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Goal: Ensure funds are: 1) used for authorized purposes, 2) complies with the terms and conditions of the award, and, 3) achieves performance goals. (2 CFR 200.331 (d)).

Instructions: Use of the Financial Monitoring Tool (FMT) is required, unless there is a documented reason for using an alternate monitoring tool that is at least as comprehensive as this document, or issued by the program’s federal funding agency. The alternate monitoring tool must be described in the program’s monitoring plan. For any financial area presented, if N/A is chosen, explain why in the Comments field. Include notes in the Comments column to describe issues and outcomes of the programmatic monitoring performed. Attach documentation as necessary. Save the FMT and any required supporting documentation in your contract files, either hard copy or electronically.


	Contract Title
	
	Program Name
	

	Contract Number
	
	DHSS Monitor Name
	

	Subrecipient Name
	
	Date of Monitoring
	


	
	Yes
	No
	N/A
	Name and title of person providing information
	Comments 
(Attach or describe documents reviewed, as applicable, and issues noted)

	I. Preparing for financial monitoring (this should be done in advance of the actual review)

	
1. Is subrecipient currently programmatically high risk? If yes, note what follow up is needed for this monitoring.

	☐	☐	
	
	

	
2. Review all performance and progress reports. A separate monitoring tool may be used to review this information. Follow up on any discrepancies noted. Suggested items for review:
a. Discrepancies between the progress reported and the amount billed, i.e. billed 85% of the contract amount but progress reports only reflect 50% of the work completed.
b. Missing or late reports.
c. Lack of progress.
The monitoring plan should have a process that specifically describes the actions the program takes when performance/progress issues are discovered. If a programmatic corrective action plan (CAP) is required as a result of the performance/progress report(s), briefly describe why in the comments field and either a) provide the progress that has been made, or, b) explain why no progress has been made.
If objectives are being met earlier than expected or efficiencies have been encountered that resulting in a lower than expected cost, note the information in the comments field and follow up with your division’s Fiscal Liaison for assistance in reallocating funds, if appropriate.

	
	
	
	
	












	
3. If the subrecipient had a contract with your program in the prior year, were subrecipient annual financial reports received according to contract terms and conditions? If not, remind them of this requirement and refer to the scope of work/contract terms and conditions.

For contract periods less than twelve months, this report is due at the time the final invoice is due. For a contract period over twelve months, this report is due annually and at the time the final invoice is due.
	☐	☐	
	
	

	
4. Have invoices been properly prepared and submitted according to deadlines established in the contract? If no, ask for reason(s) for the delay. If applicable, request a corrective action plan from the contractor to address the issue(s).

	☐	☐	
	
	

	
5. For cost reimbursement contracts, were any budget categories exceeded by more than 10% of the total budget? If yes, was prior approval obtained?

	☐	☐	☐	
	

	
6. Obtain the CONUS Rates that you may need to use in reviewing items in Section II.1.J.
	
	
	☐	
	

	
7. Were there any financial concerns noted in the prior monitoring review? If yes, what were they and what follow-up is required?
	☐	☐	
	
	

	
8. Are there additional concerns, issues or problems, which need to be addressed during this review? For example, is the subrecipient failing to meet contract deliverables or currently under a programmatic corrective action plan?
	☐	☐	
	
	

	
9. Step 1:  Open the Risk Assessment Reporting Database and select one of the reports to locate the current administrative risk rating, the third button. Look at the field titled “Division of Administration Risk Designation”. Check the applicable selection below that applies to this subrecipient. Note, you will need the nine digit federal taxpayer ID # to run the report. (SELECT ONE:ADMINISTRATIVE RISK DESIGNATION)
        ☐ Low                                             ☐ Medium                                                ☐ High

Step 2:  Look at the “High Risk Indicator” field. If “Audit” is noted, information in the report will contain comments about the audit issues. These notes are intended for awareness of potential issues in subrecipient financial management that may need to be considered in your review. The report can be electronically saved or printed and attached to this form. 

Step 3:  Look at the box titled “FYE of most recent audit”. If it is blank, this means there has not been an audit received for this subrecipient in the last three years. FYE = fiscal year end 
       ☐ No audit reported for the last three years.

	
	
	
	
	


	
10. Referring back to # 9, if the subrecipient is not administratively high risk AND has a recent audit with no findings, select the applicable invoice cycle that pertains to your contract. The selection determines the minimum number of invoices to be reviewed for this monitoring period:

       ☐ Invoiced monthly. Select a minimum of 2 invoices from non-consecutive months. 
       ☐ Invoiced annually. Review all documentation to support the invoice. 
       ☐ Invoiced quarterly. Select one quarter’s invoice. 
       ☐ Invoiced on other basis, e.g. milestones. Select a minimum of 2 non-consecutive invoices.

Or, if the subrecipient is administratively high risk, OR has not had a recent audit, the minimum number of invoices noted above is doubled, with the exception of the annual invoice cycle. If there are circumstances that do not permit a sample of double the number of invoices, explain why in the comment column.

Contact the subrecipient and schedule a date for them to either send the data to you or for a date for you to go onsite to review.

Go to Section II.

	
	
	
	
	



	II. Reimbursable Costs (200.302 Financial management; 200.403 Factors affecting allowability of costs; 200.404 Reasonable costs; 200.405 Allocable costs; 200.410 Collection of unallowable costs)
Corresponds to BMA questions 9, 10, 11b, 11c

	
Cost Reimbursement Contracts:
1. Using the sample of invoices, request supporting documentation. Consider the following questions based on contract type.

If the response to any question in a – j of the following is “No”, request additional explanation from the subrecipient and select additional invoices to review, if applicable. If the explanation is not satisfactory and/or issues are also noted in the additional invoice samples, contact your division’s Fiscal Liaison for assistance prior to requesting a corrective action plan from the subrecipient, which may include repayment of unsupported costs.
	
	
	
	
	

	
a. Are all costs billed allowed under the contract?
	☐	☐	☐	
	

	
b. Are calculations correct?
	☐	☐	☐	
	

	
c. Is documentation sufficient to determine the nature of expenditures and their allowability? For example, equipment, travel, service delivery, etc.
	☐	☐	☐	
	

	
d. Does the supporting documentation match the items and amounts billed? Examples of source documentation include receipts from vendors, time sheets signed/approved by employee and supervisor with coding or descriptions to identify program areas and with all hours for the pay period identified (if full-time employee, the time sheet reflects 40 hours for the week, etc.), mileage logs with travel purpose identified…
	☐	☐	☐	
	

	
e. If reviewing multiple invoices, are recurring costs similar across the contract period? For example, if rent is billed to your contract, is the same rate used throughout the contract period? Request documentation for rate changes.

	☐	☐	☐	
	

	
f. Supplies and materials are charged at their actual prices net any applicable credits. Look at receipts to verify the amounts paid match the amounts billed on invoices. (§200.406 Applicable credits)

	☐	☐	☐	
	

	
g. If payroll was charged to your contract, does the dollar amount match the budget for the job title of the person paid? If No, ask for more information on the variance. If your contract does not require a detailed budget, mark N/A.

	☐	☐	☐	
	

	
h. If payroll was charged to your contract and there is sufficient budget detail available from your budgets, review to assure correct rates are being used for positions billed. Review the number of hours billed and compare to the reported progress.

If discrepancies are noted ask for clarification. 

	☐	☐	☐	
	

	
i. Is the amount of indirect costs billed in line with the rate noted in the contract?

	☐	☐	☐	
	

	
j. If travel costs were billed, does the invoice reflect Contiguous US Per Diem Rates (CONUS), or a rate lower than CONUS?

If no, did the subrecipient obtain prior approval for travel expenses in excess of CONUS?

Per the standard contract language:
The Contractor must have the prior written approval of the Department for any travel related expenses.
OR
The Contractor shall invoice and be reimbursed for actual and reasonable travel expenses either at the Contiguous US Per Diem Rates (CONUS) or the travel reimbursement rates set by the Contractor’s internal policy, whichever is lower. (Use when travel is a reimbursable expense in a cost reimbursement contract.)
The Contractor must have the prior written approval of the Department for any travel related expenses which may exceed the CONUS rates.

	☐	☐	☐	
	

	
2. Fixed Price Contracts Review for documentation supporting completion of deliverables as defined in the contract.
If the project is complete, or if the subrecipient had a fixed price contract in the prior year, was the certification of project completion received within 30 days after the end of the contract period? See contract terms and conditions – standard contract language: Within 30 days after the end of the contract period, the Contractor shall certify in writing to the Department that the Contractor completed the project or activity or that the Contractor expended the required level of effort. The certification must contain the signature of the Contractor’s authorized representative and may be in the form of a letter or a statement on the final invoice. 
	☐	☐	☐	
	

	
3. Were there any expenditures that required prior approval? If yes, was prior approval obtained?

	☐	☐	☐	
	

	
4. If subrecipient contracted with other entities for services or commodities, confirm whether they followed a competitive procurement process, such as obtaining bids. If subrecipient further subawards DHSS funds, describe process used to ascertain whether subrecipient adequately monitors those funds. Note, DHSS cannot generally directly monitor those “sub-subawards”, but must ensure that subrecipient is monitoring sufficiently.
	
	
	
	
	

	
5. Technical assistance: remind the subrecipient that for federally funded contracts the CFDA, federal award number and year, name of the federal agency, name of the pass-through entity are provided in the funding sheet provided with the contract or in a separate letter. This information must be used by the subrecipient to ensure expenditures are tracked/billed to the correct contract and properly reported if requested. Also, the CFDA used on payments can be found on the State of Missouri Vendor Services Portal under the Vendor Payment section at https://www.vendorservices.mo.gov/vendorservices/Portal/Default.aspx.  
	
	
	
	
	

	
6. Note other questions that you consider applicable to this contract: For example, is the contractor meeting all of the federal programmatic assurances required as a condition of the grant?

	
	
	
	
	



Monitoring follow-up:  Prepare report and Corrective Action Plan requests (if applicable) to be provided to the subrecipient. Retain completed monitoring forms and supporting documentation in program files for audit purposes. Document any follow up actions.
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