CDA FISCAL MONITORING DOCUMENT REVIEW LIST

General Administration:

____Organizational chart
____Defined duties for all employees (written job descriptions)

____Personnel Policy/Employee Handbook
____Conflict of interest statements signed by all employees

____Secondary employment forms signed by all employees

____Payroll register, timesheets, vacation and sick leave records of employees paid with 
        CDBG funds
____Federal, state and local payroll tax forms showing employee’s withholding taxes

        and amounts remitted to proper tax authorities
____Current State Annual Registration 

____Current Missouri State Tax exempt letter

Insurance Documents

____Bond insurance policy showing amount of coverage for the review and/or grant period,

        along with effective and cancellation dates and proof of payment (cancelled check).

____ Liability insurance policy showing amount of coverage for the review and/or grant 

period, along with effective and cancellation dates and proof of payment (cancelled 

check)
____ Worker’s compensation policy showing amount of coverage for the review and/or grant 

period, along with effective and cancellation dates and proof of payment (cancelled 

         check)
Taxation Obligations

____Last filed IRS Form 990 and any and all correspondence with the IRS during the review

         period 

____IRS Form 941 (payroll taxes ) with cancelled checks

____MO Unemployment quarterly reports filed for the review period along with proof of 


   payment

____ 1099 forms issued to subcontractors
Financial Documents

____Accounting Manual/Written Procedures

____List of all state and federal funds received.  Please include the name of each funding

        source, the amount and peirod of funding or a Chart of Accounts
Financial Documents(cont.d)

____Financial reports such as General Ledger, Income Statements and Balance sheets for the 
        above period
____Bank statements showing deposits of CDA funds, cancelled payroll checks and 
        cancelled

        checks for non-payroll expenditures
____Copies of all budget revisions

____Copies of all approved personnel schedules

____Records of all program income received and detail of the activity generating program 

        income
____Records showing program income returned to the Comptroller or records of activities in 
        which program income was used as the funding source
____Copies of all monthly financial reports submitted to CDA
Procurement Documents

____Procurement Policy

____Documentation of bids obtained for purchases requiring notice of open competition.

____Executed contracts with original signatures and dates for CDA approved 

        procurements over $1,000

____Evidence of the obtainment of three bids for purchases and services under

        $1,000.

Audits/Fiscal Monitoring Reports

____Most recent A-133 or independent audit report or a copy of letter (on agency letterhead)

         indicating none required for the above review period

____Copy of latest fiscal monitoring reviews from any and all funding sources

Board Oversight:

____Names, addresses and occupation and title of all board members

____Conflict of interest statements signed by all board members

____Minutes from all board meeting held during the review period

____All board resolutions adopted during the review period

Equipment/Real Property
____Listing of all inventory and property purchased with CDA funds, if no purchase

        occurred, present this on your letterhead stating no purchases occurred.
