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Program Administration File Checklist 






	Grantee: 

	Contract #: 

	Performance Period:

	Service Areas:

	Contract Budget:  _____________HA   _____________Admin    __________CB   

	Monitoring Date: 


Continued on reverse. 

	File Contents
	Present
	Notes/Comments

	Contract 
(including award letters)
	☐ Yes    ☐ No
	

	Amendments
	☐ Yes    ☐ No  ☐ N/A

	

	Equal Opportunity/Fair Housing
(see Program Admin in manual)
	☐ Yes    ☐ No
	

	Conflict of Interest Disclosure
(see Article 7, pg 3 contract)
	☐ Yes    ☐ No

	

	Non-Disclosures of Confidential Information (Article 36, pg 10 contract)
· Signed disclosures
· Security procedures for information transported physically or electronically
	

☐ Yes    ☐ No
☐ Yes    ☐ No

	

	Did the Grantee have an address change? (Article 2, pg 2 contract)

If yes, notified Dept in writing within 10 days of change?
	☐ Yes    ☐ No
☐ N/A

☐ Yes    ☐ No 

	

	Procurement 
(Article 33, pg 9 contract)
	☐ Yes    ☐ No
☐ NA
	

	Single Audit Requirements
(Article 29, pg 8 contract; must have if disbursing over $100,000 in a single year from awards)
	
☐ Yes    ☐ No

☐ N/A
	

	
Bonding & Insurance
(Article 31, pg 9 contract)

	☐ Yes    ☐ No

☐ N/A
	

	Lobbying Activities
(Article 37, page 10 contract)
	☐ Yes    ☐ No
☐ N/A
	

	Financial Management Admin. Funds:
(Article 25, page 7 contract)

· Staff Time Reporting

· Receipts of Admin Purchases


· Allocation Policy

· Other records supporting project fund charges


· Program Income Reporting

· Capacity Building

	


☐ Yes    ☐ No


☐ Yes    ☐ No

☐ Yes    ☐ No ☐ N/A


☐ Yes    ☐ No ☐ N/A


☐ Yes    ☐ No ☐ N/A


☐ Yes    ☐ No ☐ N/A

	

	Program Procedures manual
(including Appeals, description regarding assistance provided, set of forms/materials/brochures)
	☐ Yes    ☐ No

	

	Copies of all required state reports

Submissions verified in state HCRI files.
(Article 30, pg 9 contract)
	☐ Yes    ☐ No  

☐ Yes    ☐ No  
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