 (
ESG On-Site Monitoring Form
CONCLUSION
)


Project # 		IDIS #  	


Agency:	Date of Visit:  	


Project Title:  	


Location:  	


Monitoring Quarter: (circle)	1 	2	3	4 	

Service Type(s): (Circle all that apply)

a. Emergency Shelter
b. Street Outreach
c. Homelessness prevention
d. Rapid Re-housing
e. HMIS

Date of On-Site Monitoring Visit Letter Sent to Organization:	 	

Copy of Letter to Organization in File: (circle)	Yes	No

---------------------------------------------------------------------------------------------------------------------
Sub-Recipient Representative(s) participating in the on-site monitoring:



Name	Title




Name	Title



 (
ESG On-Site Monitoring Form
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Monitored by:    	
City of Peoria

Date:  	


AGREEMENT REVIEW
All supporting documents must be available for review. City staff may request a copy for monitoring records.
	Documentation
	YES
	NO

	1)    Copy of Agreement  and all modifications
	
	

	2) *Organizational Chart of Agency – showing position titles and lines of authority. Chart should indicate positions involved with approving or recording financial ( and other) transactions.
	
	

	3) Employee Handbook – Including Anti-Sexual Harassment Policy, Conflict of Interest Policy and Drug Free Workforce Policy
	
	

	4) *504 Self Evaluation Plan (Americans with Disabilities Act) – For organizations with 15 Employees or More
	
	

	5)    City of Peoria EOO Certificate
	
	

	6)    *Proof of Nonprofit Status
	
	

	7)	Organization Articles of Incorporation and Bylaws
	
	

	8) *List of Board Directors – Including recent board meeting agenda and minutes
	
	

	9) *Job Descriptions for ESG program and financial administration personnel
	
	

	10)  *Evidence of Liability Insurance
	
	

	11) *Financial Statement and most recent audit for the organization
	
	

	12)  HOIHCOC Participation
	
	

	13) *Anti-discrimination policy for both organization employees and program participates
	
	

	14) *Memorandum(s) of Understanding for collaborative services or client referrals
	
	

	15) Written policy manual specifying approval authority for financial transactions and guidelines for controlling expenditures – including cost allocation plan, cash management procedures and procurement policy
	
	

	16) Accounting Manual – including procedures for the recording of transactions and a chart of accounts
	
	


NOTES:


SUB-RECIPIENT FILE REVIEW

Monitoring Quarter: (circle)	1 	2	3	4 	

	# of Unduplicated Adults
	# of Unduplicated Children

	
	

	Total Persons Served:


(# of persons based upon organization’s files/records)

Does number of reported persons served reconcile with the total number of client files on record with the organization?	Yes	No
NOTES:




Is the organization correctly following the adopted HOIHCOC policies and procedures regarding ESG implementation?	Yes	No
NOTES:




Are ESG intake forms and client homelessness accurately documented in each participate file? NOTES:	Yes	No





Does the organization have accurate and timely client records and household information entered into HMIS or a comparable database?
NOTES:	Yes	No


	Agreement Outputs

	

	

	

	



	Actual Outputs
(based upon quarterly info. available)

	

	

	

	



Describe what information was provided by organization as proof of actual outputs achieved.
 (
ESG On-Site Monitoring Form
PERFORMANCE MEASURES
)


	Agreement Outcomes

	

	

	

	



	Actual Outcomes
(based upon quarterly info. available)

	

	

	

	



Describe what information was provided by organization as proof of actual outcomes achieved.









Upon monitor’s review, will the organization be able to meet or exceed Agreement outputs and outcomes by end of grant year?	Yes	No NOTES:


1. Describe the current status of the program being funded.






2. Will all activities be completed in the grant year?	Yes	No NOTES:




3. Are referrals made for clients requiring additional assistance?
Yes	No

4. What estimated percent of clients receive referrals annually?	 	

5. Does your agency do follow up activities?	Yes	No If yes, explain





6. Are habitability standards met for either shelter or homelessness prevention activities? NOTES:	Yes	No





7. Are exit interviews given to clients?	Yes	No

8. Does your agency involve homeless persons in policy development?
Yes	No

NOTES:
 (
ESG On-Site Monitoring Form
PROGRAMMATIC
)


1. How do you let homeless persons know about your service?




2. Are homeless persons ever turned away?




3. If answered yes to #2, does your organization refer them in another facility?




SPECIFICS TO PROGRAM

1. Is there a sign in and out for your service?




2. Is there a limit to the services provided per homeless person?




3. Are client records kept in a secure location?	Yes	No NOTES:
 (
ESG On-Site Monitoring Form
PROGRAM MARKETING
)


1.        Is the organization eligible to receive federal funds  and not delinquent on taxes or other
	government payments?
	Yes
	No

	2.   Does the sub-recipient have 2 CFR part 200 on file?
	Yes
	No

	3.   Is there an audit trail from reports to source documentation?
	
Yes
	
No



4. Are there accounting standards in place for ESG reimbursements to be deposited in a separate account and not commingled with other organization revenue?
Yes	No


PROGRAM MATCH

1. What is the amount of cash match liability for the organization?   	
*Note 100% cash match is required for total ESG grant award*

2. What is the source documentation for match submitted by the organization?



3. Is the match from an eligible source, per ESG regulations (576.201)?



4. Is the match contribution provided after the date of the ESG grant year?



5. Will the cash match contributions be expended before the end of the ESG grant year?



6. Is this cash match contribution to be used to match another program requirement?



7. Will the City ESG grant award be use as match for another program requirement?
 (
ESG On-Site Monitoring Form
GENERAL INTERNAL CONTROL- FINANCIAL
)



	1.   Are payments made by check?
	Yes
	No

	2.   Are checks counter signed?
	Yes
	No



3. Are there adequate separation of duties to assure that no one individual has authority over an entire financial transaction?	Yes	No


4. Are there adequate control of access to accounting records, assets, blank forms and confidential records, such as only limited, authorized persons can access them?
Yes	No


5. Are there procedures for regular reconciliation of the organization’s financial records, comparing its records with actual assets and liabilities?
Yes	No


6. Are there documented accounting records and corresponding source documentation for each financial transaction?
Yes	No


7. Are authorized signatures limited to employees with no access to accounting records receipts?	Yes	No



8. Are monthly bank reconciliations prepared by employees with no cash, signed check access?	Yes	No

NOTES:
 (
ESG On-Site Monitoring Form
FINANCIAL DISBURSEMENTS/BANK RECONCILIATION
)


1. Are written authorizations for all employees and salaries or wage rates on file?
Yes	No


2. Is time of hourly employees and supervisor on time card?	Yes	No

a. Is the signature of both employee and supervisor on
the time card?	Yes	No


FINANCIAL DISTRIBUTION



	1.   Does an ESG balance exist for previous FY?
	Yes
	No

	2.   Do you anticipate a need to request an extension? (circle)
	Yes
	No



NOTES:
 (
ESG On-Site Monitoring Form
PAYROLL
)

 (
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Is corrective action necessary?	No 		Yes 	

If yes, describe:














ADDITIONAL COMMENTS:
 (
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