Portland Housing Bureau
MONITORING PROCEDURES MANUAL
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INTRODUCTION

The primary purpose of monitoring is to ensure that sub-recipients of federal funds comply with regulations governing their administrative, financial and programmatic operations; that they comply with contract requirements and that they achieve their performance objectives with schedule and budget.

These monitoring procedures cover all sub-recipients and contractors using any federal funds administered by the Portland Housing Bureau.   This includes entitlement grants, such as Community Development Block Grant (CDBG), Emergency Shelter Grant (ESG), Housing for People with AIDS (HOPWA) and HOME, categorical grants received from time to time by the Bureau and local resources distributed by the Bureau.
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MONITORING COMPONENTS

The components of monitoring sub-recipients and contractors include program performance, regulatory compliance, financial oversight/recordkeeping and organizational capacity and operation.  Monitoring of a sub-recipient or contractor involves a variety of activities carried out during the year, which provide evidence regarding the quality of work being carried out as well as documentation of necessary actions and regulatory requirements.

IN-HOUSE MONITORING

I.
Risk Assessment.  All contracts should receive a Risk Assessment review annually.  The purpose of this review is to identify agencies which could benefit from some level of on-site monitoring.  The Risk Assessment Checklist identifies a number of risk factors which could cause an agency to have difficulty meeting its contractual obligations.   The Risk Assessment should be conducted within the first 3 months of the effective date of the contract so that, where appropriate, an on-site monitoring can be scheduled and carried out in time to prevent situation of non-compliance.  A copy of the Risk Assessment Checklist is included in these Procedures as 

“Attachment 1”. 

II.
Desk Monitoring.  All contracts should receive a Desk Monitoring review annually.  The purpose of this review is to identify potential problems in the operation of the program which could result in non-compliance.  The Desk 

Monitoring Checklist focuses on reviews of progress reports and requests for reimbursement to identify potential areas of concern.  The Desk Monitoring review should be conducted no later than 6 months into the contract and can be done earlier if at least one progress report and one 

request for reimbursement have been received. 
As with the Risk Assessment, the Desk Monitoring review may help to identify agencies that could benefit from an on-site monitoring.  A copy of the Desk Monitoring Checklist is included in these Procedures as “Attachment 2”.
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III.
File Document Review.  All agencies should submit periodic progress reports and requests for reimbursement (usually monthly or quarterly).  These documents should be reviewed for completeness and correctness before processing or filing.  

A.
Progress reports should be reviewed to verify that the activities being carried out are consistent with the requirements of the contract and that the project is progressing such that it will be likely to complete on 

time.  If client/beneficiary data is required, this information should be reviewed to verify that it is the information required, that it is complete, and that the number of clients being served is consistent with the requirements of the contract.  If the information submitted is incorrect or incomplete, the contractor should be advised to submit a corrected report.

B.
Requests for reimbursement should be reviewed to verify that all identified costs are eligible for reimbursement and that they are reasonable for the type and scope of the project.  If back-up documentation is required by the contract, it should be attached to the Request.  Requests for reimbursement should also be reviewed for mathematical errors and any errors found should be corrected before submitting the request for payment.  Additionally, the contractor should be advised of any errors so that they can be corrected before the next billing.

ON-SITE MONITORING

I.
Selecting agencies for On-Site Monitoring.  

A.
A variety of criteria may be used to select agencies which would benefit from an on-site monitoring.  These criteria include, but are not limited to:
1. 
A high score on the Risk Assessment Checklist or indication on the Desk Monitoring Checklist that the agency is not complying with reporting requirements.
2.
Agencies affected by any changes in regulatory requirements, HUD monitoring findings/concerns or City independent audit issues.  [not only the agency(s) cited in the monitoring but others in similar situations].
3.
Agencies requesting technical assistance related to regulatory compliance or fiscal accountability.
4.
Agencies receiving larger dollar amounts and/or funds from several funding sources.
5.
Agencies that have not had an on-site monitoring for several years.

B.
On-site monitoring visits should be scheduled throughout the year and should be timed to provide the most benefit to both BHCD and the agency.
1.
Agencies being monitored because of risk factors or monitoring/audit issues should be visited early in the fiscal year (during the first or second quarter) to assure that any problems are addressed as quickly as possible.
2.
Routine monitorings may be scheduled later in the year if 
there is no indication of a regulatory or financial problem.



II.
Focused Monitoring.  Focused monitoring reviews one or more specific regulatory and/or performance issues associated with the City’s contract for services.  Focused monitoring may review one or more of the following items or other issues that are relevant to the specific contract.

A.
Operation of the funded activity to verify that it is being carried out as described in the contract.

B.
Review of documentation of income eligibility, demographic or other required client information.


C.
Achievement and tracking of performance measures.

D.
Construction progress and quality control.

E.
Financial review (see below).

F.
Compliance with specific fund-source regulations.
Focused monitorings on on-going projects should look at different issues in different years so that a more comprehensive review is carried out over time.  Each contract manager should conduct a focused monitoring annual on a minimum of 10% of the his/her contracts, with a minimum of one contract monitored in each fiscal year.  A copy of the general review form (which should be completed for each contract monitored) and fund source specific forms (a form should be completed for each fund source included in the contract) are attached as “Attachments 3a-d.”
III.
Financial Monitoring.  Financial monitoring is designed to 

assure not only that City resources are being used for approved purposes and within all regulatory requirements but also to assure that the agency receiving funds maintains financial systems that meet professional standards and assure adequate stewardship of resources.  

A.
Financial monitoring of small contracts (less than 

$100,000) is carried out by the contract manager.  The purpose of these monitorings is to verify appropriate use of public funds.   Financial monitoring would normally be carried out as one component of a Focused Monitoring, but could be conducted independently if there was a reason to see this as a high priority area.    Each contract manager should conduct a financial monitoring of at least one contract per fiscal year.  Additional financial monitorings should be carried out if any additional contracts have a high risk of financial problems.   A copy of the Small Contract Fiscal Review form is attached as “Attachment 4.”  

B.
Financial monitoring of large contracts ($100,000 or 

more) is carried out by fiscal staff.  The purpose of these monitorings is to verify appropriate use of public funds and to assess the administrative systems and capacity of the agency.   Selection of agencies for financial monitoring should be based on:  results of previous financial monitorings, independent audit results, and recommendations from contract managers.  A minimum of six (6) agencies should receive financial monitorings each fiscal year.  Higher risk agencies (large dollar amounts, history of fiscal and/or accounting problems, complex financial reporting requirements) should receive financial monitorings more often than lower risk agencies. 

 A copy of the Fiscal Review form is attached as “Attachment 5.”

IV.
Comprehensive Monitoring.  Comprehensive monitoring reviews the entire City-funded program as well as general agency operation and financial systems that could affect the agency’s ability to carry out its contractual obligations to the City.  It includes all items listed above plus reviews of administrative systems that are relevant to the agency’s ability to manage public funds.  These reviews are restricted to large ($500,000 or more) and/or complex contracts (carry out multiple projects located in different divisions or departments of the agency).  Comprehensive monitorings should be carried out every seven (7) years on applicable agencies.  

V.
Procedures to Carry Out an On-Site Monitoring

A.
Notification.  Agencies selected for monitoring should be contacted to explain the purpose of the monitoring and to schedule a date/time for the visit(s).  When appropriate, a follow-up letter can be sent to the agency, confirming the date/time and providing more specific information regarding what files and/or activities will be reviewed.  If files are to be reviewed, the letter should specify what type of accommodations would be needed.  If specific files will be reviewed, those should be identified so that they can be available.  If specific individuals will be interviewed, those persons should also be identified so that they are available during the visit.  If clients will be interviewed, these should also be identified and scheduled.  Normally, all such notification should be made by the contract manager.  If fiscal staff will be conducting a monitoring, they may speak directly with agency staff to schedule the monitoring.  The contract manager should still be involved and would prepare and submit any written correspondence regarding the visit.


B.
Introductory Meeting. (Entrance Conference).  Before 

beginning the review, a brief meeting should be held with the agency director and other staff involved in the activities to be monitored (if a fiscal monitoring is being conducted, fiscal staff should be present).  The purpose of this meeting is to clarify for the agency exactly what will be reviewed, the records or files that will be required, and the individuals that will be interviewed.  The agency should be advised that while the monitoring is a required compliance review, its purpose is also to assist the agency in improving its program and to provide technical assistance where needed.  

C.
Monitoring Review.  Document activities/records reviewed and all relevant information obtained.  Also, document interviews with staff and/or clients.  Be sure to indicate how many files were reviewed and the names of individuals interviewed.  When reviewing client information, do not record any personal information unless it is necessary to follow up on a potential finding or concern.  Be sure to return all files and records to agency staff in substantially the same condition they were received (e.g. re-file in the proper place, any papers removed from a file for copying or other purposes).  

D. 
Debriefing Meeting. (Exit Conference).  If appropriate, at the end of the review meet with relevant agency staff to discuss general findings of the review.  The purpose of the debriefing is to present preliminary results, to provide an opportunity for the agency to correct any misconceptions or misunderstandings, to obtain additional information to clarify findings of the review and to provide an opportunity for agency staff to report on any steps they are already taking to address any identified deficiency.  At the end of the meeting there should be a clear understanding of the areas of agreement and/or disagreement, any additional information that is required or that the agency wishes to submit prior to the monitoring letter and the timeframe for submitting that information.

E. Completion of Monitoring Reports/Checklists.  Complete all required report forms or checklists.  If appropriate, prepare a narrative describing the monitoring visit.  These reports should be prepared as soon as possible after the monitoring visit, when information is still clear and fresh.  These reports should be completed no more than five (5) working days after the site visit.
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F.
Monitoring Letter.  Feedback is a critical part of monitoring.  If the agency is doing well, it deserves recognition of its success.  If the agency is experiencing problems or failing to comply with regulations, these deficiencies need to be described along with recommendations or requirements for improvement.  The monitoring letter is a written 

record and notification of what was found during the review.  Monitoring letters should be mailed to agencies within thirty (30) days of the last site visit.  The letter should identify all deficiencies identified, whether they are “Findings” or “Concerns”, the corrective action(s) required and the time frame within which these actions must be taken and reported back to the contract manager.

· Finding.  A Finding is a violation of law or regulation that can result in a sanction.  Identification of a Finding must include required actions to correct the violation, the timeframe within which the violation must be corrected, and the potential sanction if the violation is not corrected.  Agencies are required to respond in writing to demonstrate adequate resolution of all Findings.  Findings remain “open” until such documentation is received.  Findings cannot be “cleared” until the documentation is in the project file.
· Concern.  A Concern is a matter which, if not properly addressed, may become a finding and result in a sanction.  Identification of a Concern should include a recommended action to correct the issue.  HUD does not require that agencies respond in writing to Concerns.  However, contract managers may require such a response if it is deemed appropriate.

All correspondence between the City and the agency, regarding monitoring, should be prepared and signed by the contract manager.  If a fiscal monitoring is carried out by fiscal staff as part of a larger monitoring, this information should be included as part of the monitoring letter rather than a separate submission.  If only a fiscal monitoring is carried out, the contract manager should still prepare the monitoring letter and oversee follow-up by the agency.  Therefore, fiscal staff should provide copies of their reports/checklists/narratives to contract managers as soon as they are prepared.

G.
Documentation. The contract file should include copies of all relevant materials to document the monitoring that was conducted and that all identified Finding were cleared.  Copies of monitoring reports/checklists, narratives and all correspondence between the City and the agency should be included in the contract file.  If a fiscal monitoring was conducted by fiscal staff, a copy of those reports should also be included in the contract file.                                                               
[image: image1.png]


ATTACHMENTS

Attachment 1

Risk Assessment Checklist

	Subrecipient
	
	Funding Source: 

Mark all that apply

	
	
	 FORMCHECKBOX 
 CDBG

	Contract

Manager
	
	 FORMCHECKBOX 
 ESG

	Contract Number
	
	 FORMCHECKBOX 
 HOME

	Fiscal Year
	
	 FORMCHECKBOX 
 HOPWA

	
	
	 FORMCHECKBOX 
 General Fund

	
	
	 FORMCHECKBOX 
 Other: 

	Questions
	Mark Yes or No
	Rating

	Is this the first time the agency has contract with the City? 

(Yes=3  No=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Is this a new activity for the agency?
(Yes=2  No=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Has the agency successfully completed this activity in prior years?
(Yes=0  No=1)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Does the agency have any unresolved audit findings?

(Yes=1  No=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Has the agency experienced recent turnover in staff responsible for conducting the City funded activity?

(Yes=1  No=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Has the agency corrected any issues or findings from previous monitoring visits?

(Yes=0  No=2  NA=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No  

N/A   FORMCHECKBOX 

	

	Has the agency consistently met performance goals in prior year’s activities?

(Yes=0  No=2  NA=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No  

N/A   FORMCHECKBOX 

	

	What is the amount of the contract?

($1 to 25,000=0,  $25,001 to 200,000=1  $200,001 to 500,000=2  Over $500,001=3)
	
	

	Are reports and billings submitted in a timely manner?

(Yes=0  No=1)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Is there evidence that the agency is experiencing cash flow problems (e.g. requesting expedited reimbursements)? 

(Yes=2  No=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Is there other information available, which may indicate a need for more frequent monitoring of the activity?

(Yes=1  No=0)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
	

	Total Rating
	
	

	If rating is 5 or higher, an on-site monitoring should be scheduled within 3 month of this assessment date. 

                                                 
	
	

	Signature:


	Date:

	Title




Attachment 2

Desk Monitoring Checklist

	Subrecipient 
	
	Funding Source: 

Mark all that apply

	
	
	 FORMCHECKBOX 
 CDBG

	Comtract

Manager
	
	 FORMCHECKBOX 
 ESG

	Contract Number
	
	 FORMCHECKBOX 
 HOME

	Fiscal Year
	
	 FORMCHECKBOX 
 HOPWA

	
	
	 FORMCHECKBOX 
 General Fund

	
	
	 FORMCHECKBOX 
 Other: 

	Progress Reports

	Are progress reports submitted in a timely manner and at the frequency specified in the contract?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Do progress reports include all information required by the contract?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does the information provided in the progress reports demonstrate that the project is being carried out within the scope of services of the contract?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If no, are all activities being carried out eligible for funding?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does it appear that the project will be completed on time?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	What percent of the project is complete?
	

	What percent of the project year has passed?
	

	If income and demographic information on clients is required, does the information demonstrate that the program is serving the intended clientele?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

N/A   FORMCHECKBOX 


	If performance measure reporting is required, does the information demonstrate that the program is meeting its performance objectives?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

N/A   FORMCHECKBOX 


	Draw Down Requests

	Are draw down requests submitted in a timely manner?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are draw down requests complete (do they include all required documentation and is the math correct)?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are any budget line items over expended?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, has the agency requested an adjustment to the budget line items?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Do any of the draw down requests include ineligible costs or costs, which were not included in the contract budget?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Has the agency indicated any cash flow problems (e.g. requesting expedited payment)?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No


	Prior Monitorings/Audits

	Were any findings or concerns identified in previous monitorings or audits, if required?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, have these been successfully resolved?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Other Regulations

	Are there any other federal or local regulations with which the project is required to comply?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If Yes, specify:

	Is documentation, demonstrating compliance, in the project file?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Comments:

	Have any potential problems been identified?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If Yes, specify:



	What steps will be taken to resolve these issues?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Signature: 


	Date:

	Title:


	


Attachment 3a

On Site Program Monitoring Checklist – General

	Subrecipient 
	
	Funding Source: 

Mark all that apply

	
	
	 FORMCHECKBOX 
 CDBG

	Contract

Manager
	
	 FORMCHECKBOX 
 ESG

	Contract Number
	
	 FORMCHECKBOX 
 HOME

	Fiscal Year
	
	 FORMCHECKBOX 
 HOPWA

	
	
	 FORMCHECKBOX 
 General Fund

	
	
	 FORMCHECKBOX 
 Other: 

	Questions
	Mark Yes or No

	Are the activities being undertaken by the agency consistent within the scope of work per the contract?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is the scope of work being carried out in a timely manner (consistent with the timeline of the contract)?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is the agency tracking information on performance indicators identified in the contract?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are they meeting their goals for performance?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is the agency maintaining adequate records for the project, as required by the contract?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are written progress reports submitted, as required by the contract?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is information at the agency consistent with written progress reports?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Do the project files include documentation of procurement procedures used to purchase goods and services and/or hire consultants?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Did the agency purchase any non-disposable equipment with City funds?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, is it on site and in working order?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is it cared for in such a way as to adequately protect it from damage or theft?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are inventory records maintained documenting necessary information on the equipment?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Signature: 


	Date:

	Title:


	


NOTE: All projects require the General Checklist along with a checklist for each federal funding source
Attachment 3b

On Site Program Monitoring Checklist - CDBG

	Project Name
	
	Funding Source: 

Mark all that apply

	Agency
	
	 FORMCHECKBOX 
 CDBG

	Project Manager
	
	 FORMCHECKBOX 
 ESG

	Contract Number
	
	 FORMCHECKBOX 
 HOME

	Fiscal Year
	
	 FORMCHECKBOX 
 HOPWA

	Contract Dates
	
	 FORMCHECKBOX 
 General Fund

	
	
	 FORMCHECKBOX 
 Other: 

	Questions
	Mark Yes or No

	Does the project, as implemented, meet the National Objective identified?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If the National Objective is limited clientele, housing, or job creation and retention activities are records maintained confirming that clients are income eligible?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Do records confirm that clients are income-eligible and are they consistent with information provided in progress reports?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is required client demographic information being collected?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is information in files consistent with that provided in progress reports?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is the project, as implemented, carrying out an eligible activity?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is the agency maintaining records for four years, after completion of the contract, as required?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is other required regulatory documentation maintained in the files?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Which files were reviewed?

	Are there applicable cross-cutting regulations? 
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Which were reviewed?
	

	What were the results?
	

	If equipment was purchased with CDBG funds, is it only being used for CDBG eligible activities?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	How was that determined?

	Signature: 


	Date:

	Title:


	


Attachment 3c
On Site Program Monitoring Checklist - HOME Rental Review

	Project Name
	
	Funding Source: 

Mark all that apply

	Agency/
Sub-recipient
	
	 FORMCHECKBOX 
 CDBG

	Project Manager
	
	 FORMCHECKBOX 
 ESG

	Contract Number
	
	 FORMCHECKBOX 
 HOME

	Fiscal Year
	
	 FORMCHECKBOX 
 HOPWA

	Contract Dates
	
	 FORMCHECKBOX 
 General Fund

	Project Sponsor:
	
	 FORMCHECKBOX 
 Other: 

	IDIS Number
	

	Project Type
	

	No. of HOME Units:
	
	Total HOME
	$
	Subsidy/unit
	$

	Questions

	24 CFR 92.206 Eligible Project Costs                                                      
	Mark Yes or No

	Are costs paid by HOME funds clearly identified?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are all costs eligible?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Note on Costs:

	24 CFR 92.250 Maximum Subsidy and Subsidy Layering

	Maximum Per Unit Subsidy:

	Number of Bedrooms
	Subsidy per Unit
	Maximum Per Unit

1/1/98 Guidelines
	Within Guidelines



	0
	
	$66,366
	

	1
	
	$72,636
	

	2
	
	$88,326
	

	3
	
	$114,263
	

	4
	
	$125,425
	

	Questions (cont.)
	Mark Yes or No

	Layering Guidelines

	Were layering guidelines applied?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is Layering Analysis in the file and complete?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	24 CFR 92.252   Affordability

	Does rent include utilities?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If no, then calculate "rent" below as the unit rent plus utility allowance.
	

	Are rents within HOME High limits?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are all current occupants at or below 80% AMI?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Five or more HOME units?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, are at least 20% of the units at rents within HOME low rents?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are occupants at or below 50% AMI?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Has owner re-examined Tenant Incomes yearly?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If no, how often?

	If period of affordability is 10 years or more, has owner re-examined Tenant Incomes by reviewing source documents every 6th year?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Period of Affordability

	Is the Project New Construction?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Is yes, is the period of affordability at least 20 years?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If not new construction, does the period meet table below?
	

	HOME $ per unit
	Min Period of Affordability

	< $15,000
	5 years

	$15-40,000
	10 years

	>$40,000
	15 years

	Is the period of affordability enforced by a deed restriction?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	24 CFR 92.253  Tenant Protections

	Was the lease reviewed to make sure it was compliant with regulations?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	At least one year?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	No prohibited terms.
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Good cause to terminate or fail to renew?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If lease has changed, were changes reviewed and approved for compliance?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Were tenant selection criteria reviewed for compliance?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	24 CFR 92.504(c)(3)  PJ Responsibilities: Written Agreements

	Is there a detailed written agreement with the developer setting out timelines, budget and describing the use of HOME funds?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does the agreement set the initial affordable rents, set the period of affordability and require repayment of HOME funds if the project does not meet affordability requirements during the period of affordability?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does the duration of the agreement equal the period of affordability?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does the agreement require compliance with HQS and lead-based paint requirements?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If 5 or more HOME units, does the Agreement set out Affirmative Marketing requirements?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If it is a CHDO project does the agreement comply with 92.300 and 92.301?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	24 CFR 92.504(d)  PJ Responsibilities: On Site Inspections

	Number of HOME-Assisted Units

	Number of HOME Units
	On-Site Inspection Every 



	1-4
	3 years

	5-25
	2 years

	26+
	1 year

	Have HQS Inspections been performed pursuant to schedule?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If no, how often?

	Have affordable rent schedules and tenant income information been verified on-site pursuant to schedule?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If no, how often?

	Other Federal Requirements

	Are units affirmatively marketed pursuant to 24 CFR 92.351 and pursuant to Portland’s Affirmative Marketing Plan?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If no, corrections needed:

	Environmental Review:  24 CFR 92.352

	Was review performed before commitment of funds and documented in file?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If no, corrections needed:

	Displacement, Relocation & Acquisition:  24 CFR 92.353

	Did project trigger URA?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, is documentation in the file to show compliance?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Labor:  24 CFR 92.354 (Davis Bacon)

	12 or more HOME units?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, continue:
	

	Does construction contract contain wage provisions implementing prevailing wage requirements?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does project file document compliance and show evidence of monitoring?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Comments or notes:

	Signature: 


	Date:

	Title:


	


NOTE: All projects require the General Checklist along with a checklist for each federal funding source.

Attachment 3d

On Site Program Monitoring Checklist - HOPWA

	Project Name
	
	Funding Source: 

Mark All that apply

	Agency
	
	 FORMCHECKBOX 
 CDBG

	Project Manager
	
	 FORMCHECKBOX 
 ESG

	Contract Number
	
	 FORMCHECKBOX 
 HOME

	Fiscal Year
	
	 FORMCHECKBOX 
 HOPWA

	Contract Dates
	
	 FORMCHECKBOX 
 General Fund

	
	
	 FORMCHECKBOX 
 Other: 

	Project Compliance
	Mark Yes or No

	Is project an eligible activity?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Basis of eligibility:

	Are support services required and provided?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If Community Residence, are certifications in place?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Documentation reviewed:

	Are health services reimbursed?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, are these funds of last resort?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Client eligibility (HIV/AIDS and Income) documented?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Notes and documentation reviewed:
	

	Confidentiality systems in place and working?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Housing Activity Compliance
	

	HQS Standards enforced?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Documentation Reviewed:

	Minimum Use Period Established by Instrument? 
(10 yrs for new const/rehab, 3 years for non-substantial rehab)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Resident Rent Payment in Compliance? (30% of Income)
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Documentation Reviewed:

	Termination Procedures Comply with 24 CFR 574.310(e)?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does Project Provide short-term supported housing?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If yes, does project adhere to timelines under 24 CFR 574.330?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Signature: 


	Date:

	Title:


	


NOTE: All projects require the General Checklist along with a checklist for each federal funding source
Attachment 4

Small Contract Fiscal Monitoring Checklist

Do not use this form for contracts over $100,000.  Any monitoring for a contract 

totaling over this amount must be scheduled for and carried out by the fiscal team.

	Project Name
	
	Funding Source: 

Mark all that apply

	Agency
	
	 FORMCHECKBOX 
 CDBG

	Project Manager
	
	 FORMCHECKBOX 
 ESG

	Contract Number
	
	 FORMCHECKBOX 
 HOME

	Fiscal Year
	
	 FORMCHECKBOX 
 HOPWA

	Contract Dates
	
	 FORMCHECKBOX 
 General Fund

	
	
	 FORMCHECKBOX 
 Other: 

	Questions
	Mark Yes or No

	Budget:

	Is the project operating within the contract budget?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are any budget line items over expended?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Personnel:

	Are time records maintained for staff which distinguish between funded and non-funded programs?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are all time records signed by the staff person and authorized by a different person?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Has the most recent payment of payroll taxes been made?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Invoices:

	Are files of all requests for payment, including back-up documentation and proof of payment, maintained?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Accounting Records:

	Are accounting records maintained to distinguish between funded and non-funded programs and the various funding sources within funded programs?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Are bank statements reconciled regularly?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does the agency maintain a general ledger or journal?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	If not, how are records maintained?
	

	If agency received an advance or receives program income, are records maintained to account for all funds?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Does the agency have adequate procedures for receipt and expenditure of funds to protect from loss or theft?
	 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

	Signature: 


	Date:

	Title:


	


Attachment 5

FISCAL MONITORING CHECKLIST

AGENCY:  ________________________________________________________
CONTRACT MONITORED:  __________________________________________
FUNDING SOURCE(S):__________________          DATE:  _________________







YES
NO

COMMENTS

1. Is project within budget?  Are the

line items being followed?

___
___
________________________

2.
Do accounting records identify use

of BHCD funding sources by

resources (CDBG, HOME, HOPWA

HOPWA, ESG, etc.)?


___
___
________________________

3.
If both CDBG and non-CDBG


activities are undertaken, are


appropriate time records kept?

___
___
________________________

4.
If recordkeeping and financial


systems were reviewed, were any


problem noted?  Attach completed


Financial Review Form & note any


problem here.



___
___
________________________

5. Are accounting records supported 

by source documentation 

(receipts, contracts, etc.).

___
___
________________________

6. Are costs for services/purchased


goods reasonable?


___
___
________________________

7. Does financial data sampled 


reconcile with report?


___
___
________________________

8. Are drawdown requests in excess


of needs?



__
___
________________________

9. If applicable, is program income

accounted for?  Is it used according

to contract?



___
___
________________________

10. If there was and advance, has a 

separate interest bearing account

been set up?



___
___
________________________

11. If indirect cost is charged, does 

agency have an indirect cost allocation

plan?




___
___
________________________


12. Are procurement/subcontracting

requirements in the contract being


followed?




___
___
________________________

13.
Note any evidence of potential 


conflicts of interest.


___
___
________________________

14.
Are adequate property records


maintained to identify CDBG property  

       and assets.  Are adequate safeguards 


in place for preventing loss, damage


or theft of property?


___
___
________________________

15.
Have the audit requirements of the


contract been meet?  What is the date


of the last audit?



___
___
________________________

16.  Do agency prepare a monthly financial


report?




___
___
________________________

17.
Does the
financial statements show


a sound financial
status? 

___
___
________________________

Signature








Date

Title
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