SLED Office of Homeland Security - Programmatic/Financial/Orientation Grant Monitoring Checklist
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General Review: (If an item is checked, it has been discussed with the Project Director.)
[image: image28.wmf]If changes are made to Project Director/Financial Officer/Authorized to Sign, revised certification pages are required.                 
[image: image29.wmf]Subgrantee projects must support and reference South Carolina homeland security strategy objectives.
[image: image30.wmf]The project milestones must support the original investment justification milestones provided to the Department of Homeland Security as included in the application template.
[image: image31.wmf]Grant Terms and Conditions #10:  The subgrantee must meet the ninety (90) day start up from the (subgrantee) grant award date.  Advise the SAA (SLED) if there are problems meeting this objective.  

[image: image32.wmf]Grant Numbers – Provide grant numbers on all correspondence and other documentation.
[image: image33.wmf]Retention of Records – Subgrantees must retain records for at least three (3) years after final disposition of the grant for audit purposes, regardless of any lesser requirements at the agency.  We recommend keeping records for six (6) years.

[image: image34.wmf]Special Conditions – All special conditions must be met and cleared by the SAA prior to reimbursement. Subgrantee must furnish a response to the SAA concerning any special conditions and SAA must approve the response.
[image: image35.wmf]Quarterly Reports/Requests for Payment – After the grant is awarded, these reports must be completed even if the application is not yet completed or no fiscal activity has occurred.  No activity is still reportable activity.                                                                                                                                        

[image: image36.wmf]Semi-Annual Progress Reports – After the grant is awarded, these reports must be completed even if the application is not yet completed or no activity has occurred.  Due dates are January 31st and July 31st.  Report must be signed by the Project Director and Official Authorized to Sign.  This report also captures fiscal data.                                                                                                                                                                          
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[image: image39.wmf]Request for Grant Revision – These requests are submitted and approved on the Electronic Grants Management System (EGMS) - under the Project Administration tab, section - "Grant Adjustment Request".

[image: image40.wmf]Procurement Procedures Document (EGMS Forms Section) – Explain each purchase category and expectations (bidding requirements).  Explain the concept of purchases made “in the aggregate”.

[image: image41.wmf]County/City/Agency Procurement Officer –  He/she should be involved to ensure that the procurement of approved items is in compliance with municipal, county, state and federal procurement procedures (whichever is more stringent). 

[image: image42.wmf]Contracts – Per the Grant Terms & Conditions, all contracts must be reviewed/approved by the SAA prior to execution. 
[image: image43.wmf]Sole Source Procurement Process – Explain sole source procurements are strongly discouraged and are exceptions to the rule and they must be pre-approved by the SAA.  Ensure the grant number is on the form.   
[image: image44.wmf]Budget – Determine if budget provided will accomplish the cited project strategy objective.

[image: image45.wmf]Grant Terms & Conditions #28 – The subgrantee must within forty-five (45) days of the end of the grant period, submit the Project Evaluation Report to the SAA.  This report must be on letterhead and detail the accomplishments (related to project milestones) and challenges that occurred during the entire grant period.  The final evaluation must address the success criteria provided in the project evaluation plan included in the grant application.
[image: image46.wmf]Property Control Record Form – This form is used for equipment and other tangible assets that have a value of $5000 or more and a useful life of over twelve (12) months.  This form is to be submitted with the final request for payment. 
[image: image47.wmf]EEOC (Equal Employment Opportunity Commission) and Civil Rights Compliance - Review.  Notices setting forth the provisions of the EEOP (Equal Employment Opportunity Plan) must be posted and made available to all employees and applicants.  Any complaints must be reported immediately to the SAA.
[image: image48.wmf]DHS Funded Training/Exercises – Encourage use of DHS approved and funded training opportunities.  

Grant Closeout:

[image: image49.wmf]Final Request for Payment       [image: image50.wmf]Property Control Form        [image: image51.wmf]Final Progress Report       [image: image52.wmf]Final Evaluation Report
[image: image53.wmf]Monitoring Report               
  [image: image54.wmf]Records should be readily available for audit/inspection by SAA or designee.
[image: image55.wmf]Property – Property shall be used in the program for which it was acquired as long as needed, whether or not the program continues to be supported by federal funds. Prior to disposition of property, the subgrantee shall request, in writing, instructions from the SAA. Theft, destruction, or loss of property shall be reported to the SAA immediately.
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