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                             Iowa Governor’s Traffic Safety Bureau
                             215 E. 7th Street, 3rd Floor

                             Des Moines, IA 50319
	Administrative Review Preparation Checklist

	

	Funding Level:
1st Set = Enforcement

2nd Set = Non-Enforcement
	1. $1 – 24,999

2. $25,000 – $99,999

3.    $100,000^
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	1. $1 – $74,999

2. $75,000 – $199,999
3. 200,000^
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	

	Purpose of Visit  (Select One)

	 FORMCHECKBOX 

	Routine monitoring
	 FORMCHECKBOX 

	Monitoring due to Identified Problem
	 FORMCHECKBOX 

	Other, explain:
	     

	

	Agency and Grant Information

	

	Agency
	     
	Grant $:
	     
	PAP #:
	     

	Project Manager:
	     
	Site Location:
	     

	

	Preparation Checklist

	

	1.  Contract Agreement/Modifications reviewed?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 
    No

	     Note any problems to address:  

	2.  Reimbursement Claims reviewed?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 
    No

	     Note any problems to address:  

	3.  Reports, correspondence and other required documents reviewed?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No
	 FORMCHECKBOX 

N/A

	      Note any problems to address:

	4.  Equipment Funded Under this Grant?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No

	     Has the Equipment been Ordered/Received?
	 FORMCHECKBOX 

 Ordered
	 FORMCHECKBOX 

Received
	  FORMCHECKBOX 
   No

	     Note any problems to address:

	     Equipment Accountability Report reviewed?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 
    No

	     Note any problems to address:

	5.  Educational Items Funded Under this Grant?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No

	     Have the Educational Items been Ordered/Received?
	 FORMCHECKBOX 

 Ordered
	 FORMCHECKBOX 

Received
	  FORMCHECKBOX 
   No

	     Did you approve the artwork/safety messages?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 
    No

	     Note any problems to address:

	6.  Travel Funded Under this Grant?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No

	     Has the Travel been taken?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No

	     Has the Trip Report been submitted?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No

	     Note any problems to address:

	7.  Is this an Enforcement Grant?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No

	     If so, is the enforcement being conducted properly/adequately?
	 FORMCHECKBOX 

 Yes
	 FORMCHECKBOX 

 No
	 FORMCHECKBOX 

N/A

	     Note any problems to address:

	8.  Agency Notified of Visit?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No
	9.  Date of Visit, if set:
	     

	10.  Has the Grantee been informed of records to be reviewed:

	 FORMCHECKBOX 
 Activity Reports

 FORMCHECKBOX 
 Support documents

 FORMCHECKBOX 
 Activity logs

 FORMCHECKBOX 
 Time sheets


	   FORMCHECKBOX 
 Equipment 

   FORMCHECKBOX 
 Equipment records

   FORMCHECKBOX 
 Training records

   FORMCHECKBOX 
 Overtime records



	Additional Notes for Visit

	     
GTSB Representative Signature: ___________________________   Date: _________________
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