
EMERGENCY SHELTER GRANT PROGRAM

MONITORING CHECKLIST

Reviewer: _______________________________
  Date: _______________________

Grantee: _________________________________
  Grant Number: ________________
Grantee Representative: ____________________________
Desk Review

Description of Project

1. Time period of grant: _____________________________________________

2. List shelters:

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

3. Number of people to be served (give estimate for each subrecipient):

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

4. Scope of services (include activities listed on budget for each subrecipient):

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

On Site Review
Grantee_______________________

Contract Number: ________________

Preparer_______________________

Date___________________
I.
National Objective and Eligibility

1. Scope of services (list services actually provided for each subrecipient):

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________
2. Number of clients served (list number for each subrecipient):

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

3.  Is the project serving the intended client group?     ⁭Yes
   
⁭No

     If not, explain ___________________________________________________

     _______________________________________________________________
4.  Does the grantee have procedures in place to assure persons assisted are 

     homeless or eligible clientele as defined in law?      ⁭Yes
   ⁭No
     Describe procedures used.__________________________________________

     _______________________________________________________________

5. Does the grantee maintain records on persons served?
⁭Yes      ⁭No


6.   Do they preserve the confidentiality required by the law?   ⁭Yes      ⁭No

II.
Citizen Participation

1. For entitlement areas, are ESG activities covered in the grantee’s Action Plan?

⁭Yes      ⁭No     ⁭N/A

            2.  Does the grantee have a Citizen Participation Plan?
⁭Yes      ⁭No

3.  Is ESG covered under this plan?



⁭Yes      ⁭No
4.  How are hearings advertised?


     _______________________________________________________________


     _______________________________________________________________


     _______________________________________________________________


     _______________________________________________________________
III.
Program Management

1. Is a shelter manager on site and running the daily operations of each 

shelter? 




⁭Yes

⁭No
2.   Does a review of the data on homeless shelters correspond to the application?


      ⁭Yes
  ⁭No
3. Does a site visit to the shelter(s) indicate that activities were carried out as     

stated in the application? 


           ⁭Yes

⁭No 
List shelters visited. ______________________________________________

______________________________________________________________________________________________________________________________

4. Is there documentation to support visits by the grantee’s staff to the service 

providers to verify that activities correspond to those reported on their invoices or programmatic reports? 
⁭Yes
   
⁭No
5. Do you conduct site visits or have other procedures in place to assure that

religious proselytizing is not occurring?     ⁭Yes
   
⁭No


      Explain procedure(s) used. _________________________________________


       ______________________________________________________________

IV.
Environmental Review


1.  Does the grantee have an Environmental Review file?
⁭Yes

⁭No

2.  Does the file contain one of the following:

     a.   a Finding of Exemption or Categorical Exclusion not subject to 58.5?

   ⁭Yes

⁭No
    or
b. a Request for Release of Funds and Certification (required if    

Categorically Excluded subject to 58.5 or Full Assessment)   

⁭Yes

⁭No  
V.
Procurement Standards

                         Yes       No     N/A    Notes
	A.
	Do the grantee and sub-recipient(s) have written procurement policies?
	
	
	
	

	B.
	Do procurement policies specify who has the authority to initiate purchase requests?
	
	
	
	

	C.
	Does grantee follow policies to assure that small and minority businesses are utilized?
	
	
	
	

	D.
	Do the grantee and sub-recipient(s) have written selection procedures which include but may not be limited to a clear description of the job requirements? These requirements shall not be designed to restrict competition.
	
	
	
	

	E.
	Do the grantee and sub-recipient(s) require competitive sealed bids for rehabilitation construction or materials contracts of $50,000 or more?
	
	
	
	

	F.
	If formal advertising is used, are these conditions present:
	
	
	
	

	
	A complete, realistic specification of purchase item
	
	
	
	

	
	Two or more suppliers willing and able to compete
	
	
	
	

	
	Selection can be based on price

	
	
	
	

	G.
	If formal advertising is used, the following requirements must exist:
	
	
	
	

	
	Bids must be received from an adequate number of suppliers a sufficient number of days prior to their opening
	
	
	
	

	
	Invitation for bids should clearly define the terms and services needed
	
	
	
	

	
	All bids must be opened publicly

	
	
	
	

	
	Lowest bid accepted

	
	
	
	

	
	Bids may be rejected if there is a sound business reason for doing so
	
	
	
	

	H.
	Is the contract price determined by:

	
	
	
	

	
	Cost reimbursable/not to exceed

	
	
	
	

	
	Cost plus percentage(not allowed)

	
	
	
	

	I. 
	Are contracts in writing?

	
	
	
	

	J.
	Do contracts contain Fair Housing and Equal Employment Opportunity clauses?


	
	
	
	

	K.
	Is there any evidence of conflict of interest by the parties involved?
	
	
	
	

	L. 
	For projects involving conversion or rehabilitation, is there evidence of verification of the prime contractor’s debarred status?
	
	
	
	


VI.
Property Management

	A.
	Does grantee have property acquired totally or partially with state-administered ESG funds?
	
	
	
	

	B.
	Does grantee’s property management system include:
	
	
	
	

	
	Description of the property

	
	
	
	

	
	Serial number, ID number

	
	
	
	

	
	Source of property, including grant number

	
	
	
	

	
	Title holder

	
	
	
	

	
	Purchase date and cost

	
	
	
	

	
	Intended use of purchased item and how it relates to scope of project
	
	
	
	

	C.
	If ESG funds were used for a single-item purchase of over $5,000.00, is a copy of the completed PMU1 form on file in the community and has a copy been submitted to ADECA?
	
	
	
	

	D.
	Is grantee aware that any property acquired with ESG funds may not be sold or otherwise disposed of without prior written approval from ADECA?
	
	
	
	


VII.
Amendments

	A.
	Were local amendments done in accordance with state criteria?
	
	
	
	

	B.
	Were formal amendments done in accordance with state criteria?
	
	
	
	


VIII.
Records Retention

	A.
	Is grantee aware that all ESG records must be retained for at least four years after close out or the resolution of all audit findings (for non-expendable property, from the date of final disposition)?
	
	
	
	


IX. Standards for Grantee Financial Management Systems
	A.
	Records to identify the source and application of funds (including the local matching share and private investment):

	
	
	
	

	
	Is there a cash receipts journal? 

If so, is it current?  Record date and amount of most recent transaction. 

___________________________


	
	
	
	

	
	Is there a cash disbursement journal?  If so, is it current?  Record date and amount of most recent transaction. ___________________________
	
	
	
	

	
	Is there a general ledger? If so, is it current?  Record most recent date and balance.

___________________________
	
	
	
	

	
	Are all ESG-related transactions recorded in the grantee’s general ledger?


	
	
	
	

	
	Are audit trails provided that permit tracing of any transaction back to the original source document and forward to summary records?
	
	
	
	

	
	What is the total amount of ESG funds deposited? ____________________
	
	
	
	

	
	What is the total amount of local match spent? ________________


	
	
	
	

	B.
	The effective control over and accountability for all funds, property and assets:
	
	
	
	

	
	Are there dual signatures on checks?


	
	
	
	

	
	Are signature stamps used?


	
	
	
	

	
	If yes, does one person have access to both signatures?


	
	
	
	

	
	Are signature stamps locked up securely?
	
	
	
	

	
	Are checks numbered consecutively and all accounted for?
	
	
	
	

	
	Are blank checks unsigned?
	
	
	
	

	
	Are unused checks kept in a secure area?
	
	
	
	

	
	Are voided checks defaced?

	
	
	
	

	C.
	Does the program manager receive a monthly report comparing budgeted costs with actual costs?
	
	
	
	

	D.
	Proper supporting documentation of accounting records:
	
	
	
	

	
	Is there prior approval of invoices before payment, as evidenced by initial of grantee staff on invoice?


	
	
	
	

	
	Are invoices coded with the grant name and number or the general ledger account code?
	
	
	
	

	
	Do invoices include a description of the service being performed or the goods purchased, identification of the vendor, the unit price where appropriate, and the total cost to be charged to the ESG program?
	
	
	
	

	
	Are expenses charged to the proper grant period?
	
	
	
	

	
	Does grantee have written travel policies?
	
	
	
	

	
	Does documentation show the time, purpose, mode and points of travel, and the expenses charged to ESG funds?
	
	
	
	

	
	Are there any unresolved audit or monitoring findings?  If so, why?
	
	
	
	

	
	Are bank statements reconciled monthly by grantee staff?

· If not, why?
	
	
	
	

	
	On projects involving private funds, is there evidence of private expenditure?
	
	
	
	

	E.
	Are indirect costs charged against the program?
	
	
	
	

	
	   If so, how are they computed?
	
	
	
	


X.
Matching Share

	A.
	Is matching share required?
	
	
	
	

	
	Does match requirement include cash?
	
	
	
	

	
	Does match requirement include in-kind?
	
	
	
	

	
	Were both cash and in-kind match posted to the general ledger on a monthly basis?
	
	
	
	

	B.
	Are in-kind contributions valued in the following way:
	
	
	
	

	
	Is the value of donated property being properly charged to the appropriate grant year?
	
	
	
	

	
	Was the value properly determined?

(For space, the value may not exceed fair market value of comparable space in the same locality.  For non-expendable personal property, the value may not exceed the fair market for equipment of the same age and condition.  For loaned equipment, the value may not exceed the fair rental value.)
	
	
	
	

	
	Are personnel charges supported by time and attendance records that accurately reflect all hours worked by the employee and are attendance records signed by the employee and the supervisor?
	
	
	
	

	C.
	Are volunteer services recorded to show:
	
	
	
	

	
	The same information kept for volunteer services as is kept for grantee employees?
	
	
	
	

	
	Are all services valued according to work done or $5.00 per hour?
	
	
	
	


XI.
Program Income

	A.
	Does grantee have any ESG-related program income?  If so, is it properly documented and recorded?
	
	
	
	

	B.
	If program income is designated for a grant project, are the receipt and expenditure of receipts part of grant project transactions?
	
	
	
	

	C.
	Is program income recorded in accounting records?
	
	
	
	

	D.
	Does program income exceed $25,000 in any one fiscal year?  If so, have funds been remitted to the state?
	
	
	
	

	E.
	What is the total amount of interest earned on ESG funds?  _________

If this amount was over $100, has it been returned to the state?
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