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Policy Statement: 

The West Piedmont Workforce Investment Board (WPWIB or board) is committed to 
responsible financial management. The entire organization including the board, staff, 
contractors and subcontractors will work together to make certain that all financial 
matters of the WPWIB are addressed with care, integrity and in the best interest of the 
WPWIB and governing bodies it serves (Danville and Martinsville and the counties of 
Henry, Patrick and Pittsylvania, Virginia). 

The policy and procedural guidelines contained in this manual are designed to: 
1. Protect the assets of the WPWIB.
2. Ensure the maintenance of accurate records of WPWIB’s financial activities

including activities contracted and subcontracted out.
3. Provide a framework of operating standards and expectations.
4. Ensure compliance with federal, state and local legal and reporting

requirements.

The WPWIB Executive Director has the responsibility for administering these policies 
and ensuring compliance with procedures that have been approved by the board. 
Exceptions to written policies may only be made with the prior approval of the Finance 
Committee. Changes or amendments to these policies may be approved by the board at 
any time. A complete review of the policies shall be conducted every two years by the 
Audit Committee. 

All board staff, contractors and subcontractors with financial related responsibility are 
expected to be familiar with and operate within the parameters of these policies and 
guidelines. 

Basic Information: 

 Nonprofit Status – 501 (C) 3, public charity. In 2003, IRS granted the board
this status, but due to incomplete reporting to the IRS over the years, the IRS
thought the board was non-operating and changed its status to a non-operating
private foundation on November 26, 2006. With approval from the LEO
Consortium, the board was able to report financial activity to the IRS (by way
of Form 990s). On December 5, 2008, the IRS reinstated board’s nonprofit
status to a public charity, giving the board more flexibility to raise alternate
sources of revenue. A copy of this letter is on pages 8-10 in the Appendices
section.

 Federal Identification Number – 45-0485009

 Fiscal Year – July to June

 Form 990s – Vetted annually by the Finance Committee, ratified by the board
and submitted to the IRS November 15 of every year (unless an extension is
warranted) and posted on the website for public inspection.
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 The board purchases and maintains insurance on behalf of persons who are
serving and were serving at the request of the board, as directors, officers and
employees against any liability asserted against them and incurred by them in
any such capacity, or arising out of their status as such.

Financial Controls and Operating Procedures: 

 The board has opted to retain outside accounting services with the primary
responsibility of designing and maintaining the accounting system,
reconciling all transactions with the fiscal agent’s income statements,
reporting all expenditures to the state and assisting with processing requests
for reimbursements from contractors.

 The board maintains a computerized accounting program to record and
maintain all transactions. Monthly finance statements are vetted by the
financial committee and reported to the board.

 Separation of Duties
1. Only the fiscal agent has the authority to prepare checks.
2. Deposit documentation and reconciliations are prepared by a person

other than the one recording the receipts. Any checks received by the
board are opened and dated by the person who opens the mail in the
office. Upon recording the checks by the Executive Director or person
assigned by the Executive Director, the checks are sent to the fiscal
agent for deposit into appropriate accounts.

 Drawdown Procedures
1. Contractors at the very minimum must submit requests for

reimbursement once a month (preferable by the 15th of each month).
2. All requests for reimbursements must be sent to the board office. Upon

receipt, which is dated by the person who opens the mail, the
Executive Director will review and deliver to retained accounting firm
to process. Once processed, the request is returned to the Executive
Director to review and to sign off on. This process does not exceed
five working days on any given request.

3. The board asks each contractor when submitting requests for
reimbursements, the following procedures are adhered to:
 A signature page is included with the request reflecting the

grant administrator has reviewed and signed off on the request.
 The board-issued budget template accompanies the request

reflecting monthly expenditures to budget.
 To process more quickly, no staples are used, only paper clips.

4. Once reviewed, reimbursements are sent to the fiscal agent to process.

 Monthly Income/Expenditure Detail Report and Cash Payment Schedule
are processed by a retained accounting firm and reviewed and signed off on
by the Executive Director. The Executive Director sends the report and
schedule to the state. Reimbursements from the state go directly to the fiscal
agent. This report and schedule are reviewed by the finance committee each
month.
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 Year-End Report and Close out Policy – Under the Appendices section, go
to page 11 for board adopted policy.

 Salary and Bonuses Policy – Under the Appendices section, go to page 12
for board adopted policy.

 Public Procurement Policy – Under the Appendices section, go to page 13
for board adopted policy.

 Property Acquisition Policy – Under the Appendices section, go to page 14.

Financial Reporting: 

 Annual Administrative and unobligated program budgets are prepared by the
Executive Director. Contractors of each program (Adult, Dislocated Worker,
Youth In-School and Youth Out-of-School) must submit annual budgets to the
Executive Director for review prior to going to the finance committee for
consideration. Once the finance committee has vetted all budgets, they are
reviewed by the Executive Committee prior to going to the board for
consideration.

 Budgets are reviewed monthly by the finance committee and are adjusted as
necessary to reflect changing conditions.

 A chart of accounts is available and used to code receipts and disbursements
to the proper accounts.

 Actual income and expenditures will be compared to the budget on a monthly
basis.

 Monthly financial statements are provided to the finance committee. Board
receives a summary of statement of accounts and balance sheet. Upon request,
more details are available.

 Income statements from the fiscal agent are promptly reconciled on a monthly
basis.

 Annual audits are conducted by the fiscal agent’s auditor. The Audit
Committee audits contractors and admin during the self audit process. The
state audits the board, contractors and subcontractors annually. On average,
the U.S. Department of Labor audits the board, contractors and subcontractors
every five years.

Safeguarding Assets: 

 The Executive Director has primary responsibility for ensuring that proper
Financial Management procedures are maintained and that all policies of the
board are carried out.

 The finance committee provides fiscal oversight in the safeguarding of the
assets of the board and has primary responsibilities for ensuring that all
internal and external financial reports fairly present the board’s financial
condition.

 A proper filing system will be maintained for all financial records at the board
office and off site with a retained accounting firm.
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 With federal funds, the board cannot use excess cash in an interest bearing
account.

 Inventory records are maintained at the board office and will contain
description; serial number and manufacturer; source of property (tag type);
fund source (WIA or other WPWIB funds); an acquisition date and cost;
location, use, condition and date the information was reported; the date of
disposal; and a unique identification number (WIA tag issued by the board).
Under the Appendices section, go to page 15 for policy.

 Appropriate insurance for all assets will be maintained.

Payroll Controls: 

 Personnel files are maintained by the Executive Director. Changes in payroll
(salary) are board approved.

 Payroll is processed by the fiscal agent. All board employees are fiscal agent
employees and must adhere to fiscal agent’s employee guidelines.

 Prior to payroll being processed by the fiscal agent, all board staff must fill
out a timesheet and submit to the Executive Director for approval. With
signature, this timesheet is scanned and sent electronically to the fiscal agent’s
payroll department to process. For the Executive Director’s timesheet, the
board chairman or treasurer will review and sign prior to submission to the
fiscal agent.

 All board staff must keep track of their time for correct cost allocation of time
to the appropriate program. The cost allocation of staff time is submitted to
Executive Director along with timesheets.

 The fiscal agent sends to the Executive Director twice a month a payroll
register.

Disbursements: 
 All invoices received at the board office are stamped with the date received by

office staff and are directed to the Executive Director.
 The Executive Director must approve all invoices and expenditures prior to

submission to fiscal agent.
 Once the fiscal agent has disbursed payment, a month-end disbursement

report is sent to the Executive Director, along with copies of every check.
These checks are attached to the invoices and filed at the board office and a
retained accounting firm.

Petty Cash: 
 The board has opted not to have a petty cash fund.

Custody of Records: 
 Custody of Records Policy – Under the Appendices section, go to page 21.

Since the custody of records policy primarily deals with client files, the
following record retention schedule is adhere to as it pertains to fiscal
oversight:
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Business Record Retention Schedule Years 
Accounting and Fiscal 

 Accounts Payable Records 5 
 Accounts Receivable Records 5 
 Fiscal agents Audit Reports (as it pertains to the board) P 
 Form 990s P 
 Audit reports internal, by the state and DOL 5 
 Income statements and Reconciliations 5 
 Financial Statements P 
 Fixed Assets Records P 
 General Legers P 
 Invoices 5 
 Payroll records 5 
 Monthly Income/Expenditure Detail Report to the state 5 
 Cash Payment Schedule to the state 5 
 Program Year Closeout Report to the state 5 

Contracts with grantees (after completion of services) 5 
Personnel 

 Earnings Records 5 
 Employee Personnel Files 5 
 Employment applications 5 
 Insurance records P 
 Retirement plans P 
 Timesheets and cost allocations of time 5 
 Travel records 5 

Corporate 
 Budgets 5 
 Contracts (after expiration) 5 
 Correspondences general 5 
 Correspondences legal P 
 Insurance policies (after expiration) P 
 Inventories P 
 Leases (after expiration) P 
 Legal briefs P 
 Minutes P 

P = Permanently 
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WEST PIEDMONT WORKFORCE INVESTMENT BOARD 

Year-End Reporting and Close-Out Policy 

Effective Date: December 2, 2010 
Revision Date:  
Title: Year-End Reporting and Close-Out Policy 

Purpose: To establish guidelines on year-end reporting and closing out of grant awards 
at the end of each program year 

Policy: While WIA funds are available to the local area from a two-year allocation cycle, 
WPWIB grant recipients and/or sub-recipients are not eligible to carry over funds from 
one program year to the next. All fund balances are recaptured by the WPWIB and 
become part of the new annual budget process. 

The program year ends on June 30 on any given year. All grant recipients and/or sub-
recipients must submit to the WPWIB no later than 30 days after year-end (or by July 31) 
a final expenditure report (acknowledging all expenses for the month).  

Within 45 days of year-end (or by August 15), all grant recipients and/or sub-recipients 
must submit to the WPWIB their requests for reimbursements. 

This timeline will give WPWIB staff adequate time to close out the program year with 
the state. The state has to close out with DOL by September 30 of each year. 

In extenuating circumstances, grant recipients and/or sub-recipients who fail to meet this 
timeline shall come before the WPWIB’s Finance Committee to explain and to request 
approval for reimbursement. Prior to this occurring, the expenditure will be considered 
disallowed. WPWIB staff shall not have the authority to approve these extenuating 
circumstances regardless of the amount. 
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WEST PIEDMONT WORKFORCE INVESTMENT BOARD 

Salary and Bonus Policy 

Effective Date: December 21, 2010 
Revision Date:  
Title: Confidentiality Policy 

WIA Title I funds awarded to and by the WPWIB are subject to Section 7013 of Public Law 109-
234 limiting salary and bonus compensation for individuals. The limitation for combined of 
salary and any bonuses cannot exceed the compensation for a federal Executive II position. The 
current level for 2010 is $179,700; however, this amount is adjusted each year and should be 
verified annually by the WPWIB’s Finance Committee during its annual budget vetting process at 
www.opm.gov under the Executive Schedule table at the “View Salaries” section of the website. 

A bonus is defined as money or something of value given to an employee in addition to the 
employee’s hourly wage or salary, in recognition of a notable or exceptional accomplishment. 
Fringe benefits are not considered bonuses. Although a payment may be titled an incentive 
payment, discretionary compensation, or some other name, any of these types of payments is 
considered a bonus. 

Salary Increases: If it is the intent of the grant recipients and/or sub-recipients to give annual 
cost of living increases to employees, this must be identified in any proposal submitted for the 
WPWIB’s consideration prior to contract negotiations. Support documentation must accompany 
this intention (i.e., a board policy). If an increase is more random, a record of board action on the 
approval to request salary increases must be provided the Finance Committee prior to 
administering the increase as part of the WPWIB’s annual budget process. The WPWIB shall 
have final authority to determine if WPWIB-funds salary increases can be included in the final 
approved budget. 

Bonuses: If it is the intent of the grant recipients and/or sub-recipients to award bonuses, a 
process to give such an award should be highlighted and supported in the proposal submitted for 
the WPWIB’s consideration prior to contract negotiations as mentioned above under “Salary 
Increases.” At minimum, the grant recipient and/or sub recipients will need to provide the 
Finance Committee with the following prior to awarding bonuses: 

1. An explanation of what behaviors and/or outcomes will be rewarded by an employee
bonus;  

2. An explanation of how it is anticipated that any proposed employee bonus system will
impact the organization’s performance during the affected period; and  

3. Any limiting considerations such as frequency, maximum amount and the process for
initiating bonuses. 

Any grant recipient and/or sub-recipient who do not adhere to this policy will be deemed out of 
compliance; and the expenditure will be deemed a disallowed cost. 
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WEST PIEDMONT WORKFORCE INVESTMENT BOARD 

Public Procurement Policy and Procedures 

Effective Date: August 18, 2008 
Revision Date:  
Title: Public Procurement Policy and Procedures 

Purpose: To ensure that all public procurement acquisitions, including “fee for services,” 
follow the Virginia Public Procurement Act and that the appropriate WPWIB staff are 
knowledgeable of the Virginia procurement laws and are responsible for monitoring all 
contractual obligations. 

References:  Virginia Public Procurement Act 
20 CFR Subpart B – Administrative Rules, Costs and Limitations 
Sec.667.200 – What general fiscal and administrative rules apply to the 
use of WIA Title I funds? 

Policy and Procedures: The WPWIB must follow Pittsylvania County’s public 
procurement procedures for all acquisitions of products and services, including “fee for 
services,” and adhere to the expertise of its centralized purchasing operation. 

Types of solicitation: 
 $1 - $1,000 – With guidance from Pittsylvania County’s Central Purchasing

Department, WPWIB staff will seek phone or written quotes; however, purchases 
may be made without quotes if any of the following apply (the cost of the items(s) 
to be purchase is the lowest of the suppliers’ current price lists on file; that it is 
known that all competitors have the same price for the items to be purchased; that 
the purchase is on a previous bid or quotation or a part thereof obtained within six 
months prior to the proposed purchase). 

 $1,000 - $10,000 – all purchases are made in the open market for a minimum of
10 days. On behalf of the WPWIB, the Central Purchasing Department will seek 
written or phone quotes from prospective vendors. A minimum of two vendors is 
required; if available, but three or more is preferred. 

 Over $10,000 – Sealed bids are required. On behalf of the WPWIB, the Central
Purchasing Department will solicit sealed bids from prospective bidders by 
sending vendors copies of bid specifications (Request for Proposals) and possibly 
bid forms. Request for Proposals will be posted at Pittsylvania County’s 
Administrative Office, website and in local newspaper for at least five days before 
the final date for submitting bids. RFPs also will be posted on the WPWIB’s 
website. RFPs will remain open for a minimum of 10 days. 

Monitoring: 
The WPWIB’s Executive Director is responsible for monitoring contractual obligations, 
including but not limited to the length of the contract and financial agreements. In the 
absence of the Executive Director, the Project Administrator will have this responsibility. 
If for whatever reason, both positions are vacant, the Fiscal Agent will assume this 
responsibility on behalf of the WPWIB. The WPWIB’s accountants will assist by double 
checking all expenditures and reimbursements.  
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WEST PIEDMONT WORKFORCE INVESTMENT BOARD 

Custody of Records Policy 

Effective Date: August 15, 2011 
Revision Date:  
Title: Custody of Records Policy 

File Transfer from Contractors to the Board: 
 The contractor must provide a list indicating all active participants by full name, program and

location. 
 The contractor must provide a list indicating the inactive participants by full name, program and

location. 
 The contractor must provide an updated VOS Client Listing Report that indicates all the

participants who should be active in the program at the time of the transfer. 
 The contractor must indicate in writing an explanation of any missing files.
 A chain of custody document must be completed indicating the date of transfer, the recipient

entity and any problems incurred during the transfer, i.e., missing files.  Have the chain of
custody signed by all parties representing the contractor and the board.

 The contractor will retain the signed original chain of custody document with a copy going to
the board.

Once participants have exited the program and follow up has concluded (fourth quarter after 
exit), participants’ files will be stored at the board office for the required three years (for state 
and federal auditing purposes). When these files are transferred (or handed over) to the board, 
the steps mentioned above must be followed. 

After the required three years have lapsed, the board is responsible for shredding these files. 

File Transfers from the Board to Contractors: 
 The board must provide a list of all the participant files that will be transferred to the contractor.
 The board must print out and provide a current client listing report with all active participants as

of the date of transfer and give the contractor a copy.
 The client listing report will be compared with the actual files to be transferred and any missing

files or unaccounted for files should be indicated on the chain of custody report.
 Complete the chain of custody document indicating the date of transfer, the recipient, the

number of files being transferred and an explanation for any missing or unaccounted for files.
 The chain of custody must be signed by the board and recipient contractor with the board

retaining the original and a copy going to the contractor.

Other: 
 All official files of the Board and board-related program files will be maintained at the board

office for three years.
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