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Common Rule Compliance Checklist

I.
Standards for Grantee Financial Management Systems

	
	
	Yes
	No
	N/A
	Notes

	A.
	Records to identify the source and application of funds: (including the local matching share and private investment)


	
	
	
	

	
	· Is there a cash receipts journal? 

If so, is it current?  Record date and amount of most recent transaction. 

___________________________


	
	
	
	

	
	· Is there a cash disbursement journal?  If so, is it current?  Record date and amount of most recent transaction. ___________________________
	
	
	
	

	
	· Is there a general ledger? If so, is it current?  Record most recent date and balance.

___________________________
	
	
	
	

	
	· Are all CDBG related transactions recorded in the grantee’s general ledger?


	
	
	
	

	
	· Are audit trails provided that permit tracing of any transaction back to the original source document and forward to summary records?
	
	
	
	

	
	· What is the total amount of CDBG funds deposited? ____________________
	
	
	
	

	
	· What is the total amount of local match deposited? ________________


	
	
	
	


	
	
	Yes
	No
	N/A
	Notes

	
	· Do deposits equal expenditures?

Total CDBG:   __________
Total Local:    __________

Total Checks: __________

Balance:         ___________


	
	
	
	

	
	· If there is a difference, please explain. 
	
	
	
	

	
	· Were CDBG or ARC funds held for more than 14-16 days?

· If so, why?


	
	
	
	

	B.
	The effective control over and accountability for all funds, property and assets:
	
	
	
	

	
	· Are there dual signatures on checks?


	
	
	
	

	
	· Are signature stamps used?


	
	
	
	

	
	· If yes, does one person have access to both signatures?


	
	
	
	

	
	· Are signature stamps locked up securely?
	
	
	
	

	
	· Are checks numbered consecutively and all accounted for?
	
	
	
	

	
	· Are blank checks unsigned?
	
	
	
	

	
	· Are unused checks kept in a secure area?
	
	
	
	

	
	· Are voided checks defaced?


	
	
	
	

	C.
	Proper supporting documentation of accounting records:
	
	
	
	

	
	· Is there prior approval of invoices before payment, as evidenced by initial of grantee staff on invoice?


	
	
	
	

	
	· Are invoices coded with the grant name and number or the general ledger account code?
	
	
	
	

	
	· Do invoices include a description of the service being performed or the goods purchased, identification of the vendor, the unit price where appropriate, and the total cost to be charged to the CDBG program?
	
	
	
	


	
	
	Yes
	No
	N/A
	Notes

	
	· For professional services contracts, do invoices make detailed references to contract’s scope of services and do invoices specify what percentage of each project task has been accomplished?


	
	
	
	

	
	· Are there any unresolved audit or monitoring findings?  If so, why?
	
	
	
	

	
	· Are bank statements reconciled monthly by grantee staff?

· If not, why?
	
	
	
	

	
	· On projects involving private funds, is there evidence of private expenditure?
	
	
	
	


II. Matching Share

	A.
	Is matching share required?
	
	
	
	

	
	· Does match requirement include cash?
	
	
	
	

	
	· Does match requirement include in-kind?
	
	
	
	

	
	· Were both cash and in-kind match posted to the general ledger on a monthly basis?
	
	
	
	

	B.
	Are in-kind contributions valued in the following way:
	
	
	
	

	
	· Is the value of donated property being properly charged to the grant?
	
	
	
	

	
	· Was the value properly determined?

(For space, the value may not exceed fair market value of comparable space in the same locality.  For non-expendable personal property, the value may not exceed the fair market for equipment of the same age and condition.  For loaned equipment, the value may not exceed the fair rental value.)
	
	
	
	


	
	
	Yes
	No
	N/A
	Notes

	
	· Is there evidence that grantee obtained approval of rates from ADECA prior to usage?
	
	
	
	

	
	· Are personnel charges supported by time and attendance records that accurately reflect all hours worked by the employee and are attendance records signed by the employee and the supervisor?
	
	
	
	

	C.
	Are volunteer services recorded to show:
	
	
	
	

	
	· The same information kept for volunteer services as is kept for grantee employees?
	
	
	
	

	
	· The basis for valuation of personal services, material, equipment, buildings, and land?
	
	
	
	


III. Program Income

	A.
	Does grantee have any program income?  If so, is it properly documented and recorded?
	
	
	
	

	B.
	If program income is designated for a grant project, are the receipt and expenditure of receipts part of grant project transactions?
	
	
	
	

	C.
	Is program income recorded in accounting records?
	
	
	
	

	D.
	Does program income exceed $25,000 in any one fiscal year?  If so, have funds been remitted to the state?
	
	
	
	

	E.
	What is the total amount of interest earned on CDBG  funds?  _________

If this amount was over $100, has it been returned to the state?
	
	
	
	


IV. Amendments

	A.
	If applicable, were local amendments done in accordance with state criteria?
	
	
	
	

	B.
	If applicable, were formal amendments approved by the state as required?
	
	
	
	


V. Property Management

	A.
	If CDBG funds were used to acquire non-expendable personal property, is a copy of the completed PMU1 form on file in the community and has an executed copy been submitted to ADECA?
	
	
	
	

	B.
	Is grantee aware that any property acquired with CDBG funds may not be sold or otherwise disposed of without prior written approval from ADECA?
	
	
	
	


VI. Procurement Standards

	A.
	Does grantee have written and adopted procurement policies which include the state bid law, the public works law, and purchases not subject to the state bid law, (i.e., professional services procurement and small purchase procedures)?
	
	
	
	

	B.
	Do procurement policies specify who has the authority to initiate purchase requests and enter into contracts?
	
	
	
	


VII. Records Retention

	A.
	Is the grantee aware that all CDBG records must be retained for five years past notification by the State that the grant has been closed or all audit findings have been resolved, whichever is longer?
	
	
	
	


VIII. Special Assessments

	A.
	Are CDBG funds used to pay the special assessment on behalf of all low and moderate income property owners?
	
	
	
	

	B.
	Does the grantee collect funds through special assessments made against low and moderate income owner occupants where the special assessments are used to recover all or part of the non-CDBG, non-match portion of the public improvement?  (These assessments do not constitute program income.) 
	
	
	
	

	C.
	Are assessments of high income households not used in construction costs recorded as program income (water and sewer authority records)?  If so, have they exceeded $25,000?
	
	
	
	

	D.
	Does the grantee collect funds through special assessments made against low and moderate income owner occupants where the special assessments are used to recover all or part of the CDBG, portion of the public improvement?  (These assessments do not constitute program income.) 
	
	
	
	

	E.
	What is the total amount of program income collected through special assessments in a single year?  _________


	
	
	
	

	F.
	If this amount was $25,000 or more and received in a single year, has it been returned to the state?
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