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PURPOSE:  To document the Office of Workforce Opportunity (OWO) policies and procedures for 
developing and submitting Expense and Accrual Reports to the Department of Labor.  

 
 
POLICY: It is the policy of the OWO to comply with US Department of Labor (US DOL) 
Employment and Training Administrations regulation 29 CFR 97 Uniform Administrative 
Requirements for Grants and Cooperative Agreements to State and Local Governments, Financial 
Reporting; and OMB Circular CFR 200.97, 200.327 A-102 Grants and Cooperative Agreements with 
State and Local Governments.   

PROCESS PROCEDURES: 
 

Definition of Accruals:  Per CFR 97.3 guidance for sub-recipients of federal funds, accrued 
expenditures are defined as the charges incurred by the grantee during a given period requiring the 
provision of funds for-- (1) Goods and other tangible property received; (2) Services performed by 
employees, contractors, sub-recipients, and other payees; and (3) Other amounts becoming owed 
under programs for which current services have been provided.  
These expenses are recorded on the OWO Federal Grant Tracking Spreadsheet at the end of each 
quarter, along with subcontractor reported accrued expenses.  
The expenses could include but are not limited to:  training already incurred and invoiced, accrued 
payroll expenses based on actual time performed, invoices for activities and supplies received that 
have yet to be paid, accounts payables, and contracts or service agreements that have been provided 
but have not yet been invoiced such as NH DoIT, NHRS and Accrued Audit and Accrued Indirect 
Costs. 
 
Steps for recording and reporting accruals:  

1. OWO primary accrual at the end of each quarter is salaries and benefits, this is calculated from 
the OWO_PR Dist.xls for the period.  The payroll days in the reporting quarter pay period are 
calculated on the spreadsheet and that amount is recorded as a payroll accrual for 9130 reporting 
purposes on the tracking sheet, and then after the 9130 is submitted that amount is reversed on the 
tracking sheet (with a positive of the same amount – and labeled reverse accrued payroll).  

2. OWO prepares accrued expenses for administrative expenses as well on the accrual tab in the 
OWO_PR Dist.xls sheet – based on the % allocation for the payroll period.  The accrued expenses 
reported on the NH First System DTR, or expenses not yet posted to the system DTR, or 1/12 of 
the budgeted NHRS, NH DoIT expenses are reported on the tracking sheet for the 9130 and 
reversed as is the payroll accrual above.   

3. Program expenditures are reported as accruals on the Federal Grant Tracking sheet if they have 
not posted to the NH First DTR, and Program reported Accruals are reported as accruals on the 
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Federal Grant Tracking sheet.  This information feeds into the local amounts which are reported 
on the 9130.  The program reported accruals are reversed, however the unposted invoices remain 
on the accrual portion of the tracking sheet until they are posted and then they are moved up 
above and drawn (usually the following months draw).  

4. The accrual documentation from the tracking sheet is attached to the 9130 printout for each 
award.   
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ALLOCATION POLICY 

 
PURPOSE: To transmit the Office of Workforce Opportunity’s (OWO) policies and 
procedures for funding allocation for Title I programs. 
 
BACKGROUND:   
 
The US Department of Labor awards states annual allocations by formula for Title I 
programs – Adult, Dislocated Worker, and Youth, and the states, in turn, distribute by 
formula the funding to the State contractors for the three funding sources for execution of 
employment and training services. 
 
POLICY:  The Office of Workforce Opportunity will distribute the local training funds to 
established contractors of Title I services based on the funding provided by the annual 
Notice of Obligation (NOO).  OWO will maintain at the state level the training funds 
necessary for shared programs costs (i.e. PACIA, E-Teams).   
 
When fully funded, WIOA Dislocated Worker grant funds are distributed as follows: 

• 60% to local workforce areas (no less) 
• 25% for Rapid Response activities (up to) 
• 15% for statewide activities 

In addition, for youth programs, a minimum of 75% of all funds must be expended for Out-of-
School Youth; and a minimum of 20% of youth contractor funds for work-based learning.   

Contractors are required to offer summer youth employment opportunities that link academic and 
occupational learning as part of the menu of services required by WIOA.   The summer youth 
employment activity is not a stand-alone program.  WIOA Youth contractors must integrate a 
youth’s participation in summer employment into a comprehensive strategy for adding the 
youth’s employment and training needs.   Youth participating in any WIOA funded element must 
be provided with a minimum of twelve months of follow-up.   

When a youth is enrolled as an out-of-school youth, he/she maintains that designation regardless 
of any new enrollment in education, until the youth is exited from the WIOA participation. 
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PROCEDURES: 
• Allowable WIOA Costs and Expenditures:   In general, to be an allowable WIOA 

expenditure, a cost must meet the following principles: 
o Be necessary and reasonable for the performance of the award 
o Be allocable to the grant 
o Be authorized and not prohibited under federal, state or local laws or regulations 
o Receive consistent treatment by the sub-recipient 
o Not be used to meet federal matching 
o Be adequately documented 
o Conform to federal Employment and Training Administration grant exclusions 

and limitations. 
• Expenditures of WIOA funds are allowable only for those activities permitted by the 

WIOA guidelines or federal regulations.   

• Title I Contractors must have system for tracking accrual and actual expenditures against 
the annual line-item budget approved by OWO for each year covered within this 
agreement.  

• Title I Contractors do not have authority to expend funds beyond those that are allocated 
for each Program Year unless a contract modification permits such action.  

• Title I Contractors do not have authority to roll-over funds from one program year into 
another, unless otherwise approved by OWO through a written modification of this 
agreement.  

• Title I Contractors Administrative funds shall not exceed 10% of expenditures.  
Administrative Costs are those costs associated with performing the activities or 
functions that are not related to the direct provision of WIOA services. 

o Accounting, financial, case management, budget activities, procurement, 
personnel, payroll, property management, audit, and general legal services 
functions are administrative in nature, as are coordinating the resolution of 
findings arising from audits, reviews, investigations, an incident reports and 
developing systems and procedures, including information systems, required for 
those administrative functions. 

o Oversight and monitoring activities are classified depending on whether the 
activity being monitored is administrative or programmatic in nature. 

o The costs of supplies and equipment used for administrative functions or activities 
and the cost of staff that perform and/or supervise administrative functions or 
activities are considered administrative costs.  

• The US Department of Labor, Employment and Training Administration, requires all 
grantees to report all financial transactions on a full accrual basis.  Accrued expenditures 
means the charges incurred by the grantee during a given period requiring the provision 
of funds for l) goods and other tangible property received; 2) services performed by 
employees, contractors, sub-grantees, subcontractors, and other payees; and 3) other 
amounting becoming owed under programs for which no current services or performance 
is required, such as annuities, insurance claims, and other benefit amounts.    In general 
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total accrued expenditures are costs incurred for goods and services regardless of whether 
the payment has been made.  

• For Title I Youth programs, a minimum of 75% of all funds must be expended for Out-
of-School Youth; and a minimum of 20% of youth contractor funds for work-based 
learning.  Contractors are required to offer summer youth employment opportunities that 
link academic and occupational learning as part of the menu of services required by 
WIOA.   The summer youth employment activity is not a stand-alone program.  WIOA 
Youth contractors must integrate a youth’s participation in summer employment into a 
comprehensive strategy for adding the youth’s employment and training needs.   Youth 
participating in any WIOA funded element must be provided with a minimum of twelve 
months of follow-up.  When a youth is enrolled as an out-of-school youth, he/she 
maintains that designation regardless of any new enrollment in education, until the youth 
is exited from the WIOA participation. 

 
 
ACTION: All staff must be knowledgeable of the contents of this policy. 
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PURPOSE:  To transmit the Office of Workforce Opportunity (OWO) policies and procedures for 
addressing, resolving and clearing audit findings, corrective action items, areas of concern or 
recommendations. 
 
POLICY: The Department of Administrative Services Bureau of Accounting provides centralized 
accounting services to state agencies and departments.  Bureau staff consists of a Federal Grants and Cost 
Allocation Administrator whose is responsible for management of the State’s annual Single Audit of 
Federal Financial Assistance Programs.  This includes: 

• Audit Process Oversight and Management 
• Preparing, Analyzing and Publishing the Schedule of Expenditures of Federal Awards 
• Audit findings follow up and reporting 
• Federal Collections & Reimbursement Arrangements 

 
Accordingly, NH BEA - OWO utilizes the services of the Bureau of Accounting for consultation and 
guidance in the resolution of audit findings as necessary.  
It is the policy of the OWO, under NH – BEA for the State of New Hampshire that OWO or any sub-
recipient (contractor) adhere to the Audit requirements for Federal Awards under OMB 2 CFR Part 
200 & 2 CFR Part 2900 (US DOL exceptions); Audit Resolution under section 200.511-.513 Audit 
findings follow-up. 
https://www.gpo.gov/fdsys/pkg/CFR-2015-title2-vol1/pdf/CFR-2015-title2-vol1-part200.pdf 

 
PROCEDURES: 

 
1. The business administrator position will work with the appropriate management personnel, as 
necessary, to coordinate each audit and will work with management personnel in developing responses to 
the report, as needed.   

2. Management will review any findings with auditors to determine underlying causes and 
recommendations. 

 3. Management has a responsibility to promptly evaluate reported audit findings/observations to 
determine action(s) best to resolve outstanding items,  and to assure completion of the actions within an 
established time frame (with DAS available as support as needed), (OMB guidelines site 30 days).  

4. Management establishes a documented corrective action plan.  

5. Management has a scheduled monitoring and evaluation of the effectiveness of the 
resolution/corrective action plan and along with responses to current year audit findings, maintain a 
summary schedule of prior year audit findings to include the status of audit findings and their resolution.  
Management shall describe reasons for any unresolved prior year audit findings and provide available 
documentation. 
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PURPOSE:  To provide timeline of transfer of federal funds and the payment of bills generated by 
WIOA (Workforce Innovation and Opportunity Act) to the Office of Workforce Opportunity (OWO) by 
sub-recipient, contractors or sub-grantee. These policies and procedures outline the standard for 
payment and allocation of payment for the Non-Federal entity (State of New Hampshire – BEA – 
OWO), Pass-through entity (State of New Hampshire – BEA – OWO) and the Sub-grantees or 
Contractors.   

 
 
POLICY: It is the policy of the OWO to follow the 2 CFR Part 200 Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards Final Rule (Uniform 
Guidance) and US Department of Labor (US DOL) Employment and Training Administrations 
regulation 29 CFR 97.21 where payment shall minimize the time elapsing between the transfer of 
funds and the disbursement by the grantee (OWO).  OWO, Sub-grantees and Contractors are aware of 
the availability of advances under 29 CFR 97.21 but at this time all choose to be reimbursed.  

 
PROCEDURES: 

 
1. Invoices are submitted to NH BEA – OWO from sub-recipients, sub-grantees or contractors on a 

monthly basis.  
 
a. Invoices are processed following the Accounts Payable Instructions.  
b. Instances were an invoice received by NH BEA – OWO is incorrect or needs further attention, 

it will be resolved before the sub-recipient, sub-grantee or contractor is reimbursed and prior to 
federal funds is drawn.  

 
2. NH BEA - OWO – processes Federal Draw monthly. 

 
a. See procedure – DRAW DOWN STEP Instructions. 
b. See Accrual Policy  
c. See policy COLLECTION OF FEDERAL FUNDS THROUGH SMARTLINK.  
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CONFLICT OF INTEREST POLICY 
    

1. Background:  The Workforce Innovation and Opportunity Act (“WIOA”) and the New 
Hampshire Revised Statutes Annotated require that the Office of Workforce Opportunity 
(BOARD) adopt standards for conflict of interest and self-dealing transactions. These 
rules (the Rules) have been adopted to implement these policy requirements. 

2. Definitions: For convenience, these Rules use a number of defined terms. Wherever you 
see the following terms in the Rules, set out with initial capital letters, they will have the 
following meanings. If capitalized terms aren’t defined below: 

2.1 The State Workforce Innovation Board (Board) is what these Rules refer to as a 
“Regulated Body”. So is any committee or subcommittee of the Board, or any other 
formal or informal body which from time to time performs tasks for the Board (or for the 
Board’s committees and subcommittees).  A Regulated Body is essentially a body whose 
work could conceivably give rise to Conflict of Interest concerns; including existing 
and/or new committee formed, or a small, informal working group that was organized by 
the chairperson of the Board for ad hoc tasks. 

2.2   “Members” are individuals whose participation in Board affairs could give rise to a 
Conflict of Interest. A person is a “Member” of a Regulated Body if she has been 
appointed to serve on that entity, however that appointment occurs. It doesn’t matter 
whether the person is voting or non-voting. Any Member or Associate Member of the 
Board falls into this category.  

Any person holding a proxy for a Member has in effect been deputized to act as a 
Member. Therefore, that proxy-holder is also automatically treated as a Member when 
he/she attends a Proceeding as a proxy-holder for an absent Member. 

2.3 Conflicts aren’t limited to situations in which a Member has a direct personal interest 
in a matter. It can also arise from participation in a matter by his family members, or by 
organizations with whom the Member has certain ties, where it would be natural to 
assume some favoritism could be shown. The Rules refer to those persons and 
organizations as “Member Affiliates”. 
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 A person is a “Member Affiliate” if he is part of the Member’s immediate family 
(grandparents, parents, children, grandchildren, spouse or in-laws). The term also 
includes any group, entity or organization (a) in which a Member (or one of his Member 
Affiliates) has a direct or indirect Financial Interest; or (b) for which a Member serves as 
an officer, director, trustee, employee, consultant, advisor or representative (paid or 
unpaid).  Example: If Mary is both a Member and a director of a for-profit company, the 
company is a Member Affiliate. Mary’s father-in-law falls into the same category, and so 
does the not-for-profit organization she sits on in her spare time. If Mary is merely a 
volunteer for the not-for-profit, then it is not a Member Affiliate because she is not in a 
policy-making position. 

Where a person holds a proxy for someone else, these tests will apply both to the grantor 
of the proxy and to the proxy-holder: In other words, if John holds a proxy for Mary, and 
Mary’s brother has a Financial Interest in a Transaction, then John should recuse himself 
in the session in which the Transaction is formally acted on. However, it is Mary’s 
responsibility to identify the Conflict of Interest, and to advise John of it so he can take 
the proper steps.  

2.4  The Rules are primarily concerned with undertakings that involve economic 
commitment or gain, and refer to those undertakings as “Transactions”. That term will 
include a proposed contract, process, delegation or other form of interaction between the 
Board and any third person, which provides or is likely to provide economic benefit to 
the third person and involves or is likely to involve economic cost to the Board.  

2.5  It would be unrealistic to prohibit a Member from participating in preliminary 
aspects of program development, shaping an RFP or identifying a list of qualified 
vendors simply because she (or her Member Affiliate) might eventually emerge as the 
successful bidder at a later stage. Instead, these Rules focus on assuring that the more 
sensitive aspects of the Board process are free of Conflicts of I Interest. 

A Member with a Conflict of Interest should not participate in or vote on any formal 
action by a Regulated Body that results either in approval of a Transaction with a specific 
party, or of the definitive economic terms on which it will be completed, and that 
Member should not be present when the final decision is taken. This kind of formal 
action (and the session or meeting at which it is undertaken) is referred to as a 
“Proceeding”, if the action results in a commitment by the Regulated Body to enter into 
the Transaction. A formal action that results in the adoption of specific economic terms 
and conditions on which the Transaction will subsequently be offered for procurement 
purposes also falls into the category of a Proceeding.  
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Using the example we started with in Section 2.3, if Mary is a Member of the Executive 
Committee, and the Executive Committee is to act on a Transaction between the Board 
and Mary’s not-for-profit organization, the session at which the formal vote is taken on 
economic terms or awarding the contract is a Proceeding, and the Rules will require Mary 
to recuse herself from voting on the Transaction. However, Mary could participate in 
earlier sessions in which the RFP is developed, even though she knows her organization 
will bid on it, and those earlier sessions are not considered Proceedings. 

2.6  When a Member is “recused,” then he or she is required to refrain from participating, 
voting upon or being present at the stage of a Proceeding when the Conflict of Interest 
Transaction is acted upon. He or she may be present at, participate and vote upon other 
matters presented during the Proceeding that do not involve consideration of the 
Transaction 

2.7   There are certain circumstances which could give rise to conflicts of interest for a 
Member, which involve a combination of factors. These circumstances are grouped under 
the concept of a “Conflict of Interest”. Where these circumstances exist, the Rules require 
that the Member follow a specific course of action. 

A Member of a Regulated Body has a “Conflict of Interest” when the Regulated Body 
has scheduled a Proceeding to consider a Transaction where any of the following is 
applicable: (a) the Member (or her Member Affiliate) presently has a direct or indirect 
Financial Interest in the Transaction; or (b) she (or her Member Affiliate) will - with the 
passage of time and nothing more - acquire a direct or indirect Financial Interest in that 
Transaction. This can occur, for instance, where a Member also is affiliated with an entity 
that knows that - once the Transaction is completed - it will be bidding for subcontracts 
from the entity which enters into the Transaction with the BOARD, and has actually 
prepared its bid package. 

Let’s use the example of Mary in Section 2.3. The reason Mary has to recuse herself is 
because she has a Conflict of Interest if she participates in a Proceeding which approves a 
contract which Mary’s not-for-profit is bidding on; the not-for-profit is Mary’s Member 
Affiliate, and has a definite Financial Interest in the Proceeding. The same is true of her 
for-profit company, of course. And if her father-in-law owned the company, Mary would 
still have a Conflict of Interest. That’s because one of her Member Affiliates owns the 
company. 

2.8   A “Financial Interest” in a Transaction is a key ingredient in a Conflict of 
Interest. A Member has a “Financial Interest” in a Transaction if the direct or indirect 
economic or pecuniary interests of the Member (or of her Member Affiliate) may be  
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affected in any material way by the outcome of the Transaction. It doesn’t matter how 
that economic or pecuniary interest may be designated. Economic or pecuniary interests 
can include (by way of example) equity interests, compensation, fees or stipends, stock 
options, royalties, loans and other income or participation rights that offer that person the 
prospect of financial return.  

Looking at the example in Section 2.3, Mary has a direct economic interest in the 
Transaction if her own company is involved in the Transaction. While she may not 
directly benefit from the contracts in the other two examples, her relationship with the 
not-for-profit and her family relationship with her father-in-law, raise concerns that she 
will not be even-handed in her judgment. Mary might have an indirect economic interest 
if she didn’t own shares of the company directly, but had a legal interest in a trust which 
did. 

2.9 Representatives of a State agency which have a Financial Interest in a given 
Transaction would be governed by the same ground rules. If that agency is a Member-
Affiliate of a Member (or of the Member’s proxy or delegate), then that Member (or 
proxy) could participate in the preparatory steps in assessing the Transaction, but should 
be recused from the final Proceedings on the Transaction.  

3. Existing Conflicts - General Rule:   

3.1    A Member is prohibited from being present at, participating in final discussions of 
or voting in a Proceeding where a Conflict of Interest Transaction is to be acted upon. 
When there is a Proceeding which will deal definitively with a Conflict Transaction, the 
conflicted Member should not participate in the discussion or vote at the Proceeding, and 
should withdraw from the session. The Regulated Body may declare itself in executive 
session to consider a Conflict Transaction, and the executive session will for these 
purposes be considered a separate Proceeding. Prior to the session at which final 
decisions are made, the Member may join in preliminary discussion and debate 
concerning the Conflict Transaction. At these prior sessions, he may vote on program 
design and specifications or on procedural or technical matters (for instance, scheduling 
of discussions) that have only an incidental bearing on the final economic terms of the 
Transaction. 

3.2  (a) Members who are employees of and who represent state agencies (and their 
proxies) have independent legal duties to act in a disinterested fashion in the public’s 
behalf when they are considering Conflict of Interest Transactions which do not involve 
their own agencies. Therefore, the “log-rolling” provisions of these Rules do not apply to 
them in those cases.  
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(b) There is a different Rule for Members who are not affiliated with state 
agencies. If such a Member had a Conflict Transaction approved by the BOARD within a 
given fiscal year, then if there is another Proceeding within the same fiscal year in which 
any other Member is recused for Conflict of Interest reasons, the first Member must 
recuse herself from the second Proceeding, too, even if she doesn’t have a Conflict of 
Interest in the second Proceeding. This is required to avoid the appearance of “log-
rolling” amongst Members – “you look out for my interests, and I’ll look out for yours.” 

 3.3  Please also refer to Section 6 of these Rules for additional restrictions which apply 
to “Charitable Trusts”. 

3A. Future Conflicts - General Rule:  Once a Member participates in a Proceeding 
concerning a Transaction, he cannot subsequently acquire any Financial Interest in that 
Transaction, and should take all reasonable steps to preclude his Member Affiliates from 
subsequently acquiring such a Financial Interest. If a Member discovers that his Member 
Affiliate has subsequently acquired such a Financial Interest, the Member must (i) 
immediately notify the Chairperson of the Board (and the chair of all other committees of 
the Board on which he or she sits) of that fact, in writing, (ii) provide all details of the 
Financial Interest known to the Member, and (iii) cooperate with the Chairperson in 
investigating the circumstances and - where possible - in taking remediation measures.  

4. Statement of Economic Interest:  State laws require individuals appointed to board or 
commissions to file a statement of financial disclosure.   Each Member of the Board 
appointed by the Governor of the State of New Hampshire receives notification regarding 
financial disclosure requirements and a financial disclosure form with their appoint letter, 
as is required to file the form with the NH Secretary of State’s Office within 14 days.   In 
addition, in the interest of maintaining full disclosure,  Board members may elect to file a 
statement of economic interest (sample statement attached) with the Board at any time.  
Such statements must include, at a minimum, the Member’s: 

4.1 current position(s) of employment; 

4.2 current position(s) as a paid director, officer, or agent of a corporation or similar 
entity; 

4.3    position(s) as officers, directors, trustees or executives with not-for-profit 
organizations which have done or are likely to do any business with the State 
agencies whose activities are within the scope of the Board’s responsibility. 

No disclosure need be made of the Member’s compensation, fees, or other specific 
financial information. All such statements shall be held in the strictest confidence by the 
Chairperson, and shall be subject to disclosure only as required by applicable law. 
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5. Voluntary Disclosure:   

5.1   Any Member with a potential or actual Conflict of Interest must disclose that fact 
to the Chairperson of the Board in writing as soon as the potential conflict is discovered 
and, in any event at least seven (7) days prior to the date for a Proceeding involving the 
Conflict Transaction. The disclosure and the Member’s absence from the Proceeding 
should be reflected in the minutes of the Proceeding, in accordance with applicable law. 
(A sample conflict of interest disclosure letter is attached.) 

5.2 If an unanticipated Conflict of Interest arises in the course of a Proceeding, the 
Member must verbally declare the Conflict of Interest and explain what it is, and the 
declaration must be clearly noted in the minutes.  

5.3 Each Member is responsible for determining whether any potential or actual 
Conflict of Interest exists or arise during his/her service on the Board. Members who 
discover after the fact that such a condition exists must immediately report the fact in 
writing to the Board Chairperson (and to the chair of any other Board committee on 
which the Member serves)..  

6. Charitable Trusts; Other Statutory Provisions.  

6.1 An entity identified as a  Charitable Trusts must file annual reports with the Division 
of Charitable Trusts of the State of New Hampshire. This statute imposes independent 
restrictions on the activities of charitable trusts and their trustees and directors. Amongst 
these restrictions are a requirement to publish notice of certain Conflict Transactions, that 
the Division of Charitable Trusts be advised in advance of certain Conflict Transaction, 
and that the Trust maintain records of all Conflict Transaction.  

6.2 There are other conflicts policies that may govern specific Board activities, in 
addition to these rules. One example is the conflict of interest rules set out in [the Federal 
Procurement Policy], which is applicable to awards of federally-funded contracts. In such 
circumstances, the strictest of the conflict policies will be applied. 

7. Justification for Conflict Transactions:  As a precondition to entering into a Conflict 
Transaction, all disinterested members of the Regulated Body must conclude that under 
all of the circumstances the Conflict Transaction is the best alternative available to the 
Board . The findings must make specific reference to the presence or absence of 
competitive bids, and should identify specific considerations which led it to enter into the 
Conflict Transaction, and to determine that the contract or purchase was adequately bid 
or negotiated, and that the terms of the contract or price of the purchaser are fair and 
reasonable to the Board. These findings must be reduced to writing.  
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8. Other Procedures:  The Board may adopt other procedures that serve to minimize the 
appearance of conflicts of interest. 

9. Technical Support: The Board will provide technical assistance to coordinate 
compliance with the Conflict of Interest standards, and to assist in answering questions 
and avoiding potential problems. All Members are urged to utilize this capability 
whenever there is even the most remote question concerning possible Conflicts of 
Interest. 

10. Amendment; Waiver:   

10.1 Any amendment or modification of these Rules must be approved by the vote of at 
least 3/4ths of the Members present of the Board, at a duly called meeting where a 
quorum of Members is present.  

  

Action:  

Chief Elected Officials and Board members should insure that all appropriate people in their 
respective areas have copies of this policy. 
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Conflict of Interest Attachment 1 

SAMPLE 

STATEMENT OF ECONOMIC INTERESTS 

 

I currently hold (or held in the last twelve months) the following positions of employment: 

 

I currently serve (or have served within the last twelve months) as a member, director officer or agent of 
or for the following corporations, partnerships, firms, associations, or other entities for which 
compensation other than per diem and expenses is paid: 

 

I currently serve (or have served in the last twelve months) as a member, director, trustee, officer or agent 
of or for the following not-for-profit organizations: 

 

I have made inquiry of each entity listed in response to item I, II, III above. The following describes any 
benefits or services that that entity has provided to the Board for any of its programs for a fee, or any 
benefits or services that the Board have provided to that entity for a fee, within the last five (5) program 
years: 

 

I am able to identify the following relationships between my Member Affiliates (or entities in which my 
Member Affiliates participate) and the Board which fall into the categories described in the preceding 
sentence:   

 

These statements are true and complete to the best of my knowledge. 

 

Date:__________________ Signed:___________________________ 

 

 Title:_____________________________ 

 

 

 



Original Effective Date: July 1, 2015 1 Policy Number: 2015-004 
Title of Policy: Conflict of Interest 
 

Conflict of Interest Attachment 2 

SAMPLE 

DISCLOSURE LETTER OF (POTENTIAL) CONFLICT OF INTEREST 

 

Office of Workforce Opportunity 
172 Pembroke Road 
Concord, New Hampshire 
Attention:  State Board Chair 
 

Dear Chair: 

This letter serves to notify you of a (potential) Conflict of Interest that I have with regard to a matter that 
will or may come before the Board for consideration. 

The matter at issue is … (Briefly describe the potential conflict in detail making sure to fully describe the 
(potential) conflict.) 

This information is provided in order to inform you of a (potential) Conflict of Interest, as is required by 
the Conflict of Interest Policy. I will keep all persons informed as to any changes in circumstances by 
written notification. I will comply with all applicable requirements of the Board and all applicable laws 
with regard to this situation. 

Please contact me at your earliest convenience in order to discuss this situation. 

Sincerely, 

 

(Signature) 

Board Member 

 

cc:  Board Members 
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PURPOSE: To provide guidance and instructions regarding cost principles applicable to 
federal grants. 

 
BACKGROUND: The OMB Uniform Guidance 2 CFR Part 200 Subpart E contains the 
Federal cost principles that define when and how costs can be charged to grants. The total cost 
of a grant program is comprised of the allowable direct costs incident to its performance, plus 
the allocable portion of allowable indirect costs, less applicable credits. 
 
20 CFR 683Subpart B-Administrative Rules, Costs and Limitations is part of the DOL-only 
rule containing additional fiscal regulations for recipients of funds under WIOA. 
 
WIOA grant terms also include restrictions on certain costs, such as consultant rate limitations, 
mileage reimbursement rates, and foreign travel. 
 
Both WIOA P.L. 128 and related regulations, and WIOA grant terms contain administrative 
cost limitations that limit OWO to spending no more than 5 percent of the annual allotment on 
administrative costs at the state level. 
 

 
POLICY:  

Allowability 
OWO shall apply the following general cost principles, as specified in the Uniform Guidance, 
to determine whether costs are allowable: 

A. Costs must be necessary and reasonable.   
Any cost charged to a grant must be deemed ordinary and necessary for the proper and 
efficient performance and administration of the grant. A grantee is required to exercise sound 
business practices, use arm’s-length bargaining procedures and pay market prices for 
comparable goods and services for the geographic area. 

B. Costs must conform to any limitations or exclusions set forth in the Uniform 
Guidance or in the Federal award as to types or amount of cost items. 
 
C. Costs must receive consistent treatment by a grantee. 
A cost may not be assigned to a grant as a direct cost if any other cost incurred for the same 
purpose in like circumstances has been allocated to the grant as an indirect cost. 

D. Costs must not be used to meet matching or cost-sharing requirements. 
A grantee may not use federally funded costs, whether direct or indirect, as match or to meet 
matching fund requirements of any other federally-financed program unless specifically 
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authorized by law. 

E. Costs must be adequately documented.   
A grantee must document all costs in a manner consistent with GAAP. Examples include 
retaining evidence of competitive bidding for services or supplies, adequate time records for 
employees who charge time against the grant, invoices, receipts, purchase orders, etc. 

  
Allocable/Classification 
OWO shall apply the following general cost principles to determine whether costs are 
allocable to a federal grant: 

A. Goods or services involved must be chargeable or assignable to that Federal award 
or cost objective in accordance with relative benefits received.   
A grantee may charge costs to the grant if those costs are incurred specifically for that grant; 
they benefit both the grant and other work of OWO, and can be reasonably distributed; and is 
necessary to OWO’s overall operation.  

B. Program or Administrative 
DOL-only rule at 20 CFR 683.15 outlines functions and activities that constitute the costs of 
administration subject to the administrative cost limitation. Administrative expenditures are 
associated with functions (such as accounting, payroll, audit etc.) which are not related to the 
direct provision of workforce investment services. 
 
C. Direct or Indirect 
Sections 200.412 to 200.413 of the Uniform Guidance outline classification of costs as direct 
or indirect. In general, direct costs are those costs that can be identified specifically with a 
particular cost objective, or that can be directly assigned to such activities relatively easily 
with a high degree of accuracy. Costs incurred for the same purpose in like circumstances 
must be treated consistently as either direct or indirect costs. 
 
Limitations 
OWO shall adhere to WIOA law and grant terms by spending no more than 5 percent of the 
annual allotment of WIOA funds at the state level on administrative costs. Flexibility is 
provided by allowing administrative funds from the three formula funding streams to be 
pooled and used together for administrative costs for any of the three programs. 
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Procedures: 
1. At the beginning of each program year, Director, in coordination with Fiscal 

Administrator, determines an annual plan that includes an overall budget for each grant 
and how costs will be allocated to those grants. 

2. For all direct program and administrative costs, the Fiscal Administrator notes on the 
invoice or other documentation the applicable federal grant to be charged in accordance 
with the annual plan. 

3. For all shared direct program costs, the Fiscal Administrator notes on the invoice or other 
documentation the allocation to specific federal grants. 

4. For all shared direct administrative costs, the Fiscal Administrator notes on the invoice or 
other documentation whether the costs benefit just WIOA federal programs, or all state 
and federal programs administered by OWO. 

5. As of July 1, 2017, OWO is part of the new State Dept. of Business and Economic Affairs. 
As a non-Federal entity that has never received a negotiated indirect cost rate, DBEA 
elects to charge the de minimis indirect cost rate of 10% of modified total direct costs to 
its federal grants. Each quarter, OWO calculates and charges WIOA grants indirect costs 
equal to 10% of MDTC (all state-level direct program and administrative costs) for that 
quarter. This charge represents OWO’s share of the central service agency costs included 
in the Statewide Cost Allocation Plan. 

6. The Director reviews all invoices/other documentation for all costs and initials approval of 
the cost allocation determination.  

7. Prior written approval from the DOL shall be requested for costs when OWO deems 
necessary to avoid subsequent disallowance, or when required for costs listed in 2 CFR 
200.407. 

8. In allocating costs to grants, consideration is made for the provisions in 2 CFR 200.420 
Selected Items of Cost.  
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ORIGINAL EFFECTIVE DATE: February 1, 2013  Updated 7/1/17  POLICY NUMBER: 2013-001 
  Federal Financial Reporting Policy and Procedure 
 

 
 
PURPOSE:  To transmit the Office of Workforce Opportunity (OWO) policies and procedures for 
developing and submitting 9130 Federal Financial Quarterly Reports. 

 
 
POLICY: It is the policy of the OWO to follow the US Department of Labor (US DOL) 
Employment and Training Administrations regulation 29 CFR 97.41 Uniform Administrative 
Requirements for Grants and Cooperative Agreements to State and Local Governments, Financial 
Reporting; and OMB Circular A-102 Grants and Cooperative Agreements with State and Local 
Governments.  US DOL regulations require the use of the 9130 Financial Report, the basis of which is 
accrual reporting.   

 
PROCEDURES: 

 
1. Paid expenses are entered on to Grant Tracking Spreadsheets during each monthly draw down.  

These spreadsheets are used to track all grant specific costs.   
 
2. Prior to submission of 9130 Quarterly Report, accrued expenses are recorded on Grant 
 Tracking Spreadsheets; from invoices, payroll spreadsheets or administrative spreadsheet.   

 
3. Grant Tracking Spreadsheets are used to develop 9130 Financial Quarterly Reports.  The Grant 

Tracking and payroll/administrative spreadsheets are printed out and attached to each respective 
quarterly report as back up.   

 
4. Within 45 days of the end of the quarter (being 3/31, 6/30, 9/30 or 12/31) the 9130 Federal 

Financial Quarterly Reports are entered into the US Department of Labor Grantee Reporting 
System. 

 
5. Submitted 9130 reports are printed and, along with back up, submitted to the OWO Director for 

review and signature. 
 
6. Upon approval by the OWO Director, the 9130 reports are filed in respective grant folders. 
 
7. After completing submission of 9130 Quarterly Reports, recorded accruals may be backed out 
 of the Grant Tracking Spreadsheet; or left as an expense, if immediately being drawn down. 

 



State of New Hampshire 
Bureau of Purchase & Property 

FIXED ASSETS INVENTORY POLICIES & GUIDELINES 
 
 
Statute RSA 21-I:11, VII and per Technical Assistance Procedures and Guidelines. 
 
Agencies are obligated, per the above, to provide the Bureau of Purchase & Property Fixed 
Assets Inventory Controller a complete and current physical inventory of the equipment 
under its jurisdiction.  This fixed assets report must be received in the Bureau of Purchase & 
Property by July 31 for the period ending June 30th. 
 
Definition of equipment for Fixed Asset reporting to the Bureau of Purchase & Property is 
anything with an original purchase price of $250.00 or more and a life expectancy of one 
year or more.  An agency may continue to track items that were previously tracked at the 
lower amount.  Any item that the agency determines to be at High Risk of Theft is advised to 
continue to track these items.  Any item that is removed from the fixed asset control system, 
that was previously listed, should be listed on a revised P-21 with the items being removed 
from tracking, and with the reason that they are still owned by the agency, but have been 
removed from tracking, and have the fixed asset total reduced by that amount. 
 
Software purchases which meet the above criteria must be tagged as a Fixed Asset.  The 
identification tag may be placed on the software package and indication noted as to 
which computer in which the software was loaded.  If there is no physical package to 
attach the tag to, it may be placed on the device where the software will permanently 
reside. 
 
When purchasing items from State or Federal Surplus Property, the original value attached to 
that item must be reported, not the price for which the state agency paid.  When an 
agency surplus’ any items, the original price must be deducted from the fixed asset system.  
The State does not depreciate any of its Fixed Assets. 
 
Equipment purchased for Vehicles, i.e., tool boxes, truck caps, etc, must be tagged and 
reported on the equipment fixed asset system if it meets the above criteria for a Fixed Asset. 
 
21-I:11 Division of Plant and Property Management 
VII. Maintaining a central inventory record of all state owned real property, physical plant 
and equipment, which record shall be made available to the comptroller to assist him in 
complying with accounting principles. In order to compile this record the director shall: 

(a) Advise each state agency how to establish and maintain a perpetual inventory 
record system for real property, whether rented or owned, physical plant and 
equipment; and  

(b) Require each state agency to report annually, in such form as prescribed by the 
director, an inventory of the real property, whether rented or owned, physical 
plant and equipment under its jurisdiction. The form of such report shall not be 
considered a rule subject to the provisions of RSA 541-A. 

 



 
The P-21, Monthly Equipment Adjustment Report should be submitted to the Bureau of 
Purchase and Property, attention Leo Sorel, Supervisor, Division of Plant and Property 
Management by the 15th of the following month for which the adjustment occurred.  All 
pertinent forms should also accompany the P-21 (such as a P-11, P-17, or P-18) as required.  
These forms should be submitted through Email on an Excel sheet (or PDF or word document) 
when possible. 
 
 
 
Year End Closing Inventory Management 
 
Complete (P-16) - Equipment Inventory and (P-21) - Monthly Equipment Adjustment Report 
at July 30, 2016, and forward to Leo Sorel, Supervisor, Division of Plant and Property 
Management. 
 
All State agencies are required to annually perform at least one inventory, which shall be 
completed by the end of each fiscal year in accordance with the following procedures: 
 

• One individual in each agency shall be delegated the responsibility of supervising the 
inventory to assure compliance with the requests of this section.  

• The results of the inventory shall be recorded on the P-16 Equipment Inventory form.  
• Any discrepancy shall be investigated by an independent person delegated by the 

agency business office who shall report the discrepancy on the Discrepancy Report, 
form P-18. The discrepancy must be reported using a P-21 Monthly Equipment 
Adjustment Report. 

 
The completed P-16 shall be forwarded to the Bureau of Purchase and Property by the end 
of each fiscal year along with any P-18 and P-21 completed during the inventory.  
 
Due to the retroactive change effective July 1, 2011 in the minimum amount for equipment 
to be tracked, (from $100.00 to $250.00) the agency may continue to track items that were 
previously tracked at the lower amount.  Any item that the agency determines to be at High 
Risk of Theft is advised to continue to track these items.  Any item that is removed from the 
inventory control system, that was previously listed, should be listed on a revised P-21 with the 
items being removed from tracking, and with the reason that they are still owned by the 
agency, but have been removed from tracking, and have the inventory total reduced by 
that amount.   
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OFFICE OF WORKFORCE OPPORTUNITY  
WIOA POLICY ISSUANCE – 2012-031 

Effective Date: July 1, 2012 
 

RESPONSIBILITIES FOR REPORTING INSTANCES FOR 
SUSPECTED FRAUD, PROGRAM ABUSE AND CRIMINAL CONDUCT 

 
 
Background:  US DOL TEGL 2-12 transmits procedures to be used by all Employment and 
Training Administration (ETA), and subsequently all Office of Workforce Opportunity (OWO) 
sub recipients and contractors, for reporting allegations of fraud, program abuse or criminal 
conduct involving grantees or other entities and sub recipients receiving Federal funds either 
directly or indirectly.  The deduction and prevention of fraud and abuse in programs authorized 
by the Department of Labor are the highest priority.  Therefore, systematic procedures for 
reporting instances of suspected or actual fraud, abuse or criminal conduct are vial.    This policy 
will provide the policy and procedures for reporting and investigating allegations of wrongdoing 
or misconduct to include allegations of suspected fraud, program abuse, and criminal conduct 
involving sub recipients of Federal Funds from Office of Workforce Opportunity and/or US 
Department of Labor, Employment and Training Administration. 
 
USDOL Policy: The attached Incident Report (IR) form, Office of Inspector General (OIG) I-
156, is the official form used for reporting allegations of criminal and other illegal or improper 
activities in OWO federal funded programs.  Allegations are reported to OWO (specifically 
Director) and to the OIG and, within ETA, to the Office of Financial and Administrative 
Management (OFAM) and the Office of Regional Management.  Incidents reporting using the IR 
form may involve allegations of fraud, misfeasance, nonfeasance or malfeasance, allegations 
involving misapplication of funds; allegations of gross mismanagement; allegations of 
employee/participant misconduct; and, other potential or suspected criminal actions. 
 
When the OIG receives an Incident Report, they determine whether the allegations have merit 
and, when appropriate, conduct or arrange for an investigation and/or audit.  If the OIG 
determines that the case does not have investigative or audit merit, the case is referral back to 
ETA for resolutions.   
 
Grant recipients must immediately document allegations, suspicions and complaints involving 
possible fraud, program abuse, and criminal misconduct using the Incident Report (IR form I-
156).  In addition, situations involving imminent health or safety concerns or the imminent loss 
of funds exceeding an amount larger than $50,000 are considered emergencies and must 
immediately be reported to the OIG and OFAM by telephone and followed up with a written 
report in the form of an IR, no later than one working day after the telephone report.    
 
Prohibition and Reprisals: No action will be taken against any complainant for disclosing 
information concerning criminal or improper activities or making a valid complaint to proper 
authorities.  Complainants may remain anonymous.  If a complainant considers that his/her 
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position will be compromised by reporting information through the IR system, s/he may send the 
report directly to the OIG or OFAM. 
 
Definitions:  These definitions are illustrative and are not intended to be either fully inclusive or 
restrictive. 
 

• Emergency:  A situation involving imminent health or safety concerns, or the imminent 
loss of funds exceeding an amount larger than $50,000. 

 
• Employee/Participant Misconduct: Actions occurring during or outside work hours that 

reflects negatively on the Department and/or  NH Department of Resources, Office of 
Workforce Opportunity or its mission including, but not limited to:  conflict of interest or 
the appearance of conflict of interest involving outside employment, business and 
professional activities; the receipt or giving of gifts, fees, entertainment, and favors; 
misuse of federal property; and, misuse of official information and such other activities as 
might adversely affect the confidence of the public in the integrity of the government as 
well as serious violations of Federal and state laws. 

 
• Fraud, Misfeasance, Nonfeasance, or Malfeasance:   Any alleged deliberate action 

which may be in violation of federal statutes and regulations.  This category includes, but 
is not limited to indications of bribery, forgery, extortion, embezzlement, theft of 
participant checks, kickbacks from participants or contractors, intentional payments to a 
contractor with the expectation of receiving services, payments to ghost enrollees, misuse 
of appropriated funds, and misrepresenting information if official reports. 

 
• Gross Mismanagement: Actions or situations arising out of management ineptitude or 

oversight and leading to a major violation of the legislative process, regulations, or 
contract/grant provisions.  Such actions or situations have the potential to severely 
hamper accomplishment of program goals, waste government resources, and jeopardize 
future support for a particular project.  This category includes, but is not limited to, in 
auditable records, unsupported costs, highly inaccurate fiscal reports or program reports, 
payroll discrepancies, payroll deductions not paid to the Internal Revenue Service, and 
lack of good internal control procedures.  

 
Incident Report (IR) (OIG I-156):   This is the primary form for reporting instances of fraud, 
misapplication of funds, gross mismanagement, and any other incidents of known or suspected 
criminal or other serious activities.   The OIG I-156 may also be used to provide interim and 
final reports. 
 
Misapplication of Funds:  Any alleged deliberate use of funds, assets or property not authorized 
or provided for by legislation or regulations, grants or contracts.  This category includes, but is 
not limited to nepotism, political patronage, and use of participants for political activity, 
ineligible enrollees, conflict of interest, and failure to report income from federal funds, violation 
of contract/grant procedures, and the use of federal funds for other than specified purposes.  An 
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incident report should be filed when there appears to be an intent to misapply funds rather than 
merely for a case of minor mismanagement. 
 
OIG Hotline:  The OIG operates this Hotline to receive and process allegations of fraud, waste, 
and abuse concerning grants, contracts, programs and operations.  The OIG also uses the Hotline 
to address allegations of criminal activity and serious misconduct involvement employees.  
Hotline complaints should be sent to the Director of the Office of Workforce Opportunity who 
will report the complaint to the Complaints Analysis Office, Office of Inspector General, 200 
Constitution Avenue, N.W., Room S-5506, Washington, DC 20210 or 1-800-347-3756 or 202-
693-6999 or emailed to hotline@oig.dol.gov.   The OIG hotline should not be used for resolving 
employee grievances, Equal Employment Opportunity complaints, labor disputes or other 
personnel concerns. 
 
OWO PROCEDURES AND REPORTING PROTOCAL  
Definitions: 
Complaint, for this directive only, means criminal complaint and noncriminal complaints 
accepted by USDOL as incidents, such as gross waste of funds, mismanagement and dangers to 
the public health and safety. 
 
Sub recipient, for this directive, means service delivery contractors and other recipients that 
receive WIOA funds directly from the State. 
 
Lower-tier sub recipient means a recipient that does not receive WIOA funds directly from the 
State. 
 
General:  
All sub recipients that receive WIOA funds shall promptly report to OIG and OWO all 
allegations of WIOA-related fraud, abuse, and other criminal activity.   
 
Each sub recipient shall establish appropriate internal program management procedures to 
prevent and detect fraud, abuse, and criminal activity.  These procedures must include a 
reporting process to ensure that OIG and OWO are notified immediately of any allegations of 
WIOA-related fraud, abuse, or criminal activity.  Internal management procedures must be in 
writing and include the designation of a person on the sub recipients' staff who will be 
responsible for such notifications. 
 
Lower-tier sub recipients will establish, document, and implement procedures to immediately 
notify the funding entity of any suspected or proven fraud, abuse, or other criminal activity 
involving WIOA-funded activities.  Funding entities must provide written notification to lower-
tier sub recipients regarding their responsibilities to be alert for instances of fraud, abuse, and 
criminal activity committed by staff, contractors, or program participants and to report all such 
instances to the funding entity, OIG and OWO immediately.   Proof of this notification must be 
maintained in the funding entity's files.   Sub recipients detecting the presence or appearance of 
fraud, abuse, or other criminal activity must obtain sufficient information to provide a clear, 
concise report of each incident.  Reports must include a statement of all facts, known at the 

mailto:hotline@oig.dol.gov
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time, as well as any known or estimated loss of WIOA funds resulting from the incident.  It 
is important that an initial report is made to OIG and OWO within one working day of the 
detection of the incident. The submission of an incident report should not be delayed even if all 
facts are not readily available.   Any facts subsequently developed by the sub recipient are to be 
forwarded in a supplemental incident report. 
 
The reporting procedures do not supersede the responsibility for sub recipients to safeguard 
WIOA funds by taking prompt and appropriate corrective action when any evidence of a 
violation of WIOA or its implementing regulations is found. 
 
Reporting:  
Within  one  workday  of  detection  or  discovery  of  information  alleging  fraud, abuse, or 
other criminal activity involving WIOA funds, a written incident report shall be prepared by the 
detecting entity.  The report must be submitted on the attached form or similar document 
containing the requested information. 
 

Submit the report to: 
 
Jacqueline Heuser, Director 
Business and Economic Affairs 
Office of Workforce Opportunity 
1 Eagle Square 
Concord, NH 03301 
Jacqueline.heuser@livefree.nh.gov  

 
 
And  to  the  OIG  at  their  Web  site   www.oig.dol.gov/hotnet1.htm,  by  telephone  at 
1-800-347-3756, by fax to (202) 693-5210, or by mail to: 
 

Office of Inspector General 
United States Department of Labor 
200 Constitution Avenue, N.W., Room S-5506 
Washington, D.C. 20210 

 
Allegations considered to be of an emergency nature may be reported by telephone to, the 
Compliance Resolution Unit Supervisor at (916) 653-3270 and by calling the OIG/DOL Hot 
Line at 1-800-347-3756 and followed immediately thereafter by a written incident report. 
 
The OWO will record any incident report it receives in the WIOA Incident Report System and  
forward the incident  report  to  DOL/ETA,  Region I,  within  one  working  day  of receipt.  
However, OWO may have to contact the reporting entity for clarification or additional details 
prior to forwarding it to Region I.  Concurrently with its transmittal of the incident report to 
Region I, OWO will, when applicable, notify the reporting entity to take appropriate action to 
recover misspent funds, or to contain its financial liability. 
 

mailto:Jacqueline.heuser@dred.state.nh.us
http://www.oig.dol.gov/hotnet1.htm
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Upon receipt, ETA Region I  will forward the incident report to DOL Regional OIG, 
New York.  Subsequently, Region I  will advise OWO of the action to be taken by DOL 
Regional OIG.  If OIG decides to investigate the incident, OWO will wait for OIG’s results  
 
before commencing the state-level formal resolution.  If OIG decides not to investigate  the  
incident,  OWO  will  request,  when  appropriate,  a  special  monitoring review or an 
investigation by the appropriate state entities.  Otherwise, OWO will require the sub recipient to 
submit its fact finding and local resolution. 
 
Whenever the entity reporting the allegation of an incident believes that immediate action 
to prevent further financial loss or other damage is necessary, or recovery of funds or property 
may be impeded if immediate action is not taken, the reporting entity has the responsibility to 
take any action it deems appropriate, including contacting the local law enforcement agency.  
Any immediate action taken or planned by the reporting entity must be reported to OWO when 
the incident report is submitted. 
 
Allegations  of  fraud,  abuse,  or  other  criminal  activity  in  WIOA-funded  programs 
may originate  from  sources  other  than  sub recipients.    Such  sources  may  include 
informants,  independent  auditors,  or  local  law  enforcement  agencies.    Whenever OWO 
receives an allegation from such source, O W O  will prepare an incident report and 
submit it to Region I , in accordance with this directive. In such a case, O W O  will, 
when appropriate, inform the subject sub recipient of the incident reported and advise the 
latter of the need to take certain action. 
 
During an investigation, based on a report of fraud or abuse, DOL OIG investigators or auditors 
may contact a sub recipient regarding an incident of which the sub recipient was not previously 
aware.   Upon learning of the incident from federal sources, the sub recipient  should  contact  
OWO  to  determine  whether  the  latter  is  aware  of  the incident.  If the sub recipient is not 
aware of the allegations but OWO is; then the latter will, when appropriate, inform the former 
of the specific allegations contained in the incident report. 
 
Action: Bring this directive to the attention of all affected staff. 
 
Inquiries: If you have any questions about the information contained in this directive, please 
contact, Jackie Heuser, Director OWO, at (603) 271-7275 
 
Attachment:  USDOL Reporting Instructions and Incident Report form 
  
Effective Time Period: July 1, 2012 - ongoing  
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OFFICE OF WORKFORCE OPPORTUNITY  
WIOA POLICY ISSUANCE – 2015-011 

Effective Date:  July 1, 2015  

 

WIOA Procurement Sole Source Contracting Policy  
 
 
Purpose: The Office of Workforce Opportunity (OWO) within the Business and Economic Affairs is the 
state entity for receipt of WIOA Funds for the State of New Hampshire.  Consistent with WIOA law and 
regulations, OMB Uniform Guidance Procurement Standards Sec. 200.317 (Procurements by states), and 
State of New Hampshire procurement requirements, the OWO is required to compete contractual 
requirements. The OWO shall follow the State of New Hampshire Procurement procedures found at www.nh.gov.org* . 
Federal and State rules are clear regarding the necessity to have open and free competition to satisfy grantee 
contractual requirements However, there are exceptions to the prime rule of competition. These exceptions 
result in “sole source” contracting.  To support sole source contracting OWO shall follow the processes 
outlined below. 
 
Policy:   OWO staff may make the initial determination that competition is not feasible (i.e., sole source is 
justified) if one or more of the following circumstances exists: 
 

1.   The item of service is available only from a single source  
2.  The public exigency or emergency for the requirement will not permit a delay resulting from a 

competitive solicitation. 
3.   After solicitation of a number of sources, competition is considered inadequate. 
 

The decision to submit a sole source contract for state approval must be approved by the OWO Director.  For 
contracts $10,000 or more, contracts are submitted to the NH Department of Administrative Services by the 
Commissioner of BEA for review and approval at the Governor and Council (G&C) public meeting, consistent with 
State policy and procedures.   
 
Process: Documentation reflecting actions taken and the position of the grantee is extremely important in order to 
establish an audit trail.  Therefore, in addition to the format and forms currently required by the State for G&C 
approval of all sole source contracts, OWO shall draft a sole source justification letter that at a minimum includes 
the required content applicable to the situation, as outlined in the Justification Non-Competitive Procurement Letter 
Checklist form (i.e., sole source checklist). A sole source letter signed by the OWO Director and the Commissioner 
of BEA, along with the soul source check list shall be included as an attachment to the official contract document for 
G&C approval.  
 

i
 The official version of NH Purchasing Rules is available on the state’s website at:  www.NH.Gov.org.   

Official State of New Hampshire Website http://www.nh.gov provides link to NH Laws, state agency websites and other state 
information. Current bids and proposals and bid awards can be found at http://www.admin.state.nh.us/purchasing; and staff may 
access information at http://sunspot.admin.state.nh.us/ for manual of procedures; state contracting and procurement. 
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Justification for Non-Competitive Procurement Checklist 
 

 SUGGESTED CONTENT FOR SOLE SOURCE JUSTIFICATION LETTER Check Comments 
1 A brief description of the program and the  

product or service being contracted has been provided 
  

2 Explanation of why it is necessary to contract non-
competitively, to include the following: 

  

 • Expertise of the contractor   
 • Management   
 • Knowledge of the program   
 • Responsiveness   
 • Expertise or experience of personnel   
 • Results of market survey determining competition 

availability (or if one was not conducted, why not?) 
  

3 Time Constraints:    
 • When contractual coverage is required, and why   
 • Impact on program if dates are not met (make 

sure to include the financial impact in dollars) 
  

 • How long it would take for another contractor to 
reach the same level of competence (equate in 
dollars, if desired) 

  

4 Uniqueness   
5 Any other points that should be covered to “sell the case.”   
6 Declaration that this action is in the “best interest” of the 

grantor agency and/or the Federal Government. 
  

 
 

Prepared by: ____________________________________________________________________________ 
Date: _____________________________________________ 
Approved by: ___________________________________________________________________________ 
Date: _____________________________________________ 
 
 
 
OWO Form 

Rev: 7-1-2015 
                                                           
 



State of New Hampshire 
Bureau of Purchase & Property 

FIXED ASSETS INVENTORY POLICIES & GUIDELINES 
 
 
Statute RSA 21-I:11, VII and per Technical Assistance Procedures and Guidelines. 
 
Agencies are obligated, per the above, to provide the Bureau of Purchase & Property Fixed 
Assets Inventory Controller a complete and current physical inventory of the equipment 
under its jurisdiction.  This inventory report must be received in the Bureau of Purchase & 
Property by July 31 for the period ending June 30th. 
 
Definition of equipment for Fixed Asset reporting to the Bureau of Purchase & Property is 
anything with an original purchase price of $250.00 or more and a life expectancy of one 
year or more.  An agency may continue to track items that were previously tracked at the 
lower amount.  Any item that the agency determines to be at High Risk of Theft is advised to 
continue to track these items.  Any item that is removed from the inventory control system, 
that was previously listed, should be listed on a revised P-21 with the items being removed 
from tracking, and with the reason that they are still owned by the agency, but have been 
removed from tracking, and have the inventory total reduced by that amount.   
 
Software purchases which meet the above criteria must be tagged as a Fixed Asset.  The 
identification tag may be placed on the software package and indication noted as to 
which computer in which the software was loaded. 
 
When purchasing items from State or Federal Surplus Property, the original value attached to 
that item must be reported, not the price for which the state agency paid.  When surplusing 
any items, the original price must be deducted from the inventory.  The State does not 
depreciate any of its Fixed Assets. 
 
Equipment purchased for Vehicles, i.e., tool boxes, truck caps, etc, must be tagged and 
reported on the equipment inventory if it meets the above criteria for a Fixed Asset. 
 
21-I:11 Division of Plant and Property Management 
VII. Maintaining a central inventory record of all state owned real property, physical plant 
and equipment, which record shall be made available to the comptroller to assist him in 
complying with accounting principles. In order to compile this record the director shall: 

(a) Advise each state agency how to establish and maintain a perpetual inventory 
record system for real property, whether rented or owned, physical plant and 
equipment; and  

(b) Require each state agency to report annually, in such form as prescribed by the 
director, an inventory of the real property, whether rented or owned, physical 
plant and equipment under its jurisdiction. The form of such report shall not be 
considered a rule subject to the provisions of RSA 541-A. 

 
 



The P-21, Monthly Equipment Adjustment Report should be submitted to the Bureau of 
Purchase and Property, attention Leo Sorel, Supervisor, Division of Plant and Property 
Management by the 15th of the following month for which the adjustment occurred.  All 
pertinent forms should also accompany the P-21 (such as a P-11, P-17, or P-18) as required.  
These forms should be submitted through Email on an Excel sheet (or PDF or word document) 
when possible. 
 
 
 
Year End Closing Inventory Management 
 
Complete (P-16) - Equipment Inventory and (P-21) - Monthly Equipment Adjustment Report 
at June 30, 2012, and forward to Leo Sorel, Supervisor, Division of Plant and Property 
Management. 
 
All State agencies are required to annually perform at least one inventory, which shall be 
completed by the end of each fiscal year in accordance with the following procedures: 
 

• One individual in each agency shall be delegated the responsibility of supervising the 
inventory to assure compliance with the requests of this section.  

• The results of the inventory shall be recorded on the P-16 Equipment Inventory form.  
• Any discrepancy shall be investigated by an independent person delegated by the 

agency business office who shall report the discrepancy on the Discrepancy Report, 
form P-18. The discrepancy must be reported using a P-21 Monthly Equipment 
Adjustment Report. 

 
The completed P-16 shall be forwarded to the Bureau of Purchase and Property by the end 
of each fiscal year along with any P-18 and P-21 completed during the inventory.  
 
Due to the retroactive change in the minimum amount for equipment to be tracked, (from 
$100.00 to $250.00) the agency may continue to track items that were previously tracked at 
the lower amount.  Any item that the agency determines to be at High Risk of Theft is 
advised to continue to track these items.  Any item that is removed from the inventory 
control system, that was previously listed, should be listed on a revised P-21 with the items 
being removed from tracking, and with the reason that they are still owned by the agency, 
but have been removed from tracking, and have the inventory total reduced by that 
amount.   
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