CONTRACT FILE CHECKLIST

	
	
	Funding Source: 

Mark all that apply

	
	
	 FORMCHECKBOX 
 CDBG

	Contract Manager
	     
	 FORMCHECKBOX 
 ESG

	Contractor
	     
	 FORMCHECKBOX 
 HOME

	Contract Number
	     
	 FORMCHECKBOX 
 HOPWA

	Fiscal Year
	     
	 FORMCHECKBOX 
 General Fund

	
	
	 FORMCHECKBOX 
 Other: 



	Requirements:
	Initial as completed/Received

	HDS Set Up
	

	Contract and Budget
	

	
Amendment No. ________________
	

	
Amendment No. ________________
	

	A-133 Audit – if applicable
(Note: this audit is necessary if the contractor expended more $500,000 in federal funding in a fiscal year.)
	

	Indirect Cost Plan – if applicable
(Note: accounting information, bills, invoices, and audits including A133 are located in the Accounting files.)
	

	Con Plan Amendment
	

	Compliance Documentation

	Cost Reasonableness Checklist
	

	Risk Assessment Checklist
	

	Desk Monitoring Checklist
	

	Small Contracts Fiscal Monitoring Checklist (if applicable)
	

	Progress Reports: Monthly  FORMCHECKBOX 
  Quarterly  FORMCHECKBOX 

	

	Site Monitoring Needed:    FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	

	Fiscal Staff Monitoring Needed:  FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	

	Invoices: Reviewed & Initialed
	

	Close-Out

	Close-Out Activities Reviewed & Completed
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