Agency Monitoring Report Outline
Pre-Visit Checklist for Monitor
· Monitoring Plan
· Invite NWE
· Board Roster
· Answer Monitoring Questions (pg. 1)
· Attend Board Meeting (may also be done during visit)
· Board Meeting Observation Tool
· Board Minutes
· Answer Monitoring Questions (pg. 1)
· By-Laws
· Answer Monitoring Questions (pg. 2)
· Document compliance by Interview
· Review of A-133 Audit (Including Management Letter) (pg. 2)
· Review of Other Program Audits and Monitoring Reports (i.e. Head Start) (pg. 3)
· Inventory of Office Equipment Purchased in Whole or in Part with DOE and/or Stripper Well and Exxon Funds
· Policies and Procedures (pg. 3)
· Insurance Policies
· Agency Contracts & Amendments
· Program Objective Recording (pg. 4)
Pre-Visit Checklist to Agency
· Board Roster
· By-Laws (if missing/changed)
· Other Program Audits and Monitoring Reports (i.e. Head Start)
· Policies and Procedures (if missing/changed)
· Insurance Policies (if missing)
· LIEAP Files
· Wx Files
· HPRP Files
Agency Wide:
· Review of Controls (Risk Management)
· Policies and Procedures
· Proper Insurance
· Review of Other Program Audits and Monitoring Reports (i.e. Head Start)
· Interview
· CEO, CFO  Everyday Employees
· General Sampling of Financial Transactions
· Payroll Functions  Procurement
Individual Programs:
· Interview Program Managers
· Review Specific Controls to Program
· Issues from General Sampling and Review of Controls
File Review Documents 


Agency Monitoring Plan
(Insert)


AGENCY MONITORING REPORT
Pre-Visit Checklist for (Insert Agency Name)
Please send the following documents:
· Agency Organizational Chart
· Board Roster
· Include the Date of Election to the Board and Term Expiration
· What’s the Term Limit for Each Sector?
· Private 	________
· Elected 	________
· Low-income	________
· By-Laws (if revised since ____________)
· Other Program Audits (including Management Letter) and Monitoring Reports for:
· Head Start
· WIC
· Other _________________
· Policies and Procedures (if revised since ___________)
· Health and Safety Policies and Procedures
· Safety Committee Minutes
· Financial Policies and Procedures (if revised since ___________)
· Inventory of Office Equipment over $5000
· Insurance Policies/Certificates for:
· General Liability   Automobile   Worker’s Compensation   Directors & Officers   Bond  Pollution Insurance
· LIEAP Files
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



· Wx Files
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



· HPRP Files
	
	
	
	
	



Please mail the above documents by (Insert Date) to:

(Insert Address & Contact Info)





AGENCY MONITORING REPORT

	Agency name:
	

	Executive Director:
	

	Address:
	
	Telephone Number:
	

	Persons Interviewed:
	

	Type of Organization:
	

	Dates of monitoring visit:
	
	Dates of last visit:
	

	Problems from last monitoring visit:  



MONTANA
COMMUNITY SERVICES BLOCK GRANT (CSBG) PROGRAM

	Board of Directors (Pre-Visit)

	Elected Public Officials
	Number of Seats:
	
	Number of Vacancies:
	

	Low-Income Representatives
	Number of Seats:
	
	Number of Vacancies:
	

	Private Sector Representatives
	Number of Seats:
	
	Number of Vacancies:
	



	Board Roster (Pre-Visit)
	Yes
	No
	Comments

	Does the Board roster contain the name, title, address, sector represented, date appointed or elected and term expiration date for all Board members?
	
	
	

	Is the composition of the Board appropriate, e.g., at least 1/3 democratically elected representatives of low-income individuals and at least 1/3 elected officials or their representatives?
	
	
	

	Are private and poverty sector Board members within the limitations on Board service?
	
	
	

	Has the agency ensured there are no vacancies in Board membership, both overall and by sector?
	
	
	

	Board Meetings (Pre-Visit)
	Yes
	No
	Comments

	Are Board meetings conducted at least once every ten weeks?
	
	
	

	Do the Minutes list Board members in attendance and absent?
	
	
	

	Was there a quorum present at each scheduled Board meeting for which minutes were reviewed?
	
	
	

	Is there evidence in the minutes that the Board receives programmatic and financial information relating to CSBG and all other programs?
	
	
	

	Are election/selection procedures in accordance with agency By-laws and CSBG policy issuance?
	
	
	

	Did the review of the minutes support that the Board fully participates in the development, planning, implementation and evaluation of the CSBG program?
	
	
	Look for low attendance. 
Ask Questions if minutes are ambiguous.

	Dates of Board meetings attended in the past 12 months by the monitor(s) completing this report?
	
	
	

	Do the minutes accurately reflect the actions taken at Board meetings attended by the monitor(s), including the exact wording of motions?
	
	
	If no, list examples here

	Is the Board a true policy-making body, or does the Board wander into operation or procedural matters (micro-managing the agency)?
	
	
	

	Does the Board serve primarily as a “rubber stamp” for the agency’s Executive Director?
	
	
	Where do ideas come from that are implemented by the agency?

	Have all Board minutes been submitted to IHSB?
	
	
	

	By-Laws (Pre-Visit)
	Yes
	No
	Comments

	Has the Board updated its By-laws recently?
	
	
	Date of last revision

	How many Board members do the By-laws specify?
	
	
	

	When are Board meetings held?
	
	
	

	Do By-laws specify a method for selection that is appropriate for each sector?
	
	
	Method must be democratic

	Do By-laws contain an acceptable limitation on board service for representatives of the private and poverty sectors?
	
	
	

	Do By-laws address non-discrimination policies?
	
	
	

	Do By-laws state that decisions made in closed session must be finalized in a meeting open to the public?
	
	
	

	Do By-laws state that written minutes of all open meetings shall be kept?
	
	
	

	Do By-laws state that written advance notice, including an agenda, shall be given to the Board members 5 days in advance of Board meetings?
	
	
	

	Do By-laws state that public notices shall be posted at least 72 hours prior to the time of the meeting?
	
	
	



	A-133 Audit (Pre-visit)
	Yes
	No
	Comments

	Is the agency subject to the single-audit provisions of OMB Circular A-133?  Currently must have more than $500,000 federal funding or federal pass through funding.
	
	
	

	How frequently are audits conducted?
	
	
	

	Has the audit certification letter, if required been submitted to IHSB?
	
	
	

	Has the agency submitted the most current audit report to IHSB?  If not, when is/was the due date?
	
	
	

	Who conducts audits?
	
	
	(Independent Audit Firm Name)



	Audit Report(s)/Monitoring Report(s) (Pre-visit)
	Yes
	No
	Comments

	Were there any findings or concerns mentioned in the audit/monitoring reports regarding expenditures of funds or any compliance issues?
	
	
	Agency-wide, not just our contracts

	If yes, have the audit deficiencies been addressed and/or corrective actions been implemented?
	
	
	



	Prior Monitoring (Pre-visit)
	Yes
	No
	Comments

	Have all financial corrective action requirements from the previous monitoring reports been satisfactorily addressed?
	
	
	Agency-wide, not just our contracts

	Have all programmatic corrective action requirements from the previous monitoring reports been satisfactorily addressed?
	
	
	Agency-wide, not just our contracts

	Have all administrative corrective action requirements from the previous monitoring reports been satisfactorily addressed?
	
	
	Agency-wide, not just our contracts



If costs were questioned, list type and amount for last three A-133 audits:

	3 Prior Yrs
	TYPE
	AMOUNT
	RESOLVED
	YES
	NO

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



List management issues raised in last three A-133 audits:
	
	3 Prior Yrs
	ISSUES
	RESOLVED
	UNRESOLVED

	
	
	
	

	
	
	
	

	
	
	
	



Inventory of office equipment purchased in whole/part with DOE and/or Stripper Well & Exxon funds
	Check all of the following that are included in property records:

	
	Description of property
	
	Percent of Federal participation

	
	Identification number
	
	Location use/condition

	
	Property source
	
	Unit acquisition cost

	
	Who is on the title
	
	Ultimate disposition

	
	Acquisition date
	
	Other:



	Personnel Policies And Practices (Pre-visit)
	Yes
	No
	Comments

	Does the agency have written personnel policies and procedures?
	
	
	Date of last revision

	Does the agency policy include Davis Bacon requirements?
	
	
	

	Does the agency have formal, written accounting procedures to determine whether costs are allowable, allocable and reasonable and that costs are charged during the appropriate funding period?
	
	
	Date of last revision

	Does the agency have written procurement policies and procedures for small purchases, sealed bids, competitive negotiations, non-competitive negotiations and alternative procedures?
	
	
	

	Do the procurement procedures specifically address purchase order procedures?
	
	
	

	Do written fiscal procedures ensure items of cost such as rent, utilities and other shared costs are equitably charged and allowable?
	
	
	

	Does the fiscal policy require that all cash receipts be recorded promptly and deposited intact daily or at appropriate intervals (within three working days)?
	
	
	

	Does the Agency have a written Health and Safety Policy?	
	
	
	

	Does the Agency have a written Respiratory Policy?
	
	
	

	Is there a provision in the personnel policies to prohibit conflict of interest and nepotism?
	
	
	

	Do personnel policies correctly address sectarian activities?
	
	
	

	Is there a provision to provide equal opportunity and prohibit discrimination on the basis of race, color, religion, sex, national origin, age, handicap, political affiliation or belief?
	
	
	

	Do personnel and EEO policies address a system by which discrimination complaints will be resolved?
	
	
	

	Does the Agency have an appeals process for applicants who have been denied services?
	
	
	Each contract

	Does Agency have policies on client privacy?
	
	
	Each contract

	Is there a provision to prohibit political activity or lobbying?
	
	
	

	Is there a provision ensuring that any person reporting a violation by the agency shall not be discriminated against?
	
	
	

	Do personnel policies state that the agency may employ no board member during his/her service on the board, or for a period of twelve months thereafter?
	
	
	

	Insurance
	Yes
	No
	Comments

	Does the agency maintain blanket fidelity bond coverage for programs supported by CSBG?
	
	
	

	Are insurance policies in force?
	
	
	

	VEHICLE
	WORK COMP
	PROPERTY
	LIABILITY
	NWE LISTED ON LIABILITY?

	$
	$
	$
	$
	



	Contract Reporting Requirements (Pre-visit)
	Yes
	No
	Comments

	Did the agency submit a final invoice form within the required time, usually 60 days, after termination of the contract?
	
	
	Each Contract

	Is sufficient documentation submitted with each invoice to support the expenditures reported?
	
	
	Each Contract

	Are expenditures reported by the agency to date within the budgeted amounts by category per the contract?
	
	
	Each Contract

	If reported expenditures exceed budgeted amounts by line item, has the agency requested an amendment to the original budget and/or provided adequate explanation for any significant variances?
	
	
	Each Contract

	Is the agency on track to draw down the remaining balance of the contract within the contract period?
	
	
	Each Contract

	Weatherization
	Yes
	No
	Comments

	Is the current grant between the grantee and Agency signed and properly executed by both parties?
	
	
	

	Does the contract contain special conditions that are specific to this Agency?  If yes, explain.
	
	
	

	If the contract has been amended, was the amendment agreed to and signed by both parties and is a copy attached to the original contract?  If no, explain.
	
	
	

	What percentage of the State/Agency Materials and Program Support budget is earmarked for materials_____%   (if less than 40% explain)
	
	
	

	What percentage has actually been spent for materials during the current contract period?        %  (if less than 40% explain)
	
	
	

	Did Agency meet its completion goals for its most recently completed contract period?
	
	
	

	Prior Year
	DOE ARRA
(10% ; 5%)
	DOE
(10% ; 5%)
	LIEAP
(10% ; 5%)
	NWE
(10% ; 10%)

	PERIOD
	
	
	
	

	COMP GOAL
	
	
	
	

	ACTUAL COMP
	
	
	
	

	NEEDED/AUDITED
	
	
	
	

	Current Year
	DOE ARRA
	DOE
	LIEAP
	NWE

	PERIOD
	
	
	
	

	COMP GOAL
	
	
	
	

	ACTUAL COMP
	
	
	
	

	EXPEND
	
	
	
	

	NEEDED/AUDITED
	
	
	
	

	CARRYOVER FROM PRIOR YEAR
	
	
	
	

	TOTAL AUDITS = 
	
	
	
	

	HUD ESG Are all required reports current with the Department?

	Current Year Work plan?
	

	Current Year Budget?
	

	Interim Matching Funds Report? (Due 30 days after distribution of funds)
	

	Previous Year’s Performance Report? 
	





	CSBG Program Objectives (Pre-visit)
	Yes
	No
	Comments

	Were contract objectives met by the end of the contract period?
	
	
	Look at wx contracts

	Were the agency’s goals in the scope of work met by the end of the contract period?
	
	
	Look at CSBG work plan 
vs. IS Report

	Is the agency reporting on all six of the National Goals?
	
	
	Look at IS Report




	Senior Management Interview - Board of Directors
	Yes
	No
	Comments

	Have the By-laws changed since __________?
	
	
	Have they been reviewed

	Is the Board active and engaged in fulfilling the mission of the agency?
	
	
	Listen for familiarity with the mission

	Has the agency insured that 25% of either public or poverty sector Board seats have not remained vacant for more than 90 days?
	
	
	Suggest: Contact Rotary, Churches, Senior Centers, Other Service Organizations

	Describe the process for dealing with board issues such as lack of attendance?
	
	
	Does this follow the By-laws?

	When a new member joins the board, what is the process for getting the new board member up to speed? 
	
	
	Suggest: Board Manual which includes a brief history, roster, calendar, and annual report

	When were board members trained in ROMA?
	
	
	Would they like a refresher?

	Does the board use ROMA data and outcomes to annually plan its work and evaluate its own performance?
	
	
	Listen for familiarity with ROMA

	When was the last performance evaluation of the Executive Director or CEO? 
	
	
	

	Does the board ensure the agency is evaluating its programs at least every three (3) years?
	
	
	

	Has the board received all audit and/or monitoring correspondence from other funding sources as well as the letters the agency sent responding to funding sources?
	
	
	

	When was the last review of financial policies/procedures and personnel policies? 
	
	
	

	Is a financial report given at each board meeting? 
	
	
	

	Is a financial report distributed to board members with the agenda?
	
	
	



	Senior Management Interview - ASSURANCES
	Comments

	Assurance: What procedures has the agency established under which a low-income individual, community organization, or religious organization, or representative of low-income individuals that considers its organization, or low-income individuals, to be inadequately represented on the Board of the agency to petition for adequate representation?
	

	How has the agency provided, on an emergency basis, for the provision of such supplies and services, nutritious foods, and related services as may be necessary to counteract conditions of starvation and malnutrition among low-income individuals?
	 

	How has the agency coordinated and established linkages between governmental and other social services organizations to avoid duplication and assure the effective delivery of such services to low-income individuals?
	

	How has the agency coordinated the provision of employment and training activities in its service area with entities providing activities through work force investment systems under the Work Force Investment Act of 1998?
	

	How has the agency provided coordination between anti-poverty programs and ensured that emergency energy crisis intervention programs are conducted in its service territory?
	

	How has the agency coordinated programs and formed partnerships with organizations serving low-income residents and members of groups serviced by the State including religious organizations, charitable groups and community organizations?
	  

	How has the agency participated in the Results Oriented Management and Accountability System (or an alternate system for measuring performance) and what outcome measures has the agency used to measure performance in promoting self-sufficiency, family stability and community revitalization? 
	    

	How has the agency worked to inform custodial parents in single parent homes who participate in CSBG funded programs about the availability of child support services and referred them to child support offices?
	   



	Senior Management Interview (continued)
	Yes
	No
	Comments

	Have funds from the CSBG contract been allocated to pay for an audit?
	
	
	

	Have the audit findings been discussed with the Board of Directors and with agency’s staff?
	
	
	Board meeting minutes

	Has the agency used a competitive solicitation process in the last four (4) years to procure audit services?
	
	
	When was the last procurement?

	Are staff members knowledgeable of CSBG program procedures, guidelines and criteria for the various projects in the program?
	
	
	

	Does agency staff have access to CSBG guidelines?
	
	
	

	Does the agency maintain all issuances and memoranda regarding funding in a centralized file or notebook for each program?
	
	
	

	How is the agency gathering data on all its current year performance measures in its service delivery area?
	
	
	

	Was the agency able to gather and track all information needed to assess whether its goals were met?
	
	
	

	How are program outcomes sufficiently documented?
	
	
	

	How are all of the counties/ municipalities in the agency’s service area served equitably?
	
	
	

	Does the agency have adequate staff assigned to administer the CSBG program activities effectively and efficiently?
	
	
	

	Has the agency experienced recent turnover in staff assigned to administer the CSBG program?
	
	
	

	Did the agency declare any related party transactions in the CSBG contract?
	
	
	

	Does the agency link with other programs in the community when services required are beyond the agency’s scope?
	
	
	

	Does the agency have in place an effective system for tracking and reporting the number of clients transferring out of poverty as a result of the services provided by the agency?
	
	
	

	Do supporting documents, such as invoices, purchase orders and receiving reports accompany checks when presented for check signers’ review?
	
	
	

	Are all disbursements, except those made from petty cash, made by check?
	
	
	

	Does the agency follow a Board-approved travel policy?
	
	
	

	Does the agency have a drug-free workplace statement?
	
	
	

	Does the agency conduct political activities or lobbying?
	
	
	

	If the agency does conduct lobbying, has the agency correctly filed a certification and disclosure form?
	
	
	

	Procurement
	Yes
	No
	Comments

	Has the agency assured that a competitive bid process was used to procure services, e.g., Insurance?  Lease agreements?  Rental agreements?  Contractual agreements?  Any other items requiring procurement?
	
	
	

	Did the agency use Non-competitive/Alternative/Sealed Bid methods?
	
	
	

	If other than a small purchase method was used, did the agency enter into written contracts with subcontractors?
	
	
	

	Do you always use your standard agency contract?
	
	
	

	Did you have any grievances due to procurement?
	
	
	

	     If yes to above, how was it reconciled?
	
	
	

	Financial Interview
	Yes
	No
	Comments

	Are bank statements reconciled monthly to the General Ledger?
	
	
	Review Most Recent Bank Statement Reconciliation

	Are monthly bank statements reconciled promptly with the cash disbursements journals?
	
	
	Verify – Look at most current reconciliation

	Are there any checks outstanding for more than 90 days?
	
	
	Review Most Recent Bank Statement Reconciliation

	If CSBG funds are in an interest bearing account, is interest earned allocated back to the program?
	
	
	Report Review

	Has the agency assured that no CSBG funds have been used to pay late fees to IRS or other penalties?
	
	
	Report Review

	Does the agency have a Cost Allocation Plan or an Indirect Cost Rate?
	
	
	

	If the agency has an Indirect Cost Rate, did they submit a new indirect cost proposal to the cognizant agency within six months after the close of the Fiscal year?
	
	
	View approved proposal

	Do administrative and indirect costs charged to the program have supporting documentation to form the basis for amounts charged to the program?
	
	
	View supporting documentation

	Are administrative costs and indirect costs posted to the general ledger on a timely basis?
	
	
	Frequency?

	Has the audit expense been contractually charged to administration for CSBG?
	
	
	

	Does the agency maintain documentation on employee mileage reimbursements?
	
	
	

	Are travel reconciliations (specifically advances) submitted in a timely manner in accordance with agency policy?
	
	
	

	Have procedures been established to notify the Program Director and other appropriate personnel when funds are deposited directly into the grantee’s bank account?
	
	
	

	Is all staff handling cash covered by a fidelity bond?
	
	
	

	Has an individual been designated responsible for posting and balancing all ledgers and journals?
	
	
	

	Are cash receipts deposited daily?
	
	
	

	Does the Agency use pre-numbered purchase orders?
	
	
	

	Does the Agency use pre-numbered checks?
	
	
	

	Is the person responsible for receiving cash without authority to sign checks and reconcile bank accounts?
	
	
	

	Are checks controlled and accounted for with safeguards over unused, returned and voided checks?
	
	
	

	Is the drawing of checks payable to “cash” or “bearer” prohibited?
	
	
	

	Are unused checks kept in a secure area?
	
	
	

	Is there an enforced rule against signing checks in advance?
	
	
	

	If check-signing plates are used, are they adequately controlled and maintained by a responsible official who reviews and accounts for prepared checks?
	
	
	

	Are two signatures required on all checks over a stated amount?  If yes, what amount has been established?  $0.00.
	
	
	

	Are check signers responsible officials or employees of the organization?
	
	
	

	Is petty cash reimbursed by check and are disbursements reviewed and reconciled at that time?
	
	
	

	Are checks adequately cross-referenced to vouchers?
	
	
	

	Are extensions on invoices and applicable freight and other charges checked by appropriate personnel?
	
	
	

	Can payroll tax payments be verified?
	
	
	Verify

	Can Workers’ Compensation premium payments be verified?
	
	
	Verify

	Does the agency have procedures in effect regarding retention of their records for a period of five years?
	
	
	Physically verify

	Are the following accounting records posted to date (provide dates):

	RECORD
	YES
	NO
	DATE

	General Journal
	
	
	

	Cash Receipts
	
	
	

	Cash Disbursements
	
	
	

	Ledgers
	
	
	

	Cash on Hand
	
	
	

	Davis Bacon
	Yes
	No
	Comments

	Are all weatherization workers and door/window installers paid weekly?
	
	
	

	Do the fringe benefits due at the time of payment compute at rates not less than those contained in the wage determination set by DOL?
	
	
	

	Does the agency ensure compliance with Davis Bacon wages if an employee refuses a company fringe benefit?  
	
	
	

	Does the agency pay the individual prevailing wage by county or the highest prevailing wage for all the counties?
	
	
	



	Other Staff Interview
	Yes
	No
	Comments

	
	
	
	Question as necessary





	General Sampling of Financial Transactions

	Released funds by IHSB
	Traced Back To Cash Receipts Journal?
	Traced Back to Bank Statement?
	

	
	
	
	

	
	
	
	

	Up to (10) CSBG Expenditures – Include (1) Petty Cash Reim.
(Expense/Funding Code/Cash Disburse Journal or GL?)
	Purchase Order/ $ / Correct Supporting Documentation?
	Within the Term of Contract? / Date
	Check # / Properly signed?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	(5) Direct CSBG Services
(Expense/Funding Code)
	Traced Back to Purchase Order? (Purchase Order/ $)
	Within the Term of Contract? / Date
	Check # / Properly signed?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Travel Expenditures
(Employee/Funding Code)
	Appropriate Justification? 
(Purchase Order/ $)
	Traced Back to Cash Disbursement Journal or GL / 
Funding Source
	Are Funds Used Only for Eligible Activities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
(5) HUD ESG Expenditures
(Purchase Order/Check)
	
Expense(s) Tracked/ $ / Appropriate Justification? 

	
Job # / 
Funding Source
	
Are Funds Used Only for Eligible Activities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	(4) HB645 Expenditures
(Purchase Order/Check)
	Expense(s) Tracked/ $ / Appropriate Justification?  
	Traced Back to Cash Disbursement Journal or GL? / 
Funding Source
	Are the Costs Allowable? 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



HUD ESG MATCHING FUNDS
	1.  Donations from community:

	2.  Private donations to 

	3.  Private donations to 



Verify six (6) weatherization purchase/service orders from the client file to the fiscal office.
	
Voucher # / Check #
	
Expense(s) Tracked/ $ 
	
Job # / Funding Source
	
Does Funding Source in the Client File Match The Fiscal Records? / Appropriate Justification?  

	/
	
 
	

	


	/
	

	

	


	/
	

	

	


	/
	

	

	


	/
	

	

	


	/
	

	

	




Verify six (6) weatherization payments from the fiscal office to the client file.
	
Voucher # / Check #
	
Expense(s) Tracked / $
	
Job # / Funding Source
	
Does Funding Source in the Client File Match The Fiscal Records? / 
Appropriate Justification?  

	
/
	
	

	


	
/
	
	

	


	
/
	
	

	


	
/
	
	

	


	
/
	
	

	


	
/
	

	

	




From a sample of at least three wx client files completed within the last program year, track materials from the client file back to the inventory ledger.
	

File
Number
	


Item(s) Tracked
	

Does it Match
Inventory Records
	
Does it Match
Agency/Fiscal Records

	

	

	

	


	

	
	

	


	

	

	

	



Verify five (5) HPRP purchase/service orders from the client file to the fiscal office.
	Client Name / Purchase Order /Voucher/Check
	
Expense(s) Tracked / $
	
RR or HP /
 Funding Source
	
Does Funding
Source in the Client File Match The Fiscal Records

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Review two (2) CSBG timesheets.
	Employee ID
	Time period
	Funding Sources Used
	Are CSBG Funds Used Only for Eligible Activities

	
	
	
	

	
	
	
	


Review two (2) LIEAP timesheets.
	Employee ID
	Time period
	Funding Sources Used
	Are LIEAP Funds Used Only for Eligible Activities

	
	
	
	

	
	
	
	


Review two (2) ESG timesheets.
	Employee ID
	Time period
	Funding Sources Used
	Are ESG Funds Used Only for Eligible Activities

	
	
	
	

	
	
	
	


Review three (3) HPRP timesheets.
	Employee ID
	Time period
	Funding Sources Used
	Are HPRP Funds Used Only for Eligible Activities

	
	
	
	

	
	
	
	

	
	
	
	


Review three (3) Wx ARRA timesheets.
	Employee ID
	Time period
	Funding Sources Used
	Are Wx Funds Used Only for Eligible Activities

	
	
	
	

	
	
	
	

	
	
	
	


Do the certified weekly payrolls contain the following:
	REQUIRED PAYROLL INFORMATION
	Yes 
	No 

	Employee Name
	
	

	Partial Social Security Number
	
	

	Classification
	
	

	Hourly Rate of Pay, Including Fringe Benefits
	
	

	Daily and Weekly Hours Worked
	
	

	Deductions Made 
	
	

	Actual Wages Paid
	
	

	Records Showing Costs of Providing Benefits if included in wages
	
	


Select a sample of grantee subcontracts covered by the Davis Bacon Act and verify:

	All contracts with subcontractors contain the required Davis Bacon clauses
	

	The subcontractor submitted the required certified weekly payrolls
	

	The subcontractors are in compliance with Davis Bacon requirements
	



Review two (2) Procurement Files
	

Item(s) Procured 

	

Voucher Number
	
Negotiation Process? (Competitive, Sealed, Etc.)
	

Written Contract?

	
	
	
	

	
	
	
	



Pertaining to the most recent wx materials bid, obtain from the Agency a copy of:

	Letter of bid solicitation
	
	List of materials to be bid
	

	A list of vendors solicited
	
	Bid evaluation summary
	

	Bid notice published in local paper (if available)
	
	Other:
	



	Procurement Contract(s)
	Yes
	No
	Comments

	Administrative, contractual or legal remedies
	
	
	

	Early Termination
	
	
	

	Compliance with Executive Order 11246 “Equal Employment Opportunity” as amended by E.O. 11375
	
	
	

	Copeland “anti-kickback” Act, if over $100,000
	
	
	

	For contracts in excess of $100,000, Contract Work Hours & Safety Standards Act
	
	
	

	Hold harmless
	
	
	

	Conflict of interest and nepotism
	
	
	

	Prohibit political activity
	
	
	

	Fraud and abuse
	
	
	

	Amend contract
	
	
	

	Legal authority to sign contract
	
	
	

	Access to records
	
	
	

	Four year record retention
	
	
	

	Non-discrimination provision
	
	
	

	Debarment and suspension E.O.’s 12549 and 12689
	
	
	




	Conclusions: General Sampling
	Yes
	No
	Comments

	Do the amounts on the invoice forms from the agency’s files agree with amounts on the invoice forms from IHSB files?
	
	
	

	Can the amounts entered on the invoice forms be reconciled to the agency’s General Ledger or other financial reports used to compile the amounts reported on the invoice?
	
	
	

	Can General Ledger postings be traced to the original books of entry?
	
	
	

	Were all amounts reported on the selected invoice forms free of clerical errors?
	
	
	

	Is the supporting documentation adequate?
	
	
	

	Is there evidence of proper authorization by appropriate agency staff for purchase orders and requisitions?
	
	
	

	Are duplicate deposit slips prepared so that the bank can process one copy and return the other for checking against the cash receipts record?
	
	
	

	Can the amount of funds released by IHSB be traced to amounts posted in the Cash Receipts Journal?
	
	
	

	Can the amounts posted to the Cash Receipts Journal be traced to bank deposit receipts and/or deposits listed on the agency’s bank statement(s)?
	
	
	

	Can the amounts posted to the Cash Disbursements Journal be traced to canceled checks or debits posted to the agency’s account by the bank?
	
	
	

	Are the amounts and dates of checks processed by the bank consistent with the postings to the agency’s Cash Disbursements Journal?
	
	
	

	Were any checks from the sample written payable to “Cash” as payee?
	
	
	

	Do the checks have two signatures?
	
	
	

	Were all checks properly co-signed by authorized personnel?
	
	
	

	Were expenditures claimed on the initial invoice incurred by the agency within the term of the contract?
	
	
	

	Are allocated administrative costs and indirect costs posted to the general ledger on a timely basis?
	
	
	

	Are petty cash receipts cancelled upon reimbursements of the fund to prevent reuse?
	
	
	

	Are vouchers and supporting documents appropriately cancelled (stamped or perforated) to prevent duplicate payments?
	
	
	

	Does the agency pay all payroll taxes, Workers’ Compensation premiums and other insurance premiums on a timely basis?
	
	
	

	Do any of the expenditures examined appear to be non-allowable under CSBG rules and regulations?
	
	
	

	Overall, is there a clear audit trail for all expenditures charged?
	
	
	

	Is there sufficient separation of duties to ensure effective control over preparation, authorization/certification and distribution of checks?
	
	
	

	Time and Travel
	Yes
	No
	Comments

	Are time and attendance reports adequately maintained for all staff?
	
	
	

	Does the agency use hourly distribution time sheets for employees paid from multiple funding sources?
	
	
	

	Are timesheets signed by an appropriate supervisor or designated authority?
	
	
	

	Are the travel expenditures allowable?
	
	
	

	Is the supporting documentation adequate,
including appropriate justification for travel costs incurred?
	
	
	

	Conclusions: Davis Bacon
	Yes
	No
	Comments

	Are all weatherization workers and door/window installers paid the prevailing wage (wage plus fringe benefits)? 
	
	
	

	Are fringe benefits calculated appropriately? 
	
	
	

	Do the fringe benefits contain non-required benefits (i.e. Social security, unemployment, etc.)?
	
	
	

	Are fringe benefits paid at least quarterly?
	
	
	

	Do payroll records accurately reflect time spent in each classification in which work was performed?
	
	
	

	Are weatherization worker and door/window installer performing work in more than one classification compensated at the rate specified for each classification for the time actually worked? 
	
	
	






	Conclusions: Small Purchases
	Yes
	No
	Comments

	For small purchases, did the agency obtain and document price quotes from at least 3 different vendors?
	
	
	

	If 3 bids were not received, was a price analysis done?
	
	
	

	Did the agency establish written selection criteria?
	
	
	

	Did the agency select the vendor who best met the selection criteria and whose price was the lowest?
	
	
	

	Was the procedure well documented?
	
	
	

	Based upon the analysis of the procurement effort, did the agency select the correct vendor(s)?
	
	
	

	Conclusions: Negotiations
	Yes
	No
	Comments

	Were the advertising requirements met?
	
	
	

	Was the correct time allotted to respond?
	
	
	

	Were the following selection criteria used:
a.    Integrity
b.    Financial resources
      c.    Record of past performance
      d.    Technical resources
e.  Price
	





	
	

	Were points attached to each criterion?
	
	
	

	Was price given the greatest number of points?
	
	
	

	Were documented negotiations conducted with the most qualified bidder(s) whose prices were lowest?
	
	
	

	Was the most qualified bidder with the lowest negotiated price selected?
	
	
	

	Did the proposal provide for free and open competition?
	
	
	

	Was all necessary information provided to bidders?
	
	
	

	If 3 bids were not received, was a price analysis done?
	
	
	

	Was the procedure well documented?
	
	
	

	For Non-competitive/Alternative methods:
	
	
	

	     Did the agency obtain a written consent letter from
     IHSB or notify the Department of the method used
     for the current contract year?
	
	
	

	For Non-competitive/Alternative/Sealed Bid methods:
	
	
	

	     Were bids publicly opened?
	
	
	

	     Was the responsible bidder whose price was lowest 
     awarded the bid?
	
	
	

	Based upon the analysis of the procurement effort, did the agency select the correct vendor(s)?
	
	
	




	Conclusions: Roma Reporting
	Yes
	No
	Comments

	Does the Board of Directors display acceptance and knowledge of ROMA?
	
	
	

	Does the agency’s Executive Director display acceptance and knowledge of ROMA?
	
	
	

	If no to above, has ROMA training been scheduled?
	
	
	

	Has the agency received outcome/ROMA training from IHSB in the last year?
	
	
	Ex. Director rec training (date)
Bd members rec training (date)

	Has the agency developed a system, or does the agency use the existing ROMA system, to provide a description of outcome measures to be used to measure performance in promoting self-sufficiency, family stability and community revitalization?
	
	
	

	Is the agency gathering and tracking all information needed to complete the CSBG program reports?
	
	
	

	Based on the reports submitted to IHSB, does the agency demonstrate that they understand National Indicators?
	
	
	





	Conclusions: Related Parties & Conflict Of Interest
	Yes
	No
	Comments

	During the on-site monitoring review, were there any instances noted where the agency made any payments for goods, services, facilities, salaries/wages, professional fees, leases, etc., to related parties for expenditures charged to the CSBG contract without the prior written consent of IHSB?
	
	
	

	Conclusions: Program Objectives
	Yes
	No
	Comments

	Is the agency on track to meet the goals and objectives stated in the application and scope of work by the end of the contract period?
	
	
	

	Is the agency utilizing all of its current year performance measures in its service delivery area?
	
	
	

	Is the agency fulfilling its responsibility to establish and maintain an effective internal control system to ensure that:
a. Appropriate goals and outcome measures are met;
b. Resources are safeguarded;
c. Laws and regulations are followed; and
d. Reliable data are obtained, maintained and fairly disclosed.
	





	
	

	Is the agency fulfilling its responsibility to use resources efficiently, economically and effectively to achieve the purposes for which the CSBG funding was provided?
	
	
	



	Conclusions: General
	Yes
	No
	Comments

	Did agency staff involved in the on-site review demonstrate knowledge of CSBG program guidelines and procedures?
	
	
	

	Is the agency taking appropriate steps to ensure privacy and confidentiality of client information, such as secure files, confidentiality policies, private consultation space, etc.?
	
	
	Observation

	Do the written procedures reflect current practice?
	
	
	




COMMUNITY SERVICES BLOCK GRANT (CSBG)
Direct Services

	Persons Interviewed:
	 
	Dates:
	



	Questions
	Yes
	No
	Comments

	Are client records maintained for at least three years?
	
	
	

	Has the CSBG budget been amended or modified since the original encumbrance?
	
	
	Last revision

	Does the Program Manager frequently compare actual versus budgeted costs?
	
	
	Frequency

	Have procedures been established to notify the Program Director and other appropriate personnel when funds are deposited directly into the grantee’s bank account?
	
	
	

	Is there a system of control for the accounting of gas vouchers, motel vouchers, bus tickets and other direct services provided with CSBG funds?
	
	
	

	Does the agency have procedures in place to verify income amounts and family size as stated in the application?
	
	
	



	CLIENT FILES/ELIGIBILITY
	Yes
	No
	Comments

	Are intake forms completed properly?
	
	
	

	Do intake forms include client characteristics necessary for the agency to file accurate demographic reports?
	
	
	

	Is the agency using the appropriate HHS poverty guidelines to determine eligibility?
	
	
	

	Does the agency limit eligibility to clients at or below 125% of the HHS poverty guidelines?
	
	
	

	Evidence of agency procedures to verify income amounts and family size as stated in the application?
	
	
	

	Do client records contain information regarding types of assistance and dates of services provided?
	
	
	

	Are referrals documented/logged in the client records?
	
	
	

	Is follow-up information complete?
	
	
	

	Is there evidence that applicants were apprised of grievance procedures if services were denied?
	
	
	 






MONTANA
WEATHERIZATION ASSISTANCE PROGRAM
Agency Monitoring Report
	Agency name:
	

	Contact Person:
	
	Position:
	

	Address:
	
	Telephone Number:
	

	Persons Interviewed:
	

	Number of weatherization facilities other than main office:
	

	Address:
	
	Purpose:
	

	Type of Organization:
	

	Dates of monitoring visit:
	
	Dates of last visit:
	

	Problems from last monitoring visit:  



SECTION I.  GENERAL ORGANIZATION

	Total number of weatherization personnel:
	Office:
	
	Field:
	

	Agency organizational chart:
	

	Job Descriptions (Are job descriptions available?)

	WX Coordinator
	
	Warehouse Personnel
	

	Assistant Coordinator
	
	Crew Foreman
	

	Estimator/Auditor
	
	Crew Worker
	

	Inspector
	
	Other
	



SECTION II.	CLIENT APPLICATION PROCESS
A.	Outreach and Client Intake
1.	Under the current grant does the weatherization program serve clients throughout the entire geographic service area and in proportion to the number of eligible households? . . . . . . . . . . . . . . 

How does the Agency obtain applications? 

2.	Describe the procedure for approving applicants. 	
	
3.   Does Agency have a waiting list? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Number on waiting list: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

4.   Have any clients been on the waiting list for twelve months or longer? . . . . . . . . . . . . . . . . . . . . . .

If yes, has the Agency recertified the client’s eligibility in accordance with State requirements? . . 

5.   Does the Agency prioritize weatherization clients? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

If yes, how?	 	

6.   Is income verified? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

How is income verified?   

Has income verification been signed? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

7.   Are intake workers using the most current income guidelines? . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Application Review Checklist
1.	Is information recorded which can be used for establishing service priorities (occupants 60 years or older, disabled, consumption levels, income levels, etc.)?  Explain: 
	
2.   Does it include a point system for determining priority? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

What categories of applicant are given priority? (Check all that apply)

	
	Disabled
	
	Senior citizens

	
	Fuel assistance recipients
	
	High energy users

	
	Type of fuel or cost of fuel	
	
	Coordinate with other wx programs

	
	Emergencies
	
	Other:



Has the selection process changed since the last monitoring visit? . . . . . . . . . . . . . . . . . . . . . . . . . . 

3.   Does the Agency weatherize dwellings based upon household energy burden from the priority list or 
have sufficient reason for deviation from the priority list (Weatherized previously, travel, etc.)?. .  

  4.	Does the Agency distinguish between owner and renter households when using the priority list?. . .

5.   Are ineligible applicants notified promptly in writing with an explanation of why they are 
ineligible? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

6.	Is an applicant advised, in writing, as to appeal/protest procedures (concerning timely response from the Agency and eligibility determination)? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

7.   Does application contain a statement, regarding truth of information that is signed by the client? . 

8.	Does an Agency staff member sign and date the form signifying status of eligibility? . . . . . . . . . . .

9.	Does the application require applicant to disclose if property is scheduled for acquisition or clearance under a government program (10 CFR 440.18 (e) (I))? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
               
10.	Does application contain permission to enter premises and perform work? . . . . . . . . . . . . . . . . . . .  

If no, is this done via a separate form? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

11.	How does the staff insure that the property has not been weatherized since September 1994?   

SECTION III.  WEATHERIZATION PROCESS
A.	Computerized Energy Audit
1.	Does the Agency use a DOE-approved computerized energy audit? . . . . . . . . . . . . . . . . . . . . . . . . .

2.   What is the date of the most recent update of materials cost within the audit? . . . . . . . . . . . . .

3.   What is the date of the most recent update of the cost of labor within the audit? . . . . . . . . . . .

How was the cost of labor for each measure determined? . . . . . . . . . . . . . . . . . . . . . . . . 

4.   What is the date of the most recent update of the fuel costs within the audit? . . . . . . . . . .

5.	Is the cost of repair included with eligible weatherization measures for the calculation of
that measure’s Savings-to-Investment Ratio (SIR)? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

6.	Does the Agency conduct pre- and post-blower door tests on each unit? . . . . . . . . . . . . . . . . . . . . . 

7.	Is documentation contained in the client file justifying health and safety measures to be installed as part of the weatherization process? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

8.	Does the Agency have a completed Heating Worksheet in each case file for homes weatherized? 

B.   Production Monitoring

1.	Do all homes receive a final inspection by a certified energy auditor before being counted as a completion on the quarterly reports? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

2.	Is the person completing the final inspections different from those doing the actual work? . . . . . . .

3.	Were any deficiencies noted as a result of the final inspection?  If yes, was there a follow-up procedure to verify correction of noted deficiencies? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Describe:  																
4.   Does the Weatherization Program Director inspect any units? . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

5.	Does the Weatherization Program Director monitor crew/contractor productivity? . . . . . . . . . . . . .

6.	Were homes re-weatherized under DOE WAP during the last program year? . . . . . . . . . . . . . . . . . .

7.	Were all re-weatherizations weatherized initially before September 30, 1994? . . . . . . . . . . . . . . . . .

8.	Who schedules the work crews? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

9.	What factors are used to determine crew scheduling? 
	
C.	Private Contracting Patterns
If the Agency uses private contractors does it have the following:

1.	A written bid package? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

2.	When soliciting a contractor, how does the Agency insure free and open competition exists during the bid process?    

3.	How is evaluation of contractors’ performance conducted?

	
	Inspect work in progress
	
	Client sign off

	
	Inspect completions
	
	Annual bids for materials and labor



4.	How does the Agency ensure subcontractor compliance with the bid?  …………….

5.	Is there evidence of problems with subcontractors? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

6.	Does subcontract correspond with information set forth in proposal/bid specification (payment system, operation systems, standards, etc.)? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

7.	At what point in the process is the contractor reimbursed?   

8.	Does the Agency always inspect non-employee work prior to making payments? . . . . . . . . . . . . . . . . .

D.	Rental Property

1.	Are rental units being weatherized under the DOE Weatherization Grant? . . . . . . . . . . . . . . . . . . . 

2.	Does the Agency require a financial contribution from the landlord towards weatherization? . . . . . 

3.	If receiving a financial contribution from the landlord how is the Agency using the contribution? 

4.	How is the Agency assuring that rental property is not being unduly or excessively enhanced?

5.	Is the Agency utilizing the Weatherization Rental Agreement as found in the State Plan? . . . . . . . 

6.	Has the Agency changed the rental agreement from that in the State Plan? . . . . . . . . . . . . . . . . . . .  

7.	Does the rental agreement assure that the benefits of weatherization assistance accrue to the 
tenant? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

If so how?	 	

SECTION IV.  PROCUREMENT PROCEDURES

A.	Materials Procurement & Services

1. Can the Agency document that materials and services are procured in a manner which allows open and free competition? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

2. Who has the authority to purchase materials? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
3. How does the Agency handle material returns?   ………………………………………………
4. Are there any concerns from the general sampling?  ..............................................
5. Monitor reviewed ____ procurement files and found (summary)……….
B.	Inventory Tracking

1. Monitor reviewed six (6) inventory transactions and found (summary) ...............................

2. Physical count and reconciliation with ledger item(s):

a.	How often does the Agency conduct a physical inventory? . . . . . . . . . . . . . . . . . . . . . 

Date of last physical inventory performed by Agency . . . . . . . . . . . . . . . . . . . . . . . . . . . .

b.	Is the physical inventory reconciled with the ledger inventory each time it is taken? . . . . . .

c.	How does the Agency account for breakage or obsolete materials?

3. Inventory sample:

	

Material
	

Recorded Quantity on Hand
	
Actual Quantity on Hand/Accounted For
	

Unit Cost
	

Total Cost

	

	

	

	
$
	
$

	

	

	

	
$
	
$

	
	

	

	
$
	
$

	

	

	

	
$
	
$



C.	Inventory Storage

	Number of storage facilities?
	

	Adequate space (size, location)?
	

	Reasonable access for program staff?
	

	Adequate security (theft, damage, exposure)?
	

	Adequate distinction between grant sources, if applicable?
	



D.	Property Management

1.	Monitor reviewed the office inventory list and found  (summary) …………………………………
a.	Documentation of purchase authorization.  On file for all items classifiable as “capital equipment.” (Denver Regional Support Office requires authorizations for vehicles only.)

b.	What is the Agency policy for disposing of equipment/material purchased with federal funds?   
c.	Documentation (for items transferred/disposed): . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

3.	Vehicle Need and Use

Have any vehicles been rented or leased during the past contract year? . . . . . . . . . . . . . . . . . . . . . . .

Are the vehicles currently being used adequate for the job? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Are others needed? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . .

Are vehicles/equipment purchased with weatherization funds being used for other programs? . . . . 

If so, how is compensation made to the DOE program?  ………………………..

Are vehicles securely stored? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Where: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Are vehicles used for official use? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Personal use?   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Does the Agency have a vehicle maintenance policy? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Is maintenance of vehicles documented? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Are emergency procedures posted in case of an accident? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Is emergency equipment available? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

4.	Tools and Equipment

	Are crews responsible for tools and equipment?
	

	Are tools and equipment in locked storage?
	

	Is there a master list of tools and equipment?
	

	Date of last tool and equipment inventory.
	



SECTION V.	HEALTH AND SAFETY	
A.	Crew Safety

1.   Does Agency have a staff member who serves as the “Competent Health & Safety Officer”? . . . . 

2.	Does the Safety Officer observe work in progress? …………………..

3. 	Date of last observation…………………………………………………

4. 	Are there regular safety meetings at which minutes are taken? ……………….

5. 	Agency respiratory protection procedures

a.	Is respiratory equipment use required? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

For what workstations? (list):	

b.	Are pulmonary exams required of staff prior to use of respirators? . . . . . . . . . . . . . . . . . . . 

6.   Monitor reviewed Policy and Procedures and found (summary)  …………………….

B.	Hazardous Materials

1.	Does the Agency have a hazardous materials communication program to inform workers about potential hazards regarding material used? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

2.	How are hazardous materials in the workplace identified for worker awareness?  Describe: (container labels; other forms of warning):

3.	Does the Agency maintain MSDSs? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

4.	Are MSDSs accessible to employees? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

5.	Are MSDSs accessible at the job site? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

6.	Is hazardous material usage training provided to employees? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

C.	Client Safety

1.	Who is responsible for informing clients of the hazardous materials to be used on the client home and determining if any member of the client household has any medical conditions requiring special precautions during the weatherization work? (Name & Position)

2.	How is field staff notified of need for special precautions due to medical condition in the household? (Describe)   

D.	Lead Safe Weatherization

1.	How does the pre-inspector determine if the dwelling is built prior to 1978?

2.	How is the information regarding the presence of lead in a dwelling relayed to the client and crews/contractors?

3.	Does the agency maintain in the case file written records of Lead Safe Weatherization 
performed? 

4.   Are crews/contractors trained in Lead Safe Weatherization? 
5.	Are crews/contractors required to use shrouded tools and equipment (respirators, 6 mil or greater plastic, testing, personal protective equipment, warning signs around work areas, HEPA vacuums, decontamination stations, etc.) that are adequate to perform Lead Safe Weatherization? 

6.	Does the agency inspect crew/contractor work in progress to assure that Lead Safe Weatherization practices are being followed? 

7.	What provisions for Lead Safe Weatherization are included in agency subcontracts?

8.	Does the agency require that contractors carry liability insurance that includes Lead Safe Weatherization? 

9.	Does the agency’s liability insurance cover Lead Safe Weatherization? 

10.	Does the agency provide a copy of the “Renovate Right” pamphlet to all owners/clients prior to the weatherization work beginning on a dwelling constructed prior to 1978? 

11.	Is the signed copy of the receipt of the lead pamphlet kept in the client’s case file? 

12. How does the agency assure that crews/contractors properly dispose of materials containing lead based paint?

13. Does the agency require crews/contractors to follow Housing and Urban Development (HUD) regulations regarding lead based paint when weatherizing HUD dwellings? 

14. Does the agency keep copies of the initial and refresher Certified Renovator Training Certificates on site (at the dwelling/in vehicle)?  

15. Does the agency use lead-check swabs? 

16. Where are the lead-check swabs stored? (Can’t be frozen) 

17. How does the agency document the results of the lead-check swab? (Form or Picture) 

18. Is the test kit documentation form: 
a. In the client file? 
b. Contain the client’s Information? 
c. Contain the location of the test site? 
d. Completed by a certified renovator? 
e. Contain the signature of the certified renovator? 
f. Contain the type of test kit used? 

19. Does the agency post caution signs? 

20. Where do they post the signs? (At least 5 feet from the containment) 

21. Does the agency set up a barrier around the containment? 

22. Does the agency use a Hepa Vac? (Has the Agency extended the hose?) 

23. Does the agency use shrouded tools? 

24. What is the agencies process for clean-up (2-feet around the containment)? Explain 

25. Does the agency get baseline blood lead levels (BLL) on all weatherization employees?  

SECTION VI.	TRAINING & TECHNICAL ASSISTANCE

1. Does the Agency have a training program for new personnel? . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

2.	Does MSU provide regular training for the weatherization staff? . . . . . . . . . . . . . . . . . . . . . . . . . . .

1. Describe how the Agency identifies the training needs of staff?

4.	List the various training sessions conducted within the last program year.

5.	What training have the weatherization estimators received within the last program year?

6.	Are there any agency training needs that are not currently being met? . . . . . . . . . . . . . . . . . . . . . . .

Agency Viewpoint:

Technical: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 	

Administrative: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Monitor’s Viewpoint:

Technical: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Administrative: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Other: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

SECTION VII.	CURRENT CONTRACT(S) AND BUDGET(S)

1.   Monitor reviewed the current weatherization contract and found (summary) ……………….

SECTION VIII.	AUDIT PROCEDURES

1.	Period covered by last A-133 audit (specify dates): . . . . . . . . . . . . . . . . . . . . . . . 

The audit covered WX program only  (     )  or total agency  (   ). 

If costs were questioned, list type and amount:

	3 Prior Yrs
	TYPE
	AMOUNT
	RESOLVED
	YES
	NO

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



2.	List weatherization management issues raised in last three A-133 audits:
	
	3 Prior Yrs
	ISSUES
	RESOLVED
	UNRESOLVED

	
	
	
	

	
	
	
	

	
	
	
	



SECTION IX.	PERSONNEL 

1. Describe any personnel issues identified during the monitoring visit (office staff or field staff).
2. Monitor reviewed (3) timesheets and ____ travel expenditures and found (summary) ………
SECTION X.	FISCAL REVIEW:    

1. Are funding sources accounted for separately? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
2.   Do the accounting records agree with monthly financial reports? . . . . . . . . . . . . . . . . . . . . . . . . . . .

3. Is Agency accounting for income earned on DOE funds? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
4. Monitor reviewed twelve (12) expenditures and found (summary) ………………………
5. Monitor reviewed insurance and found (summary)  ………………………………..
6. Does the Agency use receiving reports or other proof of delivery? . . . . . . . . . . . . . . . . . . . . . . . . . .
7. Is there segregation between procurement, purchasing and receiving? . . . . . . . . . . . . . . . . . . . . . . .
8. Has the Weatherization contract been amended or modified since the original encumbrance? ….
9. Does the Program Manager frequently compare actual versus budgeted costs? ……………..
10. After balancing the books each month, is a budget comparison done by cost category to determine if expenditures are being incurred as budgeted? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

11. Have procedures been established to notify the Program Director and other appropriate personnel when funds are deposited directly into the grantee’s bank account?
Fiscal System Notes:


SECTION XI.	DAVIS-BACON REPORTING REVIEW:

1. Monitor reviewed Davis Bacon reporting and found (summary) ……………….
2. Does the agency submit weekly payrolls for agency employees and sub-contractors to the Department? 

3. Are the wage determinations and the Davis Bacon poster (WH1321) posted at the warehouse or office where all crews have an opportunity to review it? 

4. Do the auditors and inspectors perform the work of weatherization worker and door/window installer? 

5. Does the agency mention in all advertisements for bids/proposals that work must be done in compliance with the Davis Bacon Act? 

6. Does the agency include the federal/state ARRA logos in all related advertisements? 

7. Does the agency maintain payroll and basic files associated with weatherization projects funded by ARRA funds for the duration of the contract and three (3) years after? 

8. Does the agency ensure that contractors understand all the Davis Bacon Requirements? 
9.   Does the agency maintain weekly payrolls for contractors? 

10.   Does the agency submit weekly certified subcontractor payrolls? 

· Does the agency or subcontractors use apprentices or trainees? 
· If yes, is it a bona fide apprenticeship or trainee program registered with the U.S. DOL; Employment and Training Administration; Office of Apprenticeship and Training, Employer and Labor Services (OATELS); or with a State Apprenticeship Agency recognized by the OATELS?

11.  Did the agency revise the personnel policies and procedures to include the Davis Bacon requirements? 

12.  Does the agency have a process or procedure providing for the weekly review of certified payrolls? 

13.  Does the agency have a procedure for monthly or quarterly Davis Bacon compliance reviews? 

Client Files Notes:


Client File Summary:

	Number of Files that:
	Number

	Were reviewed
	

	Corresponding to rentals that contained access/landlord agreements
	 of 

	Contained access/landlord agreements
	

	Contained Heating Worksheets 
	

	Contained client signoffs
	

	Contained worker and contractor signoffs
	

	Contained energy audit summaries
	

	Contained priority numbers of justification for departing from State priority system
	



Client File Comments and Required Corrective Actions:

Home Inspections:

The dwellings for cases:   and  were inspected.   () completions were cofunded with the NorthWestern Energy (NWE) Free Weatherization Program.  (There were () DOE cofunds and () LIEAP cofunds.)  
     
	Number of:
	Number

	Homes inspected
	

	Jobs on which work/materials observed reconcile with work/materials reported
	

	Jobs on which energy audit recommendations were properly followed
	

	Jobs on which clean up was adequate
	

	Jobs on which workmanship was complete
	

	Jobs on which the quality of workmanship was adequate
	

	Jobs on which materials/measures were allowable under DOE/DPHHS guidelines
	



Home inspection Comments and Required Corrective Actions:

The Agency must:

1.   

All other weatherization work performed was of excellent quality.

The Agency must respond to these deficiencies and required corrective actions by .

General Administration:

General Administration Comments and Required Corrective Actions:

The Weatherization Assistance Program Monitoring Instrument was reviewed with .    

The review of program procedures included financial management, procurement, vehicle and property liability insurance, general administration, low cost/no cost weatherization expenditures and expenditures for training and technical assistance (T&TA).  

Financial Audit Report for the period ending , has been reviewed by this Bureau and the Department's Audit and Program Compliance Bureau.  There were no audit findings in this report regarding the Agency's weatherization programs.    
 
Liability insurance policies and vehicle insurance coverage was found to be adequate for the Weatherization Program.    

All time sheets and leave requests were signed and properly authorized and coded to the proper funding sources.  

The Agency budgeted $ for the Low Cost/No Cost line item for the Program Year and $ has been expended as of .  

The Agency takes an inventory of the material stock supply on a regular basis with a person not associated with the Weatherization Program and there is a process in place to account for the inventory installed on client dwellings.  A sample count was completed at the time of this monitoring visit.

The Agency's  program year Training and Technical Assistance monies are used for:  .
  
A copy of the Agency's Personnel Policies and Procedures Manual and Fiscal Manual are on file with the Department.    

The Weatherization Program Director periodically completes cost comparisons regarding material and labor costs that are paid to subcontractors performing weatherization measures for the Agency with the projected costs associated with Agency personnel performing these same services. Based upon these comparisons, the Energy Programs Director feels that the Agency is providing weatherization services at the lowest possible costs.  

General Administration Deficiencies and Required Corrective Actions:

 











HOUSING AND URBAN DEVELOPMENT (HUD)
EMERGENCY SHELTER GRANTS PROGRAM (ESGP)

The Emergency Shelter Grants Program was discussed with the Executive Director and Fiscal Officer.  The Homeless Monitoring Instrument was reviewed and a copy of this document is also attached.    

ESGP funds are subcontracted to:  

Matching ESGP funding requirements are provided through the United Way, subcontractors and private donations.

	Agency Profile

	Agency:
	

	Location:
	

	Date of Monitoring:
	

	Monitor:
	

	Date of last visit:
	

	Executive Director:
	

	Program Coordinator:
	

	Does Executive Director receive a periodic report on the status of Program?
	

	Frequency:
	

	Does the agency maintain all records for a 5 year period?
	




	ESGP Administration

	Is the number of participants currently being served consistent with the estimated numbers in the approved work plan/budget for the program year?
	# served

	Do both completed and underway activities demonstrate that participants receive services needed to achieve independent living?
	

	Is there at least one homeless person or formerly homeless person participating, to the extent possible, in the policy decision-making process regarding projects receiving ESG funds?
	

	Does the agency review for evidence of conflicts of interest between the agency and subcontractors or subcontractors and their subcontractors?
	

	Does the agency require, and receive, documentation from participants/subcontractors sufficient to ensure that payments are for eligible, actual and incurred expenditures?
	

	Does the agency have a system or procedures for ensuring that ESG funds are used in accordance with all program requirements?
	

	Is the agency in compliance with the lead hazard abatement and the lead inspection requirements?
	

	Has the agency developed a system to track progress of each ESG-funded activity to completion?
	

	Does the agency and/or subcontractors have a participation grievance procedure policy for participants who are terminated assistance from ESG-funded activities due to violations of program requirements?
	

	Does the denial of services or termination from assistance policy describe program requirements, termination process and the grievance policy?
	

	Is the agency entering ESG information into the Homeless Management Information System (HMIS)?
	

	Does the agency use any ESG funding for any construction, alterations, maintenance or repair?
	

	Has the HUD ESG budget been amended or modified since the original encumbrance?
	

	Does the Program Manager frequently compare actual versus budgeted costs?
	

	Have procedures been established to notify the Program Director and other appropriate personnel when funds are deposited directly into the grantee’s bank account?
	

	Are there any concerns from the Senior Management and Fiscal interviews?
	



	ESGP Fiscal

	Does the agency’s process for reviewing subcontractor requests for funds ensure that the ESG payments are not being requested in excess of immediate need?
	

	Does the agency have a tracking system or other method of documenting compliance regarding procurement and/or subcontracting requirements?
	

	Does the agency ensure that adequate records for property and assets acquired with ESG grant funds are maintained?
	

	Does the agency have an interest bearing account and, if so, is there evidence that the account earned interest on ESG grant advances?
	

	Does the agency identify expenditures in its accounting records according to eligible activities identified in the work plan and budget and the Integrated Disbursements and Information System (IDIS) activity information?
	

	Does the agency provide cash payments directly to program participants?
	

	Is the agency in compliance with the non-discrimination Section 504 of the Rehabilitation Act of 1973, and other equal opportunity requirements applicable requirements?
	

	Does the agency procure services for the ESG program using Small Purchases procedures?
	

	Does the agency procure services for the ESG program using noncompetitive procedures?
	

	If agency procured services noncompetitively were other methods of procurement infeasible because the items/services were available from a single source; or a public exigency or emergency was of such urgency to not permit a delay resulting from competitive solicitation; or after solicitation of a number of sources, competition is determined inadequate; or approval was granted by the Department?
	

	Conclusions
	

	Monitor reviewed three (3) HUD ESG expenditures and two (2) timesheets.
	

	Is there evidence that the agency has safeguards for preventing loss, damage, or theft of agency-held property?
	

	Does a review of the sample transaction records indicate that ESG expenditures were eligible costs under regulations?
	

	Do the fiscal records indicate evidence that the agency has effective internal control over, and accountability of all grant funds, property and other assets?
	



ELIGIBLE ACTIVITIES

	Renovation, major rehabilitation or conversion of buildings for use as emergency shelters for the homeless.  (Note:  No funds may be spent for this activity without first complying with certain environmental laws and preservation laws.  Compliance must be fully documented.  If funding is spent on this activity, make copies of file and attach to this report.)

	ESGP budgeted amount:
	$
	Total ESGP spent to date:
	$

	ESGP costs:
	$
	Matching funds spent:
	$

	Notes:

	If ESG funds have been used to assist activities involving acquisition, demolition, or rehabilitation, has the agency budgeted or paid for relocation assistance to displaced persons or businesses?
	

	Is there evidence of the agency’s compliance with the National Environmental Policy Act?
	

	Is there evidence of compliance with flood insurance protection when assistance was used for rehabilitation of real property located within the Special Flood Hazard Area (SFHA)?  
	

	If ESG funds are used for rehabilitation, has the agency supplied copies of certifications and inspections by local building officials?
	

	If the rehabilitation facility is inspected, are state/local habitability standards being met?
	

	If ESG funds are used for rehabilitation of a structure, is the structure continuing to be used for housing homeless persons for the required 3 years?
	

	If ESG funds are used for major rehabilitation or conversion of a structure, is the structure continuing to be used for housing homeless persons for the required 10 years?
	

	Provision of essential services to the homeless (including services concerned with employment, health, drug abuse and education and may include additional services cited in regulations).  Note:  Statewide average cannot exceed 30% overall.  (Identify expenditures and amounts spent supported by canceled checks, paid bills, payrolls, time and attendance records, etc.)

	Percent of total HUD/ESGP budget:
	30%

	ESGP budgeted amount:
	$
	Total ESGP spent to date:
	$

	ESGP costs:
	$
	Matching funds spent:
	$

	Notes: 

	Has the agency spent no more than 30% of its ESG grant for essential services?
	

	Are the services new or a quantifiable increase in the service levels provided by the agency within the last program year before the current program year ESG grant?
	

	Do participants’ files document essential services provided to clients?
	

	Do participants’ files document third party source of income verification?
	



	Essential Services File Review

	File reviewed:
	Income verified?
	Eligible?
	Service provided:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Payment of maintenance, operation (including administration but excluding staffing costs), rent, repairs, security, fuels and equipment, insurance, utilities and furnishings.  (Identify expenditures and amounts spent supported by canceled checks, paid bills, payrolls, time and attendance records, etc.)

	ESGP budgeted amount:
	$
	Total ESGP spent to date:
	$

	ESGP costs:
	$
	Matching funds spent:
	$

	Notes:  

	Has the agency spent no more than 10% of its ESG grant for shelter maintenance for management staff costs?
	

	For shelters serving domestic violence victims, is there evidence to support that the agency has established written procedures regarding confidentiality of client records and the address/location of any shelter serving domestic violence victims?
	

	Number of shelters receiving ESG funding?
	

	Do all Domestic Abuse shelters have confidentiality procedures for domestic violence victims?
	

	Do all shelters receiving ESG funding have a due process policy for terminations?
	

	Number of shelters receiving ESG funds?
	

	


	Shelter Maintenance Information

	Shelter name
	Location
	Purpose

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Developing and implementing homeless prevention activities.   Note:  Statewide average cannot exceed 30% overall.  (Identify expenditures and amounts spent supported by canceled checks, paid bills, payrolls, time and attendance records, etc.)

	Percent of total HUD/ESGP budget:
	30%

	ESGP budgeted amount:
	$0
	Total ESGP spent to date:
	$0

	ESGP costs:
	$
	Matching funds spent:
	$

	Notes:  

	Has the agency spent no more than 30% of its ESG grant for homeless prevention activities and other short-term financial assistance to prevent homelessness?
	

	Are low-income individuals or families at imminent risk of losing their housing due to a notice of eviction, foreclosure, or utility termination?
	

	Do participant files show that the assistance is necessary, due to a sudden loss of income, the participants are able to resume payments in a reasonable time period, and there are no similar funds available locally?
	

	Does a review of the participant files adequately document that the individuals or families were homeless or about to become homeless prior to assistance?
	

	Does the agency document the evidence of an eviction, foreclosure or utility termination notices and evidence that the inability to pay was sudden, necessary to prevent homelessness and resumption of payment is reasonably expected within the near future?
	

	Does the agency inspect all housing facilities for lead paint built prior to 1979 (except shelters, hotels/motels) and completed the inspection form?
	

	If the housing inspection cannot be performed prior to the provision of ESG fund for alleviating homelessness, did the agency complete the inspection and required inspection form within 100 days of the provision of assistance?
	

	Has the agency completed an inspection exemption form for all shelters receiving ESG Homeless Prevention funds?
	

	Has the person performing the visual inspections of dwelling for lead based paint been certified through a HUD lead assessment program?
	



MTRRA Monies for Emergency Food and Shelter (HB645)
Agency Monitoring Instrument

	Agency Profile

	Agency:
	

	Location:
	

	Date of Monitoring:
	

	Monitor:
	

	Date of last visit:
	

	Executive Director:
	

	Program Coordinator:
	

	Does Executive Director receive a periodic report on the status of Program?
	

	Frequency:
	



	Current Year Work plan?
	

	Current Year Budget?
	




	Shelter Information

	Shelter name
	Location
	Purpose

	
	
	

	
	
	




	HB645 ADMINISTRATION

	Does the agency require, and receive, documentation from participants sufficient to ensure that payments are for eligible, actual and incurred expenditures?
	

	Does the agency have a drug-free workplace statement?
	

	Does the agency conduct political activities or lobbying?
	

	If the agency does conduct lobbying, has the agency correctly filed a certification and disclosure form?
	

	Does the agency have a system or procedures for ensuring that HB645 funds are used in accordance with all program requirements?
	

	Has the agency developed a system to track progress of each HB645-funded activity to completion?
	

	Does the agency know the HB645 files need to be kept for a period of three (3) years past the end of the contract time period?
	

	Does the agency and/or subcontractors have a participation grievance procedure policy for participants who are terminated assistance from HB645-funded activities due to violations of program requirements?
	

	Does the denial of services or termination from assistance policy describe program requirements, termination process and the grievance policy?
	

	Has the agency spent more than 5% of the contract on administrative costs? 
	

	Does the agency have required general liability insurance, automobile liability insurance and professional liability insurance coverage in the required minimums for bodily injury, personal injury and property damage? ($1,000,000 per occurrence and $2,000,000 aggregate per year)
	

	Does the Agency have policies on client confidentiality?
	

	Does the Agency assure that information regarding clients is kept confidential?
	

	Does the Agency understand HUD’s homelessness definition?
	




	HB645 FISCAL

	Does the agency’s process for reviewing subcontractor requests for funds ensure that the HB645 payments are not being requested in excess of immediate need?
	

	Does the agency have an indirect cost proposal or cost allocation plan prepared in accordance with the applicable OMB Circulars A-87 or 122?
	

	Does the agency have a tracking system or other method of documenting compliance regarding procurement and/or subcontracting requirements?
	

	Does the agency ensure that adequate records for property and assets acquired with HB645 grant funds are maintained?
	

	Does the agency have a written fiscal procedures manual covering the recording of transactions, an accounting manual and a chart of accounts?
	

	Does the agency have an interest bearing account and, if so, is there evidence that the account earned interest on HB645 grant advances?
	

	Do the fiscal records indicate evidence that the agency has effective internal control over, and accountability of all grant funds, property and other assets?
	

	Does a review of the sample transaction records indicate that HB645 expenditures were eligible costs under regulations?
	

	Are the HB645 financial transactions supported by adequate source documentation, e.g., invoices, contracts, or purchase orders?
	

	Is there evidence that the staff duties are separated so that no one individual has complete authority over an entire HB645 financial transaction?
	

	Are charges to the HB645 program for salaries and wages documented in accordance with the generally accepted practice of the agency?
	

	Are payments for employee salaries supported by timesheets indicating actual times spent on HB645 activities? (can’t be more than 5% of the contracted amount) 
	

	Does the shelter provide cash payments directly to program participants?
	

	Are OMB Circular A-133 Single Audits required for agency?
	

	Is the agency in compliance with the non-discrimination Section 504 of the Rehabilitation Act of 1973, and other equal opportunity requirements applicable requirements?
	

	Does the agency procure services for the HB645 program using Small Purchases procedures?
	

	Does the agency procure services for the HB645 program using noncompetitive procedures?
	

	Does the agency have procurement procedures that provide for free and open competition so awards can be the most advantageous to the agency?
	

	Does the agency solicited bids from an adequate number of qualified sources consistent with the nature and requirements of the procurement?
	

	Do bid proposals identify all significant evaluation factors, including prices or costs where required, and their relative importance?
	

	If agency procured services noncompetitively were other methods of procurement infeasible because the items/services were available from a single source; or a public exigency or emergency was of such urgency to not permit a delay resulting from competitive solicitation; or after solicitation of a number of sources, competition is determined inadequate; or approval was granted by the Department?
	

	Are HB645 funds only used for homeless shelters?
	

	Monitor reviewed four (4) expenditures.
	



ELIGIBLE ACTIVITIES
	Payments to Shelters for Essential Service Activities for the Homeless 

	Did the shelters provide essential services to clients?
	

	Does the shelter provide documentation of third party homelessness for participants?
	



	Essential Services File Review

	File reviewed:
	Homeless? 
	Eligible?
	Service provided:

	
	
	
	



	Payments to Shelters for Homeless Prevention Activities.   

	Does the shelter provide documentation that the assistance was necessary, due to a sudden loss of income, the participants were able to resume payments in a reasonable time period, and there were no similar funds available locally?
	

	Does the shelter provide documentation that the individuals or families were homeless or about to become homeless prior to assistance?
	

	Does the shelter document the evidence of an eviction, foreclosure or utility termination notices and evidence that the inability to pay was sudden, necessary to prevent homelessness?
	

	Does the shelter or agency provide mortgage assistance? (If so, deny charges)
	

	Were all HB645 funds paid directly to a shelter for homeless prevention activities? 
	



Homeless Prevention File Review
	
File reviewed:
	
Eligible?
	Type of assistance?
	Housing Status?

	
	
	
	



	Maintenance Funding In Support Of Existing Emergency Shelters And Domestic Violence Facilities That Provide Shelter, Food, And Individual Support Services

	Number of shelters receiving HB645 funding?
	

	Do all Domestic Abuse shelters have confidentiality procedures for domestic violence victims?
	

	Do all shelters receiving HB645 funding have a due process policy for terminations?
	

	Were HB645 funds used to pay for agency staffing costs? If yes, then deny.  
	

	Were HB645 funds used to pay for shelter staffing costs? (Okay)
	

	

	Renovation, Rehabilitation, Or Conversion Of Buildings For Homeless Shelters.  

	Does the agency use any HB645 funding for any conversion in the use of a building to an emergency shelter for the homeless? 
	

	Does the agency use any HB645 funding for any major rehabilitation that involves costs in excess of 75% of the value of the building before rehabilitation? 
	

	Does the agency use any HB645 funding for any renovation that involves costs of 75% or less of the value of the building? 
	

	Describe the activities provided under this category. 
	





Homeless Prevention and Rapid Re-Housing

AGENCY MONITORING REPORT

	Agency name:
	
	Date:
	

	Contact Person:
	
	Position:
	

	Address:
	 
	Telephone Number:
	

	Persons Interviewed:
	



	Homeless Prevention and Rapid Re-housing

	Does the agency have procedures to prevent loss, damage, or theft of property?
	

	Does the agency maintain records for property and assets acquired with grant funds?
	

	Does the agency determine Rent Reasonableness?  
	

	Does the agency have a policy for determining/documenting rent reasonableness? 
	

	Does the agency conduct a Habitability Inspection each time a client moves into a new unit and has been provided financial assistance? 
	

	Does the agency conduct a Lead Inspection on all pre-1978 units when a child under the age of six is or will be living in the unit (including pregnant women)? 
	

	Does the agency have written financial procedures? 
	

	Does the agency submit the audit required under OMB Circular A-133 annually?
	

	Are HPRP funds are being used for operating costs or to assist persons residing in transitional housing? 
	

	Are all payments made to third parties? 
	

	Does the agency enter client-level data into HMIS? 
	

	Does the agency submit the quarterly performance reports timely?
	

	Are there adequate time and attendance records for all employees in the program?
	

	If an employee is paid from more than one source of funds, is there adequate documentation to support the amount billed to each source?
	

	Does the Agency have procedures regarding client confidentiality?
	

	Is the agency taking appropriate steps to ensure privacy and confidentiality of client information, such as secure files, confidentiality policies, private consultation space, etc.?
	

	Does the Agency have procedures that the address or location of any assisted household will remain confidential? 
	

	Does the agency have a denial of services or termination from assistance policy that describes program requirements, the termination process and the grievance policy?
	

	Does the agency perform any outreach and engagement to publicize programs?
	

	Does the agency make known that HPRP rental assistance and services are available to all on a nondiscriminatory basis and ensure that all citizens have equal access to information about HPRP, financial assistance and services provided?
	

	Does the agency affirmatively further fair housing opportunities for protected classes (race, color, national origin, religion, sex, disability, and familial status)? (Page 42 of the Docket)
	

	How does the agency ensure clients are not discriminated based on the basis of religion or a religious belief?
	

	Does the agency comply with the Drug Free Workplace Act of 1988?
	

	Has the agency used HPRP funds for Lobbying Activities? 
	

	Does the agency provide rental arrears assistance (Up to 6 months) for individuals/families to remain in their existing residence or move to another residence?
	

	Does the agency provide short-term rental assistance (Up to 3 months) for individual/families to remain in their existing residence or move to another residence?
	

	Does the agency provide medium-term rental assistance (From 4 months on) for individual/families after short-term assistance has been provided (not to exceed 18 months total)?
	

	Does agency provide security and utility deposits for participants?
	

	Does agency provide utility payments (Up to 18 months of assistance including 6 months of arrearages with proof of arrears) for participants?
	

	Does the agency provide assistance with moving costs (truck rentals, moving company or storage fees for a maximum of 3 months) for participants?
	

	Does the agency provide motel/hotel vouchers to participants for up to 30 days assistance when no appropriate shelter or rental housing is immediately available and a subsequent residence has been identified before placing the participant into the motel/hotel?
	

	Does the agency provide case management services related to housing needs including counseling and housing/services plans?
	

	Does the agency perform housing search and placement services to assist in locating, obtaining and retaining suitable housing?
	

	Does the agency provide legal services (except those related to mortgages) to assist with legal advice relating to tenant/landlord matters or housing issues?
	

	Does the agency provide credit repair services such as money management, accessing free credit reports or assisting in resolving credit issues?
	

	Does the agency provide any other HPRP services?
	

	Does the agency follow procurement and/or subcontracting requirements?
	

	Is the agency providing services as outlined on the contractual work plan and budget?
	

	Has the HPRP budget been amended or modified since the original encumbrance?
	

	Does the agency frequently compare actual versus budgeted costs?
	

	Have procedures been established to notify the Program Director and other appropriate personnel when funds are deposited directly into the grantee’s bank account?
	

	Monitor reviewed five (5) expenditures and three (3) timesheets.
	




	HPRP Case File Review

	Initial Consultation and Application Packet

	Do the case files contain an application packet? (Look for intake form, signed confidentiality release form, appeals process, notification of penalty for false information, and an initial summary sheet with basic information)
	

	Do the case files contain an initial consultation? (Look for case file notes describing the client’s situation, barriers, needs, and type of eligible assistance)
	

	Income Determination

	Is gross income calculated correctly? (Annualized)
	

	Are the households at or below 50% of AMI? 
	

	Verification of incomes and appropriate documentation?
	

	When a lower documentation standard is used, does the agency have notes indicating why?
	

	Assets Test documentation ≤ 2 months of 80% of fair market value for rentals in Montana?
	

	All income documentation dated within 30 days of application? (A benefits statement for public assistance within 12 months is acceptable.)
	

	Housing Status

	Is the household either homeless or at imminent risk of homelessness and meet both of the following conditions: 
· No appropriate subsequent housing options have been identified;
· The household lacks the financial resources and 
· Support networks needed to obtain/remain in its existing housing 
	

	Do the case files demonstrate that the case manager has reviewed with client housing options, support networks, and other financial resources? 
	

	Eligibility Determination

	Consistent documentation of budget information and calculations? (budget worksheet)
	

	Client scoring sheet or other documentation that is consistent, fair, and objective for both:
· Eligibility and
· Award
	

	Do the case files contain case notes for subsequent meetings, phone calls, etc.?
	

	Assistance Award

	Housing Stabilization Plan or similar action plan (case notes are acceptable)?
	

	Copies of signed voucher acceptance and signed W-9 (if applicable)?
	

	Voucher tracking sheet?
	

	Copy of Habitability Inspection for households that move?
	

	Lead-based paint inspection for pre-1978 units and households with children under the age of 6?
	

	Do the case files contain rent reasonableness documentation?
	

	Do the case files indicate that rental assistance paid for the unit(s) does not exceed actual rental cost and that the actual rental cost(s) is/are in
compliance with HUD’s standard for rent reasonableness?    
	

	Do the case files contain a written lease or occupancy agreement? (Lease agreement must identify applicant as the tenant, landlord as payee, property location, rent amount, term and must be signed by both parties)
	

	Is the “Staff Affidavit” form in every case file determined or recertified on or after November 1, 2009 or the “Staff Certification of Eligibility for HPRP Assistance” form in every case file determined or recertified on or after May 1, 2010?  
	

	Does the client file contain a new “Staff Affidavit” or “Staff Certification of Eligibility for HPRP Assistance” form in every case file where a new (or different) case worker has worked on a client file?
	

	3 Month Re-certification of Mid-Term Assistance

	Does the agency do an ongoing eligibility assessment every 3 months? (Required for clients receiving financial assistance and/or Housing Relocation& Stabilization Services)
	

	Income verification?
	

	Housing status determination? (original documentation is sufficient, unless the client has exited the program, then new housing status determination documentation is required)
	

	Eligibility determination?
	

	Assistance award documentation?
	

	Progress Monitored

	Follow-up on stabilization or action plan?
	

	Other

	If program participants have been terminated from receiving housing assistance, does a review of their files reveal that the minimum due process requirements for termination were followed?
	

	Do the program participants’ files indicate that HPRP assistance has been limited to a maximum of 18 months of rental assistance, 18 months of utilities assistance and 18 months of supportive services for each program participant reviewed?
	

	Is there evidence in the participants’ files to indicate that the participants are not also receiving another federal, state or local housing subsidy for the same HPRP cost type and period of time?  
	

	Is the agency serving eligible participants?
	


The agency must:



LOW INCOME ENERGY ASSISTANCE PROGRAM (LIEAP)

The LIEAP Heating Assistance and Client Education/Assurance 16 programs were discussed with the Agency's LIEAP Program Manager.  The Agency provides services to the counties of 

During this monitoring visit, this Monitor was able to observe the Energy Programs Manager and staff in operation with the administration of the program.  The LIEAP Program Manager and staff have very good client rapport in face-to-face interviews and also are very helpful at scheduling appointments for clients that need to see a worker.

Twenty Nine (29) case files for the 2009 - 2010 program year were reviewed and copies of the LIEAP Monitoring Reporting Instrument are attached to this report.  The cases that were picked for review were chosen from a report generated from the LIEAP computer system that listed all cases that the agency had processed from October 1, 2009 through April 30, 2010.  

All case files were in excellent order and provided all necessary information and documentation of activities.  While conducting the review, some case situations required clarification and the LIEAP Program Director was able to provide all answers.  

The LIEAP Program Manager stated that the Agency provides LIEAP Client Education/Assurance 16 activities to clients in various locations in the three (3) county service area. Client Education/Assurance 16 activities are conducted in various housing projects, senior centers, welfare offices, churches, community centers and fuel vendor offices.  The Agency provides energy education to schools, designs and distributes energy conservation posters, coordinates energy education with local groups, provides energy conservation and resource materials, provides a self-help program for low cost/no cost clients, provides targeted households with information regarding eligibility for other programs and benefit opportunities, coordinates with fuel vendors for energy bill credit counseling, coordinates with and makes referrals to other energy assistance resources, provides opportunity for propane fuel clients to purchase propane at lower summer rates and leverages additional resources for clients.  
    
The LIEAP office works closely with the Weatherization Program to utilize the LIEAP Emergency funds for eligible clients in emergency situations.











Monitoring Report
Low Income Energy Assistance Program

	AGENCY:
	

	DATE:
	

	MONITOR:
	



Characteristics of client files reviewed:

The tables below contain summary information for all client files reviewed:

	A.  Eligibility

	      Number of files reviewed:
	

	      Number of eligible applicants:
	

	      Number of ineligible applicants:
	

	      Number of categorical eligible clients:
	

	                    Receiving SSI benefits:
	

	                    Receiving FAIM/TANF benefits: 
	

	                    Receiving GA benefits:
	



	B.  Fuel Type of Client Households

	      Electricity:
	

	      Natural Gas:
	

	      Fuel Oil:
	

	      Propane:
	

	      Wood:
	

	      Coal:
	



	C.  Type of Client Household

	      Single Family:
	

	      Multi-Family:
	

	      Mobile Home:
	



	D.  Income Characteristics of Eligible Households

	      Highest Household Income:
	

	      Lowest Household Income:
	

	      Average Household Income:
	



	E.  Benefits Awarded to Eligible Households

	     Highest Benefit Award:
	

	     Lowest Benefit Award:
	

	     Average Benefit Award:
	




LIEAP Deficiencies and Required Corrective Actions:

There were no LIEAP Program deficiencies or required corrective actions.


	HPRP Case File Review

	

Client Name?
	

Type of assistance?
	Housing status verified?
	Below 50% AMI
	Income verified?
	Staff certification form?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






Weatherization Dwelling Inspections

	Name
	Address
	City

	
	
	

	Type of dwelling
	Audit date
	Completion date

	
	
	

	Primary heat source:
	% Used
	Secondary heat source:
	% Used
	DWH heat source:

	
	
	
	
	

	Owner/Renter
	Priority #
	Eligible for services?
	File #
	NWE account #

	
	
	
	
	



	Total job costs
	Co-fund
	Source
	Federal
	Source
	Federal
	Source

	$
	$
	
	$
	
	$
	

	Landlord/Owner Contribution
	Health & Safety Costs
	Percent of total costs
	Furnace costs
	Minor repair

	$0
	$
	%
	$
	$



	
Client Signoff?
	
Access Agreement?
	Worker signoff?
	Inspector signoff?
	
Energy audit?
	Heating worksheet?

	
	
	
	
	
	

	
Overall SIR
	
Target Blower Door
	Pre-Blower Door
	Post-Blower Door
	
Sufficient combustion air?

	
	
	
	
	

	Age of dwelling
	LBP Pamphlet given?
	Disturb area 2 sq. ft. or greater?

	
	
	



	Measures performed

	1.  
	6.   

	2.  
	7.  

	3.  
	8.  

	4.  
	9.  

	5.  
	10. 

	Comments:  
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