GRANTEE NAME HERE                                                                                                                            Visit Dates: DATE HERE
2006-2007 Fiscal Monitoring Visit                                                                                            CAP Agency – Visit Preparation List

TRANSACTION/PAYROLL REVIEW

· Provide a detailed transaction listings showing all transactions charged to the contracts listed below (excluding payroll).   Once transactions are selected, you will be asked to pull the documents from your files for review.  

· If you use a pool account to pay for Weatherization expenses, provide a detailed transaction listing for that account, rather than for the individual programs.

	CONTRACT
	TRANSACTION REVIEW PERIOD

	Wx Pool               
	XXX

	LIHEAP  
	XXX

	CSBG  
	XXX

	FADSS
	XXX


· Payroll, for the programs listed above, will be reviewed for the first full payroll in the month of XXX.  To complete this procedure, please make the following available:

· Time sheets - For employees charged to the program 

· A payroll report showing how the employee’s salary was charged to each program (DCAA and other).

· A listing of employees charged to each program (titles, hourly rate or salary)

· Employees that are charged to programs based on an allocation basis please provide a list that shows the percentages charged to each program for that employee (include both DCAA programs and other programs).  

· Any documentation required to reconcile the timesheets to the agency ledgers.

LIHEAP

· LIHEAP cancelled checks (actual checks, bank images, CD, etc.) for the period XXX – XXX will be tested.  Please have the cancelled checks available.  If you do not have a separate account for the LIHEAP assistance payments, please provide a listing from which to select payments that the checks can be pulled for.

· Show documentation as to how the agency arrived at the $XXX.XX amount listed as “Unpaid Obligated Exp (Encumbered)” on the XXX report.

· Provide a categorical breakdown (trial balance format) of expenses charged to Assessment & Resolution (A&R) for the most recently closed contract.

WEATHERIZATION

· Please have the Weatherization Home Files for the ten homes listed on the XXX report for XXX pulled.  If the files do not contain the invoices for materials and labor charged to the homes, please provide those also. 
· Show documentation (Certificate of Insurance) for Liability and Vehicles.  Note:  This is only for the agency.  We do not review insurance for subcontractors. 

· DOE Administrative and Support expenses will be reviewed.  Please provide a trail balance that shows how the funds received were expended for the period XXX – XXX.
DOCUMENTS

· Make the fiscal policy and procedure manual and employee handbook and cost allocation plan available for review.
· Make your Contract folders available (Monthly Requests, Contracts, Etc)

· Provide a copy of the most recent months funding request for each program listed above.

· Provide a copy of your table of organization.

· Provide a copy of your current indirect cost rate letter.

· Complete the attached Internal Control questionnaire. The questionnaire is designed as a fill-in form.  (Please have a copy printed out for the monitoring visit).  If you cannot fill in the questionnaire, go to the “Tools” menu, “Protect Document,” “Yes, Start Enforcing Protection.”
  

INTERNAL CONTROL PROCEDURES

BASIC PROCEDURES

1. Have you read and do you fully understand the requirements within the grants your agency signed with the Department of Human Rights?                                                                                                                                       FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

2. Have you read and are your familiar with the contents of—and have access to the following documents:
· Iowa Weatherization Program – Weatherization Policies and Procedures                                                                  FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N
· State of Iowa Low-Income Home Energy Assistance Program                                                                                   FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N
· FaDSS Big Book










         FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N
3. Describe the procedure for invoice review and payment?

     
4. What controls are in place to assure accuracy of financial transactions?

     
5. What type of system does your agency use for financial tracking?

     
6. Who signs claims for checks issued to the agency director?

     
7. Does more than one person verify the monthly funding requests before being submitted to DCAA?              FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

COST ALLOCATION

8. Describe your cost allocation method for allocating the following shared services/resources.  Please provide any documentation you have to support your methodology (floor plans, spreadsheets, etc). 
 FORMCHECKBOX 
  Space Allocation      
 FORMCHECKBOX 
  Photocopies              
 FORMCHECKBOX 
  Supplies                    
 FORMCHECKBOX 
  Postage                      
INDIRECT COST

9. What is your indirect rate?      
10. What is your indirect rate based on?      
INVENTORY CONTROL

11. List below any inventory items purchased with DCAA administered funds that have a value of $5000.00 or greater within the current year.

	ITEM
	PURCHASE COST
	CONTRACT

	     
	     
	 FORMDROPDOWN 


	     
	     
	 FORMDROPDOWN 


	     
	     
	 FORMDROPDOWN 


	     
	     
	 FORMDROPDOWN 



FUND ACCOUNTING

12. Please list the fund for the programs listed below.  

	
	FUND
	
	FUND
	
	FUND
	
	FUND
	
	FUND

	DOE
	     
	LIHEAP
	     
	CSBG
	     
	HEAP
	     
	FaDSS
	     


13.  Have there been any significant changes in the following that the monitors should be aware of:

· Financial/Administrative Staff:       
· Significant Financial Impacts:         
· Procedural Changes:       
· Responsibility Changes:       
PAYROLL PROCEDURES

14. On what schedule do you issue paychecks?

 FORMCHECKBOX 
 Bi-weekly    FORMCHECKBOX 
 Monthly  FORMCHECKBOX 
 Twice a Month (Specify dates:     )  FORMCHECKBOX 
Weekly

15. Do you use a pooled leave account?   FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

16. What type of leave do you give your employees?   FORMCHECKBOX 
 Paid Time Off (PTO)  FORMCHECKBOX 
 Sick Leave/Vacation at separate rates

17. How do you charge annual leave (vacation) time? (Choose choice A, B, or C)

 FORMCHECKBOX 
 When accrued   FORMCHECKBOX 
 When taken  FORMCHECKBOX 
 Other
       Detailed Explanation:      
18. How do you charge sick leave time (Choose choice A, B, or C)

 FORMCHECKBOX 
 When accrued   FORMCHECKBOX 
 When taken  FORMCHECKBOX 
 Other

       Detailed Explanation:      
19. On what basis do you allocate time?

 FORMCHECKBOX 
 Actual Hours Worked   FORMCHECKBOX 
 Time Study   FORMCHECKBOX 
 Other—explain:      
PROGRAM SPECIFIC

CSBG

20. How are expenses charged to CSBG?  

 FORMCHECKBOX 
  Expenses are charged directly to CSBG

 FORMCHECKBOX 
  CSBG funds are used entirely to co-fund other programs

 FORMCHECKBOX 
  A combination of co-funding/direct charge

21. If you do a combination of co-funding/direct charge, explain how that works.      
22. If you use CSBG funds to co-fund other programs, please list those programs and the amount given to each.  (You may provide a copy of the quarterly CSBG co-funding report in lieu of this section.  However, please include the agency fund number).

	PROGRAM
	BUDGETED
AMOUNT
	EXPENDED
YTD
	AGENCY FUND #

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


23. Which of the following funds do you use to fund your outreach centers? (Check all that apply)

         FORMCHECKBOX 
  DOE   FORMCHECKBOX 
  LIHEAP   FORMCHECKBOX 
 CSBG   FORMCHECKBOX 
 FaDSS  FORMCHECKBOX 
 None

24. Please explain how these funds are charged.       
LIHEAP

25. How do you determine the figure to put in the “unpaid obligated exp (encumbered)” line for Regular Assistance on your monthly expenditure report?       
26. Which client-intake system do you use?   FORMCHECKBOX 
 NIFCAP  FORMCHECKBOX 
 CIS (THO)

27.  How do you expend your LIHEAP A & R Funds (Assessment & Resolution)?       
28. Please answer the following questions in regards to LIHEAP A & R.

· Employees code hours to A & R on their timesheets.                                                                                          FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N
· Expenses are direct charged to A & R (Postage, Travel, Supplies, Phones, etc).                                             FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

· A & R expenses have their own organization number in our accounting system.                                         FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

· Organization number       
· A & R funds are expended by an allocation method                                                                                           FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

· Please explain      
29. Is there a separate checking account for LIHEAP assistance payment checks?                                                      FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

· If yes, what is the fund number in your accounting system?       
        If yes, do you transfer the interest from the account to an agency account?                                                   FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

· Do you reconcile your LIHEAP account at the end of each contract to assure 

       there are no unused funds or vendor refunds still in the account?                                                                    FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N
FaDSS

30. List the percentages of time charged for each FaDSS employee to the program.

	NAME
	PERCENTAGE OF TIME CHARGED

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


31. Do you use FaDSS funds to support a basic essentials pantry? (food, household items, etc)?                             FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

· If yes, what controls do you currently have in place to safeguard pantry items?       
· If yes, what controls do you currently have in place to track distribution of pantry items?       
WEATHERIZATION

32. Do you pool Weatherization expenses for materials and labor?                                                                               FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

If yes, what is the fund number in your accounting system?       

       Do you reconcile your pool account?                                                                                                                             FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

If yes, on what basis      
If no, how do you assure that all pooled expenses are billed to the appropriate source in a timely manner?       
33. How do you record DOE/HEAP Administrative expenses in your accounting system?       
 FORMCHECKBOX 
  They are direct charged to an account specifically for administrative expenses.

 FORMCHECKBOX 
  Charged to the weatherization pool account and then when funding is received an offsetting credit is made to the pool account.
 FORMCHECKBOX 
  Other (Please explain)      
34. How do you record DOE/HEAP Support expenses in your accounting system?       
 FORMCHECKBOX 
  They are direct charged to an account specifically for support expenses.

 FORMCHECKBOX 
  Charged to the weatherization pool account and then when funding is received an offsetting credit is made to the pool account.
 FORMCHECKBOX 
  Other (Please explain)      
35. Can you provide a categorical breakdown (e.g. - Salary, Fringe, Travel, Printing, Supplies, Contractual Services, Equipment Purchases, etc.) of the administrative/support expenses charged to the contracts (DOE, HEAP, Utility) on the closeout report to actual claims in your accounting system?                                                                                                                                            
·  FORMCHECKBOX 
 Yes (Please provide for the most recent closed DOE contract)
·  FORMCHECKBOX 
 No (Explain how you transfer expenses to the administrative/support)       
36. Are Administrative/Support amounts charged to the contracts based on the following:

 FORMCHECKBOX 
  Actual expenses (documentable)

 FORMCHECKBOX 
  Percentage allowed by the contract

 FORMCHECKBOX 
  Other (Explain)

37. Does the agency use contractors or do they have crews?   
   
                         FORMCHECKBOX 
 Contractors  FORMCHECKBOX 
 Crews  FORMCHECKBOX 
 Both

38. How do you charge appliances to WAMS?

a. Refrigerator            FORMCHECKBOX 
 Materials   FORMCHECKBOX 
 Labor

b. Delivery/Disposal  FORMCHECKBOX 
 Materials   FORMCHECKBOX 
 Labor

c. Other (Explain)           [image: image1.png]
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