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PUBLIC HEALTH DIVISION
Office of the State Public Health Director


Fiscal Review Tool
	Agency:
	     
	Reviewer:
	     

	Administrator:
	     
	Fiscal manager:
	     

	Review participants:
	     

	Date of review (mm/dd/yyyy):
	     
	Date of report (mm/dd/yyyy):
	     

	Agency type:
	 FORMCHECKBOX 
 LPHA     FORMCHECKBOX 
 Tribal government     FORMCHECKBOX 
 State government     FORMCHECKBOX 
 Local government     FORMCHECKBOX 
 Non-profit     FORMCHECKBOX 
 Other (describe below):
     

	A fiscal compliance review is conducted to provide assurance that the Agency has an accounting system with proper controls to identify and report revenues, expenditures and equipment provided by federal agencies through the Oregon Health Authority (OHA). 

A time period is selected for conducting the review. The accounting transactions for that period will be evaluated for accuracy and compliance with applicable federal and state regulations, the Financial Assistance Agreement between the agency and OHA, and policy and procedure requirements of programs when applicable such as Women, Infants and Children Program (WIC) and Breastfeeding Peer Counseling Program (BFPC). 

Instances of noncompliance, material discrepancies and other irregularities are considered findings of the review for which management response and corrective action is required within the timeframe to be specified in the fiscal review report. The use of the term “Agency” in this tool includes Local Public Health Authorities (LPHAs), Non LPHAs, Subrecipients, contractors and subcontractors (2 CFR 200.331) and grantees that received funds from the OHA Public Health Division (PHD).


	Criteria for Compliance
	Compliant
	Comments/Documentation/Explanation/Timelines

	
	Yes
	No
	N/A
	

	I. Internal controls

	 FORMCHECKBOX 
 A. Payroll — Grantee allocates payroll in compliance with federal regulations:

· 2 CFR Part 200.430 — Payroll Processing
· Oregon WIC Policy and Procedure Manual — WIC Fiscal Policies 

	1. Certification for personnel working solely on a single federal award
Reviewer: Where employees are expected to work on single Federal award or cost objective, charges for their salaries and wages must be supported by periodic certifications that the employees worked solely on that program for the period covered by the certifications. Certifications are semi-annually prepared and signed by employee and manager and approved by the authorized agent.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. If employee time is paid by more than one source (federal grant), time is recorded by funding source or program on time sheets or tracked separately via time study
Reviewer, pay attention to:
· Staff who are split coded and assess if the programs charged received the benefits accorded

· Are doing program activities that are not part of their job description and budgets

· 
Recently started working on the program
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. Employees and supervisor signatures on timesheets in ink (e-timesheets are acceptable, with demonstration or verification of e-signature, or written procedures about how timesheets are signed)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4. All changes to timesheet are initialed by supervisor and employees in ink (e-timesheets are acceptable with demonstration or verification of the approved process for changes, or written procedures about how e-timesheets are changed)
Reviewer: For items 3 and 4, grantees should provide timesheets or documentation of regular time studies. Review to ensure the time sheet is prepared by funding sources.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	5. Where employees work on multiple activities or cost objectives, distribution of their salaries or wages is supported by personnel activity reports or equivalent documentation
Reviewer, the following time sheet standards must be met: 

· Time sheets reflect an after-the -fact distribution of the actual activities of each employee

· They account for total activity for which each employee is compensated

· They are prepared at least monthly and must coincide with one or more pay periods 

· They are signed by the employee.

· Time charged to program should pass “Reasonableness test” i.e. the compensation for employees engaged in work on Federal awards will be considered reasonable to the extent that it is consistent with that paid for similar work in other activities of the non-federal entity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	6. If budget estimates or other distribution percentages are used to support salary and wage charges to Federal awards, are they used for interim accounting purposes only?
Reviewer, review to ensure the following standards are met:
· Does the entity’s system for establishing estimates produce reasonable approximations of the activity performed?

· Are quarterly, at minimum, comparisons made of actual costs to budgeted distributions based on monthly personnel activity/time study reports?

· Are adjustments made to cost charged to Federal awards based on the activity performed? (Note: These adjustments can be made annually only if the quarterly comparisons show differences between budgeted and actual costs of less than 10%)

· Are the budget estimates or other distribution percentages revised at least quarterly, if necessary, to reflect changed circumstances?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	7. Salaries and fringe benefits of general administrative personnel (executive officers, accounting and clerical staff) not easily allocable directly to various federal programs are billed on an indirect allocation basis if applicable. These should normally be treated/charged as indirect Facilities and Admin (F&A) costs)
Reviewer, direct charging of these costs may be allowed if the following are met:
· Administrative or clerical services are integral to a project or activity

· Individual involved can be specifically identified with the project or activity

· Such costs are explicitly included in the budget or have the prior written approval of the awarding agency and 

· The costs are not also recovered as indirect.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 B. Payroll timing process:

· 2 CFR Part 200.430 — Payroll Processing
· 45 CFR 75.430 Compensation-personal services — Payroll Processing
· Oregon WIC Policy and Procedure Manual — WIC Fiscal Policies

	1. There is a process for submission of time/activity reports and issuance of paychecks.
Reviewer, this can be achieved by performing the following:

· Verify that payroll charges are reviewed against the program operating budgets

· If the entity utilizes a substitute system for allocating salaries and wages to federal award:

· Was the substitute system approved by Federal cognizant agency for the organization?

· Was the substitute system implemented as approved by the cognizant agency?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. There is an accounting process to charge payroll expenditures to various grants in accounting system.
Reviewer: 

· Review chart of accounts/general ledger structure to ensure the chart of accounts is organized by Cost centers/ program codes/activity codes to allow time to be charged and paid by programs and if possible, is interfaced with time capturing system. If not, review the system to prepare payroll from time capturing system, manual transfer of time is prone to human errors.  

· Test completeness assertion by securing a list of current employees from human resources. Select a sample of current employees and trace them to the payroll register, making sure each current employee has been paid.

· To test authorization assertion, select a sample of employees from the payroll register/personnel summary, inspects time sheets, checking that the appropriate level of management approves the hours for which the employee is paid. Trace the employees back to their personnel file to make sure the facts reflecting in the payroll register are the same as in the personnel folder, rate of pay and appropriate payroll deductions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. Payroll reports can be generated from accounting system.
Reviewer: 

· If payroll system is not maintained within the Agency (in house), inquire and verify what type/level of access fiscal personnel has to payroll system

· 
Check to ensure the access level is sufficient to view and print off the payroll reports for easy distribution to departmental heads and supervisors.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 C. Travel:

· 2CFR Part 200.474 — Travel Cost
· 45 CFR 75.474 — Travel Cost

	1. There is internal control over travel expenses including a robust/established process of approving and authorizing travel
Reviewer, to test/evaluate the adequacy of the subrecipient internal control practices and adherence to the Agency’s written policy and procedures:  

· Review a randomly selected sample of travel expense vouchers processed during the period under review. Determine whether they were pre-audited and properly authorized and approved by the agency head or relevant authority per travel policy and procedures. 

· Examine to ensure each travel vouchers contained the adequate supporting documentation such as approved travel request, receipts, invoices, for training related travel, training agenda or schedule is attached

· Also examine sample personal and petty cash vouchers for local travel during the same period. Determine whether there are any noticeable patterns of inappropriate expense claims, such as for the use of personal cars from the employee’s home to the office rather than a field site.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. Travel incurred and paid by federally funded programs were necessary, reasonable and for only authorized individuals. Standard per diem rates and lodging rates. Per diem rates overview
Reviewer:

· Compare reimbursed rates/paid rates with travel policy to determine if appropriate rates were paid

· Verify allowability of expenditure, and identify possible hidden unallowable expenditures in claims receipts and invoices, such as excessive tips, alcohol purchase etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. The travel expenses follow federal guidelines, county or Agency’s travel policies and procedures and per diem standards
Reviewer: 

· Ensure travel costs and documents support assertion that the costs are a direct result of the individual’s travel for Federal award programs

· The costs are consistent with the non-Federal entity’s documented travel policy for all entity travel 

· Travel costs for dependents are unallowable, except for travel of duration of six months or more with prior approval of the federal awarding agency (2 CFR 200.432 Conferences)

· Airfare costs in excess of the basic least expensive unrestricted accommodations class offered by commercial airlines are unallowable except when such accommodations would require circuitous routing, travel during unreasonable hours, or excessively prolonged travel, or would result in additional costs that would offset the savings or would offer accommodation not reasonably adequate for the traveler’s medical needs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4. There is an approved travel policy and procedures.
Reviewer: Review the Travel policy document and ensure the test of transactions performed above is in line with the approved travel policy. Note any significant departure from the policy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 D. Purchasing, equipment and inventory:

· 2 CFR Part 200.318 — General Procurement standards
· 2 CFR Part 200.319 — Open and Free competition
· 2 CFR Part 200.420 — Considerations for selected items of cost
· Oregon WIC Policy and Procedure Manual — WIC Fiscal Policies
· LPHA’s Notice of Grant Award including:
· Separation of duties (No one person has complete control over more than one key function or activity, e.g., authorizing, approving certifying, disbursing, receiving, or reconciling.); 

· Authorization and approval (Transactions are properly authorized.); 

· Custodial and security arrangements (Responsibility for physical security/custody of assets is separated from record keeping/accounting four those assets. Unauthorized access to assets and accounting records is prevented.)

	1. Does the subrecipient have written procurement policies and procedures for procurement of supplies, equipment and other services including purchasing of goods and services for clients that meet required standards? 45 CFR 75.327 General procurement standards
 FORMCHECKBOX 
 Procurement policy has been submitted and reviewed.

Reviewer, determine if subrecipient’s procurement policies and procedures meet the following standards:

· Subrecipient ensures that contracts are performed in accordance with terms, conditions and specifications of the contracts or purchase orders,

· Subrecipient provides oversight to guard against fraud, waste and abuse,

· Subrecipient conducts a cost or price analysis in connection with every procurement action?

· Subrecipient attempts (ask for evidentiary proof) to obtain the most economical purchase

· Subrecipient uses purchase orders and purchase orders are in writing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. All procurement transactions conducted provide practical, open and free competition. 45 CFR 75.328 Competition
Reviewer: 

· Is all procurement conducted using full and open competitive procurement procedures?

· Does the subrecipient prescribe a minimum number of bids that should be required to proceed to procure goods and services
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. Grantee maintains record of procurement history: 45 CFR 75.329 Procurement procedures 
Reviewer: Does the grantee’s records contain sufficient details to meet federal requirements governing the history of procurement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4. Grantee has proper segregation between accepted internal control procedures. 
Reviewer, for rows 4a. through 4d., review for the following criteria: 

· Review internal control protocol to identify if the segregation of duties is well explained and incorporated into all processes that require segregations of duties

· Is there clear separation of responsibility between authorization to purchase and the subsequent authorization to pay? 

· Are requisitions, purchase orders and receiving slips prenumbered? 

·  Are the main three aspects of procurement (requisition, placing orders, and receiving) performed by different individuals to ensure separation of duties?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	a) Requisition
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	b) Ordering
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	c) Receiving
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	d) Verified, signed and dated by person who received orders
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	5. Invoice and expenditure processing. 
Accepted internal control procedures
Expenditures/invoices billed are reasonable, allowable, allocable to the programs (e.g. WIC, BFPC, FP, MCH, HIV, Immunization)

Reviewer: The purpose of this section is to determine whether costs charged to federal programs are allowable, allocable and reasonable. 

2 CFR 200.403 identifies factors affecting allowability of costs. Costs must:

· Be necessary and reasonable for the performance of the federal award and be allocable thereto under these principles

· Conform to any limitations or exclusions set forth in these principles in the Federal award as to types or amount of costs items

· Be consistent with policies and procedures that apply uniformly to both federally-financed and other activities of the non-Federal entity

· Be accorded consistent treatment. A cost may not be assigned to a Federal award as a direct cost if any other cost incurred for the same purpose in like circumstances has been allocated to the Federal award as an indirect cost

· Be determined in accordance with generally accepted accounting principles (GAAP), except for state and local governments and Indian tribes only

· Not be included as a cost or used to meet cost sharing or matching requirements of any other federally financed program in either current or prior program

· Be adequately documented

A cost is allocable to a federal award if the goods or services involved are chargeable or assignable to that Federal award in accordance with relative benefits received. The standard is met if the cost:
· Is incurred specifically for the Federal award

· Benefits both the Federal award and other work of the non-Federal entity and can be distributed in proportions that may be approximated using reasonable methods.

· Is necessary to the overall operations of the non-federal entity and is assignable to part of the Federal award.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	6. Approvals are obtained before payment processing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	7. Expenditures are billed correctly to the appropriate program.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	8. Expenditures are allocated accurately between nutrition education (NE), breastfeeding (BF), administration, and other special breakouts.
Reviewer, this requirement is specific to WIC Programs. If the Agency is not a WIC provider, enter “Not applicable” in the comments column. 

To test this: 

· Inquire what allocation method the grantee uses to allocate costs to WIC programs categories: Nutrition Education (NE) Breastfeeding (BF), Client Services (CS) and General Administration (GA). Common method used by most grantees is time study to calculate percentages and use those percentages to allocate Materials and services to the categories.

· If time study is used as allocation basis, review random expenditures to identify those expenditures which should not be allocated, or rather not allowed to be charged to one category but allowed to the other categories
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	9. Expenditures are allocated accurately among all programs.
Reviewer: 

· Obtain sample paid invoices and examine how payments were coded from original request to final payments and trace the payments to the general ledger. 

· Verify that the procurement and payments documents were accurately executed, and charges are correctly placed to appropriate programs. 

· 
Test the accounting system to ensure it will not process duplicate invoices.

· Review internal control protocol regarding partial payment and identify if the protocol is followed accurately.

· Ensure receipts for prepaid items, if any and if allowed by procurement policy, are retained for verification and audit purposes.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	10. Grantee has inventory system to control purchase, use, and ordering of supplies (including medications and program supplies, excluding office supplies).
Reviewer, acceptable internal controls process ensures proper ordering, receipt, storage and use of medications. 

· The grantee must maintain a robust inventory control system which ensures that access to medication and medical supplies is only accorded to responsible employees, 

· There is adequate supply to meet the demand and medication is stored in a clean and disinfected storeroom, in a dry, well-lit, well-ventilated and controlled temperature

· Grantee maintains a perpetual inventory system for supplies?

· There is a manual or e- log book to record inventory movements- receiving, dispensing, transfers, discards for expired medications

· There is at least monthly reconciliation of a physical inventory count to the register and any discrepancies are investigated and corrected.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	11. Subrecipient periodically confirms inventory with actual inventory counts.
Reviewer, to test the internal controls around inventory for medication, perform the following:

· Request records/system in place to control inventory (manual log or computer system)

· Review the manual/e-log, perform the arithmetic test to ensure the calculated balance indicated on the log after dispensing medication is correct. Check for initials of employees who received/dispensed medication and verify they are authorized individuals

· On sample basis, verify the count in the log to physical count in the cabinets, note and discuss any discrepancies.

· Look for transfers of medication to another location, verify there are approved requests to make such transfers.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	12. Subrecipient has established controls over access of medications and supplies.
Reviewer: 

· Ensure access controls meet storage guidelines as prescribed in the controls over access of medications policy. 

· Verify that medicines and medical supplies are not randomly placed at reception areas and in areas where access is not controlled.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	13. Property management system includes: asset description, ID number, acquisition date, current locations, and federal share of asset. 
Reviewer, review internal control system to ensure the following standards are maintained:

· Grantees have written policies and procedures covering the use, management, and disposition of property acquired under Federal Programs

· 
Verify that the grantee’s policies and procedures categorize the classes of property- real property (Land and Building) and personal property (Equipment, non-capitalized property and Supplies)

· Verify that the policies require records of equipment to include at least a description of the equipment, serial number, source, title holder, acquisition date, cost of equipment, percentage of Federal participation in cost, where equipment is located, use, condition and disposition data

· Does the grantee conduct physical inventory, how often? Document the last inventory count. 

· Do grantees maintain a system of internal controls that provides reasonable assurance against loss, theft, damage or unauthorized use of equipment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	14. Physical inventory taken at least once every two years.
Date of last inventory:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 E. Allocated/assigned costs.
Types of costs charged to federal programs from other departments:

· 2 CFR 200.400 — Cost Principle Policy Guide
· 2 CFR Part 200.413 (a–d) — Direct Costs (Facility and Administration)
· 2 CFR Part 200.415 — Required certification
· 2 CFR Part 200.416 — Cost allocation plans and Indirect cost proposals
· Oregon WIC Policy and Procedure Manual — WIC Fiscal Policies

	1. If subrecipient uses cost allocation method of charging federal programs, there is a Certificate of Cost Allocation Plan signed by the chief financial officer of the governmental unit.
 FORMCHECKBOX 
 Certification has been submitted and reviewed.

Reviewer, the Agency should develop an overall budget and reasonable cost allocation plan based on how shared or common costs are distributed across programs. The Agency’s approach to allocating shared costs by funding source must by and large meet the following standards:  

· Reasonable — makes sense and is appropriate to the type of programs, e.g. square footage for rent, FTE’s for salaries

· Consistent — Same methodology for the same types of costs across all programs (e.g. method for allocating rent is the same across all programs)

· Inconsistent — using highly variable bases, e.g. number of participants in a program, salaries without monthly reconciliation.

To test that cost allocation is occurring according to documented procedures, examine salaries and rent first, effectively test two months for which invoices are already being requested. If the two months does not indicate the existence of cost allocation, expand the examination.     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. If there is no cost allocation plan, following is a list of direct charges; indicate the basis for allocation to all programs.
Reviewer: Direct costs are those costs that can be identified specifically with a final cost objective, such as a Federal award or other internally or externally funded activity, or that can be directly assigned to such activities relatively easily with a high degree of accuracy. Typical costs charged directly to a Federal award are the compensation of employees who work on that award, their related fringe benefits costs, the cost of materials incurred for Federal award. Identification with the Federal award rather than nature of the goods and services involved is the determining factor in distinguishing direct and indirect. 

Review process includes: 

· Identifying various methods used by grantee to allocate costs to programs

· Reviewing Certificate of Cost Allocation Plan. Verify costs included in the plan are allowable, allocable and reasonable

· Reviewing the Cost Allocation plans to ensure indirect costs are not included and allocated as direct cost to federal programs. 

· Pay attentions to the costs listed below and identify how these costs are shared and allocated among public health programs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	e) Rent
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	f) Insurance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	g) Mail room
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	h) Utilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	i) Information Technology
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	j) Accounting/County fiscal
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	k) Motor pool
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 F. Indirect costs:
· 2 CFR Part 200.414-416 — Indirect (F&A) costs  
· Appendix VII to Part 200 — States and Local Government and Indian Tribe Indirect Cost proposal
· 45 CFR Appendix to Part 75 — States and Local Government and Indian Tribe Indirect Cost Proposal

	1. Does the Agency use an indirect rate to allocate costs to the program?

Reviewer: Indirect costs are classified within two broad categories: Facilities and Administration (F&A). Facilities includes costs associated with depreciation on buildings and equipment and capital improvement, interest on debt associated with buildings, equipment and capital improvements, and operations and maintenance expenses. Administration includes all general administration expenses such as the director’s office, accounting, personnel and all other types of expenditures not listed specifically under one of the sub categories of facilities (including cross allocations from other pools, where applicable).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. Indirect charges are allocated to all programs proportionately or appropriately.

Reviewer: 

· Review indirect rate cost pools.

· 
Ensure costs included in the pool are reasonable and allowable.

· 
Verify that central costs are not accounted twice to the cost pools.

· Using the percentage, or allocation methods, calculate the indirect rate independently and compare with the one sued by LPHA. Any discrepancies must be resolved.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. If the grantee uses indirect rate to charge federal programs, there is a copy of the agreement. 45 CFR 75.416 Cost Allocations Plans and Indirect cost proposals
Reviewer: If the grantee has not received a negotiated indirect rate, can utilize de minimis indirect rate. The de minimis rate can be charged at 10% of Modified total direct cost (2 CFR200.68). In addition, if the grantee is using negotiated rate from another federal agency other than Public Health, verify that they have approval from PH to utilize the negotiated rate to charge PH programs.

Part of the review is to verify what is included in the indirect cost pools, and ensure the included costs are allowable, allocable and reasonable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4. Costs are not double charged to federal grants.
Reviewer: If applicable, enter in the Comments column any discussion related to this item.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	 FORMCHECKBOX 
 G. Other direct allowable costs:
· 2 CFR Part 200.403–407 — Factors affecting allowability of costs 

· 2 CFR 200.420 — Considerations for selected items of cost
· Oregon WIC Policy and Procedure Manual — WIC Fiscal Policies
· 2 CFR Part 200.414–416 — Indirect (F&A) costs
· Appendix VII to Part 200 — States and Local Government and Indian Tribe Indirect Cost proposal

	1. Review of specific charges to accounts (WIC, BFPC, Title X, and other major programs) to determine that cost claimed is appropriate, e.g., purchase orders, invoices, travel vouchers.
Reviewer: Test randomly selected transactions from General Ledger/Accounting entries in conjunction with supporting documentation for costs incurred and paid to ensure cost claimed is appropriate, allowable, allocable and reasonable. For a cost claimed to meet basic consideration of cost allowability, allocability and reasonability it must meet the following standard. 

· Cost incurred is necessary and reasonable for the performance of the federal award and must be allocable thereto, conform to any limitations or exclusions set forth under 2 CFR 200.403, 

· 
Be consistent with policies and procedures that apply uniformly to both federally-financed and other activities of the non-Federal entity, 

· Bbe accorded consistent treatment, be determined in accordance with GAAP, not be included as a cost or used to meet cost sharing or matching requirement of any other federally-financed programs and be adequately documented. 

Review invoices, source documents and supporting documentation for selected sample to ensure:  

· Costs were budgeted for, reviewed, approved, and charged to the appropriate programs for the benefit of the programs

· Expenditures are accurately coded as appears on the supporting documentation to ensure the correct programs were charged for the cost.

· Review source documentation and basis for any shared costs, identify unusual costs or costs that appear unreasonable, unallowable or un allocable

· Test credit card charges and/or petty cash expenditures with an original receipt and reasonably tie to the cost allocation plan.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	II. Accounting System

	· 2 CFR Part 200.107 — OMB responsibilities
· 45 CFR Part 75.107 — OMB responsibilities General Provision; Accepted Internal Control Procedures

	1. There is an accounting system.

 FORMCHECKBOX 
 Internally developed     FORMCHECKBOX 
 Purchased
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. Cost centers and accounts are maintained for each grant. Discuss.
Reviewer: Costs centers ensure cost objectives are met. Per 2 cfr200.28 Cost objective means a program, function, activity, award, organizational subdivision contract, or work unit for which cost data are desired and for which provision is made to accumulate and measure the cost of processes, products, jobs, capital projects, etc. A cost objective may be a major function of the non-Federal entity, a particular service or project, a Federal award, or an indirect Facilities & Administrative (A&A) cost activity, as described in Subpart E — Cost Principles of this Part.   
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. An annual budget is submitted to the governing body of the local public health authority by the Public Health Administrator.
Reviewer: 

· Standard for Agency-wide Budget

· Current (fiscal or calendar year), shows income and expense by program

· Shows allocation of shared and indirect costs by program

· Shows funding separate from program expense

· Clearly identifies revenue sources, state, federal, program income, fees etc.

Obtain current budget document and review to ensure process to create the budget follows written policies and budget process and procedures and that the budget document meets the above budget standards.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4. If changes have been made in the budget of any of the Agency’s programs under review, and if prior approval requirements apply, the Agency secured the required prior written approval.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	5. There are budgetary controls to preclude obligations in excess of grant total. Discuss.
Reviewer: The controls are to ensure the grant is not overspent. The budget must be loaded to accounting system to keep track of expenditures. There should be early warning indicators in the system to trigger any potential overspend. Comparison of budgets to actuals is always a good way to keep track, but also when approving expenditures, there should be a verification to ensure the expenditure was budgeted for.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	6. Accounting system provides for accounts payable/encumbrances.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	7. The expenditures are charged to the correct grant period at year-end. Subrecipient is on cash or accrual basis of accounting. Discuss.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	8. Copies of revenue and expense reports are provided for review.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	9. There are written policies and procedures for accounting controls.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	III. Cash management

	· 2CFR Part 200.302 (Subpart D) — Financial Management   

· 45 CFR 75.302 — Standard for Financial and Program Management
· Title X Family Planning Guidelines — Title X Program Guidelines: 1) Separation of duties, 2) Authorization and approval 3) Custodial and security arrangements

	1. Cash handling procedures:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	l) Subrecipient promptly deposits all cash.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	m) Checks are restrictively endorsed at time of receipt.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	n) There is a written policy and procedure for handling payments received from the client at time of service.
 FORMCHECKBOX 
 Policy and procedure has been submitted and reviewed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	o) There are procedures written for preparation and reconciliation of cash deposit.
 FORMCHECKBOX 
 Policy and procedure has been submitted and reviewed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	p) If there are branch offices/other clinic locations, the Agency operates with internal controls in the same way as the main office.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	q) There are cash handling procedures at branches/clinic locations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	r) Agency accounts for in kind contributions. (Volunteer hours, fixed assets, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. Billing and receivables:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	s) There is a billing system.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	t) Bills to clients show the total charges, as well as allowable discounts.

Reviewer: Review sample copies of client billing statement to ensure the bills show total charges and associated discounts per sliding scale.
Obtain sliding scale and recalculate the discount to verify that the discount was properly applied.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	u) Bills are sent to third party, if necessary.
Reviewer: Familiarize with billing system and understand how charges to insurance providers are generated.

Compare the charges submitted to providers with patients records to identify if correct insurance providers are billed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	v) Third parties authorized or legally obligated to pay for clients at or below 100% FPL are properly billed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	w) Third party bills show total charges without discount.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	x) Third party bills show total charges without discount unless there is a contracted reimbursement rate that must be billed per third party agreement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	y) Reasonable efforts to collect charges are made.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	z) Aging of outstanding accounts analysis has been established.
Reviewer: Aging of outstanding accounts is required to be established for accounts receivable, to know how old the balance is and help the decision to write it off or to send it to collection.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	aa) There is a write-off policy and procedure for uncollectible accounts.
 FORMCHECKBOX 
 Policy and procedure has been submitted and reviewed. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	ab) If donations are accepted, clients are asked to donate but are not pressured to donate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	ac) There is a written policy and procedure for handling payments not received at time of service.
 FORMCHECKBOX 
 Copy of policy and procedure.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	IV. Subrecipient monitoring

	· 2 CFR Part 200.330-331 — Subrecipient Monitoring and Management
· 2 CFR Part 200.343 — Closeout 

· 45 CFR Part 75.351-352 — Subrecipient and contractor determinations 

	1. The Agency passes through federal funds to subrecipients and/or vendors (providers). If yes, list the name of contractor(s) and amount of federal funds disbursed.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. The Agency has a written policy and procedure for fiscal monitoring for subrecipients and vendors (providers) that complies with 2 CFR Part 200.330-331
Reviewer: This question only applies if the Agency passes through funds to subrecipients or vendors.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	a) Describe how the Agency ensures an appropriate level of fiscal monitoring.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	b) The Agency complied with its monitoring policy when awarding contracts.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	c) The Agency avoided acquisition of unnecessary or duplicate items.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	d) Agency has performed a close out process according to 2 CFR 200.343, which directs Federal Award agency or a pass-through entity to perform close out of the federal award when it determines that all applicable administrative actions as well as required work of the Federal award have been completed by the non-federal entity.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	V. Reporting and audit compliance

	· 2 CFR 200 Subpart F — Audit Requirements  

· 45 CFR 75 Subpart F — Audit Requirements

	1. Quarterly revenue and expense report submitted quarterly.
Reviewer: These reports are required to be submitted to OHA PHD quarterly. Note that the agencies are reimbursed based on these reports, the reports must be supported with proper accounting records to ensure that reimbursements are legitimate and for the allowed expenditures. Ensure the quarterly reports meet the following standards

· Prepared and signed by a fiscal person and approved by authorized personnel or agent

· 
The reported program income/revenue accurately reconciles with general ledger balances

· 
Reported expenditure does not exceed the federal/state grant award.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2. Quarterly time study (WIC) is conducted.
Reviewer: The state WIC program requires that a reasonable system for documenting nutrition education and breastfeeding promotion expenditures be in place. Staff time spent on nutrition education or breastfeeding promotion may be documented through time sheets or cards which document actual hours, or by a representative time study.

· A time study for a full month must be conducted each quarter (January, April, July, October).

· Quarterly Breakout of Staff Time for a sample WIC time study.

· 
Time spent on breastfeeding peer counseling does not count towards the required breastfeeding promotion expenditure and cannot be included on the quarterly time study.

· In kind contribution (hours) not paid out of WIC funds should be included in time study.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3. Audited financial statement and single audit conducted if required.
Reviewer: Entities that receive federal funds including states, local governments, and not-for profit organizations are subject to audit requirements commonly referred to as “single audits”. The threshold for requiring a single audit is $750,000 in federal expenditures. There is type A threshold which is also $750,000 to match the single audit threshold, if the entity does not fall under type A threshold, are considered type B programs.  

During the review, ensure the determination for single audit and risk analysis was performed to decide if the single audit was warranted. The determination must be accompanied by calculations.

Review audit reports to identify any reported finding and questioned cost.
Review and identify if any federal program was reviewed to test compliance and if there were any audit findings thereof.   
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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