

ONSITE PROJECT REVIEW CHECKLIST

	Project Title:
	

	Project Number:
	

	Project Period:
	1
	 
	2
	
	3
	
	4
	
	 


	Funds Obligated:
	$
	
	Expended:
	$
	
	(as of date:
	
	)

	Project Director:
	


	Preparation for On-Site Monitoring Visit
	Y
	N
	N/A

	Project grant contract reviewed?
	
	
	

	Reimbursement claims reviewed?
	
	
	

	Are reimbursement claims timely and documentation complete, including proper signatures?
	
	
	

	Appointment scheduled?
	
	
	

	Project Director informed of records to be reviewed: performance reports, activity records, overtime records, financial records, training records?
	
	
	

	On-Site Monitoring Visit 1
	
	

	Is this visit being conducted in response to an identified problem? (Regardless of answer, provide reason on Contract Monitoring Report Form.)
	
	
	

	Was project implemented on schedule?
	
	
	

	Is the language in the current grant still appropriate?
	
	
	

	Does the Project Director understand reporting and documentation requirements?
	
	
	

	Has grant-provided property/equipment been purchased, placed on inventory and tagged?
	
	
	

	Is grant provided property/equipment properly accounted for?
	
	
	

	Is the project fully staffed?
	
	
	

	Is the subgrantee using properly qualified and trained personnel?
	
	
	

	Are goals, objectives, and performance indicators being met?
	
	
	

	Was corrective action recommended? (Regardless of answer, provide comment on the Contract Monitoring Report Form.)

	
	
	

	Were financial records available and acceptable?
	
	
	

	Have the accomplishments or problems that were discussed during the visit been documented?
	
	
	


1Unless indicated otherwise, if any of the following questions are answered NO, please describe details on the Contract Monitoring Report Form.
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Copies of Checklist and Contract Monitoring Report Form sent to:  □ Subgrantee, □ Supervisor, □ Program Manager,

□ Central Files, □ Others (list):
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