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Report of Independent Accountant on Applying the Enterprise Zone
Job Creation Grant Agreed-Upon Procedures


(Insert Applicant Name) and the Virginia Department of Housing and Community Development

[bookmark: Text2][bookmark: Text3]We have performed the procedures enumerated below which were agreed upon by (Insert Applicant Name) and the Virginia Department of Housing and Community Development, to assist you in evaluating the Virginia Enterprise Zone Job Creation Grant Qualification Form (EZ-JCG) and the additional required information of (Insert Applicant Name) prepared in accordance with the Job Creation Grant Instruction Manual for the 2015 grant year cycle. 

[bookmark: Text4]The management of (Insert Applicant Name) is responsible for accuracy of the Enterprise Zone Job Creation Grant Qualification Form (EZ-JCG) and additional required information. This Agreed-Upon Procedures engagement was conducted in accordance with attestation standards established by the American Institute of Certified Public Accountants. The sufficiency of these procedures is solely the responsibility of those parties specified in this report.  Consequently, we make no representation regarding the sufficiency of the procedures described below either for the purpose for which this report has been requested or for any other purpose. 

Our procedures, and the results of those procedures, follow this report.

We were not engaged to, and did not, conduct an examination or review of the Virginia Enterprise Zone Job Creation Grant Qualification Form and additional required information, the objective of which would be the expression of an opinion. Accordingly, we do not express such an opinion.  If we had performed additional procedures, other matters may have come to our attention that would have been reported to you.

[bookmark: Text5]This report is intended for the use of (Insert Applicant Name) and the Virginia Department of Housing and Community Development, and should not be used by those who have not agreed to the procedures and taken responsibility for the sufficiency of the procedures for their purposes.


Signature _________________________________


[bookmark: Text7]City, State

Date
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JOB CREATION GRANT AGREED-UPON PROCEDURES AND FINDINGS
[bookmark: _Toc154475947][bookmark: _Toc154477547][bookmark: _Toc187376703]
Procedure 1:  Attestation Regarding Prohibited Positions 
The CPA will review that the NAICS code listed on the Form EZ-JCG (Part I, line 5) to determine that the NAICS code listed on the Form EZ-JCG is one other than NAICS 441-454; 722 or 812.

Findings:
[bookmark: Text9]
(Insert Procedure 1 Findings)


Procedure 2:  Attestation of Permanent Full Time Positions on JCG or JCG HUA Worksheet
The CPA will follow the sampling procedure explained below to review employment documentation and the JCG/JCG-HUA Worksheet for Employees Filling Permanent Full-Time Positions (EF- PFTPs) during the base year and/or grant year. The CPA will report the applicable sampling procedure he/she followed in establishing a sample of permanent full time positions:  
Firms with 100 or fewer Employees Filling Permanent Full-Time Positions (EF-PFTPs)
The CPA will review a random sample of the documentation of 20 EF-PFTPs on the worksheet and reconcile the start/end work dates for such employees with the information provided on payroll records using the random sampling techniques established below.  If there are 20 or less EF-PFTPs, the documentation and worksheet calculations for all employees will be reviewed. 
Firms with More than 100 Employees Filling Permanent Full-Time Positions (EF-PFTPs)
The CPA will reconcile the start/end work dates for such employees with the information provided on payroll records using the random sampling techniques established below.
Random Sampling
The CPA will review a random sampling of the information A-C (on the following pages) for the greater of 20 or 20 percent of employees listed on the worksheet based on the above criteria. The random sampling will be based on the use of a table of random numbers. The CPA will first assign each employee listed on the JCG Worksheet a unique identification number. Then, the CPA will select cases for the 20 or 20 percent sample when their identification number corresponds to the number chosen from the table. The CPA will indicate in Column B of the JCG Worksheet which employees have been selected to be sampled. The CPA will stop selecting cases when they have reached the desired sample size. If an identification number is selected more than once, the CPA will ignore the repeats. 
Non-reconcilable errors
Should the CPA find any non-reconcilable errors (any unexplained difference between information on the documentation provided and what is entered on the Worksheet) in the sample population, the CPA should repeatedly select another 20 position or 20 percent sample from the original population until the subsequent sample produces no non-reconcilable errors. The CPA shall submit by name any non-reconcilable errors found during this procedure in the attestation report. If the client chooses to revise the Worksheet and application to remove the non-reconcilable item(s), the CPA shall verify that the revised Worksheet has omitted the non-reconcilable item(s) and that there are no resulting changes from the original Worksheet.


Findings:

(Insert Procedure 2 Findings)


Procedure 3: Attestation of Required Documentation
Using the applicable sampling technique as indicated in Procedure 2, the CPA will compare the JCG/JCG-HUA Worksheet for base and grant year employment information listed on the Worksheet to the required documentation (I-9, first payroll, last payroll for base year and/or grant year, and health benefits enrollment information) provided by the company. In the case of a business in a qualification year other than its first year, the sample should only include the grant year information. The base year employment should only be sampled in the first grant year along with grant year employment. The CPA will report any missing documentation and any discrepancies between the employment documents and the JCG/JCG-HUA Worksheet.  

A. I-9:  The CPA will review the sample population’s I-9s, to determine the base year and/or grant year employee’s name, social security number, address, and start date of employment.  In cases where the I-9 was signed prior to the actual hire date (for example, required as part of the job application), the CPA will review the I-9 in conjunction with the supporting employee payroll documentation and attest to the hire date of the employee.  

[bookmark: Text11]Findings:

(Insert Procedure 3A Findings)


B. Payroll records for base year and/or grant year employees: The CPA will complete the following procedures:

1. Compare the employee’s name and employee number (where assigned) with the information included on the Worksheet.
2. Review records to attest that the first and last work date for each employee within base year and/or grant year correspond to those dates listed for the employee on the Worksheet.
3. Compare the wage rates as indicated on the first and last payroll records for those sampled employees who worked in the grant year (i.e. net new employees) with the specific wage rates listed in column O of the JCG Worksheet and report any differences. If an employee received raises (or a decrease in pay) during the grant year, the employee MUST be listed on a separate line for each wage fluctuation. DO NOT use their average wage rate OR ending wage rate. The CPA will review the Worksheet to verify that employees with wage fluctuations during the grant year have been listed in the spreadsheet as many times as payroll records show wage fluctuations. If an employee’s grant year wage rate is $14.50 or more, any subsequent raises would not need to be recorded on the spreadsheet as any increase over $14.50 will not impact the calculation of the grant amount.  
4. For sampled employees with information in column(s) P, Q, and/or R, the CPA will review the employment documentation to determine that the employees reflected on the Worksheet are permanent and full-time. 
5. If the sampled employee’s wage rate was converted from salary to hourly, the CPA will test the calculation by dividing the annual salary, inclusive of shift premiums and commissions by 1,820 hours.    

[bookmark: Text12]Findings:
	
(Insert Procedure 3B Findings)



C. [bookmark: _Toc187376705]Health benefits Enrollment: The CPA will review the signed health benefits enrollment agreements and then compare insurance coverage materials indicating employer contribution to payroll documents indicating employee contribution. The CPA should compare the individual employee information on these documents to the information presented in Column N indicating they were offered/received health benefits and for which wages are listed in Column O (as such employees are net new over the base year employment), and report on these findings. The CPA should report all instances of qualified grant positions contributing more than 50% of the cost of the health insurance premium.  

1. Employees Declining Medical Coverage: For employees filling grant-eligible PFTPs that have declined health insurance coverage, the CPA will review the employee’s signed waiver of health benefits. For firms that self-insure their employees’ medical claims, a copy of the firm’s policy signed by the EF-PFTP (with wages listed in Column O) is acceptable documentation. 

[bookmark: Text13]Findings:

(Insert Procedure 3C Findings)
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Procedure 4:  Attestation of Grant Eligible Positions Meeting Wage/Health Benefit Requirements
The CPA will review the qualification information on Part II of Form EZ-JCG and compare whether the information entered on Part II, Lines 4 A-B and Lines 5 E-F corresponds with the auto-calculated values in the following cells of second sheet of the Worksheet:  B3, B4, B5, and B6 (respectively) and indicate any discrepancies in the Attestation Report.

Findings:
[bookmark: Text14]
(Insert Procedure 4 Findings)
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