Subgrantee Monitoring Report—National Capital Region
[bookmark: _GoBack]Subgrantee	     
SAA ONLY	     	Date site visit process initiated
	     	Date of site visit
	     	Date of site visit follow-up
Please list the names of all those involved with the subgrant management process, as well as a brief description of their role and responsibilities.
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Program Management
	1
	Describe the project oversight structure—who is involved in managing the project(s), how project-related decisions are made and approved, and how the project manager(s) interact with oversight bodies (e.g. ESF, RPWG, ERS, etc.).
     

	2
	How does the subgrantee maintain well-documented subgrant records (including signed award documents, signed grant adjustment notices, the current project management plan, quarterly status reports, and current correspondence with the SAA)? Is the file storage and retention system practical and effective? Provide supporting documentation and/or description.
Please plan for a file inspection (selected sample may work) during the monitoring visit.
     

	3
	How long are subgrant records retained?
	     

	4
	How does the subgrantee ensure that all subgrant documents and quarterly status reports (e.g. award documents, grant adjustment notices, memoranda of understanding, etc.) are signed/submitted and returned to the SAA?
     

	5
	Who is responsible for submitting quarterly status reports to the SAA?
	     

	6
	How does the subgrantee ensure that environmental and historic preservation (EHP) materials have been submitted for projects requiring EHP review? How does the subgrantee ensure that approval has been obtained before initiating the project?
     

	7
	Has the subgrantee conducted any exercises using Urban Areas Security Initiative (UASI) or State Homeland Security Program (SHSP) funds in the past 12 months?
	|_| Yes |_| No

	8
	· Were the exercises HSEEP-compliant?
	|_| Yes |_| No

	9
	· Was an after action report/improvement plan (AAR/IP) completed and submitted to hseep@dhs.gov and ncr.saa@dc.gov within 90 days?
	|_| Yes |_| No

	10
	Is the subgrantee NIMS-compliant?
	|_| Yes |_| No


For each subgrant, be prepared to discuss the following:
· Major deliverables
· Is it on schedule to finish within the period of performance?
· Are there any delays or other risks that may affect project implementation?
· Will an extension be needed?
· Any changes to the project scope that require SAA review and approval?
· Is it ready to close?
· Any unexpended funds to be returned to the SAA?
· Interaction with sponsoring committee (e.g. ESF, RPWG, ERS, etc.)
	Additional
Subgrantee
Information
	[bookmark: Text1][Subgrantee can add any additional information or clarification relevant to the program management questions above, or other program management-related issues, in this space.]

	SAA Notes
	[SAA ONLY]




Procurement
	1
	Who is responsible for initiating UASI/SHSP-funded procurements?
	     

	2
	Describe the procurement workflow, including who is involved in the approval process.
     

	3
	Does the subgrantee have an updated policy on procurement and purchasing since the last monitoring visit?
If yes, provide a copy.
	|_| Yes |_| No
|_| Provided to SAA
|_| Not provided

	4
	How does the subgrantee retain procurement records associated with UASI/SHSP-funded projects?
Please plan for a file inspection (selected sample may work) during the monitoring visit.
     

	5
	Who is responsible for retaining procurement records?
	     

	6
	How long are procurement records retained?
	     

	7
	Does the subgrantee verify the status of prospective vendors regarding debarment and suspension?
	|_| Yes |_| No

	8
	Provide a sample of verification of debarment and suspension status.
	|_| Provided to SAA
|_| Not provided

	9
	Did the subgrantee execute any non-competitive (sole source) procurements or contracts in the last 12 months?
	|_| Yes |_| No

	9.1
	· Was a sole source justification completed?
	|_| Yes |_| No

	9.2
	· Was a cost analysis completed?
	|_| Yes |_| No

	9.3
	· Were any sole source procurements in excess of $100,000?
	|_| Yes |_| No

	9.4
	· If yes, did the subgrantee seek and receive prior approval from the SAA?
	|_| Yes |_| No



	Additional
Subgrantee
Information
	[Subgrantee can add any additional information or clarification relevant to the procurement questions above, or other procurement-related issues, in this space.]

	SAA Notes
	[SAA ONLY]



Financial Management
	1
	Who is responsible for entering data into NCR|GMS?
	     

	2
	Describe the financial management roles and processes involved in managing UASI/SHSP grant funds (budget, payment, accounting, NCR|GMS data entry, etc.)
     

	3
	Does the subgrantee have an updated policy on accounting and financial management of grant funds since the last monitoring visit?
If yes, provide a copy.
	|_| Yes |_| No
|_| Provided to SAA
|_| Not provided

	4
	Does the subgrantee have an updated indirect rate agreement?
If yes, provide a copy
	|_| Yes |_| No
|_| Provided to SAA
|_| Not provided

	5
	How does the subgrantee maintain financial records, including invoices, payroll documentation and copies of all reimbursement requests submitted to SAA?
Please plan for a file inspection (selected sample may work) during the monitoring visit.
     

	6
	Who is responsible for retaining financial records?
	     

	7
	How long are financial records retained?
	     

	8
	How does the subgrantee perform reconciliation of financial records? How often?
     

	9
	How does the subgrantee ensure reimbursement requests are submitted in NCR|GMS within 90 days of payment?
     

	10
	Has the subgrantee submitted any incorrect reimbursement requests (e.g. duplicate requests, requests submitted under the wrong subgrant) in NCR|GMS in the last 12 months?
	|_| Yes |_| No

	11
	If yes, what steps has the subgrantee taken to prevent future incorrect submissions?
     


Audit
Source: 44 CFR § 13.26 Non-Federal audit
	12
	Provide a copy of the most recent A-133 report available.
	|_| Provided to SAA
|_| Not provided
|_| N/A

	13
	Were any findings identified in the most recent A-133 report?
	|_| Yes |_| No
|_| N/A

	14
	If yes, how were they addressed? Provide list and corrective actions below.
     



	Additional
Subgrantee
Information
	[Subgrantee can add any additional information or clarification relevant to the financial management questions above, or other financial management-related issues, in this space.]

	SAA Notes
	[SAA ONLY]



Documentation Requirements
Personnel
Individuals who are employees of a subgrantee’s organization.
Source: 2 CFR § 225 Appendix B 8.h. Support of salaries and wages
	1
	Are any employees fully or partially funded through UASI/SHSP (including overtime)? If no skip to question 7.
	|_| Yes |_| No

	2
	Are employee costs supported by personnel activity reports (e.g. timesheets) or equivalent documentation? If no, skip to question 4.
	|_| Yes |_| No

	3
	If yes, does the documentation meet the following standards? Provide sample.
	|_| Provided to SAA
|_| Not provided

	3.1
	· Reflect an after-the-fact distribution of the actual activity of each employee
	|_| Yes |_| No

	3.2
	· Account for the total activity for which each employee is compensated
	|_| Yes |_| No

	3.3
	· Prepared at least monthly and coincide with one or more pay periods
	|_| Yes |_| No

	3.4
	· Signed by the employee
	|_| Yes |_| No

	4
	If no, describe how your organization complies with the CFR.
     

	5
	Who is responsible for approving personnel charges?
	     

	6
	Who is responsible for approving overtime requests?
	     


Food and/or beverages
Consumable products that are provided at allowable training sessions, meetings, or conferences.
	7
	Are any food and/or beverages funded through UASI/SHSP? If no, skip to question 9.
	|_| Yes |_| No

	8
	If yes, does the supporting documentation include the following?

	8.1
	· Event registration list, or on-site sign-in sheet, or attendee list
	|_| Yes |_| No

	8.2
	· Event agenda, or schedule, or program
	|_| Yes |_| No

	8.3
	· Itemized receipts/invoices listing items and amounts
	|_| Yes |_| No


Travel
Expenses for transportation, lodging, subsistence, and related items incurred by employees or contractors who are in travel status on official business of the governmental unit.
	9
	Is any travel funded through UASI/SHSP? If no, skip to question 13.
	|_| Yes |_| No

	10
	Does the subgrantee have an updated policy on travel since the last monitoring visit?
If yes, provide a copy.
	|_| Yes |_| No
|_| Provided to SAA
|_| Not provided

	11
	Who authorizes travel requests?
	     

	12
	Does the supporting documentation include the following?

	12.1
	· Approved travel request form, including purpose of travel
	|_| Yes |_| No

	12.2
	· Auto mileage: date of travel, total distance traveled, and points of origin and destination
	|_| Yes |_| No
|_| N/A

	12.3
	· Per diem and lodging cost justification (e.g. GSA rate)
	|_| Yes |_| No
|_| N/A


Goods and nonpersonal services
Goods and nonpersonal services include supplies, communications, other services and charges, and equipment rental.
	13
	Are any goods/nonpersonal services funded through UASI/SHSP?
	|_| Yes |_| No

	14
	If yes, do the invoices list the item purchased, the unit cost, number of units delivered, and total amount?
	|_| Yes |_| No



	Additional
Subgrantee
Information
	[Subgrantee can add any additional information or clarification relevant to the documentation requirements questions above, or other documentation-related issues, in this space.]

	SAA Notes
	[SAA ONLY]




Equipment Management
Source: 44 CFR § 13.32 Equipment
	1
	Has the subgrantee acquired any equipment (with a per-unit purchase price of $5,000 or higher) in part or in whole using FY 2005 UASI/SHSP funds or later? This includes equipment acquired directly by the subgrantee or transferred from another organization. If no, skip the rest of the equipment management section.
	[bookmark: Check2]|_| Yes |_| No

	2
	Does the subgrantee maintain an inventory of UASI/SHSP-funded equipment (with a per-unit purchase price of $5,000 or higher)?
	|_| Yes |_| No

	3
	Provide a complete list of all equipment acquired using FY 2005 UASI/SHSP funds or later from your organization’s system of record.
Please plan for an on-site equipment inspection (SAA to select sample in advance) during the monitoring visit.
	|_| Provided to SAA
|_| Not provided

	4
	Is all UASI/SHSP-funded equipment prominently marked as follows?
“Purchased with funds provided by the U.S. Department of Homeland Security”
	|_| Yes |_| No

	5
	When was the last physical inventory of equipment purchased with UASI/SHSP funds taken and the results reconciled with the property records?
	     

	6
	Does the subgrantee’s records for all UASI/SHSP-funded equipment (with a per-unit purchase price of $5,000 or higher) include the following? 
Please plan for a file inspection of the complete equipment inventory records (SAA to select sample in advance) during the monitoring visit.

	6.1
	· Description of the property
	|_| Yes |_| No

	6.2
	· Serial number or other identification number
	|_| Yes |_| No

	6.3
	· Source of property
	|_| Yes |_| No

	6.4
	· Title holder
	|_| Yes |_| No

	6.5
	· Acquisition date
	|_| Yes |_| No

	6.6
	· Cost of the property
	|_| Yes |_| No

	6.7
	· Percentage of Federal participation in the cost of the property
	|_| Yes |_| No

	6.8
	· Location, use and condition of the property
	|_| Yes |_| No

	6.9
	· Disposition data including the date of disposal and sale price
	|_| Yes |_| No

	7
	Does the subgrantee have a control system to ensure adequate safeguards to prevent loss, damage, or theft of the property?
	|_| Yes |_| No

	8
	Does the subgrantee have adequate maintenance procedures to keep the property in good condition?
	|_| Yes |_| No

	9
	Does the subgrantee have policies or procedures in place to keep appropriate inventory records for equipment purchased by the subgrantee and transferred or delivered to other organizations (e.g. regional purchase)?
	|_| Yes |_| No
|_| N/A

	10
	Does the subgrantee have policies or procedures in place to keep appropriate inventory records for equipment purchased by other organizations and transferred or delivered to the subgrantee (e.g. regional purchase)?
	|_| Yes |_| No
|_| N/A

	11
	If authorized or required to sell the property, does the subgrantee have proper sales procedures to ensure the highest possible return?
	|_| Yes |_| No

	12
	Provide a copy of the policies or procedures referenced in questions 7–11, if applicable.
	|_| Provided to SAA
|_| Not provided



	Additional
Subgrantee
Information
	[Subgrantee can add any additional information or clarification relevant to the equipment management questions above, or other equipment management-related issues, in this space.]

	SAA Notes
	[SAA ONLY]




Site Visit—SAA only
	1
	Did the subgrantee satisfy all requests for additional information during the site visit process?
	|_| Yes |_| No

	2
	If no, briefly describe the missing information below.
     

	3
	During the course of the site visit, were there indicators of possible non-compliance with grant requirements?
	|_| Yes |_| No

	4
	If yes, briefly describe below
     

	5
	Briefly describe any requests for training or technical assistance that were raised during the site visit.
     

	6
	Briefly describe any concerns or issues raised by the subgrantee during the site visit.
     


Post-Site Visit
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