SUB-RECIPIENT MONITORING GUIDE ▪ SSBG
AGENCY ADMINSTRATION
	SUBRECIPIENT OVERALL GRANT MANAGEMENT & FUNDING SPECIFIC REQUIREMENTS
[image: ]                                                                         Review Questions
	(Agency Administration)
Reviewer Notes

	· What is the system(s) or procedure(s) for ensuring that funds are used in accordance with program requirements? 
	

	· Are there written procedures for describing the management of the SSBG grant funds?  
· Standard policies and procedures for evaluating individuals’ and families’ eligibility for assistance; 
· Standards for determining how long a particular program participant will be provided with assistance and whether and how the amount of that assistance will be adjusted over time.
· Reporting requirements 
· Requests for reimbursement
· Agency match requirements
· SAVE compliance
	Written not required, but helpful to ensure contract compliance.

	· Confidentiality:  Are there written procedures to ensure the security, privacy, and confidentiality of records, including:
· that all records containing personally identifying information of any individual or family who applies for and/or receives assistance were kept secure and confidential; 
· the address or location of any domestic violence, dating violence, sexual assault, or stalking shelter project assisted under SSBG; and 
· the address or location of any program participant housing?
	

	· Do program Policies & Procedures address requirements related to the contract?
	

	· Does agency have written policies that address any existing or potential conflicts of interest within the organization?
	

	· Does the agency have an adequate grievance Policy &Procedures for employees/clients?
	

	· Terminating Assistance:  Is there a process for terminating assistance that recognizes the rights of individual being terminated?  
	

	Is there a written procurement policy, which includes the requirements of the common rule found in 2 CFR Part 200?
	

	· Drug-Free Workplace: Does the agency have a drug-free workplace statement per the requirements of Drug Free Workplace Act of 1988
	

	· Is the agency compliant with the “ProChildren Act of 1994” regarding no smoking in facilities used regularly for the provision of health, day care, education or library services to children under 18. The law does not apply to children's services provided in private residences, facilities funded solely by Medicare or Medicaid funds, and portions of facilities used for inpatient drug and alcohol treatment.
	

	· Lobbying: If any funds other than federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of Congress, or an employee of a member of Congress in connection with this federal contract, grant, loan, or cooperative agreement, was a Standard Form LLL, "Disclosure Form to Report Lobbying," completed and submitted?
	

	· Affirmative Outreach:  Does the agency: 
· make known that the use of the facilities, assistance, and services are available to all on a nondiscriminatory basis, and establish additional procedures; and 
· take appropriate steps to ensure effective communication with persons with disabilities; and 
· take reasonable steps to ensure meaningful access to programs and activities for limited English proficiency persons? 
	Review of promotional materials, letterhead, brochures, etc.

	· Does the agency use the Employee Status Verification System for all new hire employees?
	

	· Do employee files contain signed Code of Conduct forms?
	

	· Does the agency have required licenses?
	

	· Does the accounting system track the amount and source of all matching funds expended, and it is clear that the matching funds are only used once?
	

	· Is it clear that the agency is on track to provide matching funds of at least 25% of the award?  Must be non-federal cash funds and cannot include in-kind resources.
	

	· Does the accounting system track leveraged funds for the program, and is it clear what the agency considers as leveraged funds and how they are reported?
	



	FHEO, NON-DISCRIMINATION AND ACTIONS FURTHERING FAIR HOUSING CHOICE
[image: ]                                                                         Review Questions
	(Agency Administration)
Reviewer Notes

	· Agency is affirmatively marketing and doing outreach to any under-represented protected classes in its PROGRAMS.  **Not a grant requirement in FY17, but good practice.
	

	· Agency lists a TDD/TTY or the Utah Relay telephone number on all of its policies and documents that are made available to participants, beneficiaries, or employees including its letterhead and any document or website that lists a telephone number.  **Not a grant requirement in FY17, but good practice.
	

	· Agency has a designated person to coordinate Section 504 efforts if it has more than 15 employees
	

	· Section 504 Effective Communication Policy.  Agency has developed a local Effective Communication Policy that sets forth the steps the Agency will take to ensure its communication with applicants, beneficiaries and members of the public with disabilities is as effective as communication with others.  Policy includes a section for reasonable accommodations.  **Not a grant requirement in FY17, but good practice.
	

	· Does the agency have a language assistance plan?  **Not a grant requirement in FY17, but good practice.
	

	· Communication policy includes a grievance procedure. **Not a grant requirement in FY17, but good practice.
	

	· Communication policy ensures that Agency shall furnish appropriate auxiliary aids and services. **Not a grant requirement in FY17, but good practice.
	

	· Complaints regarding any type of discrimination and the resolution of those complaints is documented
	

	· Do client files suggest that there are any deficiencies in providing services to any groups?
	

	· Is the Americans with Disabilities Act poster in a “client-visible” area?  Does the facility appear to be handicap accessible?
	

	· Is the Equal Opportunity poster displayed in a “client-visible” area?
	

	· Fair Housing Posters prominently displayed at the agency
	

	· Does the agency have a written non-discrimination policy?
	





	INSURANCE, LICENSING & ORGANIZATIONAL 
[image: ]                                                                         Review Questions
	(Agency Administration)
Reviewer Notes

	· Workers Comp Insurance 
	

	· General Liability Insurance (If contract is over $50K, SLCo is listed as additional insured) $500K min per occurrence, $1,000,000 aggregate.
	

	· Motor Vehicle Insurance (If operating in connection with services, regardless of amount of contract award, $1,000.000 per occurrence.) 
	

	· Professional Liability Insurance (If applicable.  1,000,000 per occurrence, NOT additional insured.)
	

	· Current Board Roster available.  Does the board roster indicate that there are no apparent conflicts of interest?
	

	· Documentation of Tax-Exempt Status available
	

	· Utah Corporate License - current
	

	· SAVE Requirements - has agency attempted to register with SAVE?  Is a copy of the response in the contract file?
	

	· Do the last two board meeting minutes indicate that there is appropriate board oversight of finances and loans?
	



	RECORD KEEPING
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	(Agency Administration)
Reviewer Notes

	· Recordkeeping (Program Participant Eligibility): Does the agency have written policies and procedures in place that ensure that the program staff is:
· conducting an initial evaluation and re-evaluations as required, and 
· documenting eligibility in accordance with contract requirements? 
	

	· Conflicts of Interest (Individual):  Do the agency records: 
· contain personal conflicts of interest policy or codes of conduct 
· demonstrate that the officers and staff, and any contractors complied with the individual conflict of interest requirements
· contain documentation supporting any exceptions to the personal conflicts of interest prohibition? 
	

	· Do agency files contain contracts and amendments?
	

	· Do client files contain documentation required by the contract? 
	

	· Is there a defined records retention policy? Is it followed? 
	

	· Do recordkeeping procedures allow for adequate protection of confidentiality?   
	

	· Are files orderly and comprehensive?
	

	· Does the agency have an information system to collect the following data for the program:  (Not required for FY16 contracts, but expected to be a requirement as of July 2017.)
· Race AND Ethnicity
· Income by AMI level
· Disability
· Single Female Head of Household with minor aged children
· Elderly clients aged 60+
· Homeless
	

	· Is there a system in place to capture and report on the geographic residence for clients assisted by the program? Is it clear that the process is interpreted consistently by front-line staff as well as program management?
	





PROGRAM
	ELIGIBILITY
[image: ]                                                                         Review Questions
	(Program)
Reviewer Notes

	· Is there a process or procedure to determine eligibility for both the beneficiary and the funded activity?
	

	· Is the process or procedure in writing, and available to the appropriate staff members?
	

	· Are records available as required to support eligibility determination?
	

	· Does the agency have documented established guidelines for serving LMI households?
	

	· If the activity is classified in agency guidelines as a presumed benefit, do the program participant’s files have documentation showing that the activity is limited to one or a combination of the 8 population segments presumed to be low- and moderate-income by HUD? (abused children, battered spouses, elderly persons, adults meeting the Bureau of the Census’ Population Report’s current definition of “severely disabled”, homeless persons, illiterate adults, persons living with AIDS, migrant farm workers)
	

	· If the activity is classified in agency guidelines based on income eligibility requirements that restrict it exclusively to low- and moderate-income persons, do the program participant’s files have documentation to support that all persons benefiting are low- and moderate-income?  

	

	· How is information on the income status of participants being requested, updated or properly assessed per agency guidelines?
	

	· Do client records include an affidavit that the beneficiary is a lawful resident of the US?
	

	· Is it evident that SSBG funds are supporting services for residents of Salt Lake County?
	



	PERFORMANCE & REPORTING
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	(Program)
Reviewer Notes

	· Is documentation available to validate the information submitted on quarterly reports?  
	

	· Is the project/program consistent with original intent and contract?
	

	· Is the project achieving its expectations? The County's expectations?
	

	· Are progress reports submitted in a timely manner?
	

	· Are program beneficiaries well defined?
	

	· Are grant expenditures on target to meet the spend-down requirements by the close of the grant?  
	

	· Have any technical issues with regard to billing submissions or reporting been communicated to Salt Lake County staff?
	

	· If the agency delivers homeless services, is it evident that the agency has adopted or is in compliance with the resolution of the Collective Impact on Homelessness Steering Committee, thereby aligning services with that shared vision and the associated outcomes? If the agency delivers homeless services, is it evident that there is participation with the designated agency in the Coordinated Intake system?
	



	STAFF
[image: ]                                                                         Review Questions
	(Program)
Reviewer Notes

	· Are staff adequately trained on grant requirements? Are there measures in place to ensure a change in staff would not lead to non-compliance with regard to grant requirements?
	

	· Are agency staff licensed to perform their duties?
	

	· Does the employee handbook indicate conformance with the sub-recipient agreements, e.g. code of conduct for SSBG, EEO, FMLA, confidentiality?
	

	· Is there a time study or time allocation process to document the actual hours worked?
	



FISCAL
	FINANCIAL MANAGEMENT & COST ALLOWABILITY
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	(Fiscal)
Reviewer Notes

	· Does the agency record amounts budgeted for eligible grant activities?
	

	· Does the agency record an encumbrance/obligation when contracts are executed, purchase orders issued, etc.?  NOTE: If encumbrances/obligations are not recorded, information should be maintained on obligations that is readily accessible. 
	

	· Does the sub recipient maintain adequate source documentation?  (Sample of expenditures reimbursed by the County should be supported by invoices, contracts, or purchase orders, etc.) 
	

	· Do the accounting records contain information on grant awards, obligations, unobligated balances, assets, liabilities, expenditures, and program income?  (NOTE:  Compliance with this requirement can be documented if system accounts for a grant program in a separate fund (e.g., Special Revenue Fund)
	

	· Does the financial information (e.g., reimbursements, unexpended balances) recorded in Salt Lake County’s financial management systems match the official accounting records of the sub recipient for the period sampled?
	

	· Are charges to the funded program for salaries and wages, whether treated as direct or indirect costs, based on payrolls documented in accordance with the generally accepted practice of the agency and approved by a responsible official(s) of the agency?
	

	· For employees that are working on a grant funded program, are charges for their salaries and wages supported by time and activity reports which are used to calculate charges to the grant?  Are timecards signed by both the employee and the supervisor to certify that the timecard is an accurate reflection of time worked on eligible grant activities?  OR, were certifications prepared at least semi-annually and signed by the employee or a supervisory official having first-hand knowledge of the work performed by the employee? 
	

	· If indirect costs are charged to the program, has a Cost Allocation Plan and/or an Indirect Cost Rate proposal been approved by the County?  If the sub recipient has elected to use the de minimis rate, was the request submitted to the County and reflected in the contract budget? 
	

	· Does the agency meet the annual expenditure threshold ($750,000) for having a single or program-specific audit conducted?
	

	· Are bank statements reconciled regularly? Do the reconciliations indicate any issues?
	

	· What are the procedures for receiving, recording and monitoring revenues?
	



	PROCUREMENT
[image: ]                                                                         Review Questions
	(Fiscal)
Reviewer Notes

	· If the agency procured goods and services with grant funds, did its records document that it did so in compliance with the requirements of the Uniform Administrative Requirements, including the codes of conduct and conflict of interest requirements, and did the recipient retain copies of all procurement contracts? 
	

	· Did the agency use established written procurement procedures?
	






	INTERNAL CONTROLS
[image: ]                                                                         Review Questions
	(Fiscal)
Reviewer Notes

	· Does the sub agency have an organization chart that sets forth the actual lines of responsibility?
	

	· Are duties for key employees of the program participant defined? 
	

	· Does the chart of accounts include a complete listing of the account numbers used to support the control needed to ensure that resources used do not exceed resources authorized?
	

	· Do the approval controls provide reasonable assurance that appropriate individuals approve recorded transactions in accordance with management’s general or specific criteria?
	

	· Do the controls over the design and use of documents and records provide reasonable assurance that transactions and events are properly documented, recorded, and auditable?
	

	· Does the segregation of duties controls effectively reduce the opportunity for someone to perpetrate or conceal errors or irregularities in the normal course of duties?
	

	· Are checks signed by one person only? If so, is there another person involved in authorization of the expenditure who is not under the control of the check signatory?
	

	· Is it clear that all personnel are responsible for communicating upward the program participant’s operating problems and noncompliance with laws and regulations?
	

	· Do the internal control procedures support an ability to prepare financial statements that are fairly presented in conformity with generally accepted or other relevant and appropriate accounting principles and regulatory requirements?  (One level of assurance of the accuracy and integrity of data is provided by the attainment of an independent, qualified opinion on the audited annual financial statements and internal controls.)
	

	· Are petty cash accounts reconciled regularly with adequate oversight? Do the reconciliations indicate any issues?
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