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MONITORING CHECKLIST 
 
 
 
 
 
 
 
 
 



 

 

COUNTY OF SAN BERNARDINO 
DEPARTMENT OF COMMUNITY DEVELOPMENT AND HOUSING 

 
Community Based Organization 

Office Monitoring Visit 
 
Visit Date:       CDH Staff:       
 
Organization:       Interviewee:        
 
Items for Review: 
PROGRAM FILES 
  
 General Program Files 

Necessary records pertaining to the CDBG funded program, properly filed and labeled, including,  
but not limited to: 

   Incorporation documents 
  Bylaws 
  Articles of incorporation 

  Other  
  Board of Directors actions/minutes 
  Program needs assessments 
  Citizen comments, complaints or letters of appreciation 
  General correspondence, public and County  
  Program Policies 
  Client fee schedules 
  Personnel policies 
  Fringe benefit plans 

  Other  
  Service contract with the County  
  Certified insurance policies and certificates of insurance 
  Fiscal documents, including expenditure documentation 
  Invoices 
  Receipts 
  Time cards 
  Pay stubs 
  Canceled checks 
  Mileage records 

  Other  
  Program audit and pertinent correspondence.  
  An accurate and complete listing of CDBG funded equipment or vehicles is kept on file,  
 including make, model, serial number, purchase price, and use location. 
  Other  
 
 Contract Activity Files 
 Files for each separately funded CDBG service/activity, properly filed and labeled, containing: 
  Activity descriptions, including goals, objectives, units of service to be provided, client  
 target groups, other funding sources, etc.  
  Notices and advertisements 
  Correspondence pertaining to the service/activity 
  Sub-contracts and procurement records 
  Client direct benefit documentation (client counts by ethnicity and female headed households)   kept 

current, without double counting of clients.  
  Activity progress documentation 
  Other  



 

 

CONTRACT PROVISIONS 
  
 Monthly Reports 
  Monthly activity accomplishment reports have been submitted to the County   
  Direct benefit activity forms have been submitted to the County (monthly, quarterly, annually) 
  Adequate program progress indicated 
  Units of service provided per the terms of the CBO agreement 
 
 Fiscal Management 
  The CBO has a fiscal system which accurately tracks its financial condition, containing: 
  Fiscal tracking system including reports on program allocations, obligations,  
 expenditures, balances and totals.  
  Program income documentation showing revenue, expenditures, profit/loss, and net  
 income generated directly from use of CDBG funds. 
  Cash management policies, including petty cash transaction records. 
  County has authorized all budget amendments. 
 
 Audits 
  County ECD has received a copy of the most recent audit  under the Federal Single Audit Act.  
  All CBO audit findings regarding CDBG funds have been adequately addressed and resolved.  
 
 Insurance 
  CBO maintain throughout the term of the CBO agreement the following types of insurance:  
  Worker’s Compensation 
  Comprehensive General and Automobile Liability 
  Errors and Omissions Liability 
  Professional Liability 
  All stipulations (including “primary and non-contributing” and “subrogation rights against  
  County waived”), endorsements, and coverage’s required by the CBO agreement are contained  
 in the insurance documents.  
 
 Clientele Income Qualification 
  Clientele Income Documentation meets the requirements of the CBO agreement 
  List of HUD Section 8 Income limits is current 
 
 Service Performance 
  Program performance follows the schedule outlined in the CBO agreement 
  Program provides full scope of services defined n the agreement 
  Performance quality is consistent with the terms of the agreement 
 
 Equipment 
  Equipment is used for the funded service and is well maintained 
  County has authorized all non-expendable project purchases 
 
 American Disability Act (ADA) 
 

  Evaluation of the facility program accessibility for disabled individuals 
 Path of Travel - accessible route from the nearest bus stop, parking lot, public streets and sidewalks 

to the facility entry door 
 Evaluation of parking stalls for handicapped parking 
 A ramp to allow an accessible entrance for disabled individuals up to the facility entry doo 
 Space requirements of wheelchair passage for entry doorways 
 Wheelchair turning space within the facility 
 Wheelchair accessibility into Public Restrooms within the facility. 
 

OBSERVATIONS/COMMENTS:    
    
    
    



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /OK
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




