
This policy applies to: 

 Subrecipients  
 Contractors and vendors funded in whole or in part with WIOA funds  

Entities must be classified as subrecipients or contractors on a case-by-case basis in accordance with 2 CFR 
§200.331. 
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References: 

 WIOA §107(d)(8) – Local board oversight  
 WIOA §184 – Administrative provisions  
 WIOA §188 and 29 CFR Part 38 – Nondiscrimination and Equal Opportunity  
 20 CFR §683.410 – Oversight and monitoring  
 20 CFR §683.420 – Resolution of findings  
 2 CFR §200.303 – Internal controls  
 2 CFR §200.331 – Subrecipient vs contractor determination  
 2 CFR §200.332 – Pass-through entity requirements  
 2 CFR §200.334 – Record retention  
 State WIOA Monitoring and Oversight Policy 

 
Definitions: 

Subrecipient: A nonfederal entity that receives WIOA funds from R1WDB to carry out a program or service. 

Contractor: An entity that receives WIOA funds to provide goods or services for the benefit of the program but 
does not carry out a programmatic portion of the award. 

Pass-Through Entity: A nonfederal entity that provides a subaward to a subrecipient to carry out part of a 
federal program. For purposes of this policy, the R1WDB acts as the pass-through entity when issuing 
subawards. 

Monitoring: An ongoing, systematic process used to: 
 Review financial, programmatic, and administrative performance  
 Ensure compliance with applicable laws, regulations, and policies  
 Identify and correct deficiencies 

 
Policy: The R1WDB is responsible for ensuring that WIOA funded subrecipients and contractors operate in 
compliance with all applicable federal, state, and local requirements. 
 
The formal, documented monitoring system provides reasonable assurance that: 

 Costs charged are allowable, allocable, and reasonable  
 Performance and financial reporting are complete and accurate  
 Program services and participant outcomes align with WIOA requirements and local 

contracts/subawards  
 Internal controls are effective  
 Deficiencies are corrected timely, and repeat issues are prevented 

 
Roles and Responsibilities of the Local Workforce Development Board (R1WDB): 
 

A. Governance Oversight 
The R1WDB, in partnership with the Chief Elected Official (CEO), is responsible for the strategic and 
operational oversight of all WIOA Title I programs. To fulfill this mandate, each R1WDB shall: 

1. Oversee WIOA Activities  
Ensure all local workforce activities align with the approved Local Plan, budgets, and federal 
performance expectations.  

2. Establish a Monitoring System  
Develop and maintain a formal, written local monitoring policy and procedural manual.  

3. Implement a Risk-Based Monitoring Approach  
Utilize the Subrecipient Risk Assessment Tool and Monitoring Frequency Matrix (Appendix A) to 
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determine the frequency, scope, and method (e.g., on-site vs. desk review) of oversight for each 
subrecipient and contractor.  

4. Define a Monitoring Lifecycle  
Establish mandatory local timelines for the monitoring process, including:  

o Notice of Monitoring: Minimum lead time for notifying entities  
o Report Issuance: A requirement to issue written reports within 30 calendar days of the exit 

conference  
o Corrective Action Response: A standard timeframe for entities to submit a Corrective Action 

Plan (CAP)  
o Resolution: A formal process for verifying implementation and closing findings in writing 

Required Determination and Documentation of Relationship (2 CFR §200.331) 
The R1WDB shall: 

1. Perform Case-by-Case Determinations  
Evaluate each funded relationship to determine whether the entity is a subrecipient or a contractor. This 
determination must be based on the substance of the relationship (the nature of the work) rather than the 
label of the agreement.  

2. Utilize the Determination Tool  
Use the criteria and checklist provided in Appendix B prior to the execution of any subaward or 
contract.  

3. Maintain Written Documentation  
Retain a completed determination form and justification narrative for every funded entity to support the 
oversight approach during SWA and federal audits. 

 
Subrecipient Management and Monitoring Requirements (2 CFR §200.332) 
As a pass-through entity, the R1WDB must adhere to the following for all subrecipients: 

1. Subaward Setup and Required Conditions  
Issue subawards that clearly identify all required federal award information (e.g., FAIN, period of 
performance) and communicate all applicable compliance requirements, internal controls, and record 
access rights.  

2. Risk Evaluation (Pre-award and Ongoing)  
Evaluate each subrecipient’s risk of noncompliance prior to issuance and periodically throughout the 
award. Apply special conditions or enhanced oversight for higher-risk entities.  

3. Monitoring Activities (Minimum Required Elements)  
Conduct formal reviews (desk, remote, or on-site) at least annually to verify:  

o Cost Allowability: Ensuring expenses are necessary, reasonable, and allocable  
o Data Integrity: Validating participant files against the Management Information System (MIS)  
o Programmatic Compliance: Verifying eligibility determinations and the delivery of required 

services  
4. Corrective Action and Follow-Up  

Follow up on all identified deficiencies to ensure timely and appropriate corrective action. The R1WDB 
must validate the correction of findings and document their formal closure.  

5. Audit and Resolution Responsibilities  
Verify that subrecipients meet Single Audit requirements. Review audit reports and issue a written 
management decision for any WIOA-related findings within six months of report issuance. 

 
Contractor Oversight 
For entities classified as contractors, the R1WDB must: 

1. Ensure Procurement Integrity  
Confirm that all contracting actions comply with federal/state procurement standards, conflict-of-interest 
requirements, and competitive local bidding procedures.  
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2. Monitor Performance Deliverables  
Evaluate contractor performance at least annually through formal review (desk, remote, or on-site) to 
verify contractor performance, service levels, payment terms and compliance.  

3. Document Oversight Activities  
Maintain records of deliverable acceptance, performance checks, and invoice reviews to ensure 
payments are only made for authorized goods or services.  

4. Corrective Action and Follow-Up  
Follow up on all identified deficiencies to ensure timely and appropriate corrective action. The R1WDB 
must validate the correction of findings and document their formal closure.  

5. Audit and Resolution Responsibilities  
Verify that contractors meet Single Audit requirements. Review audit reports and issue a written 
management decision for any WIOA-related findings within six months of report issuance. 

 
B. Minimum Monitoring Standards 

Annual Minimum Oversight Requirement (Baseline) 
Each subrecipient must receive, at minimum, annual documented oversight, which includes: 

 At least an annual desk review of financial and performance reporting; and  
 Additional remote or on-site monitoring as indicated by risk or identified issues 

 
Risk-Based Monitoring Approach 
The R1WDB must implement a documented risk-based monitoring approach that: 

 Assigns risk levels (e.g., low/medium/high) based on defined factors; and  
 Adjusts monitoring scope, depth, and frequency accordingly 

 
Required Monitoring Domains (As Applicable to the Relationship) 

Programmatic 
 Eligibility determinations  
 Assessment and service delivery  
 Individual Employment Plans (IEPs) or ISS  
 Case management practices  
 Performance outcomes  
 Data entry and reporting accuracy  

Fiscal 
 Allowable costs  
 Internal controls  
 Cash management  
 Procurement and contracting practices  
 Property and equipment management  
 Match and leveraged resources, if applicable  

Administrative and Compliance Monitoring 
 Equal Opportunity (EO) compliance  
 Accessibility requirements  
 Priority of service  
 Record retention  
 Conflict of interest policies 

 
C. Monitoring Reports and Resolution 

Monitoring Reports 
The R1WDB must issue written monitoring results that include: 
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 Scope and period reviewed  
 Findings (noncompliance), concerns, and observations  
 Required corrective actions, responsible party, and deadlines 

 
Corrective Action and Follow-Up 
The R1WDB must: 

 Require corrective action plans when deficiencies are identified  
 Validate implementation  
 Document closure and prevention steps for repeat issues 

 
D. Disallowed Costs, Misexpenditures, and Recovery 

The R1WDB must: 
 Identify questioned and disallowed costs  
 Initiate recovery actions where required  
 Report misexpenditures to the SWA in accordance with state policy and applicable federal requirements 

 
Disallowed vs Questioned 
If disallowed costs are identified during the fiscal monitoring process, the Fiscal and Grants Manager must 
initiate recovery actions and report misexpenditures to the State Workforce Agency in accordance with state 
policy and applicable federal requirements. See steps below: 

1. If, during monitoring, R1WDB staff identify costs that lack sufficient documentation or appear to violate 
specific rules, these costs will initially be considered “Questionable” or “on notice” until a final 
determination can be made.  

2. A questionable cost can be cleared if the subrecipient/contractor can provide the missing paperwork, 
signatures, or valid justification during the “audit resolution” period.  

3. If, during the resolution period, the subrecipient/contractor cannot provide the documentation or 
justification to disprove the questionable cost and/or R1WDB staff determine that the expense is 
explicitly forbidden by law, the cost will be reclassified as “Disallowed”. This step will most likely be 
completed after consultation between R1WDB staff and the Fiscal/Administrative staff of Workforce 
West Virginia.  

4. If a final determination is made to reject or “disallow” the cost, the subrecipient/contractor will be 
notified in writing that such cost must be refunded from non-federal funds within 30 days of the date of 
determination.  

 
During the Fiscal monitoring process, the LWDB will review all documentation of the subrecipients’ policies 
and procedures to verify they are following the guidelines set forth for this monitoring. During this process if 
there are questions regarding allowable/unallowable costs, internal controls, cash management, and 
procurement policies in existence, and they appear as findings in the Single Audit Report, the LWDB will 
implement their Audit Resolution Policy to verify these findings have a Corrective Action Plan and it is being 
followed. During this process, monitoring and documentation of actions will be taken to resolve these findings 
 

E. Record Retention 
The R1WDB, subrecipients, and contractors must retain monitoring documentation and related records 
consistent with: 

 2 CFR §200.334  
 State retention requirements  
 WIOA recordkeeping requirements  

 
F. Annual Monitoring Plan 

The R1WDB will update the annual monitoring plan annually upon review of the following: 
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 A list of all subrecipients and contractors  
 Assigned risk levels for each subrecipient and contractor  
 Planned monitoring activities  
 Estimated monitoring dates or review periods  
 Staff responsible for each review  

 
See Appendix C for the current year’s review. 
 

G. Definition of Monitoring Lifecycle 

1. Planning 
The R1WDB staff will review prior monitoring results, review audit findings and fiscal data, consider prior 
risk assessments, coordinate with the Financial and Administrative Management (FAM) unit as needed and 
develop an annual monitoring schedule.  

2. Notice of Monitoring/Monitoring Schedule 
The R1WDB will provide a yearly monitoring schedule to each entity by June 15th of the program year. 
Additionally, email notification will be sent out at least 2 weeks prior as a reminder. Entities will submit 
requested documentation by means determined by the specific deadline set by the R1WDB.  

3. Review Testing Methods 
The R1WDB will adhere to established monitoring schedule, use a standardized monitoring tool(s), review 
participant files and system records, document observations for each file and record deficiencies, concerns 
and best practices. Reviews may include, but are not limited to: 

 Eligibility documentation  
 Career planner notes  
 Service assignments  
 Measurable skills gains  
 IEP/ISS development  
 Training or work based learning records  
 Follow-up documentation  
 Performance outcomes  

4. Exit Conference 
The R1WDB leadership and monitoring staff will conduct an exit conference with the subrecipient or 
contractor leadership within 30 days of the conclusion of the review to clarify potential findings and 
establish timelines for the issuance of the Monitoring Report and any required Corrective Action Plan 
(CAP) and process resolution.  

5. Report Issuance 
The R1WDB will issue written reports within 30 calendar days of an exit conference.  

6. Corrective Action Response 
Entities must submit a Corrective Action Plan (CAP) within 30 calendar days of issuance of the written 
report.  

7. Resolution 
The R1WDB will review Corrective Action Plans within 30 calendar days of receipt and will provide a 
follow up report of status of findings. 

 
Establishment of Monitoring Standard Operating Procedure: The R1WDB will establish a Monitoring 
Standard Operating Procedure (SOP) to be used as a guide for monitoring. This SOP will be reviewed yearly 
and updated as per needs and/or federal/state policy changes. 
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Expiration Date: This policy shall remain effective until rescinded or modified by the Region 1 Workforce 
Development Board. 
 
Approved: 

 May 14, 2026 – Executive Committee   
 May 14, 2026 – Workforce Development Board 
 May 14, 2026 – Local Elected Officials 

 
Revised: 

 April 27, 2026 – Change 1 
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Appendix A - Risk Assessment Tool and Monitoring Frequency Matrix 
Subrecipient _________________________________ Previous Risk Level _______ Date _______________ 

Instructions: Score each factor according to the rubric below. Enter the score and justification.  
Total score determines the risk level. 

Risk Factor Rubric Score Notes / Justification 

Prior Monitoring Findings 
0 = None 
1 = Minor; resolved 
3 = Repeated; significant 

  

Single Audit Results 

0 = None or N/A 
1 = Minor; non-WIOA 
3 = WIOA; material 
findings 

  

Financial Stability 
0 = Strong 
1 = Moderate concerns 
3 = Unstable 

  

Staff Capacity / Turnover 
0 = Stable 
1 = Moderate changes 
3 = High turnover 

  

Experience with WIOA / Federal 
Funds 

0 = 3+ years 
1 = 1-3 years 
3 = New 

  

Size of Award 
0 = < $250,000 
1 = $250,000 to $1 million 
3 = > $1 million 

  

Complexity of Services 
0 = Basic 
1 = Moderate 
3 = High  

  

Performance Outcomes 
0 = Meets or exceeds 
1 = Slightly below 
3 = Significantly below 

  

Reporting Accuracy / Timeliness  
0 = Consistent 
1 = Occasional issues 
3 = Frequent issues 

  

TOTAL SCORE   

Risk Level 0 – 4 = Low 5 – 10 = Medium 11+ = High Final Risk Level:  

Monitoring Frequency – Low risk level = low frequency level 

Frequency Level Spot Monitoring (minimum) Full Monitoring (minimum) 

Low *Annually *Annually 

Medium *Semiannually *Annually 

High *Quarterly *Semiannually 

*Options: Monthly, Quarterly, Semiannually, or Annually. Monitoring frequency must scale in alignment with determined 
risk level. 

Monitoring Frequency ________________________________ 

Reviewed by _________________________________________ Date __________________________ 

Signature ____________________________________________ Date __________________________ 
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Appendix B – Subrecipient vs. Contractor Determination 
 

Entity Name:   

Contract/Subaward Number:   

Program:  

 
Instructions: Federal regulations (2CFR 200.331) require case-by-case determination. Check all that apply. No 

single point here makes the final decision on its own. Your determination should be based on which category 
describes the relationship best overall. 

 
Subrecipient Indicators (check if yes) 

☐ Determines who is eligible to receive WIOA services. 
☐ Has its performance measured against WIOA primary indicators of performance. 
☐ Has responsibility for programmatic decision-making. 
☐ Is responsible for adherence to applicable WIOA program requirements. 
☐ Uses the Federal funds to carry out a program for a public purpose. 

 
Contractor Indicators (check if yes) 

☐ Provides goods and services within normal business operations. 
☐ Provides similar goods or services to many different purchasers. 
☐ Is not subject to WIOA compliance requirements as a result of the agreement (though must still adhere 

to contract terms). 
☐ Paid based on deliverables or unit cost 
 

Final Determination (check one) 
☐ Subrecipient (Subject to full monitoring and Single Audit requirements if over threshold). 
☐ Contractor (Subject to procurement standards and contract oversight). 
 

Justification Narrative 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

Prepared By   _____________________________________________ Date __________________ 

Approved By _____________________________________________ Date __________________ 
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Appendix C – 2026-2027 Annual Monitoring Plan 
 

Subrecipient or Contractor  Program Description & Contract Period Program No. / Funding 

   

   

   

   

 
 


