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Financial Management System
The Workforce Alliance Financial Management System ensures that the organization is able to perform the financial management functions required when operating federal and state funded Workforce System Grants, as well as private funding.  The financial system’s controls are in place to protect the organization’s assets.  
Overview of Financial System

The Workforce Alliance contracts with an independent accounting firm to process and review all Workforce Innovation and Opportunity Act and other financial transactions, and to provide financial statements, reports, and books. This Paymaster service is contracted through a Request for Proposal process completed at a minimum of every 3 years.  
I. Budget Controls
The Workforce Alliance prepares annual budgets at the beginning of each fiscal year or at the beginning of a grant.  The Vice President/Chief Operating Officer has the primary responsibility for preparing all budget(s) and presenting them to the Finance and Executive Committee of the Workforce Alliance and the Chief Elected Officials Board (CEOB) for review and action.  Upon adoption the budget(s) are given to the Paymaster for data entry into the financial management program maintained by the Paymaster.  The board staff, Finance and Executive Committees, and the CEOB review budgets monthly with the full board reviewing quarterly.  The organization also analyzes monthly obligation reports to track program obligations to ensure adequate funding for program services.
II. Cash Management
Cash management of federal funds will require a contract with an independent Paymaster to ensure federal funds are drawn reasonably and necessarily; and to ensure the funds are disbursed timely. The Paymaster will draw funds up to twice per week to issue payments which have been authorized for payment by the Workforce Alliance. All issuances of payment shall be made by the Paymaster within five business days of the request for payment by the Workforce Alliance. No funds shall be drawn in advance of reimbursement unless advance payment has been approved by the President/Chief Executive Officer due to circumstances beyond the control of the Workforce Alliance. 
III. Program Income
Program income is gross income received that is directly generated by the grant supported activity or earned as a result of the grant agreement during the grant period.  Program income must be reported monthly on financial reports and used to support the grant which generated the income.
IV. Cost Allocations
The purpose of this cost allocation plan is to summarize, in writing, the methods and procedures that the Workforce Alliance of South Central Kansas uses to allocate costs to various programs, grants, contracts and agreements. 

2 CFR 200 and 2 CFR 2900, establish the principles for determining costs of grants, contracts and other agreements with the Federal Government.  Workforce Alliance of South Central Kansas (Workforce Alliance) Cost Allocation Plan is based on the Direct Allocation method described in 2 CFR 200. The Direct Allocation Method treats all costs as direct costs except general administration and general expenses.

Direct costs are those that can be identified specifically with a particular final cost objective.  Indirect costs are those that have been incurred for common or joint objectives and cannot be readily identified with a particular final cost objective.

Only costs that are allowable, allocable and reasonable, in accordance with the cost principles, will be allocated to benefiting programs by Workforce Alliance.  

General Approach- The general approach of the Workforce Alliance in allocating costs to particular grants and contracts is as follows:
A. 
All allowable direct costs are charged directly to programs, grants, 

activities, etc.

B. 
Allowable direct costs that can be identified to more than one program are prorated individually as direct costs using a base most appropriate to the particular cost being prorated.

C. 
All other allowable costs that benefit all programs and cannot be identified to a specific program are allocated to programs, grants, etc. using a base that results in an equitable distribution.

Allocation of Costs- The following information summarizes the procedures that will be used by Workforce Alliance.
A. 
Compensation for Personnel Services - Documented with timesheets showing time distribution for all employees and allocated based on time spent on each program or grant.  Salaries and wages are charged to the program for which work has been done.  

1. Health insurance, dental insurance, retirement contributions and other employment taxes are allocated to programs based on their prorata share of the entire payroll.  

2. Vacation, holiday, and sick pay are allocated in the same manner as salaries and wages.
B. Supplies/Equipment/Postage/Copier - Costs for allowable equipment used solely by one program are charged directly to the program using the equipment.  If more than one program uses the equipment, then an allocation of the costs will be based on the ratio of each program’s number of participants or based on time documentation of the users.  

C. Rent/Utilities/Communications/Security or other Facilities Costs – All direct program costs will be allocated to the program.  If more than one program benefits the cost will be allocated based on time documentation of the staff benefiting from the service or prorated based on the number of each program’s number of participants.

D. Travel Costs - Allocated based on purpose of travel.  All travel costs (local and out-of-town) are charged directly to the program for which the travel was incurred.  Travel costs that benefit more than one program will be allocated equally to those programs by a base established by the traveler’s time documentation.

E. Contract Services Costs – All program costs will be allocated to the program benefiting from the service.  Costs that benefit more than one program will be allocated to those programs based on the ratio of each program’s number of participants.  

F. Insurance - Insurance needed for a particular program is charged directly to the program requiring the coverage.  Other insurance coverage that benefits all programs is allocated based on the ratio of each program’s number of participants. 
G. Training/Conferences/Meeting – Allocated to the program benefiting from the training, conferences or meeting.  Costs that benefit more than one program will be allocated to those programs based on a ratio of each program’s number of participants.
V. Allowable Costs
The Workforce Alliance is established as a 501(c) 3 Not For Profit Organization and follows 2 CFR Part 200 and 2 CFR 2900 for Uniform Administrative Requirements and cost principles.  The organization also reviews and monitors each grant award for specific allowable activities or non-allowable activities to ensure compliance.  
VI. Internal Controls  
The Workforce Alliance established the following controls to ensure compliance with all laws and regulations and to safeguard the organizations assets:  

Cash Controls- 
All invoices are received by administrative support staff and are logged when received.  They are then forwarded to the fiscal department for payment.  A payment is generated by the fiscal department when an approved budget for the invoice exists.  If an approved budget for the invoice does not exist, the invoice is routed to program staff for further investigation before a payment is generated.  All payments are routed to the Vice President/Chief Operating Officer for review and approval.  Once the COO approves payments, they are presented to the 
President/Chief Executive Officer for approval or denial.  If the payment is approved it is then processed and allocated to the correct budget and line item and forwarded to the Paymaster.  The Paymaster will review, process, and issue all payments.  Checks issued for payment by the Workforce Alliance Paymaster shall be valid for no more than ninety (90) days from the date of issue.  The Paymaster will provide an aging report listing all outstanding checks to the Workforce Alliance.  The Workforce Alliance will perform payment follow-up activities to determine the status of each outstanding check and to remind the vendor of the check validity period.  After ninety (90) days from the date of issue of any check, the Paymaster will void the check and notify the Workforce Alliance of that action.  The Workforce Alliance will notify the effected vendor(s) of the invalidation of the check(s) and that a new check will be issued to accomplish payment of relevant invoice(s).  

Property Controls-
Security-The Workforce Alliance will maintain security services for the administrative offices and the comprehensive One Stop. Security will safeguard property and maintain a safe and secure work environment.

Insurance- The Workforce Alliance will secure and maintain adequate insurance to safeguard financial assets and property, and provide general liability coverage. The Workforce Alliance will also ensure that contracts and agreements contain any required clauses to ensure the Workforce Alliance is protected and listed as an additional interest in any insurance coverage that covers the actions or non-action of any contractor or partner in which a legal agreement has been entered.
Purchasing Authority- Senior Management Staff will have the authority to purchase supplies/equipment using authorized vendors up to a unit cost of $500.00 not to exceed a total purchase of $1,000.00. Any purchases over these amounts will require approval by the Vice President/Chief Operating Officer up to $2,000.  If purchases exceed $2,000.00 approval by the President/Chief Executive Officer is required.  All procurement policies established by the Federal Government, State Government, CEOB and the Board of Directors must be followed by staff making purchases. 

Training and Client Support Service Obligations- Two fiscal staff members together have the authority to obligate client training and supportive service funds up to the current limits established in the training policies and the available budget.  Final expenditures will be subject to purchasing authority.
The Workforce Alliance Senior Staff utilize Credit Cards to complete some transactions.  The restrictions and appropriate use of cards are as follows.
Acceptable Uses, Limits and Procedures- Workforce Alliance of South Central Kansas Credit Cards/Credit shall be used solely for official Workforce Alliance of South Central Kansas business. Therefore, Credit Cards/Credit shall not be used for personal or private business purchases.  Credit Cards/Credit shall be issued only to individuals who have appropriate purchasing authority. Authorized use of Credit Cards/Credit shall be limited to the person whose name appears on the face of the Credit Card, or who is specifically authorized by the Workforce Alliance President/Chief Executive Officer and/or Chairman of the Board to use the Card. Credit Cards shall not be loaned to other individuals.
Intentional misuse or fraudulent abuse of any Credit Card may result in disciplinary action, up to and including dismissal.

Auditing and Documentation- The Vice President/Chief Operating Officer shall provide a copy of this policy to each employee receiving a Credit Card, and require the employee to acknowledge receipt of the policy by signing.

Documentation shall support the business purpose of all transactions made with Credit Cards, and shall include the following items:

• Copy of this policy, signed by each Card holder in the agency

• Copies of order forms, when available

• Packing slips (for goods received)

• Original cashier receipts or vendor invoices

The Workforce Alliance shall be responsible for auditing records to ensure that Credit Cards/Credit are used only by authorized users for official Workforce Alliance of South Central Kansas business.

Security- Card Holders shall be responsible for safeguarding Credit Cards at all times. Card Holders shall also be responsible for immediately and properly reporting lost or stolen Credit Cards.  All Credit Cards shall be returned to the Workforce Alliance of South Central Kansas immediately upon request or upon termination of employment (including retirement).

VII. Financial Reporting

The paymaster will provide budget reports, grant balances, trial balances, and a general ledger update by the 15th of each month of the previous month’s financial activity.  Reports will also be shared with Staff, CEOB, and Board of Directors as well as reported to the State of Kansas and the US Department of Labor monthly.  The Finance Committee of the Workforce Alliance has the primary task of reviewing all financial documents and reports.
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“Equal Opportunity Employer/Program - Auxiliary aids and services are available upon request to individuals with disabilities.”

The hearing impaired may contact the Workforce Center by calling the Kansas Relay Center at 1-800-766-3777

