Grants Monitoring

Periodic Reports Desk Review Worksheet


Instructions:  The grants monitor should be conducting a desk review of all required reports from the grantee.  The exact items reviewed will change depending on the type of grant and the reports required in the grant agreement.  The following topics are the kinds of items that would be included in a desk review.  The monitor should modify this form as needed to reflect the items reviewed in each type of report submitted by the grantee.

Grantee:
Date Review Completed: 
Grants Monitor:

Grant

Name:
Grant

Number:

Grants Supervisor

Reviewed and Approved:
Date:

Topic Area
Yes
No
N/A
Recommendations/Comments

 A.      Budget





1. Have cost reports been submitted in a timely manner?





2. Will project meet budget time frame? If not, why?





3. Have budget adjustments been needed?





4. Are receipts kept for audit purposes?





5. Are match requirements being met?





    -- Can grantee provide clear documentation of match?





    -- What are the sources of the match?





 B.     Personnel  





1. Are there job descriptions for all grant positions?





2. Are time sheets maintained for all grant employees?





C.     Travel





1. Is travel documented-date, distance, locations, purpose & rates?





D.     Supplies/Operating Expenses





1. Have these been purchased according to budget?





E.     Equipment





1. Has approved equipment been purchased?





2. Was competitive bidding used to obtain equipment?





3. Is equipment being used appropriately?





4. Does grantee have current property control record on file?





F.     Reports





1. Are ALL required reports on file with grantor?





-- Grant Status Report





-- Grant Progress Report





-- Additional Committee "Specific" Reports





-- Subgrant Award Report 





-- Subgrant Award & Performance Report 





G.      Professional and Contractual Services 





1. Have all contracts received PRIOR grantor approval?





2. Does contract outline work to be performed and does it comply with program objectives?





3. Was competitive bidding used to obtain contract(s)?





4. If sole source used, is approval on file?





5. Is “Contractor” making regular & accurate billing?





1

