Subgrantee Site Monitoring Report Form

Subgrantee:                             
State Grant Agreement No:                              	  Site visit process initiated:                              
Federal Grant Agreement No:                              	  Date of site visit:                              
Award Amount:                              	  Date of site visit follow-up:                              
	Subgrantee/SAA Names
	Role/Duty
	Phone #
	Fax #
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Programmatic Review

	1. Question:  
	Provide names of project managers responsible for the projects.  Is additional subgrantee training needed?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Does the subgrantee maintain well-documented grant records (including signed award documents, signed grant adjustment notices, the current project management plan, quarterly status reports, and current correspondence with the SAA)? Provide supporting documentation and/or description.  

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Is the file storage and retention system practical and effective?

	Subgrantee
Response: 

	

	SAA Notes:

	




Programmatic Review (Continued)

	1. Question:  
	How does the subgrantee ensure all sub-grant documents and quarterly status reports (e.g. award documents, grant adjustment notices, memoranda of understanding, etc.) are signed/submitted and returned to the SAA by suspense date?

	Source
	DHS&EM Grant Terms and Conditions:  Status Report for SHSP only. After a project sub-grant award has been issued, the subgrantee shall submit an electronic copy of the Quarterly Activities Plan to the SAA with first quarterly report. The Quarterly Activities Plan template is provided at the SHSP Kick-Off Meeting.

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:
	Are the subgrantee’s projects on schedule to finish within the period of performance? Review the Project Budget Details Report for each specific project.

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Are any subgrants experiencing delays or other risks that may affect project implementation?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Will the subgrantee require any period of performance extensions? Need justification as to why.

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Will any unexpended funds be returned to the SAA?

	Subgrantee
Response: 

	

	SAA Notes:

	



Programmatic Review (Continued)

	1. Question:  
	Have NIMS requirements been met?

	Source
	HSGP Funding Opportunity Announcement: In accordance with Homeland Security Presidential Directive (HSPD)-5, Management of Domestic Incidents, the adoption of NIMS is a requirement to receive Federal Preparedness assistance through grants, contracts and other activities.
DHS&EM Grant Requirements, Assurances and Agreements: The Alaska Assessment will be the required means to report NIMS compliance for future preparedness award eligibility. Completion of the Alaska Assessment must be completed by December 31st (each year of the performance period).

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Explain your organization’s policy regarding:
1. Allowable costs for travel related to business
1. Procurement and purchasing 
1. Accounting and financial management of grant funds
Provide a copy of the approved written policy for A, B, and C.

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	How does the subgrantee ensure that Environmental and Historic Preservation (EHP) materials been submitted for projects requiring EHP review?  How does the subgrantee ensure that approval has been obtained before initiating the project?

	Source
	Follow specific grant guidelines on exercise requirements.
FEMA Information Bulletin 345:  Grantees (SAA) must receive written approval from GPD prior to project implementation for those projects that require submission of an EHP Review Packet.
DHS&EM ND Grants Management Handbook:  All projects must be submitted through the SAA to DHS for EHP review and approval before project initiation. The project may not be initiated until the SAA receives approval from DHS. Projects found to be non-compliant will not have their reimbursement requests processed and are at risk of de-obligation of funding.

	Subgrantee
Response: 

	

	SAA Notes:

	





Programmatic Review (Continued)

Program Expenditures – Equipment: 

	1. Question:  
	How does the subgrantee ensure all equipment and written products are accounted for? (I.e., serial number of item, jurisdiction identifying numbers, etc)

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Explain and demonstrate how your organization complies with the federal record/inventory requirements for equipment purchases (with a per-unit purchase price $5,000 or higher). Provide inventory tracking sheet for grant funded equipment purchases.

	Source
	44 CFR § 13.32 Equipment
(d) Management requirements. Procedures for managing equipment (including replacement equipment), whether acquired in whole or in part with grant funds, until disposition takes place will, as a minimum, meet the following requirements:
(1) Property records must be maintained that include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.
(2) A physical inventory of the property must be taken and the results reconciled with the property records at least once every two years.
(3) A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the property. Any loss, damage, or theft shall be investigated.
(4) Adequate maintenance procedures must be developed to keep the property in good condition.
(5) If the grantee or subgrantee is authorized or required to sell the property, proper sales procedures must be established to ensure the highest possible return.
DHS&EM ND Grants Management Handbook: Subgrantees will use the Equipment Inventory Form and attach to each applicable invoice when requesting reimbursement.

	Subgrantee
Response: 

	

	SAA Notes:

	











Programmatic Review (Continued)

	1. Question:  
	Explain your organization’s policy or system in place for transferring equipment to another organization, and provide a copy of the approved written policy.

	Source
	44 CFR § 13.32 Equipment
(d) Management requirements. Procedures for managing equipment (including replacement equipment), whether acquired in whole or in part with grant funds, until disposition takes place will, as a minimum, meet the following requirements:
(1) Property records must be maintained that include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.
(e) Disposition.  When original or replacement equipment acquired under a grant or sub-grant is no longer needed for the original project or program or for other activities currently or previously supported by a Federal agency, disposition of the equipment will be made as follows:
(1) Items of equipment with a current per-unit fair market value of less than $5,000 may be retained, sold or otherwise disposed of with no further obligation to the awarding agency.
(2) Items of equipment with a current per unit fair market value in excess of $5,000 may be retained or sold and the awarding agency shall have a right to an amount calculated by multiplying the current market value or proceeds from sale by awarding agency’s share of the equipment.

	Subgrantee
Response: 

	

	SAA Notes:

	




	1. Question:  
	Explain your organization’s policy or system in place for disposing of federally-owned property or acquired equipment, and provide a copy of the approved written policy.

	Source
	44 CFR § 13.32 Equipment
(e) Disposition.  When original or replacement equipment acquired under a grant or sub-grant is no longer needed for the original project or program or for other activities currently or previously supported by a Federal agency, disposition of the equipment will be made as follows:
(1) Items of equipment with a current per-unit fair market value of less than $5,000 may be retained, sold or otherwise disposed of with no further obligation to the awarding agency.
(2) Items of equipment with a current per unit fair market value in excess of $5,000 may be retained or sold and the awarding agency shall have a right to an amount calculated by multiplying the current market value or proceeds from sale by awarding agency’s share of the equipment.
DHS&EM ND Grants Management Handbook: Subgrantees will use the Equipment Disposition Form and send to DHS&EM for disposition instructions.

	Subgrantee
Response: 

	

	SAA Notes:

	



Programmatic Review (Continued)

Program Expenditures – Training

	1. Question:  
	Provide list and description of all grant-funded training for this grant performance period.

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	How does the subgrantee ensure all grant funded trainings are completed and submitted to DHS&EM?

	Source
	Follow specific grant guidelines on training requirements.

	Subgrantee
Response: 

	

	SAA Notes:

	




Program Expenditures - Exercises

	1. Question:  
	Provide list and description of all grant funded exercises for this grant performance period.

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	How does the subgrantee ensure all grant funded exercises are completed and submitted to DHS&EM?

	Source
	Follow specific grant guidelines on exercise requirements.
DHS&EM Grant Terms and Conditions: An After–Action Report/Improvement Plan (AAR/IP) is required within 30 days of the conduct of an exercise.

	Subgrantee
Response: 

	

	SAA Notes:

	






Programmatic Review (Continued)

Programmatic Review Input from Subgrantee

	1. Question:  
	Briefly describe any programmatic concerns or issues the subgrantee would like to raise.

	Subgrantee
Response: 

	

	SAA Notes:

	





Financial Review

	1. Question:  
	Provide names of financial managers responsible for the projects.  Is additional subgrantee training needed?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	How does the subgrantee maintain copies of all reimbursement requests submitted?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Is a copy of the most recent A-133 report available? If any Findings were identified, how were they addressed? Provide list and corrective actions below.

	Source
	44 CRF § 13.26 Non-Federal audit.
1. Basic rule. Grantees and subgrantee’s are responsible for obtaining audits in accordance with the Single Audit Act Amendments of 1996 (31 U.S.C. 7501-7507) and revised OMB Circular A-133, “Audits of States, Local Governments, and Non-Profit Organizations.” The audits shall be made by an independent auditor in accordance with generally accepted government auditing standards covering financial audits.

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Is the subgrantee delinquent on any debts to the State of Alaska or the federal government?.

	Subgrantee
Response: 

	

	SAA Notes:

	











Financial Review (Continued)

	1. Question:  
	How does the subgrantee verify the status of prospective vendors regarding debarment and suspension?

	Source
	44 CFR § 13.35 Sub-awards to debarred and suspended parties. 
Grantee and subgrantee’s must not make any award or permit any award (sub-grant or contract) at any tier to any party which is debarred or suspended or is otherwise excluded from or ineligible for :participation in Federal assistance programs under Executive Order 12549, “Debarment and Suspension.”

	Subgrantee
Response: 

	

	SAA Notes:

	




	1. Question:  
	If you have any employees who are fully or partially funded with grants from the SAA, please explain how these employees’ time and effort is reported and certified in order to comply with federal requirements.

	Source
	44 CFR § 13.35 Sub-awards to debarred and suspended parties. 
(3) Where employees are expected to work solely on a single Federal award or cost objective, charges for their salaries and wages will be supported by periodic certifications that the employees worked solely on that program for the period covered by the certification.  These certifications will be prepared at least semiannually and will be signed by the employee or supervisory official having firsthand knowledge of the work performed by the employee.
(4) Where employees work on multiple activities or cost objectives, a distribution of their salaries or wages will be supported by personnel activity reports or equivalent documentation which meets the standards in subsection 8.h. (5) of this appendix unless a statistical sampling system (see subsection 8.h. (6) of this appendix) or other substitute system has been approved by the cognizant Federal agency.  Such documentary support will be required where employees work on:
(a) More than one Federal award,
(b) A Federal award and a non-Federal award, 
(c) An indirect cost activity and a direct cost activity,
(d) Two or more indirect activities which are allocated using different allocation bases, or
(e) An unallowable activity and a direct or indirect cost activity.
(5) Personnel activity reports or equivalent documentation must meet the following standards:
1. They must reflect an after-the-fact distribution of the actual activity of each employee,
1. They must account for the total activity for which each employee is compensated,
1. They must be prepared at least monthly and must coincide with one or more pay periods, and 
1. They must be signed by the employee.

	Subgrantee
Response: 

	

	SAA Notes:

	






Financial Review (Continued)

	1. Question:  
	How does the subgrantee retain copies of all contracts associated with grant-funded projects?  Where are the records retained and for how long?

	Source
	44 CFR § 13.42 Retention and access requirements for records.
(b) Length of retention period.
(1)Except as otherwise provided, records must be retained for three years from the starting date specified in paragraph (c) of this section.
(2) If any litigation, claim, negotiation, audit or other action involving the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the regular 3-year period, whichever is later?
(c) Starting date of retention period:
(1) General. When grant support is continued or renewed at annual or other intervals, the retention period for the records of each funding period starts on the day the grantee or subgrantee submits to the awarding agency it’s single or last expenditure report for that period. However, if grant support is continued or renewed quarterly, the retention period for each year’s records starts on the day the grantee submits its expenditure report for the last quarter of the Federal fiscal year. In all other cases, the retention period starts on the day the grantee submits its final expenditure report. If an expenditure report has been waived, the retention period starts on the day the report would have been due.

	Subgrantee
Response: 

	

	SAA Notes:

	




Procurement

	1. Question:  
	Was the local procurement process followed for purchases?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Is there documentation on file of how the vendor was selected and equipment procured?

	Subgrantee
Response: 

	

	SAA Notes:

	









Financial Review (Continued)

	1. Question:  
	Does subgrantee show the vendor quotes using the Procurement Method Report?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Does subgrantee have justification for selecting a vendor (why was that vendor chosen)?

	Subgrantee
Response: 

	

	SAA Notes:

	

	1. Question:  
	Does subgrantee have RFPs for purchases greater than $50,000.00?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Did subgrantee get pre-approval for purchases greater than $50,000.00 prior to expending funds?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	Did subgrantee get pre-approval for sole source procurements prior to expending funds?

	Subgrantee
Response: 

	

	SAA Notes:

	



	1. Question:  
	For each invoice, does subgrantee have a SAM vendor verification on file?

	Subgrantee
Response: 

	

	SAA Notes:

	




[bookmark: _GoBack]Financial Review (Continued)

Financial Review Input from Subgrantee

	1. Question:  
	Briefly describe any financial concerns or issues the subgrantee would like to raise.

	Subgrantee
Response: 

	

	SAA Notes:

	





Site Visit

	1. Question:  
	Did the subgrantee satisfy all requests for additional information during the site visit process? If no, briefly describe the missing information below.

	SAA Notes:





	



	1. Question:  
	During the course of the site visit, were there indicators of possible non-compliance with grant requirements? Briefly describe below.

	SAA Notes:





	



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

	SAA Notes:





	



	1. Question:  
	Briefly describe any concerns or issues raised by the subgrantee during the site visit.

	SAA Notes:





	






Post-Site Visit

FOLLOW-UP ACTIONS:
	

	

	

	

	

	

	

	

	

	

	

	




ISSUES IDENTIFIED				SUBGRANTEE CORRECTIVE ACTIONS
	

	

	

	

	

	

	

	

	

	

	

	






