         Fiscal On-Site Monitoring Guide


FISCAL ON-SITE 

MONITORING 

GUIDE
The purpose of this guide is to provide the monitor with a tool to conduct an in-site review of the subcontractor’s fiscal and procurement administration of federally funded contracts to ensure subcontractor has a financial system that is capable of providing accurate reporting of costs.  The monitor will review for compliance with applicable federal and state laws, regulations, and policies and the terms, conditions, and specifications of their executed contracts.

Subcontractor: ___________________________________________________________

Executive Director/Administrator: ____________________________________________

Fiscal Contact Person: ______________________________  Phone: _______________

Procurement Contact Person: ________________________  Phone: ________________

Contract Period: ____________________________  To: _________________________

Grant Award Amount: ______________________________  Contract Number: _______

Monitor: ________________________________________________________________

Date of Monitoring________________________________________________________

EXPENDITURE REPORT





FISCAL TOOL 1
1. Using the most recently completed invoice submitted to Pima County for reimbursement, complete the following:

Contract Number: _____________________ Date: ________________________

Amount: $__________                 Program Income Earned: $__________________

Total Administrative Cost Reported: $________________________________

2. Obtain copies of the contractor’s accounting records used to develop the invoice, such as:

· Chart of Accounts



· Payroll Register

· General Ledger

· Expenditure Spreadsheet

3. Request the fiscal staff explain how the accounting records provided are used to arrive at the expenditures reported to the County.

4. Do the total expenditures on the contractor’s accounting records match its total expenditures reported to the County?

( Yes  ( No  If no, explain: 

5. Does the contract earn program income?

( Yes  ( No  If yes, review the contractor’s accounting records to see if program income is being tracked.

6. Does the program income on the contractor’s accounting records match its reported program income reported on the invoice? 

( Yes  ( No  If no, explain: 

7. Is the program income generated from WIA funds spent prior to requesting additional funds?  

( Yes  ( No  If no, explain: 


CASH MANAGEMENT AND INTEREST INCOME


FISCAL TOOL 2
1. What is the contractor’s cash management methodology? 

If the contractor operates on a cash reimbursement method, identify the source of funds used in lieu of federal/county funds to initially pay for costs. 

2. Obtain and review the contractor’s cash request records to track cash advances and compare with its bank deposits.

3. Does the contractor’s internal cash request record reconcile to the bank deposits?

( Yes  ( No  If no, explain: 

4. Obtain and review the source documents used by the contractor to substantiate each amount requested.

Does it appear that each amount requested is sufficiently substantiated?

( Yes  ( No  If no, explain: 

5. Using the documents obtained above, determine if any cash requests resulted in excess cash on hand.  The table below may be used to document any instance(s) where cash requests have resulted in excess cash.

	Date Cash

Received
	Amount Requested
	Amount of expenditure
	Amount of

Excess Cash on hand
	Excess Cash an Issue?

	
	$
	$
	$
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



If the contractor operates on a cash reimbursement method, skip Question 5 below.

1. Does the contractor maintain federal advances in interest bearing accounts: ( Yes

( No  If no, explain: 

2. If No, does the explanation above appear reasonable and verifiable? ( Yes

( No  If no, explain: 

3. If Yes, has the interest income earned been included/reported to the County as program income?  ( Yes ( No  If no, explain:  

INTERNAL CONTRAL AND PROPERTY MANAGEMENT

FISCAL TOOL 3
INTERNAL CONTROL

1. Identify the contractor staff responsible for the following:

· Preparing withdrawals or deposits 

· Reconciling the bank account 

· Handling petty cash 

· Approving cash vouchers 

2. If the staff responsible for withdrawals or deposits is the same person who reconciles the bank account, how is appropriate internal control maintained?  Please explain.

3. If the staff responsible for handling petty cash is the same person who approves cash vouchers, how is appropriate internal control maintained?  Please explain.

4.  Obtain a copy of the contractor’s audited financial statements.  Were there any findings reported?  ( Yes ( No  If yes, explain:  

PROPERTY MANAGEMENT

1. Did the contractor purchase any equipment with an acquisition cost of $5,000 or more per unit with federal/county funds?  ( Yes ( No  If No, skip to Fiscal Tool 4.

If Yes, did the contractor receive prior approval from the awarding agency to acquire equipment? ( Yes ( No  

2. Does the contractor maintain equipment records that include the following data?

	(
	Description
	(
	Acquisition Date

	(
	Serial Number
	(
	Acquisition Cost

	(
	Funding Source
	(
	Location of Equipment

	(
	Title Holder
	(
	Use and condition of equipment

	(
	Percentage of federal participation
	(
	Ultimate Disposition Data


3. Does it appear that the contractor has an adequate maintenance procedure to keep the equipment in good condition?  ( Yes ( No  

4. Does it appear that the contractor has a control system adequate to safeguard the equipment form loss, damage, or theft?  ( Yes ( No  

COST ALLOCATION






FISCAL TOOL 4
1. How does the contractor allocate costs that benefit multiple programs?  Explain.

2. Identify the contractor’s allocation method for the following types of costs:

· Administration 

· Contract/Vendor Payments 

· Staff Wages 

· General Operating Expenses 

3.  
Does each allocation method identified above appear to be reasonable as the benefits

received?  ( Yes ( No  If no, explain:  

If applicable, obtain a copy of the contractor’s cost allocation plan or method.

4.
Using the allocation method identified above, verify that its allocation of payments in Fiscal Tools 5, 6 and 7 are consistent with its stated cost allocation plan or method.

PAYROLL PAYMENTS
    





FISCAL TOOL 5
1. Obtain a copy of the contractor’s most current organization chart. 

2. Obtain a copy of the contractor’s budgeted salary allocation.

3. Select at least 3 contractor employees who may charge their time to a federal/county grant.  (If possible, include employees who may also charge their salary to other funding sources, i.e., Director, Controller, MIS, Clerical)

4. Obtain a copy of time sheets for the 3 employees identified for one pay period included on the last invoice.

5. Obtain a copy of the contractor’s accounting records showing actual charges to each program and cost categories.

6. Using the documents obtained above, complete the matrix below.

Pay Period Reviewed: ___________________________________________

	
	Employee Name
	Position or Job Title
	Total 

Hours Charged
	Shared Allocation?
	Charging to Admin Category?
	Charging to Program Category?
	Charging to other Category?
	Allocation of Hours/Percentage Reasonable?

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	


7. If there is a shared allocation above, (i.e., an employee is charged to more than one funding source, such as WIA Youth and YO), review backup and determine if the allocation is supported by actual costs.

8. If billed salary allocations vary between periods, review written explanation in change and determine if justification is reasonable.

9. Review administration allocation for reasonableness and timeliness.

Issues: 

OPERATING EXPENSE PAYMENTS
    



FISCAL TOOL 6
1. Using the contractor’s accounting records to track expenditures, select at least three general operating expense payment charged to the County contract, (i.e., rent, utility, equipment and office supply).

2. Obtain source documents for the three operating expense payments identified above and complete the matrix below.

	
	Invoice # & Invoice Date
	Payment Date and Amount
	Description of Expenditure
	Properly Documented?
	Properly Authorized?
	Necessary & Reasonable
	Allowable Under Contract?

	1
	
	$
	
	
	
	
	

	
	Charged to: 
	(Contract Program

( Other 
	(Contract Admin


	Properly allocated according to
	Cost Allocation Plan 

( Yes

( No
	Benefits Received 

( Yes

( No
	

	2
	
	$
	
	
	
	
	

	
	Charged to: 
	(Contract Program

( Other 
	(Contract Admin


	Properly allocated according to
	Cost Allocation Plan 

( Yes

( No
	Benefits Received 

( Yes

( No
	

	3
	
	$
	
	
	
	
	

	
	Charged to: 
	(Contract Program

( Other 
	(Contract Admin


	Properly allocated according to
	Cost Allocation Plan 

( Yes

( No
	Benefits Received 

( Yes

( No
	


Issues: 
CONTRACT PAYMENTS
    





FISCAL TOOL 7
1.  Using the contractor’s accounting records to track expenditures, select at least three contract payments charged to the County contract.

2.  Obtain source documents for the three contract payments identified above and complete the matrix below.

	
	Invoice # & Invoice Date
	Payment Date and Amount
	Description of Expenditure
	Properly Documented?
	Properly Authorized?
	Necessary & Reasonable
	Allowable Under Contract?

	1
	
	$
	
	
	
	
	

	
	Charged to: 
	(Contract Program

( Other 
	(Contract Admin


	Properly allocated according to
	Cost Allocation Plan 

( Yes

( No
	Benefits Received 

( Yes

( No
	

	2
	
	$
	
	
	
	
	

	
	Charged to: 
	(Contract Program

( Other 
	(Contract Admin


	Properly allocated according to
	Cost Allocation Plan 

( Yes

( No
	Benefits Received 

( Yes

( No
	

	3
	
	$
	
	
	
	
	

	
	Charged to: 
	(Contract Program

( Other 
	(Contract Admin


	Properly allocated according to
	Cost Allocation Plan 

( Yes

( No
	Benefits Received 

( Yes

( No
	


Issues: 
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