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DOCUMENT REQUEST CHECKLIST

[bookmark: _Appendix_B:_Roles][bookmark: _Appenix_C:_Area]As described in the Monitoring Notification Letter, The Department of Economic Development (DED) is in need of the items listed in the below checklist in order to conduct a (Desktop OR On-Site) Monitoring review. The review and all submitted documentation will be used to support the United States Department of Housing and Urban Development (HUD) Community Development Block Grant-Disaster Recovery (CDBG-DR) grant program records. 

The listed documentation should be received by DED on or before (Month) (Date), (Year) via (e-mail address) Attn: (Contact name)

	Document Name
	Received 
YES            NO
	Reference #
	Details

	Document 1 
	☐	☐	XXXX
	Provide any details DED needs to know related to this document. 

	Document 2
	☐	☐	XXXX
	Provide any details DED needs to know related to this document

	Document 3
	☐	☐	XXXX
	Provide any details DED needs to know related to this document

	Document 4
	☐	☐	XXXX
	Provide any details DED needs to know related to this document

	Document 5
	☐	☐	XXXX
	Provide any details DED needs to know related to this document

	Document 6
	☐	☐	XXXX
	Provide any details DED needs to know related to this document


This above checklist should include all documents which need to be submitted as part of the Desktop or On-site Monitoring review process. These documents may include but are not limited to:
1. Organization charts and position descriptions 
2. Federal Financial Reports (FFRs)/Financial Status Reports (FSRs)
3. Reconciliation of quarterly net disbursements reported on the FFR/FSR to quarterly expenditures in accounting records
4. . Audited financial statements and/or Single Audit reports for the past three years;
5. Previous fiscal year revenue broken down between federal vs. non-federal sources
6. A list of all payments made for each grant;
7. Accounting manual and date of last update;
8. Policies and/or procedures on delegation of authority that illustrate who has final authority to approve applications, and who formally accepts (signs) awards and subsequent amendments.
9. Policies and/or procedures that describe the sponsored project budget revision/amendment process.
10. Policies and/or procedures on grant-funded project budget and expenditure monitoring.
11. Policies and/or procedures on cost transfers/expenditure reclassifications between projects and awards.
12. Policies and/or procedures on expenditure approval.
13. Standards and/or procedures on determining the reasonableness, necessity, and allocability of costs charged to federally-funded projects.
14. Standards on supporting documentation for transactions recorded in your organization’s accounting system
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