[image: image1.jpg]Oh - Department of
10 Job and Family Services




Office of Fiscal Services

Bureau of County Finance and Technical Assistance


Subrecipient Monitoring Checklist


County Name  (Pass-Through Agency):      
Name of Subrecipient (Provider):      
Name of Program:      
Risk Level (Based on Annual Risk Assessment):      
Conduct monitoring in some or all of the categories below.  Base the depth and breadth of monitoring activities on the results of this subrecipient’s Annual Risk Assessment Review. 

 FORMCHECKBOX 
 A. Eligibility Determination

Verify that eligibility was properly determined.  See OAC 5101: 9-1-88 (H)(1).
Suggested Activities:

1. Review program forms to ensure they capture accurate eligibility requirements.

2. Review case files, completed applications, and other program records and forms to determine that the subrecipient is appropriately assessing eligibility criteria.

3. Other: 

Comments:      
 FORMCHECKBOX 
 B. Allowable Services

Verify that services provided were allowable under grant rules and were provided as billed. See OAC 5101: 9-1-88 (H)(1).
Suggested Activities:

1. Review program records as well as brochures and any other materials disseminated to the public. 

2. Review program forms to ensure they capture accurate program services. 

3. 
Review program records to ensure validity of service delivery documentation as billed (for example, review dictation, client signatures, etc. to verify client actually received services as billed).

4. Other:      
Comments:      
 FORMCHECKBOX 
 C. Allowable Costs 

Verify that the cost of goods, services, and property are allowable, in accordance with federal regulations and expenditures, and appear to be within the submitted budget.  See OAC 5101: 9-1-88 (H)(2).
Suggested Activities:

1. Review purchasing records to ensure expenditures are allowable, necessary and reasonable.

2. Review monthly expenditure reports to compare with annual budget amounts to determine appropriate level of spending and that expenditures being charged against the fund are supported by an approved budget.

3. Review invoices and budgets in order to provide reasonable assurance that costs and charges are within the scope of allowable federal costs. 

4. Other:      
Comments:      
 FORMCHECKBOX 
 D. Internal Management Systems

Verify sufficient internal management systems are in place to ensure subrecipient has effective control over and accountability for all funds, property, and other assets.  See OAC 5101: 9-1-88 (H)(2) and (I)(3).

Suggested Activities:

1. Review subrecipient’s procedure manual or other operating policies to determine that the subrecipient has an effective means of communication, internal control, and guidance for their employees to reasonably guard against the misuse of funds. (Staff interviews can be conducted if written policies do not exist.)  
2. Review subrecipient’s inventory report/listing and policy to determine the subrecipient has a method for safeguarding assets and to assure they are used solely for authorized purposes.

3. Verify that the subrecipient has obtained required audits and has submitted any corrective action plans required as a result of an audit.

4. Review subrecipient’s audit reports to determine the subrecipient’s compliance with any existing corrective action plan.

5. Other:      
Comments:      
 FORMCHECKBOX 
 E. Procurement Policy  

Verify that the subrecipient’s procurement policy represents an acceptable level of internal control and is in accordance with federal procurement requirements.  See OAC 5101: 9-1-88 (H)(3).
Suggested Activities:

1. Review any codes of conduct within the procurement policy or elsewhere regarding standards of ethical behavior for making procurements to assure practice of acceptable procurement principles. 

2. Review a sampling of various transactions to ensure the policy is being followed.

3. Other:      
Comments:      
 FORMCHECKBOX 
 F. Cost Allocation

Verify financial records to assure accounting records identify the source of funds and provide for accurate division of charges and costs as related to specific subaward agreement. (Subrecipient may have multiple federal and non-federal activities.)  See OAC 5101: 9-1-88 (H)(2)(d).
Suggested Activities:

1. Review subrecipient’s cost allocation methodology.

2. Observe use of acquired assets to verify that they are being used as charged.

3. Other:      
Comments:      
 FORMCHECKBOX 
 G.  Reports

Verify financial and other reports are supported by underlying accounting or performance records and are submitted in accordance with the provisions of the subaward agreement.  See OAC 5101: 9-1-88 (H)(4).
Suggested Activities:

1. Review subrecipient’s records to assure timely receipt of required reports.

2. Review supporting documentation for a sampling of reports to assure the accuracy and completeness of data and information included in the reports.

3. Other:      
Comments:      
 FORMCHECKBOX 
 H. Cash Management 

Verify cash management system provides reasonable assurance that federal funds are drawn down only for immediate needs. (Not applicable for reimbursement basis agreements.)  See OAC 5101: 9-1-88 (I)(1).
Suggested Activities: 
1. Review a sampling of expenditures and  requests for federal funds to determine an appropriate amount of time elapsed between transfers of funds to the subrecipient. 
2. Review start up funds issued / requested in reference to actual or projected costs.

3. Other:      
Comments:      
 FORMCHECKBOX 
 I. Program Income 

Verify program income practice provides reasonable assurance income is correctly earned, recorded and used in accordance with the program requirements.   See OAC 5101: 9-1-88 (I)(2).
Suggested Activities:

1. Review a sampling of the subrecipient’s records to determine income is properly recorded as earned and deposited as collected. 

2. Other:      
Comments:      
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