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OAHU WORKFORCE DEVELOPMENT BOARD
WORKFORCE INNOVATION AND OPPORTUNITY ACT
POLICY #18-25

SUBJECT: POLICY ON RECORDS RETENTION AND ACCESS TO RECORDS

PURPOSE:

The purpose of this policy is to communicate the requirements for records retention and access to
records applicable to all entities receiving funds under Title I of WIOA from the State of Hawaii.

BACKGROUND:

All entities will comply with the following requirements:

a. 2 CFR Part 200, Uniform Administrative Requirements, Cost Principles, and Audit
Requirements for Federal Awards; Final Rule

b. Title I of the Workforce Innovation and Opportunity Act (WIOA) of 2014, Section
185

POLICY:

OWDB and any subrecipients/subgrantees must retain all WIOA grant documents including
program activity and financial records, supporting documents, participant files, statistical records
and all other records pertinent to the grant sufficient to permit the preparation of required reports
and the tracing of funds to validate the lawful expenditure of funds. Subject to the guidelines
listed below, the minimum retention period for WIOA documents is documents is three years
from the date of submission of the contract closeout documents and final expenditure report to
the State.

GUIDELINES ON RECORDS RETENTION:



e Ifany litigation, claim or audit is started before the expiration of the three-year
retention period, the records must be retained until all litigation, claims or audit
findings involving the records have been resolved and final action taken.

e Ifany program or financial monitoring is started before the expiration of the three-
year retention period, the records must be retained until all findings involving the
records have been resolved and final action taken.

e [f the subrecipient/subgrantee is notified in writing by the OWDB, State, USDOL,
federal cognizant agency for audit or indirect costts, or federal oversight agency for
audit, the three-year retention period must be extended until all issues have been
resolved and final action taken.

e If equipment was acquired with WIOA funds or transferred for use in the WIOA
program, all pertinent records must be retained for three years after final disposition
of the equipment with approval from the State.

e If program income is earned, the pertinent records must be retained for three years
from the end of the subrecipient's/subgrantee's fiscal year in which the program
income is earned.

e Ifindirect cost rate proposals and cost allocation plans are required to be submitted
for negotiation to the subrecipient's/subgrantee's federal cognizant agency or the
State, all documents pertinent to the indirect cost rate computations or proposals, cost
allocation plans, supporting documents and similar computations of chargeback rates
must be retained for three years starting from the date of such submission.

e Ifindirect cost rate computations and cost allocation plans are not required to be
submitted for negotiation to the subrecipient's/subgrantee's federal cognizant agency
or the State, all documents pertinent to the indirect cost rate computations, cost
allocation plans, supporting documents and similar computations of chargeback rates
must be retained for three years starting from the end of the fiscal year covered by the
rate or plan.

GENERAL POLICY FOR ACCESS TO RECORDS:

The OWDB, State, USDOL, Inspectors General, and Comptroller of the United States, or any of
their authorized representatives, must have the right to access to any documents, papers, or other
records of the subrecipient/subgrantee which are pertinent to the WIOA grant, in order to make
audits, examinations, excerpts, and transcripts. The right also includes timely and reasonable
access to agency personnel for the purpose of interview and discussion related to such
documents.

The right of access are not limited to the period of records retention but last as long as the
records are retained.

ACTION:

This policy is effective immediately and remains in effect until such time that amendments to



this policy are made or a new policy is issued.

REFERENCES:

e 2 CFR Part 200.333-337, Uniform Administrative Requirements, Cost Principles, and
Audit Requirements for Federal Awards, Final Rule

e Title I of the Workforce Innovations and Opportunity Act (WIOA) of 2014, Section
185

INQUIRIES:

For inquiries regarding this policy, please contact Harrison Kuranishi, Executive Director, Oahu
Workforce Development Board at 808-768-7790 or h.kuranishi @honolulu.gov.
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Harrison Kuranishi
Executive Director

OWDB WIOA Title I Program documents are 100 percent funded by the U.S. Department of Labor through awards totaling $448,563.00.





