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Objectives:

· To review and analyze the contractor’s spending levels for cost reimbursement contracts in relation to the contract budget and the number of participants enrolled in the program.  

· To ensure that the expenditures reported are detailed in the contract budget and that the reported expenditures do not exceed the line item budgets.   
· To review and analyze the contractors’ reported benchmark payments for performance-based contracts in relation to the contract budget.

Review:

Prior Desk Review reports

Contract and line item budget

Contract benchmarks

Procedures:

For Cost Reimbursement Contracts:

1. Set up a spreadsheet listing the individual line items allowable per the contract and the line item budget limits.  There should be a column for each voucher received along with a cumulative total of reported expenditure per line item.   See Exhibit 1.


2. When a voucher is received insert the reported totals per line item on the above spreadsheet.
3. If contract covers more than one funding source and/or cost category (in/out youth) include lines on the spreadsheet to record the breakdown of the reported expenses.   
4. Compare the reported total per line item to the line item budget.  If the budget has been exceeded contact the contractor regarding a budget modification if appropriate. 

5. Ensure that any adjustments required based on the prior Desk Review have been made.

6. Examine the reported expenditures to ensure that they are allowable per the contract budget.

7. If support documentation is required to be submitted with the voucher, review the documentation to determine if it is sufficient to support the reported expenditures.  Items of interest would include, but not be limited to, date expense was incurred, invoice totals, and description of items.


8. Meet with your Program Staff Monitors to determine if the reported expenditures are in line with the number of participants enrolled and/or program activity per the contract budget.  Follow up with contractor if it is determined that the expenditures are inconsistent with the program levels. 

9. Based on your discussion with Program Staff Monitors and your Desk Review, complete Post Review Survey (Exhibit 2).

10. Issue a report to the contractor detailing any adjustments made to the voucher based on the above review.  Include a description of any concerns and/or findings and corrections needed on the next voucher.  Make note if a response from the contractor is warranted.  Follow up if a response is not received within 30 days of report.

For Performance Based Contracts:

1. Set up a spreadsheet listing the individual benchmarks allowable per the contract, the maximum number of participants per the contract that will achieve the benchmark, the payment per benchmark, and the total budget per benchmark.  There should be a column for each voucher received along with a cumulative total paid per benchmark.   See Exhibit 3.

2. Ensure that the payment being requested for the individual benchmarks tie to the amounts detailed in the contract budget.

3. If contract covers more than one funding source and/or cost category, include lines on the spreadsheet to record the breakdown of the reported expenses.   
4. Review reported names of participants reaching benchmarks to ensure that they have not been reported on previous vouchers for the same benchmark payment.

5. Meet with your Program Staff Monitors to ensure that reported participants are enrolled in the program and have received the services outlined for the benchmark payment.
6. If support documentation is required to be submitted with the voucher, review the documentation to determine if it is sufficient to support the reported benchmarks being met and paid.  

7. If support documentation is not required, ensure that prior to final payment being made, the Fiscal Agent or the Program Staff Monitor conduct an on-site review visit to ensure that the reported benchmarks have been obtained by participants submitted for reimbursement.

8. Based on your discussion with Program Staff Monitors and your Desk Review, complete Post Review Survey (Exhibit 4).
9. Issue a report to the contractor detailing any adjustments made to the voucher based on the above review.  Include a description of any concerns and/or findings and corrections needed on the next voucher.  Make note if a response from the contractor is warranted.  Follow up if a response is not received within 30 days of report.
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	Comparison of Line Item Budgets to Reported Expenditures
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Exhibit 2

Post Review Survey

	
	
	
	Yes
	
	No
	
	N/A

	1.
	Does voucher have original signature?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2.


	Is signature of person authorized to sign voucher?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3.


	Is voucher complete, containing all required voucher forms?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	4.
	Only expenses allowable in this contract being vouchered?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5.


	All expenses being vouchered within the total line item limits?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	6.


	Were adjustments made by Fiscal Agent to previous vouchers?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	a.


	If yes, are those adjustments reflected on the current voucher?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	7. 
	Are spending levels in line with participant numbers and program activity?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	8.


	Is contract funding from more than one funding source and/or cost category?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	a.


	If yes, are expenses reported by funding source and/or cost category?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	9.
	Does the contract budget specify the amounts per funding source and/or cost category?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	a.


	If yes, is spending by funding source and/or cost category in line with budget?
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Comments:

Exhibit 3

	Comparison of Benchmark Budgets to Reported Benchmarks
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Exhibit 4

Post Review Survey

	
	
	
	Yes
	
	No
	
	N/A

	1.
	Does voucher have original signature?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2.


	Is signature of person authorized to sign voucher?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3.


	Is voucher complete, containing all required voucher forms?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	4.
	Only benchmarks allowable per the contract are being vouchered?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5.


	All benchmarks being reported in line with contract budget limits?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	6.


	Were adjustments made by Fiscal Agent to previous vouchers?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	a.


	If yes, are those adjustments reflected on the current voucher?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	7. 
	Is the number of participants reported as completing the benchmarks within the budget limits?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	8.


	Is contract funding from more than one funding source and/or cost category?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	a.
	If yes, are expenses reported by funding source and/or cost category?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	9.
	Does the contract budget specify the amounts per funding source and/or cost category?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	a..
	If yes, is spending by funding source and/or cost category in line with budget?
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Dec. 19 DM 


