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I.  Overview: About Quality Assurance and Compliance Monitoring Site Visits 

1. This document describes the purpose for conducting on-site compliance visits to monitor Learn and Serve America grants.

2. An on-site monitoring visit, either compliance or training and technical assistance (T/TA) must be planned for grants with a “high” priority level designation as determined through the monitoring assessment process.  The Program Officer and Grants Officer jointly make the determination whether a visit should be compliance or T/TA focused, or a combination of both, taking into account such factors as whether the Grantee is new or has limited or no experience managing Federal grants; the date of the last compliance visit; the Grantee’s need for specific T/TA; history of deficiencies, audit findings, or other assessment results; or existing and expected levels of oversight. 

3. Regardless of the priority level assigned as a result of the annual monitoring assessment process, an on-site compliance monitoring visit must be conducted at least once every six years from the date of the previous compliance monitoring visit.   

4. The Compliance Monitoring Site Visit is multi-purpose, and can include: 

· Testing compliance with legal, regulatory, and policy requirements related to Learn and Serve America;

· Monitoring systems, policies, practices, or procedures;

· Identifying and minimizing potential risks to the Corporation;

· Providing or identifying specific T/TA needs;

· Documenting best practices; 

· Recognizing accomplishments;

· Improving quality of programming;

· Determining effectiveness of performance measurement; 

· Clarifying or resolving problems or concerns;

· Assessing organizational capabilities and systems;

· Continuing improvement in grants compliance and project management;

· Providing guidance; and

· Analyzing recurring problems.

5. Where questions refer to Corporation-specific regulations, Office of Management and Budget (OMB) Circulars, Federal regulations, or other documents, appropriate references have been cited.  Questions without citations are based on prudent management practices. The reviewer will use this checklist to document and record what was reviewed and the resulting concerns and necessary follow-up related to the site visit.  Each section contains primarily “Yes” or “No” questions, with space provided to describe and record concerns and recommendations more thoroughly.    

	Section A.  Program Review

	Monitoring Visit Type
If this monitoring review is conducted by a Corporation Program Officer and Grants Officer, the Program Officer will conduct the program review. If no Program Officer is present, the Grants Officer will leave the following section blank.  

	Is this monitoring visit conducted by both a Corporation Program Officer and Grants Officer or by a Program Officer Only?  

	 FORMCHECKBOX 
 Joint

	 FORMCHECKBOX 
 PO only
 FORMCHECKBOX 
  GO only


	Instructions: Review the Grantee provided materials for the period being examined and respond to the questions below: 
References:
Learn and Serve America Regulations

· 45 CFR 2516.810, “School-Based Service-Learning Programs” 

· 45 CFR 2517.800, “Community-Based Service-Learning Programs” 

· 45 CFR 2519.800, “Higher Education Innovative Programs for Community Service” 

· Performance Measurement Guidance for Learn and Serve America
· Learn and Serve America Higher Education Provisions
· Learn and Serve America State Education Agency Provisions
· Learn and Serve America School-Based Grant Making Entity Provisions
· Learn and Serve America Community-Based Program Provisions
· Learn and Serve America Tribes and Territories Provisions


	A.1. Grant Activity Alignment 

	 (a) Do program documents, descriptions, and activities indicate that they are in line with the purpose of the grant and the awarded grant application? 
References: 

Learn and Serve America Notice of Funding Available/Opportunity

Grantee Grant Application Narrative and Budget
	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	(b) Is there evidence that the grantee is promoting best practices for service-learning? 
(e.g. subgrantee training materials, subgrantee monitoring materials, use of Quality Standards, etc.)

References:

1993 National Service Act definition
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No



	A.2 Training and Technical Assistance

	(a) Is there a documented plan for providing training and technical assistance to subgrantees and/or participants? 
Grantee should be able to provide, for example: 
· Schedule of planned trainings or conferences
· Sample agenda from a recent training
· Description of additional technical assistance efforts (i.e. newsletters, email communications, etc.)
· Copies of training evaluations
· Method of identifying training or technical assistance needs (i.e. LASSIE feedback, surveys, etc.)

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No



	(b) If training is outsourced, is there documentation of expectations and duties of the TA provider? 

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No



	(c) Does the grantee promote Days of Service, the Presidential Volunteer Service Awards, or the President’s Higher Education Honor Roll? Does the grantee coordinate events with the State Commission and the State Office? 


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No



	(d)  If grantee has subgrants, is there documentation of training or assistance in creating partnerships at the subgrantee level? What other training issues are addressed?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(e)  Has the grantee submitted materials on a regular basis to the National Service Learning Clearinghouse? 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(f)  Note significant partnerships with major entities in the sector (i.e. State Departments of Education, institutions of higher education, non-profits, foundations, businesses, other Learn and Serve grantees, etc.) 

	A.3 Implementation of Grantee Performance Measures 
Instructions: Review the Grantee’s performance measurement work plan(s) for the period being examined and respond to the questions below:

	(a)  Does the Grantee have data collection tools/systems measurement tools to gauge results against the measures proposed? 
If not, explain.

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	(b) Is there an established timeline for collecting data and training those who will do the collection?

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No

	Section A. – Conclusions and Recommendations

	


	Section B.  Legal Verification of Assurances and Terms and Conditions

	The assurances and certifications are material representations of fact upon which the Corporation relies in determining whether to enter into a grant agreement. If the Corporation later determines that the applicant knowingly submitted an erroneous certification or assurance, in addition to other remedies available to the federal government, the Corporation may terminate this transaction for cause or default.

The Authorized Representative agreed to the assurances and certifications as part of the application submission process when s/he clicked on the “I Agree” buttons in eGrants. A link to these documents is provided in the Notice of Grant Award.

Grantees must provide immediate written notice to the Corporation if at any time they learn that a certification or assurance was erroneous when submitted or has become erroneous because of changed circumstances.



	B.1    Is the Authorized Representative listed in eGrants correctly? 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	B.2    To the best of your knowledge, in the last two years, has the Grantee or any of the subgrantees had discrimination complaints filed against them regarding services provided under this grant or had civil rights compliance reviews regarding services conducted?
References:

· Learn and Serve America Grant Application 

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	If yes, respond to the following questions:


	· Was discrimination or non-compliance found? 


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	· What relief or remedial actions were taken? (describe)


	B. 3   Is the project presently in compliance with applicable Federal statutes relating to nondiscrimination as embodied in the program regulations prohibiting nondiscrimination on the basis of race; color; national origin; including individuals with limited English proficiency; sex; age; political affiliation; religion; or on the basis of disability?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	B.4   To the best of your knowledge, has the grantee or any of the subgrantees engaged in any prohibited activities with the support of Corporation funds, including: providing religious instruction, conducting worship services, or engaging in any form of proselytization; or assisting, promoting, or deterring union organizing; to financing, directly or indirectly, any activity designed to influence the outcome of an election to any public office; or to impairing existing contracts for services or collective bargaining agreements.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Section B — Conclusions and Recommendations

	


	Section C.  Financial Review

	Monitoring Visit Type
If this monitoring review is conducted by a Corporation Program Officer and Grants Officer, the Grants Officer will conduct the majority of this section. If no Grants Officer is present, the Program Officer will leave sections blank as noted.  

	Is this monitoring visit conducted by both a Corporation Program Officer and Grants Officer or by a Grants Officer Only?  

	 FORMCHECKBOX 
 Joint

	 FORMCHECKBOX 
 PO only

 FORMCHECKBOX 
  GO only


	Instructions:
· Begin this part of the review by asking the Grantee to provide an overview of their financial management system, describing the process for receipt of all types of income (both cash and in-kind) and expenditures.  
· Keep a list of documents examined, items checked, and results of review.
· Make and retain copies of documents that demonstrate non-compliance concerns.
References:

Learn and Serve America projects should follow these program regulations,  financial-related regulations, and OMB Circulars:
· 45 CFR part 2516, “School-Based Service-Learning Programs” 
· 45 CFR part 2517, “Community-Based Service-Learning Programs” 
· 45 CFR part 2519, “Higher Education Innovative Programs for Community Service” 
· 45 CFR part 2541, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR part 2543, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

· OMB Circular A-21, “Cost Principles for Educational Institutions” [Relocated to 2 CFR part 220]

· OMB Circular A-87, “Cost Principles for State, Local and Indian Tribal Governments” [Relocated to 2 CFR part 225]

· OMB Circular A-122, “Cost Principles for Non-Profit Organizations” [Relocated to 2 CFR part 230]

· OMB Circular A-133, “Audits of States, Local Governments, and Non-Profit Organizations”

	C.1 Grantee Financial Management Systems Review

	(a)  Does the Grantee use a financial management system for its expenditures that adequately segregates costs for the Learn and Serve America grant?  
Examples include:
· Description of financial accounting system
· Chart of Accounts showing income, expense, object, and functional categories specific to the grant
· Copies of monthly financial reports from the accounting system of the Learn and Serve America grant
· Examples of vouchers, invoices, and requests for payments showing codes that document expenditures that track to the monthly financial reports 
If not, explain: 
References:

· 45 CFR 2541.200, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.21, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(b) Does the Grantee periodically generate and review financial reports that compare budgeted versus actual expenditures by budget line item?  Review this document:
· Financial reports showing budgets, expenditures, and variances by budget line item (this can be a spreadsheet or a report generated from the accounting system)
If not, explain:
References:

· 45 CFR 2541.200, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.21, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(c) [GO Only] Does the Grantee use an adequate system to generate drawdowns and Federal Cash Transactions Reports (FCTR or SF-272) on the Learn and Serve America grant fund?  Review these documents:  
· Description of the drawdown process from the Payment Management System, including frequency and who is responsible for approving the funds to be drawn and completing the draws
· Most recent FCTR – ensure it was completed and it is supported by source documents/reports
· Most recent drawdown – review source documentation to ensure the draw was based on actual or approximate cash needs and outlays  
If not, explain:
References:

· 45 CFR 2541.400 and 410, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.52, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(d)  Does the Grantee have and follow adequate financial policies and procedures, including:
· General financial management policies, procedures, manual, or guidelines
· Internal controls of grant funds, e.g., approval and documentation of expenses, separation of duties, delegations of authority, check issuance, cash receipts, cash management, bank reconciliation, travel, and payroll
· Procurement and purchasing procedures
· Property management for equipment purchased with Federal funds
· Time and effort distribution (timekeeping)
· Record retention 
· Procedures to minimize the time elapsing between the transfer of Federal funds from Payment Management System to the Grantee
· Procedures for determining the reasonableness, allocability, and allowability of costs in accordance with the cost principles and the terms and conditions of the award
· Codes of conduct for employees engaged in the award and administration of contracts
· Are Grantee written policies and procedures contained or referenced in a notebook, file, or CD or online; or maintained in separate locations?  
If not, explain:

References:

· 45 CFR 2541.200 and 360, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.21, 22 and 44, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”
· 2 CFR part 220, “Cost Principles for Educational Institutions” 

· 2 CFR part 225, “Cost Principles for State, Local and Indian Tribal Governments”
· 2 CFR part 230, “Cost Principles for Non-Profit Organizations”


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(e)  Does the Grantee have an adequate system for preparing, reviewing, and timely submitting the Federal Financial Report (FFR)?
· The office and person/official who prepares the FFR is:  ___________________________
· The office and person/official who reviews the FFR is:  ____________________________
· Was the most recent FFR submitted on-time?  Review the most recent FFR to determine when it was submitted; if submitted late, ask for an explanation of why
References:

· 45 CFR 2541.400 and 410, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.52, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(f)
[GO Only] For the most recent FFR, do the totals on the General Ledger support expenditures reported on the FFR? (The total Federal expenditures should total to one account that is listed on the ledger. The required non-Federal total can be a total of multiple accounts and might include a spreadsheet tracking in-kind contributions.)
If not, explain.
References:

· 45 CFR 2541.400 and 410, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.52, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(g)
Does the Grantee have a system for receiving, expending, and accounting for all non-Federal cash resources that ensures that the sources of non-Federal cash can be identified?
References:

· 45 CFR 2541.200 and 240, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.21 and 23, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(h)
Within the Learn and Serve America grant, are required Federal and non-Federal funds tracked separately? 
If not, explain.
References:

· 45 CFR 2541.200 and 240, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.21 and 23, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(i)  Are in-kind contributions recorded in the accounting system for the project?  
If not, explain how the Grantee tracks in-kind contributions.
References:

· Statement of Financial Accounting Standards No. 116, Accounting for Contributions Received and Contributions Made

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	C.2.Internal Controls Review

	(a) Is the Project Director aware of the project’s current financial status and actively managing the budget?

If not, explain.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(b) Does the Grantee’s accounting system provide timely financial reports to project staff that enables them to properly record and expend grant funds effectively, as budgeted?  
If not, explain:

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(c)
Are checks reviewed and signed by someone other than the one who prepares them?  
If not, explain.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(d)
Are bank statements reconciled monthly by someone other than the individual who signs the checks?  
If not, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(e) Is the Project Director aware of the project’s current financial status and actively managing the budget?

If not, explain.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(f)   Are Notice of Grant Award (NGA) standard and special financial-related terms and conditions being met?  

If not, explain.

Reference:

· Terms and Conditions referenced in the NGA document for the grant period for which compliance is being reviewed.

· 45 CFR 2541.120, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.14, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(g)
Does the Grantee retain financial records and supporting documentation for 3 years from the date of the submission of the final FFR; or if an audit is started prior the expiration of the 3-year period, retain the records until the audit findings involving the records have been resolved and final action taken? 
If not, explain.
References:

· Learn and Serve America Grant Provisions 

· Terms and Conditions referenced in the NGA document for the grant period for which compliance is being reviewed.

· 45 CFR 2541.420, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.53, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	C.3 Grantee Expense Review [GO Version]

	· The financial accounting system – review the supporting documents/reports that correspond to the most recent FFR to ensure the information reported on the FSR is substantiated by the Grantee’s records
· Spreadsheets that can be reconciled with the accounting system for that period – if the Grantee has supplemental spreadsheets that support the expenditures and match reported on the FFR

	
Is there adequate documentation to verify expenses in the budget categories identified below?  

For each of the expense categories in items C.4.(a) through C.4.(i) below, follow these instructions for sampling source documentation:
· For item (a) Personnel/Staff, randomly select 2 pay periods and examine the timesheets, or equivalent, for each staff member for the periods selected to ensure the requirement is met.
· For items (b) through (i), randomly select and examine 1 source document (e.g., vouchers, invoices, or payment documents) for each type of expenditure.

For each expense category, note any concerns pertaining to the documentation provided. 
Documentation must be complete, accurate, and reliable.  

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	
(a)  Personnel/Staff 

For non-profit organizations:  
· Anyone who charges time, in whole or in part, or a direct or indirect cost to this grant should prepare timesheets after-the-fact.  Timesheets must account for total pay period activity, be prepared at least monthly, and coincide with one or more pay periods.  Manual timesheets should be signed by both the employee and his/her supervisor.  If electronic timesheets are used proper supervisor certifications should be included in the system. 
For state and local governments:
· Budget estimates determined before services are performed do not qualify as support for expenditures, except on an interim accounting basis, provided that: 
· The estimates produce reasonable approximation of the activity actually performed,
· Quarterly comparison is performed of actual activity to budgeted estimates, and
· Budget estimates are revised at least quarterly to reflect changed circumstances.  
For educational institutions: 
· Educational institution must have a payroll distribution system that meets generally accepted practices of colleges and universities.  The system must reasonably reflect the activity for which the employee is compensated and recognize the principle of after-the-fact confirmation or determination of actual costs.  Confirmation by the employee is not a requirement for either direct or facilities and administrative cost activities if other responsible persons make appropriate confirmations.  The institution’s system for apportioning salaries and wages must meet criteria specified in subsection J.10.b(2) of the CFR.  Most systems are approved by the institution’s Federal cognizant agency and incorporated in a manual or handbook.
Documentation concerns:
References:

· 2 CFR 220, Appendix A, J.10, “Cost Principles for Educational Institutions” 

· 2 CFR 225, Appendix B.8, “Cost Principles for State, Local and Indian Tribal Governments”
· 2 CFR 230, Appendix B.8, “Cost Principles for Non-Profit Organizations” 


	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	 (b) Does the Project Director perform duties and responsibilities unrelated to the operation of the Learn and Serve America project?

If so, is the time spent performing unrelated duties and responsibilities charged to another budget or account and not the Learn and Serve America grant? If not, explain.


	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
(c) Personnel Fringe Benefits 

Benefits, whether treated as direct or indirect costs, must be distributed in a consistent manner and according to the Grantee’s established written policies.  If the Grantee uses a cost allocation plan to distribute benefits, review the Grantee’s cost allocation plan to ensure distribution of benefits is consistently applied.  
Documentation concerns:
References:

· 2 CFR 220, Appendix A, J.10, “Cost Principles for Educational Institutions” 

· 2 CFR 225, Appendix B.8, “Cost Principles for State, Local and Indian Tribal Governments”
· 2 CFR 230, Appendix B.8, “Cost Principles for Non-Profit Organizations” 


	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	
(d) Monitoring and Other Travel 

Travel vouchers should be signed by the employee; approved by the employee’s supervisor and/or other authorized Grantee official; display expenses, mileage, dates, and project-related purpose of travel; and have attached receipts as necessary.  Payments and reimbursements should be in accordance with the Grantee’s written travel policies and procedures.  In the absence of an acceptable written organizational travel policy, the Grantee should apply the Federal Travel Regulation to all activity related to the grant.  Review the Grantee’s written travel policies and procedures.  
Documentation concerns:
References:

· 2 CFR 220, Appendix A.J.53, “Cost Principles for Educational Institutions” 

· 2 CFR 225, Appendix B.43, “Cost Principles for State, Local and Indian Tribal Governments”
· 2 CFR 230, Appendix B.51, “Cost Principles for Non-Profit Organizations” 


	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	
(e)  Equipment

If the Grantee has purchased equipment under this grant, the Grantee must have written property management policies and procedures.  An inventory list of this equipment must include: a description of the equipment; manufacturer’s serial number and model number; source of the equipment, including the grant award number; whether title vests to the Grantee or the Federal Government; acquisition date and cost; information of the percentage of Federal participation in the cost of the equipment can be calculated; location and condition of the equipment and the date this information was reported; unit acquisition cost; and ultimate disposition data, including date of disposal and sales price or the method used to determine current fair market value.  
The Grantee must take a physical inventory of equipment at least once every 2 years, and have a control system in place to ensure adequate safeguards to prevent loss, damage, or theft of the equipment.
Documentation concerns:
References:

· 45 CFR 2541.320, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.34, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”


	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	
(f)  Supplies 

Records must show that the supplies are directly charged or allocated on a reasonable, equitable basis, if the project is part of a larger organization.
Documentation concerns:
References:

· 45 CFR 2541.330, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.45,  “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	
(g)  Curriculum Development, Contractual, and Consultant Services

Records must show that the services were acquired in accordance with the Grantee’s written procurement procedures specifically for the Learn and Serve America project; that they are reasonable, necessary, and allowable for the grant; and that compensation was within agreed upon contractual terms.  Rates paid must not exceed the maximum allowed by the Corporation of $540 per day (exclusive of any indirect expenses, travel, and supplies).  Review the Grantee’s written procurement procedures.
Documentation concerns:
References:

· 45 CFR 2541.360, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.44,  “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	
(h)  Training and Technical Assistance

Records must show that the costs for training and professional development of teachers, faculty, or project staff were directly related to the project.  Documentation to support the costs can include the training agenda, course description, and a sign-in sheet.  Rates paid to consultants to provide these services must not exceed the maximum allowed by the Corporation of $540 per day.  
Documentation concerns:
References:

· 2 CFR 220, Appendix A.J.51, “Cost Principles for Educational Institutions” 

· 2 CFR 225, Appendix B.42, “Cost Principles for State, Local and Indian Tribal Governments”
· 2 CFR 230, Appendix B.49, “Cost Principles for Non-Profit Organizations” 


	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	
(i)  Evaluation

Records should include costs for project evaluation activities and data collection against performance measures.  The Grantee should have a copy of the evaluation to evidence the service.  Rates paid to consultants to provide these services must not exceed the maximum allowed by the Corporation of $540 per day.
Documentation concerns:
References:

· Learn and Serve America Grant Provisions 

· 45 CFR 2516.810, “School-Based Service-Learning Programs” 
· 45 CFR 2517.800, “Community-Based Service-Learning Programs” 
· 45 CFR 2519.800, “Higher Education Innovative Programs for Community Service” 


	 FORMCHECKBOX 

Compliant
 FORMCHECKBOX 

Non-compliant


	(j)
In-Kind Contribution Records
If in-kind contributions have been received for any of the budgeted categories, randomly select 4 transactions and examine the supporting document for the in-kind contribution.  Each in-kind contribution form should include this specific information: 
· Name and signature of donor, 
· Date given and location of the contribution,
· Detailed description of item or service, 
· Value of the contribution, how it was determined, and who made the determination, 
· Statement that the donor verifies contribution was not obtained with use of Federal funds, unless authorized by that sponsoring Federal agency, and 
· Signature of the project official accepting the contribution.
Make a list of in-kind vouchers examined, items checked, and results.  If the documentation does not include all of the items above, explain and identify items missing.  
References:

· 45 CFR 2541.240, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.23,  “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(k)
Are changes to the budget that are greater than 10 percent documented and approved as required?  
If not, explain.
References:

· 45 CFR 2541.300, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.25,  “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Section C – Conclusions and recommendations

	1. Based on your financial review concerns, does the project need technical assistance to meet financial requirements?
If so, describe the follow-up actions required.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. Based on your concerns, would you recommend further financial monitoring of this grant?









If so, briefly explain why:

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	3. Describe any other required or recommended follow-up actions for the Grantee, such as rebudgeting, submission of a revised FFR, changes in Grantee systems and procedures, written policies and procedures, or record-keeping changes.



	Section D.  Subgrantee Monitoring (if applicable)


	Instructions:
· Begin this part of the review by asking the Grantee to provide an overview of its subgrantee monitoring process.  
· Keep a list of documents examined, items checked, and results of review.
· Make and retain copies of documents that demonstrate non-compliance concerns.
References:

Learn and Serve America projects should follow these program regulations,  financial-related regulations, and OMB Circulars:
· 45 CFR part 2516, “School-Based Service-Learning Programs” 
· 45 CFR part 2517, “Community-Based Service-Learning Programs” 
· 45 CFR part 2519, “Higher Education Innovative Programs for Community Service” 
· 45 CFR part 2541, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR part 2543, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations.”

· OMB Circular A-21, “Cost Principles for Educational Institutions” [Relocated to 2 CFR part 220]

· OMB Circular A-87, “Cost Principles for State, Local and Indian Tribal Governments” [Relocated to 2 CFR part 225]

· OMB Circular A-122, “Cost Principles for Non-Profit Organizations” [Relocated to 2 CFR part 230]

· OMB Circular A-133, “Audits of States, Local Governments, and Non-Profit Organizations” 


	(a) Does the grantee have a documented RFP process that includes:
· Documented publicity of the RFP competition
· A published set of selection criteria
· Copies of peer and/or staff review forms
· Scoring records
· Documentation of selected grantees and selection process 
Or
Pre-selected grantees

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No



	(b) If the grantee uses a peer review process to select subgrantees, do they have documentation of the following: 
· Documented process for selecting peer reviewers
· Guidelines for providing honoraria
· Conflict of Interest forms
· Agenda for peer review training

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No



	(c) Does the grantee have documentation of:
· Establishing subgrant agreements or MOUs
· Providing Learn and Serve America grant provisions to subgrantees
· Instructions for reporting on program activities and participants in LASSIE

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No



	(e) Does the Grantee have a monitoring plan to ensure proper oversight of its subgrantees during the subgrant award cycle?  Review these documents:  

· Written monitoring plan, which can include on-site and desk reviews, or other monitoring processes. Documentation of additional monitoring activities (i.e. copies of emails, phone conferences, desk audits, etc.)
· Checklist or other monitoring evaluation document
· Copy of the most recently completed subgrantee monitoring, including follow-up with the subgrantee on issues or concerns noted
· Copy of the correspondence with the subgrantee evidencing issues or concerns were resolved  
If none, explain.
· If monitoring is outsourced, review the contract and list of expectations for completing the monitoring. 

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(f)    Does the Grantee have an adequate pre-award process to determine if a potential subgrantee has an adequate financial management system?  
The pre-award process would assess the potential subgrantee on factors such as:   

· Review of most recent A-133 audit 
· Review of most recent audit or compilation of financial statements
· Review of any recent performance and compliance history 
· Review of a completed Financial Management Survey
· On-site review of financial accounting system and written policies
· Other: _______________________________________________
If not, explain.
Reference:

· OMB Circular A-133: “Audits of States, Local Governments, and Non-Profit Organizations” 

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(g)    Does the Grantee have an adequate process to ensure proper issuance of subgrant awards?  
· Appropriate internal reviews and clearance before subawards are signed
· Appropriate Federal requirements and Corporation provisions incorporated in the subaward agreement
· Any required special provisions or requirements attached to the subaward agreement 
· Complete and fully signed copy of subawards
If not, explain.
References:

· 45 CFR 2541.370, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(h)
Does the Grantee or its supporting agency review Financial Reports received from its subgrantees?  Review these documents:  

· Written policy for review of Financial Reports
· Reviews are conducted regularly and documented.  
· Issues or concerns are noted and brought to the attention of subgrantees.  
If none, explain.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(i)    Does the Grantee or its supporting agency periodically review supporting source documents for subgrantee expenditures charged to the subgrant?  This can be an on-site review or a desk review.  Review these documents:  

· Written policy for review of expenditures 
· Written monitoring tool, which includes protocol to sample source documentation
· Reviews are conducted as required and documented.  
· Issues or concerns are noted and brought to the attention of subgrantees  
If none, explain.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(j)
Does the Grantee have an adequate process for controlling advances, if used, and for making payments to subgrantees?  The Grantee is required to follow at least one process listed below, check the appropriate one used:
· The Grantee controls advances according to OMB and Treasury requirements, minimizing the time lapse between advance and disbursements, or
· The Grantee uses a system of reimbursements that adequately provides timely payments to subgrantees  
Review these documents:  

· Written policy for disbursing funds to subgrantees 
If none, explain.
References:
· 31 CFR part 205, “Rules and Procedures for Efficient Federal-State Funds Transfers”

· 45 CFR 2541.210, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.22, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations.”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(k)
Does the Grantee have a process to suspend or withhold payments if there are issues or if the payments seem inconsistent with subgrantee performance?  

· Written policy, procedure, or subgrant agreement provision that permits the Grantee to suspend or withhold payments
· Actions withholding payments
If none, explain.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(l)   Does the Grantee periodically ensure that subgrantees are properly documenting, recording, tracking, and meeting match, if required under the subgrant?  Review these documents:  

· Written policy to determine if subgrantees document, record, track, and meet match
· Completed on-site or desk reviews of subgrantee match 
· Documentation to show the Grantee corresponded with the subgrantee if match was not being met
If none, explain.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(m)
Does the Grantee have an adequate written process to deal with audits of its subgrantees?  
· Written policy to review and deal with subgrantee’s auditors
· Documentation to show the Grantee tracks the receipt of and reviews A-133, or other audit reports from subgrantees not required to undergo an A-133 audit
· Documentation to show the Grantee follows up on relevant audit findings affecting its awards and coordinates with the subgrantee to ensure findings are resolved 
If none, explain.
References:

· OMB Circular A-133: “Audits of States, Local Governments, and Non-Profit Organizations” 

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(n)  Does the Grantee have an adequate written process for closing out Corporation subgrants? 
· Written policy to closeout the subgrants
· Documentation to show the Grantee tracks the receipt of and reviews the required closeout documents 
· Documentation to show the Grantee has closed out expired subgrants in a timely manner; or the Grantee is pursuing closeout actions and issues in a timely manner 
If none, explain.
References:

· 45 CFR 2541.500, “Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments”

· 45 CFR 2543.71, “Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations”

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Section D – Conclusions and recommendations

	1. Based on your project review concerns, does the project need technical assistance to meet project requirements?
If so, describe the follow-up actions required.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. Based on your concerns, would you recommend further project monitoring of this grantee?
 








  If so, briefly explain why:

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	3. Based on your financial review concerns, does the project need technical assistance to meet financial requirements?
If so, describe the follow-up actions required.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	4. Based on your concerns, would you recommend further financial monitoring of this grant?
 








  If so, briefly explain why:

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	5. Describe any other required or recommended follow-up actions for the Grantee, such as project goal changes, rebudgeting, submission of a revised FSR, changes in Grantee systems and procedures, written policies and procedures, or record-keeping changes.

	
	


	Section E.  Grantee/Staff Responsibilities

	How is the Learn and Serve program integrated into the grantee’s larger organization?  Which departments in the larger organization are supportive of, or collaborate with, the Learn and Serve program?


	(a) 
Are the Key Staff and Board of Directors (or equivalent, if public sector organization) exercising appropriate management control and oversight of the project? 









 

Describe how the Key Staff and Board exercise management control and oversight of the project. 

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	(b)
Has the Grantee organization assigned someone to directly supervise the Project Director?    
If yes, briefly explain where this person fits into the Grantee’s organizational structure.

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	(c) 
Is the Project Director’s performance reviewed annually?  



If not, or if weaknesses noted, specify.

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	(d) 
Does the Project Director’s supervisor review project reports, plans and other documents, meet with staff regularly, help identify priorities, and otherwise demonstrate commitment to and support of the project? 
If not, explain the supervision provided.

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	(e) 
Are the responsibilities specified in the job descriptions of the Project Director and other project staff complete and appropriate?

If not, how could they be improved?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(f)  
Are there any concerns about the experience and qualifications of the Project Director to manage the day-to-day operations of the project? 

If so, give a brief explanation.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(g)
Has there been frequent turnover of project staff?  



If so, why?  
Has project performance suffered as a result?

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(h)  
Have there been any previously identified problems in the Grantee-project staff area of project operations? 
If yes, list and indicate whether the Grantee has resolved them.

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	(i)  
Other than routine supervision of the Project Director, has the Grantee put into place any other systems and practices to oversee project performance and hold project staff accountable (e.g., project review meetings, peer reviews of reports or applications, or consultations with the community participation group)? 
Explain:

	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Section E – Conclusions and Recommendations  

	1. Describe any exemplary or innovative practices used by the Grantee in its management practices.


	2. Is further T/TA necessary to assure compliance with staff responsibilities?







a. If yes, describe:

	 FORMCHECKBOX 
 
Yes
	 FORMCHECKBOX 
 
No


V.  Summary of Review
Attach, where available, copies of documentation supporting compliance concerns, and additional pages or backup information regarding performance, T/TA needs, or best practices.

(A) Program Review
	


(B) Legal Verifications
	


(C) Financial Review
	


(D) Subgrantee Monitoring 

	


 (E) Grantee/Staff Responsibilities 

	


