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Program Compliance Monitoring Checklist

MONITORING CHECKLIST 
Grantee:_______________________

Grant Agreement #:_____/____ ___
(    )

Date of Monitoring:



1st Monitoring
____
2nd Monitoring____
Conducted by:_____________________
Other Staff:_________________________

*****PROGRAM AREAS MONITORED******

(    ) 
Program Performance 
(    ) 
Contracts and Procurements 
(    )
Labor Standards 
(    )
Rehabilitation
(    )
Civil Rights/ Equal Opportunity
(    )
Acquisition

(    )
Relocation

Met With:______________________________________________________________
________________________________________________________________________

Findings:_______________




Concerns:_______________
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________________________________________________________________________

Program Performance

1-
Check for adequacy of systems for the management of:
______Personnel.
______Monitoring.
______Procurement.
______Labor Standards.
______Recordkeeping.
______Program /Municipal Coordination. Document Controls.
2-
Citizen participation and complaint records:

______Adequate notice of public meeting(s).


______Minutes & Date of the meeting.
______Number of Complaints.


______Adequate response was made, if any.


3-
Recordkeeping system:
______Records are maintained in accordance with the Grant Agreement, Agency             
procedures, and applicable State and Federal Agencies.

______Records are organized by CDBG budget activity with adequate documentation.

______Does the latest progress report accurately reflect the financial and performance 


status of the program?
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4-
Determine that each CDBG activity meets one of the three National Objectives:
NO.

Activity
Low/Mod
Slums/Blight 

Urgent Need

__________
__________
_________
___________

____________

__________
__________
_________
___________

____________

__________
__________
_________
___________

____________

5-
Check to see if Grantee personnel policy has the following characteristics:
_____Civil Rights/ Equal Employment Opportunity Policy is adopted. 
_____Drug-Free Workplace.

_____Written job descriptions.
_____Fair Housing Policy.
6-
Check project performance against the criteria set forth
______Project is on Schedule per Attachment D of the Grant Agreement.

______Program is within the budget.
______Project area(s) is as described in the Grant Agreement.
______Special Conditions set out in Attachment A of the Grant Agreement have been or 


will be met.
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________________________________________________________________________
7-
Management Structure and administrative capacity:
______Number of staff involved with the project.


______The number is adequate to administer the project. Yes_____
No_____

______Skill and experience of Staff.
______Overall performance of the Project.
Finding(s) or concern(s) on overall Program Performance.
Finding(s)_______________

Concern(s)______________
Comment(s):_____________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
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________________________________________________________________________

Procurement
1-
Types of Procurement:
_______Small Purchases.
_______Competitive Sealed Bids.
_______Competitive Negotiated Procurements.
_______Non-Competitive Negotiated Procurement (Sole Source).
2-
Small Purchase Procurement Process:
_______Not a fragmentation of large purchase to avoid bidding requirement. 
_______Price quotations are consistent with Agency Procedures. 
_______Lease vs. purchase option considered. 
_______Invoice, payment voucher confirms price quotations.
3-
Competitive Sealed Bids Procurement Process:
_______Bidding and selection process documented. 
Yes_____
No_____
_______Advertisement complete and documented. 

Yes_____
No_____


_______Correct wage rates were secured.


Yes_____
No_____


_______Bidding instruction was cleared and specifications completed. Yes____No_____


_______Basis for selection clearly stated.


Yes____
No_____


______Reference to Civil Rights, Labor Standards, and other statutory requirements, as


appropriate

Yes_____
No_____
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________________________________________________________________________

_____Evidence of outreach to minority, women-owned or small businesses.Yes__ No__
_____Minutes of Bid Opening.
Date______________



_____Bid tabulation.
_____Bid Bond.
_____Letter to rejected bidder.
_____Lowest bid was accepted.
_____Value engineering conducted.
   Yes______
No______
_____If Yes, proper language in bid document    Yes_____
No_____
_____Fixed price Contract.
   Yes______
No_____
4-
Competitive Negotiated Procurements

_____Request for proposal (RFP) or Request for qualifications (RFQ) on file. 


Yes____No____

_____Competition was encouraged.

Yes______
No______
_____Evidence of outreach to minority, women-owned or small businesses.   
Yes____No____

_____Evaluation process documented.
Yes_____
No_____

_____Negotiation conducted.
Yes_____
No_____
_____Lowest price proposal accepted.
Yes_____
No_____
_____Fixed price contract.
Yes_____
No_____
_____Bid bond.
Yes_____
No_____
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________________________________________________________________________
5- Non-Competitive Negotiated Procurement (Soul Source):
____Documentation of need.
Yes____
No____
____Approval by the Agency.
Yes____
No____
____Reasonable price or cost.
Yes____
No____
____Fixed price contract.
Yes____
No____
Finding(s) or Concern(s) on Overall Procurement Process:
Finding(s)___________
Concern(s)___________
Comment(s):_____________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
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________________________________________________________________________
Contracts

1-
Review contracts over $2000, and verify the inclusion of the following:
_____Minutes of pre-construction meeting. Yes _____No_____Date___________
_____Notice to proceed.
Yes_____No_____Date__________




_____Construction Contract.
Yes_____No______Date____________

_____Name of contractor._________________________________________

_____ Contract Amount.
$_________________

_____Payment bond.
Yes_____
No_____
_____Performance bond.
Yes_____
No_____
_____HUD debarment statutes.
Yes_____
No_____
_____Statutes of doing business in VT.
Yes_____
No_____
_____Name, address and identification number of the contractor. 


_____Proper signatures.
_____Detailed scope of work.
_____Term of contract.
_____Maximum payment under contract Termination clause.
_____Remedies for breach/ non-compliance pass through provision.
_____Reporting requirements by contractor.
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________________________________________________________________________
______Davis-Bacon provision.
______Correct Wage Decision rate was used. 
______Copeland Anti-Kickback citation.
______Contract Work Hours and Safety Standards. 
______Section 109 (equal provision of benefits) Civil Rights.
______Section 3 (encourage DBE's and WBE's).
______Clean Air and Water Act (contract over $100, 000) Environmental Issues.
______State requirements are stated.
2- 
Contract file and administrative procedures:
______Worker's compensation Policy.
Yes____No____Exp. Date____________


______Liability insurance policy.
Yes_____No_____Exp. Date____________


______List of subcontractors with $ amount or subcontractor's contracts.
______Invoices are approved by architect/ engineer or qualified individuals.
______Change orders on approved form and sign by contractor.
Finding(s) or Concern(s) on Contracts:
Finding(s)_______________


Concern(s)______________

Comment(s):_____________________________________________________________
________________________________________________________________________
________________________________________________________________________
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Labor Standards Compliance

Project Name:____________________________________________________________

Location of the Project:_____________________________________________________

Description of the project:__________________________________________________
Name of Contractor:______________________________________________________
Contract Amount:
$____________________

Bid opening Date:___________________
Construction Award Date:___________

Start of Construction:__________________
1-
Contract and Labor Standards documents:
 _____Is wage decision correct?
Yes____
No_____

 _____Payrolls submitted weekly.
Yes____
No_____

 _____Payrolls numbered sequentially. 
Yes____
No_____

 _____Payrolls signed by employer or authorized rep.
Yes______ No_____
 _____Were fringe benefits provided? 

Yes____No_____

 _____Has overtime been paid?

Yes____No_____

 _____Apprentice/ Trainee records.

Yes____No_____
_____Record of additional classifications. 
Yes____No_____

 _____Employee interviews completed.
Yes____No_____

 _____Are interviews compared against payrolls? 
Yes_____No______

_____Are violations and wage restitution documented?
Yes_____No_____

Vermont Community Development Program




Page 11 
Program Compliance Monitoring Checklist

________________________________________________________________________

Finding(s) or concern(s) on Labor Standards
Finding(s)____________

Concern(s)___________


Comment(s):_____________________________________________________________

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

