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Guide for Review of S+C Program


	

	In accordance with program regulations promulgated by HUD at 24CFR, Part 582 all SPC Grantees will have an on-site review of their program.  Project monitoring is an ongoing process of reviewing a grantee’s performance in meeting goals, identifying program deficiencies, and of enhancing management capacity through technical assistance or other corrective actions.



	Organization
	 

	

	DCA Reviewer(s)
	Phillis Thomas
	Person(s) Interviewed
	 

	

	

	HUD Grant Number(s)
	DCA Grant Number(s)
	Grant begin date
	Grant end date

	
	
	
	

	
	
	
	


	1.  Who is in charge of the day-to-day administration of the program?
	


	2.  Last Review/date 


	

	Summary of Findings/Concerns:  


	3.  Current Review/date

	

	Summary of Findings/Concerns:  




	4.  Finding’s Letter Mailed                5.  Response from Sponsor/date        6.  Response is accepted as submitted

	 
	     
	              Yes (       No(                              


	Reviewer’s Signature:
	Date:  


Project Progress

	1.   Is the number of units for which rental assistance is currently provided consistent with the approved application for the point in time of the grant term for the period being reviewed? [24 CFR 582.410 (a) and, if applicable, grant agreement amendments]
	  Yes (       No (                              


	Shelter Plus Care - Contract

	SRO
	0 BR
	1 BR
	2BR
	3BR
	4BR
	5BR
	Participants
	 Family Members

	
	
	
	   
	
	
	
	
	

	In Production as of date of review

	SRO
	0 BR
	1 BR
	2BR
	3BR
	4BR
	5BR
	Participants
	Family Members

	
	
	
	
	
	
	
	
	

	


	2.   Is sponsor submitting reimbursement request in a timely manner?  Is the rate of draw downs consistent with the point-in-time expenditures for the grant term?

	  Yes (       No (                              


	Describe Basis for conclusion:


Housing
	1.   Was each housing unit physically inspected by DCA to meet Housing Quality Standards (HQS) prior to providing rental assistance? [24 CFR 582.305(a)]
	  Yes (       No (                              


	2.   Review the S+C sponsor’s client records, which show the amount of monthly rent.  In reviewing these rents against documented comparable rents in the area, are the rents reasonable? [24 CFR 582.305]
	  Yes (       No (                              


	 Describe Basis for conclusion:


Program
	1.   Does the sponsor have procedures for participant to enter into an occupancy agreement for a term of at least one month?  Is the occupancy agreement automatically renewable upon expiration, except on prior notice by either party?  
	  Yes (       No (                              


	2.   Does the sponsor have procedures for termination and due process? [24 CFR 582.320]
	  Yes (       No (                              


Program
	3.   If clients have been terminated, does a review of the terminated participant files show that the minimum due process requirements for termination were followed? [24 CFR 582.320]
	 Yes (    No (    N/A (                        


	4.   Are the rents being charged accurately calculated?  [24 CFR 582.310]
	 Yes (    No (    N/A (                        


	5.   Do the client files include the supporting documentation used in preparing the rent calculation form? [24 CFR 582.310]
	 Yes (    No (    N/A (                        


	6.   Do the rent records indicate that the rents are re-examined at least annually? [24 CFR 582.310]
	 Yes (    No (    N/A (                        


	 Describe Basis for conclusion:


Participant files
	# of Files Reviewed
	Participant ID #
	Date Entered Program
	Exit Date, if applicable
	File is complete with appropriate homeless, disability, income, occupancy and other housing information                

	 
	
	 
	 
	        Yes (    No (    N/A (                           

	 
	
	 
	 
	        Yes (    No (    N/A (                           

	
	
	 
	 
	        Yes (    No (    N/A (                           

	
	
	 
	 
	        Yes (    No (    N/A (                           

	
	
	 
	 
	        Yes (    No (    N/A (                           

	
	
	 
	 
	        Yes (    No (    N/A (                           


	 Describe Basis for conclusion:


Participant files
	1.   Do the participant file reviewed adequately document that the individuals or families were homeless prior to entry? [24 CFR 582.5] and the S+C Desk Guide, “Eligible Participants”]
	  Yes (       No (                              


	2.   Participant files reviewed adequately document the homeless individuals’ disabilities? [24 CFR 582.5] and the S+C Desk Guide, “Disabilities”]
	  Yes (       No (                              


	3.   For the projects reviewed, are clients coming from the target population (e.g., serious mental illness, chronic substance abuse problem, AIDS and related diseases)? [24 CFR 582.5]  The participants served are the ones identified in the approved grant agreement?  Yes (       No (                              
	  Yes (       No (                              


	4.   Participant files reviewed adequately document the homeless individuals’ very low-income status? [24 CFR 582.5] 
	  Yes (       No (                              


	5.   Participant files reviewed adequately document completed Individual Service Plans (ISP) supported by ongoing assessment of service needs? [24 CFR 582.5]
	  Yes (       No (                              


	6.   For each of the projects reviewed, is there at least one homeless person or formerly homeless person participating on the Board of Directors or other equivalent policy-making entity? [24 CFR 582.300]
	  Yes (       No (                              


	  Describe Basis for conclusion:


match documentation
	7.   For the project year being reviewed, enter the amount of S+C rental assistance expended in column 2 and the value of supportive services provided to participants in column 3.  Place an “X” in the appropriate “Yes” or “No” in column 4 to show whether the program participant is on track to meet its match.

	Year
	S+C Rental Assistance Amount Expended
	Value of Supportive Services
	Match on Track *

	
	
	
	Yes     
	No 

	1.
	
	
	
	

	2
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	


	Year
	S+C Rental Assistance Amount Expended
	Value of Supportive Services
	Match on Track *

	
	
	
	Yes        
	No 

	6.
	
	
	
	

	7.
	
	
	
	


*On-site review is for the purpose of verifying that the grantee’s records adequately support the match amounts in the Annual Program Report.
	  Describe Basis for conclusion:


grant management
	1.   What is the sponsor’s system or procedure for ensuring that S+C funds are used in accordance with all program requirements?
	  Yes (       No (                              


	  Describe Basis for conclusion:


financial management
	1.   Does the sponsor have written procedures covering the recording of transactions, an accounting manual and a chart of accounts? [24 CFR 582.340(a), 24 CFR Part 84,    24 CFR Part 85]
	  Yes (       No (                              


	2.   Does the sponsor have written policy covering the authority for approving financial transactions? [24 CFR 582.340(a), 24 CFR Part 84, 24 CFR Part 85]
	  Yes (       No (                              


	3.   Does the sponsor have written procedures regarding the maintenance of accounting records? [24 CFR 582.340(a), 24 CFR Part 84, 24 CFR Part 85]
	  Yes (       No (                              


	4.   Are the sponsor’s fiscal records and valuables secured in a limited-access area? [24 CFR 582.340(a), 24 CFR Part 84.21, for nonprofits; 24 CFR Part 85.20(b)(3) for governmental units]
	  Yes (       No (                              


	5.   Does the sponsor identify expenditures in its accounting records according to eligible activities identified in the grant agreement? [24 CFR 582.410 and 24 CFR 582.340(a)] 
	  Yes (       No (                              


financial management
	6.   Do the fiscal records provide evidence that the grantee has effective internal control over, and accountability of, all grant funds? [24 CFR 582.340(a) and 24 CFR 85.20(a)(3)] 
	  Yes (       No (                              


	7.   Does a review of the selected sample transaction records indicate that grant expenditures were eligible costs? [24 CFR 582.100-115, 24 CFR 582.340(a) and OMB Circulars A-87 and A-110] 
	  Yes (       No (                              


	8.   Are the financial transactions drawn for this review supported by adequate source documentation, e.g., invoices, contracts, or purchase orders? [24 CFR 582.340(a) and 24 CFR 85.24, 24 CFR Part 85]
	  Yes (       No (                              


	9.   Are journal entries for expenditures clearly explained and reviewed by some form of checks and balance system?
	  Yes (       No (                              


	10.  Is there evidence that the staff duties are separated so that no one individual has complete authority over an entire financial transaction? [24 CFR 582.340(a), 24 CFR Part 84.21, 24 CFR Part 85.20(b)(e)]
	  Yes (       No (                              


	11.  Are the duties for administrative personnel defined by job descriptions that reflect eligible administrative costs? [24 CFR 582.105(e)]
	  Yes (       No (                              


	12.  For employees working solely on the S+C program, are charges for their salaries and wages supported by periodic certifications that the employees worked solely on that program for the period covered by the certification? [OMB Circular A-87]
	Yes ( No ( N/A(                          


	13.  For employees working on multiple activities or cost objectives, are charges for their salaries and wages supported by personnel activity reports or equivalent documentation, which meet the requirements of the Circular? [OMB Circular A-87]
	Yes ( No ( N/A(


	14.  Does a random selection of administrative costs reflect the disbursement of any grant funds for ineligible S+C administrative costs? [24 CFR 582.105(e) and 24 CFR 85.20(b)(5)]
	Yes (       No (


	15.  Information provided on reimbursement request match original invoices and canceled checks?
	Yes (       No (


	16.  Agency provided a copy of most recent audit?
	Yes (       No (


	  Describe Basis for conclusion:


documentation  on file to support spc reimbursement request
	Reimbursement Date
	Participant ID
	Rental Amount on Tenant Worksheet 
 
	Participant rental share listed on Reimbursement Request

 
	Lease and canceled check(s) on file to support request
	Utility amount
	Invoices and canceled check(s) on file to support utility request

	
	
	
	
	Yes (     No (
	 
	 Yes (     No (

	
	
	
	
	Yes (     No (
	 
	Yes (     No (

	
	
	
	
	Yes (     No (
	 
	Yes (     No (

	
	
	
	
	Yes (     No (
	 
	Yes (     No (

	
	
	
	
	 Yes (     No (
	 
	Yes (     No (


	Describe Basis for conclusion:


documentation  on file to support spc/esg reimbursement request
	Approved Supportive Service                             

ESG Application
	Reimbursement Request #
	Item requested
	Amount
	Original invoice and canceled check(s) on file to support request

	 
	 
	 
	 
	 Yes (     No (

	
	
	
	
	 Yes (     No (

	
	
	
	
	 Yes (     No (

	
	
	
	
	 Yes (     No (

	
	
	
	
	Yes (     No (

	Describe Basis for conclusion:


homeless management information systems (hmis)
	1.   Agency is actively participating in the state’s collaborative Pathways/HMIS. 
	  Yes (       No (                              


	2.   Agency has implemented the required Housing Support Standards, including status indicators, barriers and goals.  
	  Yes (       No (                              


	  Describe Basis for conclusion:


Policies and procedures – Suggest manual to address the following:
	1.   Occupancy Agreements [24 CFR 582.315] 
	  Yes (       No (                              

	2.   Homeless determination and documentation [24 CFR 582.305]
	  Yes (       No (

	3.  Disability determination and documentation [24 CFR 582.305]
	  Yes (       No (

	4.  Housing Quality Standards [24 CFR 582.315]
	  Yes (       No (

	5.  Outreach Activities [24 CFR 582.325]
	  Yes (       No (

	6.  Matching requirements [24 CFR 582.110]
	  Yes (       No (

	7.  Client rent [24 CFR 582.310]
	  Yes (       No (

	8.  Termination of Assistance [24 CFR 582.320]
	  Yes (       No (

	9.  Nondiscrimination and Equal Opportunity Requirements [24 CFR 582.330]
	  Yes (       No (

	10. Records and Reports.
	  Yes (       No (

	10. Tenant selection criteria and scope of services to be provided
	  Yes (       No (

	11. Memorandum of Understanding with housing and supportive service providers
	  Yes (       No (


	  Describe Basis for conclusion:











PAGE  
3
Guide for Review of S+C Program
Revised September 2009                                                                                                                                                                                                              



