
SUBRECIPIENT FINANCIAL MONITORING CHECKLIST
	Grantee:
	_________________________________________
	Date:
	_____________

	Monitor(s):
	_________________________________________
	
	


INTERNAL FINANCIAL CONTROLS
	1.
	Does the subgrantee maintain a policy manual covering approval authority for financial transactions and guidelines for controlling expenditures (such as purchasing requirements and travel authorizations)?

Comments:___________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	2.
	If the subgrantee utilizes multiple funding sources, are the receipt and expenditure of program funds from each funding source identified separately?

Describe system for tracking funds from each funding source: __________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	3.
	Does the accounting system provide for accumulating and recording expenditures by grant and cost category as shown in the approved budget?

Comments:___________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	4.
	Does the subgrantee maintain sufficient records to document financial transactions, correspondence, contracts, etc.? 

Describe documentation that accompanied one or two sample transactions:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No


	5.
	Are duties separated so that no one individual has complete authority over an entire financial transaction?  

Describe  the process of handling disbursements, deposits, reconciliation, etc.:________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	6.
	Does the subgrantee generate program income?  

If yes, is it returned to the grantor or reused in accordance with the contract requirements? 

Describe sources of program income and reuse/return of funds: _________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes

Yes
	No

No

	7.
	Has any aspect of the subgrantee’s activities been audited by an independent auditor within the past two years?

Date of last audit: _______________

Audit Firm:____________________

Period Covered: ________________
	Yes
	No

	8.
	Was the audit made in accordance with OMB Circular A-133?  

Attach auditor opinion letter and all other management letters.
	Yes
	No

	9.
	Have recommendations from the audit been implemented?  If no, why?

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________
	Yes
	No

	10.
	Has subgrantee filed IRS returns, state annual report, and other paperwork required to maintain 501(c)(3) status?

Comments: __________________________________________________

________________________________________________________________________________________________________________________
	Yes
	No


	11.
	Does subgrantee have written conflict of interest policy consistent with City and federal standards?

Comments: __________________________________________________

____________________________________________________________
	Yes
	No


PAYROLL
	1.
	Are written travel, leave, and other personnel policies maintained covering job descriptions, hiring procedures, promotions, dismissals, etc.?

Comments: __________________________________________________

______________________________________________________________________________________________________________________
	Yes
	No

	2.
	Are time sheets, delineating each major project or activity, available for all staff and contractors paid with CDBG/ESG/EZ funds (including those paid via indirect costs)?  

Are they approved by a supervisor?

Comments:___________________________________________________

____________________________________________________________
	Yes

Yes
	No

No

	3.
	Are charges against payroll reconciled with program budgets and are deviations reported for follow-up action?

Comments:_________________________________________________

_______________________________________________________________________________________________________________________
	Yes
	No

	4.
	Was any hiring of employees to be paid with funds from this contract conducted in accordance with established written policies?

Comments: _________________________________________________

___________________________________________________________


	Yes
	No



	5.
	Are fringe benefits paid with funds under this contract paid in accordance with reasonable, established written policies?

Comments: _________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________


	Yes
	No

	6.
	Are payments being made as required for FICA and withholding taxes?

Describe vouchers, cancelled checks, or other indications that such payments are being made: _____________________________________

___________________________________________________________
___________________________________________________________
___________________________________________________________
	Yes
	No


ACCOUNTS PAYABLE
	1.
	From a review of journals, ledgers, bank statements, books, etc., are costs charged to the contract eligible under CDBG/ESG/EZ guidelines and OMB Circular A-122?

Based on review of documentation, describe any ineligible charges or other comments: ​​​​​​__________________________________________________

____________________________________________________________

______________________________________________________________________________________________________________________
	Yes
	No

	2.
	Is there an adequate method (e.g. coding) used to track program expenses against invoices, purchase orders, vouchers, and the approved budget?

Describe method used: _________________________________________

_________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	3.
	Do supporting documents, such as invoices, purchase orders, and receiving reports, accompany checks for the check signer’s review?

Comments on transactions reviewed:______________________________ ________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	4.
	Are bank accounts reconciled monthly?

Describe which month(s) statements are checked, whether they were reconciled, whether any charges for returned checks or other problems appear on statement, etc. _______________________________________


	Yes
	No


	5.
	Under terms of OMB Circular A-122, certain costs and expenditures incurred by the subgrantee require prior written approval from the grantor. Has the Subrecipient established policies and procedures governing these requirements? 

Are they followed?

List any examples examined and comments:________________________ _________________________________________________________________________________________________________________________________________________________________________________
	Yes

Yes
	No

No




DIRECT AND INDIRECT COSTS
	1.
	Does the subgrantee receive funding from other sources?  

If yes, list below source, how long, how much, and if it is restricted or unrestricted funding?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Yes
	No

	2.
	Does the subgrantee have an indirect cost allocation plan or a negotiated indirect cost rate which has been prepared in accordance with the provisions of OMB Circular A-122?

Comments: __________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	3.
	Are charges to direct and indirect costs centers in accordance with OMB Circular A-122?

Attach copy of indirect cost plan.
	Yes
	No


PURCHASING
	1.
	Does the subgrantee have written procurement policies consistent with OMB Circular A-110 (or other applicable regulation)?

Comments: __________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Yes
	No

	2.
	Has subgrantee procured any goods or services that require some form of competitive procurement?

Did subgrantee follow its written procurement policies in procuring these goods and services?

Describe examples of procurements reviewed and any comments: _______

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes

Yes
	No

No

	3.
	Does the subgrantee have and follow procedures to obtain the best possible price for items not subject to competitive bidding requirements?

Comments: __________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No


EQUIPMENT
	1.
	Does the subgrantee, in its procurement, accounting, or other policies define “equipment”?

If yes, is this definition consistent with OMB requirements?

Describe: ____________________________________________________

If no, use OMB definition.
	Yes

Yes
	No

No

	2.
	Has subgrantee purchased equipment with funds under this contract?

If yes, does it maintain a current log including: purchase date, serial number, quantity, price, location of equipment, and status, as well as other pertinent information?

Comments on review of equipment log: ___________________________

____________________________________________________________________________________________________________________________________________________________________________________
	Yes
	No

	3.
	Has subgrantee sold equipment purchased with contract funds (or prior year contract funds)?

If yes, were the proceeds from the sale kept as program income?

Describe: ____________________________________________________

____________________________________________________________
	Yes

Yes
	No

No


	Monitor(s)

Signature(s):
	________________________________________
	Date:
	__________ 

	Subrecipient Staff Interviewed:
	________________________________________
	
	

	Staff Signature(s):
	________________________________________
	Date:
	__________


INITIAL AREA(S) OF CONCERN:
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