Southeast Regional Key (SERK)

FY 10-11 Procedure for Auditing Grants

(July 1, 2010 – June 30, 2011)

Guidelines for Grant Monitoring

· These monitoring guidelines apply to All Grantees who were awarded Funds provided by Keystone Stars to determine if the expenditures are spent in accordance with the grant conditions and are considered an approvable use of funds.

· Providers are required to maintain receipts for all purchases made with grant funds for a minimum of five years.

· In the event that an “audit alert” has been requested by the Specialist or management, a site maybe audited regardless of having been audited the previous year.

· The Audit monitoring is conducted in-house at SERK by the Grant Specialist.  

· Once a Provider has submitted the signed Budget Expense reporting form and the grant has been closed in Pelican, practitioner will be contacted by (random selection) indicating they are being audited.  

· Practitioner will be asked to submit paid receipts or, invoices of supplies/equipment, professional development opportunities, staff awards, and/or renovations.  Receipts should have date and be legible for reading. 

· Purchase items should be itemized. (see attached acceptable audit documentation for grant expenditures) 

· Once audit has been processed, Grant specialist fills out keystone Stars Monitoring Check Sheet. (See attached). If funds were spent or encumbered within the grant period (date verified, invoice/receipt marked paid, and invoice matched grant request) then a letter is sent to the Provider from the Data Dept advising the provider of a successful audit (Sample letters attached)  

· For any site for whom compliance with grant requirements could not be determined due to incomplete or insufficient documentation, the Regional key will:
· Work with Provider to try to resolve issue.

· Discuss issue with Supervisor and if issue cannot be resolved, site will be forwarded to OCDEL.  OCDEL will forward the information to OIG.

· If during the On-site monitoring review, Site was found to have spent funds inappropriately or funds were not spent by the end of grant period, the deficient amount should be refunded to SERK.    If Regional Key is unable to collect owed funds or the provider is no longer working with Regional Key, Site will be forwarded to OCDEL.  OCDEL will forward the information to OIG and also reserve the right to intercept the Site subsidy payments.
Audit Documentation

	Grant Funded


	Type of Support
	Expenditure Date
	Documentation of Expenditures

	Start with Stars
	Supplies/
Equipment/
Minor Renovations

	90 Days  from grant activation date
	All Invoices should be legible, marked PAID with method of payment, date of payment, shipment or service delivery address with items purchased highlighted or circled ; receipts should be legible/with date, describing supplies/equipment/service purchased, 

	Support
	Supplies/
Equipment/
Minor Renovations

	90 Days  from grant activation date
	All Invoices should be legible, marked PAID with method of payment, date of payment, shipment or service delivery address with items purchased highlighted or circled ; receipts should be legible/with date, describing supplies/equipment/service purchased


	
	Professional Development

Opportunities
	
	Receipts or invoice describing training, method of

payment and date provided



	Merit
	Supplies/
Equipment/
Minor Renovations

	Expenses incurred during the fiscal year
	All Invoices should be legible, marked PAID with method of payment, date of payment, shipment or service delivery address with items purchased highlighted or circled ; receipts should be legible/with date, describing  supplies/equipment/service purchased


	
	Professional Development Opportunities


	
	Receipts or invoice describing training, method of

payment and date provided



	
	Accreditation
	
	Paid receipts



	
	Bonuses, Salaries, Compensation
	
	Payroll records or; 

Cancelled checks for staff bonuses



	ERA
	Staff Awards
	90 Days  from grant activation date
	Proof of staff award payment

a   cancelled check or;

   b.  payroll records

Check or payroll record should indicate Staff’s name and show entire amount awarded to staff




