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OFFICE OF COMMUNITY SERVICES - AGENCY REVIEW TOOL - Version 2007

Agency:_______________________________________Grant Numbers: CSBG #__________ & HEAP #___________

Review Date:  On-site____________________  Date of Last Visit:____________________ Field Rep:_________________
GOVERNANCE


        
        YES     NO
                               VERIFICATION & COMMENTS
	Statement of Continued Existence - updated every 5 yrs.
	
	
	

	Board Roster - 331/3% Low-income 
	
	
	

	Board Roster - 331/3% Public
	
	
	

	Board Roster - > or = 20% Private Sector
	
	
	

	Names of organizations are present

	
	
	

	Regular schedule for board meetings
	
	
	

	Date of most current By-laws
	
	
	

	Public/private entity represented is noted
	
	
	

	Multi-counties have equal representation
	
	
	

	Counties represented are identified
	
	
	

	Date of appointment for each member
	
	
	

	Any seats vacated for 90 days or more
	
	
	

	Name & addresses of board chair/members

are on Board Roster
	
	
	

	# of board members consistent with roster
	
	
	

	Low income reps democratically elected
	
	
	

	Letters of Appt. are present
	
	
	

	Board receives regular & timely fiscal reports presented by the fiscal officer
	
	
	

	The Board conducts an annual, written evaluation of the ED
	
	
	

	Auditors presented the audit results to the Board
	
	
	

	Auditors presented their management letter to the Board
	
	
	


BY-LAWS - adhere to the following:                  
YES
 NO
                       VERIFICATION & COMMENTS
	Mission Statement - Commits agency to self-sufficiency
	
	
	

	Board approves annual program budgets
	
	
	

	Board approves agency policies
	
	
	

	States the requirement of Board make-up 
	
	
	

	Term limits for low income & private sector
	
	
	

	Term limits for board officers
	
	
	

	Frequency of board meetings
	
	
	

	Quorum requirements
	
	
	

	Procedures for filling vacant seats
	
	
	

	Conflict of Interest statement
	
	
	

	Board’s responsibility to hire/fire executive
	
	
	


BOARD MEETING MINUTES                            YES
 NO
                                 VERIFICATION & COMMENTS
	Specifies type of meeting

	
	
	

	Minutes lists attendees, excused absences, staff & guests
	
	
	

	Specifies if quorum was attained
	
	
	

	Signed by officer or designee (suggest pgs #’d & each page signed)
	
	
	

	Minutes clearly document that formal decision making occurs (motions) & the decisions made
	
	
	

	Minutes document who makes motions & who seconds
	
	
	

	A complete set of Board Committee minutes are kept at the agency
	
	
	


BOARD MANUAL - recommended contents            YES    NO
                               VERIFICATION & COMMENTS
	Mission statement

	
	
	

	By-laws
	
	
	

	Table of organization
	
	
	

	Committee assignments, if applicable
	
	
	

	Code of Ethics for Board
	
	
	

	Rights & Responsibilities of Board & other orientation materials
	
	
	

	Program descriptions
	
	
	


PERSONNEL                                          YES
 NO
                                  VERIFICATION & COMMENTS
	Current Table of Organization is on file
	
	
	

	Annual evaluations are done
	
	
	

	Job descriptions updated & on file
	
	
	

	Wage & Salary Plan on file
	
	
	

	Agency adheres to Hatch Act in the Personnel Manual
	
	
	

	Agency has a non-discrimination statement in the Personnel Manual
	
	
	

	Agency has a Conflict of Interest statement in the Personnel Manual
	
	
	

	Agency completes annual evaluations on all staff per the Personnel Manual
	
	
	

	The agency supports staff development at all levels
	
	
	


PLANNING & OPERATIONS                             YES
NO
                                    VERIFICATION & COMMENTS
	Updated poverty guidelines in computer with CSBG clients at or below 125%
	
	
	

	Correct income documentation is present in client files
	
	
	

	Intake forms completed properly

	
	
	

	Client records kept 3 years
	
	
	

	Client files document activities consistent with program narrative & work plan pages
	
	
	

	Client files document fulfillment of outcome measures
	
	
	

	Agency has a well documented Needs Assessment
	
	
	

	The agency is not facing the loss of one or more major programs*
	
	
	

	  *If no to above – the agency is actively seeking replacement funds to continue the work
	
	
	

	The agency consistently generates accurate & usable program statistical reports
	
	
	

	Agency has a Strategic Plan that includes all programs & activities
	
	
	

	Management staff meets regularly to review plans, performance & needs
	
	
	

	All prior compliance finding, if any, have been resolved
	
	
	

	If NO to above, what is unresolved?


	
	
	

	ASSURANCES:
	
	
	

	All CSBG data is backed up on a daily basis & stored off-site on a weekly basis
	
	
	

	CSBG software & electronic records are

protected by anti-virus software & updates

are done in a timely manner
	
	
	

	CSBG software is maintained & vendor updates

are done in a timely manner
	
	
	

	All computer access controls (i.e., remote capabilities, administrative rights) provide reasonable assurance that computer resources are protected from unauthorized modifications
	
	
	

	All CSBG customer data is secure & confidential
	
	
	


	The Board/Agency will adopt written policies & procedures for cash receipts & revenue collection, travel, credit cards, checks, signature plates/disks, cellular phones, & petty cash.
	
	
	

	Copies of program fiscal reports are shared with the program directors on a monthly basis
	
	
	

	CSBG expenditures will be supported with adequate documentation detailing the item or service purchased
	
	
	

	All CSBG staff - managers & line staff - have

been fully trained in ROMA
	
	
	

	CSBG staff are available for home visits
	
	
	

	Changes or additions to the electronic OCS Policy & Procedures Manual are reviewed by appropriate staff
	
	
	

	A CSBG Intake Form has been completed for

each customer at least once per program year & placed in that customer’s file
	
	
	

	R&L meetings are being conducted by managers & staff on at least a quarterly basis
	
	
	

	A complete Admin File is available in the OCS file
	
	
	


FISCAL                                                              YES
 NO
                         VERIFICATION & COMMENTS
	The agency has written, current, & approved fiscal procedures 
	
	
	


	Time sheets for direct &/or indirect personnel
	
	
	

	Contracts: Dated, signed, & original at agency
	
	
	

	Funders’ approval is received before expenditures are made
	
	
	

	Proper purchasing/bidding procedures are followed when necessary
	
	
	

	Current fidelity bond on file
	
	
	

	Able to trace client expenditures - list the expenditures below or refer to file checklist
	
	
	

	If needed, plans have been made to correct issues raised in audit reports
	
	
	

	The agency has a line of credit
	
	
	

	An agency-wide budget does exist
	
	
	

	Vendors are being paid on time
	
	
	


T&TA GRANTS

    DATE                  AMOUNT                     REASON for GRANT

	
	$
	

	
	$
	

	
	$
	

	
	$
	


T&TA GRANT REVIEW                              YES
 NO
                         VERIFICATION & COMMENTS

	Grant not implemented prior to approval
	
	
	

	Grant expenditures consistent with statement of intent
	
	
	

	Funds utilized within time period
	
	
	

	Special conditions were met
	
	
	


POSTINGS

                                              YES       NO
	Ethics Statement (or availability)
	
	

	Workers Compensation
	
	

	Non-discrimination/Civil Rights/Labor Laws 
	
	

	Client Appeals
	
	         


3

