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On-Site Monitoring Form

Agency Name: ______________________________________________________________________

Review Date: __________________________________________________________________

Agency Representative(s): _______________________________________________________

Review Completed By: _________________________________________ Date: __________________



Instructions for DHCD Monitoring Team

During an on-site monitoring visit, conduct an entrance and exit conference as outlined below. Advise the participating agency representatives of the topics (in bold type) that will be covered during this visit. Ensure that agency representatives have an opportunity to address all of the questions listed under each topic, as well as, any questions or concerns identified during the pre-visit review.

Entrance Conference

1. Circulate the sign-in sheet to the agency representatives attending the entrance conference.

2. Discuss the following during the entrance conference:
a. Results of pre-visit review
b. Organizational Standards Self-Assessment
c. Current rate of expenditures
d. Other items (if applicable)

3. Technical Assistance / Training Update (if applicable)

4. Review agenda and coordinate staff schedules



Board Governance

1. Please share any best practices, program accomplishments or success stories that the Department and the CAA network should be aware of.

2. Please discuss your reasons for serving on the governing board for this community action agency.

3. What is the most common reason for board vacancies? How do the board and the agency work to overcome challenges with filling vacancies?

4. Have the agency’s bylaws been reviewed by an attorney within the past five years? Date of the last review: ______________.

5. Have all board members received a copy of the bylaws within the past two years? Date that the bylaws were last distributed: ______________.

6. Describe the procedures in place for board members to identify and disclose conflicts of interest.

7. Has the board adopted a Code of Ethics or Code of Conduct that applies to its members?

8. What is the process for removing members of the board? How is the board member notified?

9. Describe the process for providing a structured orientation for board members within six months of being seated.

10. How frequently do board members receive training on their duties and responsibilities? 

11. Describe the training provided to board members within the past three years. 

12. Have board members received ROMA training? Date of the last ROMA training: ___________

13. Describe the committees in place to address the board’s fiduciary and governance responsibilities?

14. Are there any other standing committees or ad hoc committees? Are the purpose and functions of those committees stated within the by-laws?

15. Date of the board’s most recent review of the agency’s mission statement: _______________. 

16. Date that the most recent community needs assessment was completed _______________ and approved by the board _________________.

17. How frequently does the board receive update(s) on progress toward meeting the goals of the agency’s strategic plan? Date that the last update was provided to the board: _______________.

18. How frequently does the board evaluate the agency’s major programs for regulatory compliance and outcome analysis? Date of the last evaluation ________________.

19. What level of involvement does the board have in addressing the professional development/training needs of the agency’s program staff? 

20. Does the board conduct a performance appraisal of the CEO/executive director on an annual basis? Date of the Board’s most recent performance appraisal: _______________.

21. Does the board review and approve the CEO/executive director’s compensation on an annual basis? Date of the Board’s most recent review and approval:_______________.

22. Has the board reviewed and approved a written succession plan for the CEO/executive director?          [  ] Yes  [  ] No

23. [bookmark: _GoBack]Monitoring Team: Review the board meeting agenda and minutes for the year being reviewed. Do the minutes indicate that the board fully participates in the development, planning, implementation and evaluation of CSBG-funded programs? Is there evidence in the board meeting minutes that the board uses a community needs and service gap analysis to establish service priorities and adopt program objectives?

Board Functions Related to Agency Finance
1. How is the board informed of audit findings or concerns related to the agency’s financial management and compliance with program requirements?

2. Have all findings from the prior year’s annual audit been assessed by the agency and addressed where the board has deemed it appropriate?

3. Does the agency’s auditor present the annual audit to the governing board? Does the board formally receive and accept the annual audit?

4. Has the organization solicited bids for its audit within the past five years? Date of the most recent bid solicitation:_____________.

5. Does the board review the agency’s IRS Form 990 on an annual basis?

6. Does the board receive training to assist with understanding the agency’s financial reports and annual audits?

7. What is the role of the board treasurer as it relates to the agency’s financial management?

8. Does the board or board committee receive financial reports prior to or during each regular meeting?

9. Do financial reports include the following: a.) agency-wide report on revenue and expenditures that compares budgeted amounts to actual amounts, categorized by program; and b.) balance sheet/statement of financial position?

10. Does the board approve the agency-wide budget on an annual basis?

11. Are changes to the agency’s fiscal policies routinely approved by the board?

12. Have the agency’s fiscal policies been reviewed by the board within the past five years? Date of the most recent review: _______________.


Community Needs Assessment / Strategic Plan / Program Evaluation
1. Describe the agency’s process for developing a community needs assessment. 

2. Does the agency collect and include current data specific to poverty and its prevalence in its service area? 

3. Is the data specific to the gender, age, and race/ethnicity of residents in the agency’s service area(s)?

4. What are the sources of the data used by the agency to develop its community needs assessment?

5. Does the community needs assessment include key findings on the causes and effects of poverty and the needs of the communities assessed?

6. Date that the most recent community needs assessment was completed: _______________ .

7. Does the agency have an agency-wide strategic plan in place? Date that the most recent plan was completed: _______________ .

8. Identify the sections of the strategic plan that address reduction of poverty, revitalization of low-income communities, and/or empowerment of people with low incomes to become more self-sufficient.

9. What are the family, agency, and/or community goals as identified in the approved strategic plan?

10. How are customer input and customer satisfaction data collected as part of the community needs assessment process? How is this information included in the strategic planning process? 

11. Provide examples of how the agency utilizes information gathered from key sectors of the community in assessing needs and resources. 

12. Describe the system(s) in place to track family, agency, and/or community outcomes.

13. Describe the system(s) in place to track and report client demographics and services provided to customers.

14. Describe the process for developing the annual budget for each agency program?

15. How many staff are currently employed within each program?

16. During the year being reviewed, what programmatic adjustments and improvements were implemented? Discuss the reason(s) for making those adjustments or improvements.

17. Has the agency been monitored in the last three years for federally-funded programs related to CSBG (e.g., Weatherization, LIHEAP, or Head Start)? 

18. Did the monitoring result in any findings or corrective action? If so, what is the current status of each finding or corrective action?

19. Describe the governing body’s level of influence on the agency’s programming.

20. How frequently does the board receive an analysis of the agency’s program outcomes and reports about any operational or strategic program adjustments / improvements that may be necessary?

Consumer Input / Community Engagement / Partnerships
1. Describe the agency’s partnerships within the communities it serves and the purposes of those partnerships.

2. Describe the agency’s partnerships with other anti-poverty agencies in its service area.

3. How does the agency communicate its activities and its results to the community?

4. Describe how volunteers are utilized within the agency’s programs.

5. How does the agency document the number of volunteers and the number of volunteer hours mobilized in support of its activities?

6. How do the board and/or agency recognize the contributions of its volunteers?

7. Describe the agency’s approach to incorporating low income individual’s participation in its activities.

8. Is there a customer complaint/grievance policy in place? 

9. How is the policy made available to the agency’s customers? 

10. Describe the process for resolving customer grievances.

Best Practices / Accomplishments / Success Stories
1. Please share any best practices, program accomplishments or success stories that the Department and the CAA network should be aware of.

Feedback – State Office 
1. Please share your feedback on how the Department can better assist or support your agency.

2. List any training and/or technical assistance needs that the Department or MCAP can provide.

Sub-Contractor / Sub-Grantee 
1. What is the agency’s process for monitoring its sub-contracts/sub-grantees in accordance with its policies and procedures? Date(s) of the last sub-contractor/sub-grantee monitoring activities: _____________.

2. If applicable, how does the agency ensure that income eligibility verification is maintained for contracted services? 

3. Which staff are responsible for reviewing sub-contractors’/sub-grantees’ files and records?

4. If your agency’s monitoring activities result in findings or corrective action, how is that communicated to sub-contractors / sub-grantees? What follow-up is required of sub-contractors/sub-grantees?

5. Describe the types and frequency of training and technical assistance provided to sub-contractors/sub-grantees?

6. Does the agency require regular fiscal and/or programmatic reports from sub-contractors/sub-grantees?

7. How does the agency verify that sub-contractors/sub-grantees are not debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded from any state or federal department or agency?

Discretionary Program / Project (For CSBG Discretionary grantees only) 
1. Describe the processes or tools the agency uses to measure their outcomes for the discretionary program/project(s).

2. Does agency staff use poverty guidelines to determine program eligibility? If not, please discuss how eligibility is determined.

3. Please describe the benefits derived by the agency from the availability and use of discretionary funds?

4. If applicable, how will this program continue after the discretionary funding ends? 


Client Eligibility / Client File Review
1. The DHCD monitoring team will conduct testing of a random sample of client files for clients served during the year being reviewed and will use the Client Eligibility Verification form to record results of testing.

2. Does the agency make referrals to local child support agencies when appropriate?

3. What other types of service referrals does the agency make (i.e. Head Start, EITC, Employment Services, GED Program, Food Assistance, WIC, Housing, Homeless Services, LIHEAP)?

4. Describe the outreach methods used by the agency (i.e. press release, public service announcements, intra-agency referral, newsletter, social media).



Equipment Review
1. If equipment purchase(s) are included in the contract for the year being reviewed, or if equipment was acquired through previous contract, perform a random equipment check on-site and complete the below chart. 

	Description of Vehicle / Equipment
	CSBG Contract PO
	Is item still being utilized?
	If yes, verify current location
	If not, what happened to the equipment? When?

	
	
	Yes
	No
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Fiscal Procedures and Internal Controls

1. During the on-site monitoring, review the financial reports kept on file by the agency’s fiscal officer.

2. Request copies of the agency’s operating budget for the current year and the and for the period being monitored.

3. Request a copy of the most recent Accounting and Fiscal Policy and Procedure manuals.

4. Is an IRS Form 990 completed annually and made available to the board for review?

5. What is the name of the agency’s financial institution?

6. Request evidence of CSBG deposits into the agency’s checking accounts with the financial institution identified in the previous question.

7. What is the process used for managing bank reconiliation?

8. What is the current accounting system? Describe how it is used by fiscal staff.

9. Describe the procedures used to post journal entries. 

10. Are all required filings and payments related to payroll withholdings completed on time?

11. Has the agency documented how it allocates shared costs through a negotiated indirect cost rate or through a written cost allocation plan? 

12. Desricbe the accounts receivable and accounts payable process. Which agency staff are involved in managing this this process? Is there an adequate segregation of duties?

13. Does the agency have a written procurement policy in place?

14. How many fiscal staff work on daily operations? Does the agency utilize a contractor to assist with fiscal operations?

15. Does the staff have a clear understanding on Uniform Guidance regulations?

16. Has the agency’s fiscal staff  received training or guidance on CSBG Center of Excellence Organizatinal Standards – specifically, section 8 of the orgranizational standards?

17. Does the agency have written policies in place for record retention, storing confidential information and destruction of records? 

18. Does the Agency’s umbrella policy include bonding coverages? Does the agency’s insurance coverage extend to board members, employee dishonesty and volunteers? 

19. Do financial reports include the following: a.) agency-wide report on revenue and expenditures that compares budgeted amounts to actual amounts, categorized by program; and b.) balance sheet/statement of financial position?

20. Review randomly selected source documentation  - select from line items filed from the monthly financial status reports for the period being monitored. Conduct testing of at least five expenditures over the course of the year being reviewed. Use the Expenditure Review Form to record results of testing.

21. Additional information – observations noted during this monitoring process.


Human Resource Management

1. Have the agency’s written personnel policies been reviewed by an attorney and approved by the board within the past five years? Dates of the last review: ___________ and board approval ___________.

2. Is the agency’s employee handbook or personnel policies made available to all staff? How is staff notified of any changes to the handbook or policies?

3. Does the agency have written job descriptions for all positions? Have job descriptions been updated within the past five years? 

4. Has the agency’s whistleblower policy been approved by the board? Date of approval: ___________.


5. Describe the orientation provided to new employees. Does all staff participate in a new employee orientation within 60 days of hire? 

6. Provide examples of the professional development / training provided to staff during the year being reviewed.

7. Does the agency have a certified ROMA trainer or implementer on staff? If not, does the agency utilize the services of a ROMA trainer or implementer in its performance management activities? 

Exit Conference
1. Circulate the sign-in sheet to the individuals attending the Exit Conference.

2. Discuss any findings, corrective action and recommendations identified as a result of this on-site monitoring visit. Note: findings(s) will be discussed with the Department’s management team.

3. Advise agency representatives if a follow up visit or additional documentation is needed following the visit.

4. Advise agency representatives that the Department will provide a written report within sixty days. Also advise that the agency will have thirty days to respond after receiving the Department’s report. 
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