Attachment CHAP 12-A

Durham’s Partnership for Children
Direct Service Provider Monitoring Tool
	Activity Title:
	
	
	Direct Service Provider:
	

	Fiscal Year(s) Monitored:
	
	
	Date(s) of Site Visit
	
	
	Monitor(s)
	



	SECTION 1.  PREPARATION
	Completed By (Initials)
	Supporting Documentation
	Notes

	Note:
	Much of this section may be completed at the Partnership prior to the visit.
	
	
	
	

	
	
	 
	
	 

	a.
	Review copy of Direct Service Provider (DSP) contract, including full activity description, budget and budget narrative, and any revisions and amendments.  Also, compare the DSP’s contract activity description (CAD) to the LP’s CAD in contract with NCPC for consistency.
	
	
	
	  

	
	
	 
	
	 

	b.
	Notify DSP contract administrator, in writing, of date(s) of monitoring visit and request any documentation that may be completed prior to the visit.
	
	
	
	 

	
	
	 
	
	 

	c.
	Notify Partnership staff of scheduled monitoring visit and inquire regarding any known issues/concerns.
	
	
	
	 

	
	
	
	
	

	d.
	If the DSP administers a grant program, request samples of copies of key grant documents, such as policies and procedures, announcement letters, applications, denial/award letters, grant recipient lists, grant agreements, schedule of year-to-date grant payments.  Compare information to CAD for consistency.
	
	
	
	

	
	
	
	
	

	e.
	Review prior monitoring reports for issues which required follow up.
	
	
	
	

	
	
	
	
	

	f.
	Review most recent evaluation report(s).
	
	
	
	


	SECTION 1.  PREPARATION (continued)
	Completed By (Initials)
	Supporting Documentation
	Notes

	
	
	
	

	g.
	If the DSP has an annual audit, obtain a copy of its most recent audit report.  Review the audit report to determine if any weaknesses in internal controls are noted that are related to the Smart Start contract.
	
	
	
	

	
	
	
	
	

	h.
	Review most recent Financial Status Report (FSR) on file (make copy for workpapers).  Calculate cash-on-hand amount as of the most recent reimbursement request and determine whether it exceeds contract limits (but not to exceed 60 days).
	
	
	
	

	
	
	
	
	

	i.
	Prepare schedule for the current fiscal year of MONTHLY expenditures by line item as reported on the DSP's FSRs.  Highlight amounts that vary significantly from month to month and discuss with DSP.
	
	
	
	

	
	
	
	
	

	j.
	Review the DSP files at the Partnership to determine that all reports the DSP is required to file have been filed within required reporting periods and contained required information.  Document any reporting exceptions noted.
	
	
	
	


	SECTION 1.  PREPARATION (continued)
	Completed By (Initials)
	Supporting Documentation
	Notes

	
	
	
	
	 

	k.
	Document whether the DSP is required to have fidelity bonding (i.e., employee dishonesty bond) coverage.  If required, include a copy of the bond declaration page in the workpapers.
	
	
	
	 

	
	
	
	
	 

	l.
	Discuss with the DSP any issues noted during preparation and document DSP’s explanations.
	
	
	
	 

	
	
	
	
	 

	m.
	Discuss with the DSP any internal control weaknesses (i.e., audit “findings”) noted in the review of audit reports applicable to the Smart Start contract and document DSP’s explanations.
	
	
	
	 


	SECTION 2.  COMPLIANCE WITH CONTRACT ACTITIVY DESCRIPTION
	Completed By (Initials)
	Supporting Documentation
	Notes

	a.
	Prepare a list of requirements of the DSP’s CAD and full proposal, as applicable.  Obtain documentation to substantiate that the DSP is in compliance with CAD requirements.
	
	
	
	 

	
	
	
	
	 

	
	Consider the following questions, as applicable:
	
	
	 

	
	1.
	Does the activity operate to address the identified need and target population as intended?
	
	
	
	 

	
	2.
	Are the services provided and/or available as projected? 
	
	
	
	 

	
	3.
	Is the activity on track to meet projected outputs for the fiscal year?
	
	
	
	 

	
	4.
	Have staffing levels been maintained in accordance with requirements? 
	
	
	
	 

	
	5.
	Have staffing qualifications been maintained in accordance with requirements? (review resume, application, training records, job descriptions, etc.) 
	
	
	
	 

	
	
	
	
	 

	b.
	
	Collect materials and publications for review by Community Development Manager to ensure compliance with Communications Standards.
	
	
	
	


	SECTION 3.  GRANTS ADMINISTRATION
	Completed By (Initials)
	Supporting Documentation
	Notes

	a.
	Discuss discrepancies noted between grant documentation provided by the DSP and the contract activity description.  Obtain an explanation for each discrepancy noted.
	
	
	
	 

	
	
	
	
	 

	b.
	Using the schedule of grants awarded and paid obtained in Section 1, agree the total grant payments to the related line item(s) on the most recent DSP FSR.  Obtain an explanation for each discrepancy noted.
	
	
	
	 

	
	
	
	
	 

	c.
	From the schedule of grants awarded and paid, select a sample of grantees for testing, and perform the following:
	
	
	
	

	
	
	
	
	 

	
	1.
	Determine whether a written grant agreement has been executed between the grantee and the DSP, outlining the grant eligibility criteria and other grant conditions.
	
	
	
	 

	
	2.
	Determine that grant awards are consistent with pre-defined grant levels, based on documented eligibility, etc.
	
	
	
	 

	
	3.
	Determine that adequate documentation is available as follows: 
	
	
	
	 

	
	
	a)
	To provide support for grant disbursements;
	
	
	
	 

	
	
	b)
	To substantiate that grant payments were not made prior to the grant agreement execution date;
	
	
	
	 


	SECTION 3.  GRANTS ADMINISTRATION (continued)
	Completed By (Initials)
	Supporting Documentation
	Notes

	
	
	c)
	To substantiate that applicable grant criteria were met (and documented) prior to the disbursement of grant funds; and
	
	
	
	 

	
	
	
	
	 

	d.
	From the schedule of grant applicants, select a sample of "denied" applications.  Determine that the reason for denial is reasonable and denial letter is on file.
	
	
	
	

	
	
	
	
	 

	e.
	Determine if the DSP is adequately monitoring the grant program, such as verification of application/ eligibility information, authorized use of funds, and compliance with grant conditions.
	
	
	
	


	SECTION 4.  CASH RECEIPTS
	Completed By (Initials)
	Supporting Documentation
	Notes

	a.
	Discuss cash receipt process with DSP, as applicable to the Smart Start contract.
	
	
	
	

	
	
	
	
	
	

	b.
	Determine if the DSP sponsored any programmatic activities requiring payment of fees by participants.  For a selected sample of activities, obtain the attendance roster to determine the total fees that should have been collected.
	
	
	
	

	
	
	
	
	 

	
	1.
	Compare this total to the amount actually deposited.
	
	
	
	 

	
	2.
	Verify that these receipts were properly coded to the Smart Start program in the accounting records.
	
	
	
	 

	
	3.
	Verify that receipts are being accurately reported on the DSPs Program Income report.
	
	
	
	 

	
	4.
	Verify that receipts are being spent or reverted in accordance with Smart Start requirements accurately reported on the DSPs Program Income report.
	
	
	
	 


	SECTION 5.  CASH DISBURSEMENTS
	Completed By (Initials)
	Supporting Documentation
	Notes

	a.
	Discuss cash disbursement process with DSP, as applicable to the Smart Start contract.
	
	
	
	

	
	
	
	
	 

	b.
	Using the most recent DSP FSRs for each activity submitted to the LP select a reasonable sample of random/large/unusual disbursements during the time period being monitored and obtain the vendor's invoice, cancelled check and other supporting documentation maintained by the organization.  Sample should total at least 20% of total dollar amount of expenditures for the period and should be expanded if a significant number of errors are found.
	
	
	
	

	
	
	
	
	 

	
	For the sample selected determine that:
	
	
	
	

	
	
	
	
	 

	
	1.
	The payment is supported by a vendor's invoice that agrees with the check amount.
	
	
	
	 

	
	
	
	
	
	 

	
	2.
	The goods or services were received.
	
	
	 

	
	
	
	
	
	 

	
	3.
	If the DSP is eligible to file a sales tax refund request with the state of North Carolina, determine that sales tax is NOT included in reimbursable expenses reported on the FSR.
	
	
	
	 

	
	
	
	
	
	

	
	4.
	The disbursement is in compliance with the Smart Start Cost Principles.
	
	
	


	SECTION 5.  CASH DISBURSEMENTS (continued)
	Completed By (Initials)
	Supporting Documentation
	Notes

	
	5.
	The disbursement, based on the monitor's judgment, is reasonable and necessary to meet the objectives of the activity and is included in the DSP’s budget.
	
	
	
	 

	
	
	
	
	
	 

	c.
	For any expenditures above which would have required competitive bidding in accordance with the Partnership’s requirement, review supporting documentation to ensure that bidding requirements have been met.
	
	
	
	 


	SECTION 6.  PERSONNEL DISBURSEMENTS
	Completed By (Initials)
	Supporting Documentation
	Notes

	If the Partnership funds staff positions, select a sample of DSP employees whose wages are included on Line 11, Personnel Costs, and:
	
	
	
	

	
	
	
	
	

	a.
	Agree the hours billed to the hours charged to Smart Start on the employees’ time cards.
	
	
	
	 

	
	
	
	
	
	 

	b.
	Agree the wage rates billed to Smart Start to the approved and paid wage rates for the employees.
	
	
	
	 

	
	
	
	
	
	 

	c.
	Agree the total hours on the employees’ timecards to the applicable payroll register.
	
	
	
	 


	SECTION 7.  CASH AND IN-KIND CONTRIBUTIONS
	Completed By (Initials)
	Supporting Documentation
	Notes

	From the schedule of cash and in-kind contributions obtained in Section 1, select a sample.
	
	
	
	

	
	
	
	
	
	

	a.
	Determine that reported contributions are allowable (supporting Smart Start activities, not derived from other state funds, etc.).
	
	
	
	

	
	
	
	
	
	

	b.
	Determine that records include documentation to support type, value, valuation method, hours, rates, square footage, etc. as appropriate based on the current NCPC “Cash and In-Kind Contributions Manual.”
	
	
	
	


	SECTION 8.  PROPERTY AND EQUIPMENT
	
	Completed By (Initials)
	Supporting Documentation
	Notes

	a.
	Using the schedule of property and equipment (P&E) exceeding $500 prepared by DSP:
	
	
	
	

	
	
	
	
	
	
	

	
	1.
	Agree current year purchases to the DSP's P&E inventory listing.
	
	
	
	

	
	
	
	
	
	
	

	
	2.
	Perform a physical inventory and determine that each asset tested is present, being used for Smart Start activities, and is in reasonable condition.
	
	
	
	

	
	
	
	
	
	
	

	
	3.
	Review the invoice for each item to determine if the amount included on the FSR agrees with the invoice.
	
	
	
	

	
	
	
	
	
	
	

	
	4.
	Determine that competitive bidding procedures were followed in accordance with Partnership’s requirements.
	
	
	
	

	
	
	
	
	
	
	

	
	5.
	Determine that any asset disposals were in accordance with instructions from the Partnership.
	
	
	
	

	
	
	
	
	
	
	

	b.
	Determine whether Smart Start P&E in the possession of the DSP are covered by property insurance, warranties, etc.
	
	
	
	

	
	
	
	
	
	


	SECTION 9.  COMPLETION
	
	Completed By (Initials)
	Supporting Documentation
	Notes

	a.
	Upon completion of the monitoring visit, meet with designated representatives of the DSP and discuss the results of the monitoring.
	
	
	
	 

	
	
	
	
	
	
	 

	b.
	Prepare the draft monitoring report in accordance with policies and procedures.
	
	
	
	 

	
	
	
	
	
	
	 

	c.
	Provide the DSP with a draft copy of the report and action plan, if applicable.
	
	
	
	 

	
	
	
	
	
	
	 

	d.
	Prepare the final report and issue to the DSP.
	
	
	
	 

	
	
	
	
	
	
	 

	e.
	Communicate the results of the visit to the Board of Directors in accordance with policies and procedures.
	
	
	
	 

	
	
	
	
	
	
	 

	f.
	If warranted, arrange follow-up visit for issues noted.
	
	
	
	 

	
	
	
	
	
	
	 

	g.
	Provide copy of monitoring report to Program Evaluator, if appropriate.
	
	
	
	 








Appendix C


