Procedure for AIDS Care Unit Sub-recipient Monitoring Review
Program monitors will review each area of expense to include salary/fringe, operating expenses, equipment, and contracted services.   These expense items are compared to the current operating budget or approved realigned budget based on the guidelines provided below: 
Salary/Fringe
· Review backup source documentation for salary/fringe information.  Appropriate salary/fringe documentation includes agency accounting, general ledger, or payroll documents that include staff names, total hours worked, and salary/fringe amount(s).  
· Determine the allocation method used by agency for salary/fringe.  Calculate the salary/fringe amount on the general ledger or payroll to assure that the amount matches or exceeds the amount reported on the monthly detailed expenditure report and contract expenditure report.  
· Compare staff names listed on the general ledger to assure that they match the staff names listed on the approved contract budget or amendment. 
· Review staff timesheets and verify that the percentage of time worked matches the percentage of time in the approved contract budget or amendment.  
Operating Expenses
· Review invoices for all operating expenses.
· Review copies of checks, agency accounting, general ledger, or bank statement to ensure that bills were paid prior to seeking reimbursement from the state  
· Calculate invoice and check amounts to assure they match or exceed amount(s) reported on the monthly detailed expenditure report and contract expenditure report.
Equipment Expenses 
· Review equipment invoices.
· Review copies of checks, agency accounting, general ledger, or bank statement to ensure that bills were paid prior to seeking reimbursement from the state.  
· Calculate invoice and check amounts to assure they match or exceed amounts reported on the monthly detailed expenditure report and contract expenditure report.
· For equipment purchase over $500, review agency inventory list to assure that property records are on file for all items with a useful life of more than one year.
General Contracted Services
· Review invoices for all services provided on the monthly detailed expenditure report.
· Review copies of checks, agency accounting, general ledger, or bank statement to ensure that bills were paid prior to seeking reimbursement from the state.  
· Calculate invoice and check amounts to assure they match amounts reported on monthly detailed expenditure report.  
Financial Checklist
· Review Division of Public Health Financial checklist with provider.
· Review actual documents listed on the financial checklist; i.e., contract between DHHS and agency, accounting manual, written procedures for personnel allocations, purchase request, approval, receipt and payments.
· Review agency copy of contract amendments or budget realignments.
· Review agency copy of monthly detailed expenditure report and contract expenditure report.  For local health department review monthly detailed expenditure report and local expenditure report.
Programmatic Checklist
Ryan White

· Review Division of Public Health programmatic checklist.
· Review actual documents listed on the programmatic checklist; i.e., personnel policies, policy on confidentiality of client records and databases, procedure for client grievance, and policy for eliciting client satisfaction feedback.  
· Review agency copy of quarterly reports, Program Manuals, agency sub-recipient monitoring plan, and most recently completed needs assessment.
HOPWA
· Review Division of Public Health programmatic checklist.
· Review actual documents listed on the programmatic checklist; i.e., personnel policies, policy on confidentiality of client records and databases, procedure for client grievance, and policy for eliciting client satisfaction feedback.  
· Review agency copy of quarterly reports, Program Manuals, agency subrecipient monitoring plan, and most recently completed needs assessment.
HIV Pediatric Services
· Review Division of Public Health programmatic checklist.
· Review actual documents listed on the programmatic checklist; i.e., personnel policies, policy on confidentiality of client records and databases, procedure for client grievance, and policy for eliciting client satisfaction feedback.  
· Review agency copy of quarterly reports, Program Manuals, agency subrecipient monitoring plan, and most recently completed needs assessment.
Client File Review 
Ryan White
· Complete a client chart review form for each chart reviewed.  
· Review progress notes, intake form, or assessment to assure that client is enrolled in primary medical care.
· Verify client medical eligibility.  Appropriate documentation includes confidential positive HIV test result, a physician’s statement, medical report which verifies diagnosis, or copy of ADAP approval.  
· Review financial eligibility form to assure that it has been updated annually and to determine if client has Medicaid, Medicare, or Private insurance.  
· Review intake form to assure that is has been updated annually.
· Verify case management enrollment (if applicable) by reviewing client care plans and assuring that it is related to client’s medical care.  
· Verify that Ryan White is payor of last resort by reviewing progress notes or agency last resort verification form.
· For Consortia projects review agency spreadsheet per client to assure that caps were not exceeded for Emergency Financial Assistance ($1,000), Legal Services ($500), and Primary Medical/Dental Care ($1,500).
· Review in-care indicators and quality management measures for all client charts.
HOPWA
· Complete a client chart review form for each chart reviewed.
· Verify client medical eligibility.  Appropriate documentation includes confidential positive HIV test result, a physician’s statement, medical report which verifies diagnosis, or copy of ADAP approval.  
· Review documentation of financial eligibility to assure that clients are at <=80% of median income/family income level.
· Review current intake/update form.
· Review assessment of client’s needs.
· Review residential application if applicable.
· Review rent calculation form if applicable.
· Review housing inspection form if applicable.
· Review smoke detector certification if applicable.
· Review 21-week tracking form if applicable.
· Review housing care plan.
· Review client release of information form.
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