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THE PURPOSE OF MONITORING
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Programmatic  and Financial Monitors conduct risk 
assessments for each subgrantee the first month of 
each fiscal year based upon factors such as:
1. Amount of grant award(s)

2. Time since last review

3. Details related to de-obligation of funds

4. Punctuality and accuracy of reports

5. Budget adjustments

6. Findings from previous audits and CDVSA programmatic and 
financial reviews

7. Length of time prominent staff have been with the agency (such as 
ED and financial officer)

8. Level of communication with CDVSA
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THE PROGRAMMATIC MONITORING PROCESS



Program Coordinators visit each subgrantee site every other year, 
unless the Risk Assessment and other factors dictate the need for 
more or less time between visits. 

Planning Onsite Reviews for the Fiscal Year

Results of 
Risk 

Assessment

Knowledge 
of 

Subgrantee 
Needs

Scheduling 
Specifics for 
Subgrantee 

& CDVSA 
Staff

Timing & 
Date of 

Onsite Visit



Before the 
Onsite Visit –
Emails

6 WEEKS BEFORE VISIT (approx.)
Program Coordinator emails Executive Director (ED) to confirm date of visit, 
request documents to review prior to arrival, and to inform ED of what to 
expect during the onsite. The following documents are emailed to the ED:

• List of all documents to send to CDVSA regarding how agency functions 
• List of grant-funded personnel & volunteers
• List of partnering agencies (MOUs)
• List of items to be reviewed while onsite
• Tour of program checklist

4 WEEKS BEFORE VISIT (approx.)
Executive Director emails Program Coordinator the requested documents.

IMPORTANT NOTE!
It is inadvisable to rush to create missing, incomplete, or out-of-date 
policies or procedures. The onsite visit is an opportunity for discussion and 
planning, and items needed for compliance can be cited in the post-onsite 
letter, with an agreed-upon timeline for completion.



Before the 
Onsite Visit –
Review

After documents are received from the 
Executive Director, the Program Coordinator:

• Reviews materials and makes note of highlights and 
missing pieces

• Sends out the Community Partner Survey to 10 of the 
MOU partners

• Makes note of highlights and possible areas for 
improvement expressed in the surveys

• Coordinates with the Director on a schedule for the visit to 
ensure sufficient time for all onsite elements



The Program Coordinator interviews people and 
reviews materials:

Executive Director 
• Personnel Files for all grant-funded staff reviewed to ensure each 

contains necessary documents 
• MOUs reviewed to verify they have all necessary elements

Financial Agent
• Financial processes reviewed to ensure internal controls are 

followed and that there is a segregation of duties

Shelter Manager (if applicable)

CDVSA Grant-Funded Staff Member(s)

Board Chair 
• Packets for past 3 meetings reviewed to ensure meetings are 

conducted properly, that the Board is apprised of how the agency is 
functioning, and that the Board is fulfilling their fiduciary duties

The Onsite 
Visit -
Meetings



The Onsite 
Visit –
Facility Tour

The Program Coordinator tours the facility to 
verify:
• Personnel files kept locked and only accessible to appropriate 

personnel

• Background checks and I-9s stored separately

• Children and adult files kept separately

• Adequate security, safety, and sanitation for adults and children

• Participants have independent access to individual locking 
medication storage

• Emergency protocols are posted, with all necessary elements

• Civil Rights / non-discrimination information posted and also 
included in agency outreach materials

• Supply of basic necessities available for participants



The Onsite 
Visit –
Exit Interview

The Program Coordinator and 
Executive Director meet at the close 
of the onsite visit and discuss:

• Areas of success and achievement

• Findings or potential findings

• Areas for potential improvement as revealed by 
Community Partner Surveys



Post-Visit Letter Prepared 
* Overview of the visit

* List of findings with required 
corrective action

* Agreed upon timeline for 
completion 

Post-Visit Letter Sent 
* To  Director &  Board Chair 

* Within 4 weeks 

* Deadline for correction 
generally 6 weeks from 
issuance of letter Letter of Completion

* Completion of required 
corrective actions tracked 

* When satisfied, letter of 
completion issued

* Programmatic site review 
officially closed 

After the 
Visit



FREQUENT FINDINGS FROM ONSITE VISITS

CIVIL 
RIGHTS

Staff 
Training

EEOP 
Form

Protected 
Classes

VOLUNTARY 
SERVICES

Curfew

Intoxication

Participation

CONFIDENTIALITY

Contacting Law 
Enforcement or 

Office of Children 
Services without  

a  Release of 
Information

PARTICIPANT 
FILES

Adult  and 
Children files 

Separate

Over -
Documentation

PERSONNEL

Training 
Documentation 

Missing or 
Incomplete

Delineated 
Timesheets
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THE FINANCIAL DESK REVIEW (FDR) PROCESS



Planning FDRs for the Fiscal Year

Results of 
Risk 

Assessment

Knowledge 
of 

Subgrantee 
Needs

Scheduling 
Needs of 

Subgrantee 
& CDVSA 

Staff

Timing of 
Financial 

Desk Review

Each year, a subgrantee will have a FDR unless the risk assessment 
and other factors dictate the need for more frequent review of a  
program’s finances.



Key Financial Areas to Review

Personnel Time & Activities Match (Cash & In-kind)

Unallowable & Allowable Costs Financial Reports



FDR Process Timeline - Prepare

30 Days out:

1.   Subgrantee receives FDR notification 
letter and source document request 
checklist

2.   Subgrantee gathers and prepares 
requested documents

3.   Subgrantee submits requested 
documents



Staff Documents for Fiscal Accountability & Match

• Signed timesheets with supervisory approval 

• Quarterly payroll returns 

• Payroll register 

• Personnel file with salary/wage information 

• Employment contract 

• Cancelled checks/ Direct deposit schedule 

• Insurance policy 

• Paid invoices and receipts 

• Claims made against the insurance 

• Cost allocation plan

• Event sign-in sheets tracking time and attendance 
OR signed timesheets with supervisor’s signature 

• Documentation of how monetary value of 
volunteer time is calculated

• Volunteer position descriptions

• Volunteer personnel files



Process Documents for Fiscal Accountability & Match 

• Authorization/reimbursement requests 

• Paid invoices and receipts 

• Per diem rates (applicable for area) 

• Mileage calculation 

• Reconciliation of advances to payments 

• Connection to annual work plan 

• Press releases announcing available RFP/RFQ 

• Copy of RFP/RFQ & set of responses 

• Process for selection 

• Contract and scope of work, including deliverables 

• Signed agreements 



Purchase Documents for Fiscal Accountability & Match 

• Purchase orders 

• Packing slips 

• Paid receipts and invoices 

• Donated Supplies, i.e., in-kind donations 

• Connection to annual work plan 

• Purchase orders 

• Paid invoices and receipts 

• Final reports or documentation of final 
products 



FDR Process Timeline - Process

2 Weeks 

4. Financial Desk Review process 
starts when documents are 
received

5. Exit Interview will be scheduled 
once all documents have been 
reviewed



FDR Process Timeline - Complete

6.  Subgrantee receives Financial 
Monitoring Compliance Review report 
after exit interview

7. Subgrantee submits proof of 
compliance by the agreed upon 
deadline 

8.  CDVSA reviews proof of compliance   
9.  Subgrantee receives Financial 

Compliance Satisfaction letter

Ongoing:
10. Special Conditions applied if necessary



POTENTIAL FINDINGS FROM FINANCIAL REVIEWS

















QUESTION & ANSWER TIME
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