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Grants Monitoring

Site Visit Worksheet


Instructions:  Each site visit should be documented using this worksheet.  The monitor should indicate the reasons for the site visit, whether planned or unannounced, review data prior to the visit, and note any issues identified during the visit.  If problems are noted, then this worksheet should be used to prepare a report to the monitor’s supervisor for action.

	Grantee:
	Grant #:

	Date:
	Time:

	Location:

	Monitor:

	Reason for Visit:



	Prior to Site Visit

	Announced Visit
	Unannounced Visit

	Actions Taken
	Were Actions Completed?
	Actions Taken
	Were Actions Completed?

	Notify recipient point of contact
	
	Define objectives of visit, including documents to review
	

	Discuss objectives for visit, including document(s) to review
	
	Review Grant File
	

	Review Grant File
	
	Determine Issues to Discuss
	

	Determine Issues to Discuss
	
	
	

	During Site Visit

	Announced Visit
	Unannounced Visit

	Actions Taken
	Were Actions Completed?
	Actions Taken
	Were Actions Completed?

	Conduct entrance discussion with officials
	
	Conduct entrance discussion with officials
	

	Observe project activities
	
	Observe project activities
	

	Review program and financial records (see following pages for checklist)
	
	Review program and financial records (see following pages for checklist)
	

	1. Compare to submitted reports
	
	1. Compare to submitted reports
	

	2. Document differences
	
	2. Document differences
	

	Other
	
	Other
	

	Issues for Follow-up:

	After Site Visit

	Announced Visit
	Unannounced Visit

	Actions Taken
	Were Actions Completed?
	Actions Taken
	Were Actions Completed?

	Prepare Report
	
	Prepare Report
	

	Document findings, whether positive or negative
	
	Document findings, whether positive or negative
	

	Review and adjust monitoring plan if necessary
	
	Review and adjust monitoring plan if necessary
	

	Other
	
	Other
	

	Actions taken:


	Site Visit Financial Records Review Checklist

	1. Internal Controls
	Yes
	No
	Comments

	All expenditures made under grant are approved by the grantee program manager or someone who is familiar with the approved grant application and with the cost principles (A-87 and A-122).
	
	
	

	The grantee program manager approves only those expenditures that are: for activities approved in the budget and are allowable under the cost principles. 
	
	
	

	Controls are in place that insure grant funds are available sufficient to cover expenditures.
	
	
	

	There is an accounting record for each grant received.
	
	
	

	Expenditures are posted to the accounting record as they occur.
	
	
	

	The accounting record tracks expenditures against the approved budget.
	
	
	

	Post-award changes in a grant budget have been approved by the funding agency and the budget has been adjusted in the accounting record.
	
	
	

	Required reports are filed within the established time frames.
	
	
	

	Documentation sufficient to determine the nature of grant expenditures and their allowability is kept as a part of the financial record.
	
	
	

	2. Use of Grant Funds
	
	
	

	Grant funds are not used to purchase land or buildings or improve land or buildings unless there is prior approval from the funding agency and it is allowable under grant terms.
	
	
	

	Special purpose equipment (an article costing more than $5,000) that is required to address specific grant objectives and that has been purchased with grant funds has been purchased in accordance with organizational policy insuring competitive prices.
	
	
	

	Grant funds are not used to purchase general purpose equipment (articles costing more than $5,000 and used for the general functions of the organization) such as office equipment and furnishings, telephone networks, information technology equipment and systems, air conditioning, reproduction and printing equipment and motor vehicles unless it is specifically identified as an allowable expenditure or there is prior approval from the awarding agency.
	
	
	

	If the grantee passes funds on to another organization, it is clear that it sub-grants these funds.
	
	
	

	A sub-grant award is on file that clearly identifies the activities supported by the subgrant, a budget, the assurances/ requirements that accompany federal funds, and payment provisions.
	
	
	

	The grantee monitors its sub-grantee for compliance with the conditions of the sub-grant award.
	
	
	

	3.  Supplies and Materials
	
	
	

	Supplies and materials are charged to the grant in allowable fashion as approved in the budget.
	
	
	

	Only supplies and materials actually used for the grant objectives are charged as direct costs
	
	
	

	Supplies and materials are charged at their actual prices net any applicable credits.
	
	
	


	4.  Equipment Inventory
	Yes
	No
	Comments

	Controls are in place to protect assets acquired with grant funds.
	
	
	

	Property/ equipment records are maintained that include a description, serial number, source, and acquisition cost and date.
	
	
	

	An inventory, up-dated within the last year, exists of equipment purchased with grant funds that includes the property record, its location, condition, and, if it was disposed of, the sale price or its fair market value.
	
	
	

	Control systems are in place to prevent loss, damage, or theft.
	
	
	

	Adequate maintenance procedures keep the property in good condition.
	
	
	

	5.  Services and Reimbursable Costs
	
	
	

	Only allowable services supporting grant objectives are charged as direct costs of the grant as approved in the budget.
	
	
	

	The costs for travel, meals, conferences, training, and other incidental costs conform to cost principles and the organization’s policies limiting these costs.  Documentation includes the content of the event to which these costs are incidental and participants.
	
	
	

	Travel costs, including transportation, lodging, subsistence, and other costs associated with travel status, are charged to the grant when travel is essential for carrying out grant objectives and when costs do not exceed charges allowed by the organization in its normal operations.
	
	
	

	Only memberships, subscriptions, and professional activities related to grant objectives are charged to the grant.
	
	
	

	Costs identified as unallowable by federal circular, statute, regulation, or prohibited by the grant agreement are not charged to the grant.
	
	
	

	6.  Records Retention
	
	
	

	Financial records, supporting documents, statistical records, and all other records pertinent to grant are retained for a period of three years after the submission of the final expenditure report , the required annual reports, or the record was used in response to an audit finding
	
	
	

	Site Visit Program Records Review Checklist

	List Documents Reviewed
	Comments

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
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