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Pre-Site Visit Checklist
	Question
	Y/N/NA
	Comments

	Has an A-133 desk review been completed?  Are there any issues that need to be addressed during the site visit?
	 
	 

	Does the sub-receipting have any other grants with the ADE? 
• If yes, please list. 
• Communicate with these Program Administrators.
	 
	 

	Findings from any previous sub-recipient monitoring conducting from other ADE programs.
	 
	 

	Review the grant proposal paying particular attention to the stated goals and objectives and implementation plan.
	 
	 

	If applicable, review any agreement modifications.
	 
	 

	Review RTTT program reports.  Are they current and up-to-date?  Are they submitted in a timely manner? 
• Take copy of last report on site visit.
	 
	 

	Review expenditure reports.  Are they current and up-to-date?  Does the sub-receipting submit reports in a timely manner?
	 
	 

	For all RTTT sub-recipients, review Detailed Scope of Work (DSW) to familiarize with the activities the LEA's indicated they would address in their DSW?
	 
	 

	Review past correspondence and communications.  Did the LEA respond in a timely manner to inquiries from ADE? Obtain written approval of changes/adjustments from ADE/RTTT when required?  Implement corrective actions promptly (if necessary)?
	 
	 

	Check in with the RTTT Senior Director and the Grants Support Director and RTTT Staff.  Are there any critical issues that need to be addressed?
	 
	 

	Does performance seem reasonable and consistent with the terms of the contract?
	 
	 

	Is match required for this grant? • If so, what percentage? • Is it being met?
	 
	 

	What OMB Circular does the sub-grantee fall under?
	 
	 

	Has the program received technical assistance? 
• If so, in what area(s)?

	 
	 



Financial & Admin. Review
	Question
	Y/N/NA
	Comments

	Describe the Program’s Overall Accounting System: 

	Accrual Basis of Accounting:  A system of accounting in which revenues and expenses are recorded as they are earned and incurred, not necessarily when cash is received or paid.
	 
	 

	Cash Basis of Accounting:  A system of accounting in which revenues and expenses are recorded only when cash is received or paid.
	 
	 

	Automated or manual?
	 
	 

	Are all assets (cash, signature stamps, blank checks, inventory) being safeguarded from theft?  Explain system.
	 
	 

	Are accounting functions segregated? 
	 
	 

	Please Describe Your Accounting Transaction Steps:

	Who processes an accounting transaction all the way through to payment?
	 
	 

	Are transactions authorized by appropriate management prior to payment?
	 
	 

	Do all relevant program and financial staff have a copy (or electronic access) of the awarding packet? 
•Proposal 
•Approved budget
	 
	 

	How are payments/reimbursements of federal funds handled (i.e., drawn from County Treasurer, handled locally, direct from ADE)?
	 
	 

	Do procedures described by the Accounting staff correlate with the LEA written policies and State requirements?
	 
	 

	Record Keeping: 

	Are all records (programmatic/fiscal) kept on site and maintained for three (3) years following the closeout of the agreement?
 • Where?
• Who’s responsible?
	 
	 

	Where are the records regarding this agreement kept? • Is it in a separate file? • Who maintains the file? • Does the file contain the relevant documents (copy of the contract, provisions/guidelines)? 
	 
	 

	Are records related to this program and its participants maintained in a manner that ensures client/member confidentiality? 

	 
	 




Financial & Admin. Review
	Question
	Y/N/NA
	Comments

	Are personnel records and resumes maintained on site?  If not, then where are they kept?  How long are they maintained?
	 
	 

	Record Keeping: 

	Are written policies and procedures related to grants management, accounting and procurement available in writing? 
• If not, explain why. 
• Email a copy to RacetotheTop@azed.gov  
	 
	 

	Policies and Procedures contain sufficient, efficient and effective controls over the procurement process?
	 
	 

	Does the LEA verify all vendors/contractors on the suspension/debarment list? Need supportive documentation showing verification.
	 
	 

	A bidding/competition process is described and utilized?
	 
	 

	Rebates and credits are captured when making purchases with federal funds?
	 
	 

	Disclosure of Financial Information:

	Are financial reports such as bank statements and check registers maintained and kept current? 
• Who reconciles (name and title)? 
• How often are they reconciled?
	 
	 

	Have you defaulted on any previous federal contracts because of non-compliance?  If so when, who was the funder, and what correction action have you taken?
	 
	 

	Are there any lawsuits, judgments, tax deficiencies, or claims pending against your organization?  If yes, provide additional information.
	 
	 

	Have you ever had to terminate any of your sub-recipients or vendors because of non-compliance?  If so, who and what corrective actions have you taken?
	 
	 




Financial & Admin. Review
	Question
	Y/N/NA
	Comments

	Source/Application of Funds: 

	Ensure that the use of Race to the Top funds in implementing the LEA's Detail Scope of Work complies with the RTTT grant requirements and any related applicable State and Federal laws and regulations.
	 
	 

	Are separate ledger accounts kept to track revenues and expenses for each program separately? 
• NOTE: take sample of ledger 
• Is a cost center used? 
• If yes, what is this contract’s account code (NOTE: compare against invoices when expenditures are reviewed)? 
	 
	 

	If separate ledger accounts are not maintained, are separate bank accounts maintained for each program? 
• NOTE: if no, please discuss why not with Chief Financial Officer (CFO) or Director of Finance/Business Manager.
	 
	 

	Budget to Actual Cost Comparisons: 

	Explain the systems in place that is used by the program to monitor budgets and actual costs on an ongoing basis? 
• Who monitors? 
• Who’s informed of budget status?
	 
	 

	Ensure budget and expenditures align with the Detailed Scope of Work.
	 
	 

	Pass-Through Funds: 

	If applicable, how are sub-recipients or vendor activities monitored?  If so, please provide a list of sub-recipients/vendors, their activities and expenditures.
	 
	 




Financial & Admin. Review
	Question
	Y/N/NA
	Comments

	Allowability of Costs: 

	Does the program have access to the relevant 2CFRs? http://www.whitehouse.gov/omb/grants/grants_circulars.html or Title 34 CFR Part 80
	 
	 

	Does the relevant staff have an adequate working knowledge of OMB Circulars?
 • If no, remind them it is a requirement of the grant.
	 
	 

	Time & Attendance:                                                                                                                                                                                        (OMB Circular A-87) State & Local Governments (District Schools); Programs Reviewed (PRCs:)                                                                                a.  Certification Statements.                                                                                                                                                                         Requirement: Salaries and wages paid from employees who work on a single Federal cost objective must be supported by periodic certifications that the employees worked solely on that program for the period covered by the certification.  These certifications must be prepared at least semi-annually and signed by the employee or supervisory official who has first-hand knowledge of the employee's work.

	This entity has an approved updated substitute system.
	 
	 

	According to the payroll records, all employees who worked on a single Federal cost objective have semi-annual certifications or a certification that meet specifications of their substitute system.
	 
	 

	All certifications have been prepared at least semi- annually or a date that corresponds to an approved substitute system.
	 
	 

	All certifications have a handwritten employee (or supervisor) signature and date.
	 
	 

	All signature and dates are subsequent to the end of the certification date. (e.g., certificate is for Jan 1 thru June 30th or June 1 thru June 30th; and the dates are after June 30th.)
	 
	 

	The certifications specify a valid federal cost objective.
	 
	 




Financial & Admin. Review
	Question
	Y/N/NA
	Comments

	b. Personnel Activity Reports:                                                                                                                                                                       Requirement: Employees who work on multiple cost objectives must support the distribution of their salaries or wages by completing personnel activity reports. These personnel activity reports must reflect an after-the-fact distribution of the actual activity; must account for the total activity for which the employee is compensated; must be prepared at least monthly, coinciding with one or more pay periods; and must be signed by the employee. At least quarterly, comparisons of actual costs (based on the monthly activity reports) to budgeted distributions must be made.

	This entity has an approved updated substitute system.
	 
	 

	According to the payroll records, all employees who worked on multiple cost objectives have Personnel Activity Reports (PAR).
	 
	 

	All Personnel Activity Reports (PAR) are prepared monthly or to the specifications of their approved substitute system, and has adequate supported documentation that reflects an after-the- fact distribution of the actual activity performed.
	 
	 

	Each Personnel Activity Report (PAR) has a handwritten employee signature and date.
	 
	 

	All signatures and dates are subsequent to the end of the Personnel Activity Reports (PAR) date. (e.g., PAR for June 30th; then date is after June 30th.)
	 
	 

	The Personnel Activity Reports (PAR) coincides with one or more pay periods.
	 
	 

	Comparisons of actual costs (based on the monthly activity reports) to budgeted distributions have been made.
	 
	 

	Federal program charges have been adjusted when actual effort did not support budgeted distributions.
	 
	 

	For LEAs with approved substitute systems, the average deviation has been calculated annually.
	 
	 




Financial & Admin. Review
	Question
	Y/N/NA
	Comments

	Time & Effort (OMB Circular A-122) For Non-Profit Organizations (Charter Schools)                                                       a. Personnel Activity Reports (PAR):                                                                                                                                                                       Requirement: Employees who work on and federal programs and paid from a federal funding source must support the distribution of their salaries or wages by completing personnel activity reports. These personnel activity reports must reflect an after-the-fact distribution of the actual activity; must account for the total activity for which the employee is compensated; must be prepared at least monthly, coinciding with one or more pay periods; and must be signed by the employee or supervisory official having firsthand knowledge. Must provide a clear distribution of activity that represents duties performed. At least quarterly, comparisons of actual costs (based on the monthly activity reports) to budgeted distributions must be made.

	All PAR must reflect an after-the fact distribution of the actual activity of each employee.
	 
	 

	All PAR must account for the total activity for which each employee is compensated.
	 
	 

	All PAR must be prepared at least monthly and must coincide with one or more pay periods.
	 
	 

	All PAR must be signed by the employee or responsible supervisory official having firsthand knowledge.
	 
	 

	All PAR must provide a clear distribution of activity that represents duties performed (must provide clear link to the benefit of the grant being used.)
	 
	 

	Source Documents: 

	All expenditure documentation contains all of the appropriate supportive documentation (e.g. invoice, purchase order (if necessary), receiving records, appropriate signatures for approval consistent with LEA established procedures and State and Federal requirements, copy of warrant or warrant information.
	 
	 

	If purchase orders are used, do procedures require that POs, receiving reports and invoices be reconciled before payment occurs?
	 
	 

	All supportive documentation maintained to support Journal Entry (JO) entries or adjustments.
	 
	 




Financial & Admin. Review
	Question
	Y/N/NA
	Comments

	Equipment (EDGAR 80.32)
Requirement: Records must be maintained for equipment purchased with federal funds, and a physical inventory must be conducted at least every two years.

	Property/equipment records are maintained and it includes a description, serial or other identifying number, source percentage, and acquisition cost and date.
	 
	 

	Physical inventory has been conducted within the last two years and there is evidence that shows description, purchase price, location, condition, if it was disposed of, and if so, the sale price or its fair market value.
	 
	 

	The LEAs inventory demonstrates compliance with policies and procedures set by the Board of Education. (e.g. the threshold limit is being applied)
	 
	 

	Equipment inventory captures “significant technological” items, regardless of LEA’s inventory threshold.
	 
	 






1          
	Expense Line Item (Allowable Costs) Review Key:

	(A)The expense was properly supported by a paid claim, original vendor’s invoice, receiving report, copy of check Purchase Order (PO), if applicable.  These documents contain no evidence of alterations or attempted alterations.  Verify information reported on expense ledger is consistent with information provided on documentation.

	(B)The goods/services were received during the contract period.

	(C)The expenditure was reasonable in relation to the terms of the contract.

	(D)The expense was related to the goals of the program and was necessary to meet those goals.



	Expense Line Item (Allowable Costs)

	Line Item
	Vendor
	Invoice Number
	Invoice Date
	Check #
	Check date
	Circle if in compliance
	Amount reimbursed from grant
	Comments
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	Match Line Item (Allowable) Review Key:

	(A)The match was verifiable per accounting records.

	(B)The match was not included for another program.

	(C)The cost used for match appeared to be necessary and reasonable for the program.

	(D)The cost used for match was paid using non-federal funds.



	Match Line Item (Allowable) Review

	Line Item
	Vendor
	Invoice Number
	Invoice Date
	Check #
	Check date
	Circle if in compliance
	Amount reported as match
	Comments
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Federal Requirements Review
	Question
	Y/N/NA
	Comments

	What internal controls does your organization have in place to ensure that RTTT expenditures are allowable?  (See application and/or Race to the Top Grant requirements for information on allowable and prohibited uses of RTTT funds by organizations.)  
	 
	 

	What specific projects or activities did your organization support with RTTT funds?
	 
	 

	How does your organization ensure that it complies with the requirements of the Cash Management Improvement Act (CMIA)?  
	 
	 

	Does your financial record keeping system properly account for the use of RTTT funds?  Please describe (account code, etc.)
	 
	 

	Did you receive authorization to use RTTT funds for pre-award costs?  Did you use funds for pre-award costs during the approved period?
	N/A
	 

	Have you complied with the RTTT reporting requirements?  (LEA-Provide copy of last Semi-Annual and/or Annual Programmatic report?)
	 
	 

	Are there any aspects of the federal requirements of this grant that are confusing to you?  Do you need more information or support in this area?
	 
	 

	Is there anything else you think the ADE/RTTT should know about your program in order to properly support you in this area?
	 
	 

	Is there anything else that the ADE/RTTT could do better or differently to support you in meeting your federal requirements?
	 
	 








Programmatic Review
	Question
	Y/N/NA
	Comments

	Program Implementation:  

	Is the program following its proposed implementation plan and timeline?  Please note any obstacles that the program has encountered (refer to #5).  Was prior approval obtained for any changes?  *** Are expenditures being used as indicated in your application? ***
	 
	 

	Program tracks progress toward achievement of proposed objectives. *** Are you meeting the goals set forth in your application? ***  
	 
	 

	Demonstrates that the program is on track to meet its proposed objectives?  If not, please explain.
	N/A
	 

	Has the scope of work or objectives changed since the award was made?  If yes, was prior approval obtained from the ADE/RTTT?
	 
	 

	What accomplishments/great stories has the program had to date?  Please provide any media/photos or other resource documents.
	 
	 

	Evaluation: 

	Is the program conducting the evaluation as it was proposed in their grant application?  What documentation is occurring in support of evaluation efforts?
	N/A
	 

	Is program evaluation being conducted by an external source?  If so, by whom?  And how is progress being reported to the program?
	N/A
	 

	Reporting & Communication: 

	Produces progress reports that provide all required information and captures program accomplishments.
	 
	 

	Submits financial expenditure reports in a timely manner.
	 
	 

	Produces financial expenditure reports that provide all the require information.
	 
	 

	Gives credit to the ADE/RTTT and federal funding source when producing literature, curriculum, etc. with grant funds?
	 
	 




	

Question
	Y/N/NA
	Comments

	Staffing: 

	Has the program experienced any turnover in programmatic or financial staff?  If so, please identify.
	 
	 

	Were the changes in staff reported to the ADE/RTTT?
	 
	 

	If necessary, was a background check conducted (fingerprinting)?  Review documentation on site. 
	 
	 

	Did the new staff receive all the necessary training to do their job?  Please describe.
	 
	 

	Community/Partnerships: 

	Are there other activities occurring in the community that have a similar purpose?  If so, please describe.
	 
	 

	To what extent does the program collaborate/interact with other groups, organizations, or agencies in the community?  Please list and describe.
	 
	 

	Have there been any recent events or changes in the community that might affect the program’s effectiveness (e.g. election, new crime data, etc.)?  If so, how has the program dealt with these changes?
	 
	 















Post-Site Visit Summary
	Question
	Y/N/NA
	Comments

	The following program strengths were identified: 

	The following items were identified as areas for improvement.  These issues do not constitute non-compliance and no formal follow-up is necessary.  The program is to advise the ADE/RTTT within 30 days and include via semi-annual reports if any improvements have been made.
	
	 

	The program was found to be non-compliant in the following areas (please see body of report for more details):
	
	 

	It is recommended that the following steps be taken to demonstrate that corrective action has taken place (check all that apply only if compliance issues were identified in question #3):
	
	 

	1. No corrective action needed at this time.
	 
	 

	2. Report on corrective action taken in the next quarterly report.
	 
	 

	3. Report in writing within the next thirty days (30) documenting the corrective action taken.
	 
	 

	4. The Financial Analyst and/or Financial Services Manager will conduct a follow-up site visit within the next two (2) months.
	 
	 

	5. The Grants Support Director will conduct a follow-up site visit within the next two (2) months.
	 
	 

	6. Other (e,g., suspend future drawdowns, terminate agreement, etc.):  
	 
	 

	It is recommended that the ADE/RTTT assists in brokering technical assistance in the following areas:
	
	 



