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Most Common Fiscal Findings
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We would like to bring to your attention findings that continue to surface during monitoring visits. We hope that by drawing your attention to these areas of frequent non-compliance we can support you in ensuring your programs are effectively operated.

Staff Time-Keeping:
	Finding 

	Possible Consequences
	Preventative Steps

	A staff member works on two programs but only work hours are recorded on the timesheets (e.g. 8am - 4:30pm).


	Auditors may question total salary costs because they cannot determine how much time was actually spent on each grant. 
	Make sure that the timesheets indicate hours spent on each grant and accounting staff are reporting time based on actual hours.

	Programs claim salaries based on budgeted amounts instead of actual after-the- fact time. 

They think that the best way to simplify, keep everything straight and avoid questions is to charge all staff time at the same % identified in the budget.
e.g. Grantee budgets for 20% of a staff member, claims 20% of the staff time, but timesheets support only 18%. 
	Auditor will question overcharged salary costs (costs that was charged more than what the timesheets supported)
	Implement proper timekeeping system and claim salaries based on actual hours worked on the grant up
to budgeted amount.


 I 
	Programs claim salaries for the staff members whose salaries are not budgeted in the approved budget.
 
	Auditor will question salary costs for the persons not budgeted in the approved budget
	 Claim salary costs for the staff who were originally budgeted in the approved budget or request a budget revision prior to making any changes to the original budget.



AmeriCorps Member Time-keeping

	Finding
	Possible Consequences
	Preventative Steps

	Member timesheets are not signed and dated by both the member and supervisor within reasonable time. 


	Member timesheets not being signed and dated by the members and supervisors indicates a significant programmatic weakness that may impact your future Corporation funding.


	Make sure member timesheets are properly signed and dated within reasonable time (within a week after the pay period ends)

	Member timesheets do not add up to the hours reported on the Corporation system.
	The entire education award can be questioned in case the verified hours fall below the minimum required hours.
	Make sure member timesheets are properly signed and you review timesheets and double check the service hours.

	Programs do not provide any journals, weekly reports, planners etc. prepared by the members to show the activities performed during their term of service.
	This indicates a significant programmatic weakness that may impact your future Corporation funding.
	Make sure programs require their members to document the service activities and make it available to the monitor during the monitoring visit.



	Programs allow  their members to include holiday hours in their total hours served ( 9 days or 67.5 hour of holiday hours)
	Holiday hours will be deducted from the total hours served. We will question the entire education award in case the verified hours fall below the minimum required hours.
	Programs must ensure that member service hours are allowable.



	Member timesheets corrections are not initialed by the members. Member timesheets are initialed only by program staff but not by the member to indicate he/she was aware of the change.
	Disputes can arise if the changes to a member timesheet is made without his/her knowledge
	Programs must ensure that members are aware of the changes made to his/her timesheets. Copies of any communication about the changes made must be kept in the member file.




	Programs do not have a written lunch policy in place for its members. 

(e.g. Members served 8 hours straight; however, no indication on the timesheets if it was a working lunch).
	It becomes difficult to verify member hours and causes confusion to the auditor when verifying member service hours.
	Programs must have a written lunch policy in place and they adhere to their own lunch policy.



Match

	Finding: 
	Possible Consequences
	Preventative Steps

	Match not adequately supported:

Programs claim match that is not sufficiently supported.

(e.g. there is no supporting documentation for the match reported or. Programs think that they are not required to keep any supporting documentation for matching funds).
	Auditor questions the unsupported match.

If supporting documentation cannot be provided, some disallowance of federal funds may result because the match is not met.
	Make sure an appropriate supporting documentation for reported match is maintained.




	Finding: 
	Possible Consequences
	Preventative Steps

	Match that is excessive and not in the approved budget:

Programs claim match that is excessive or substitutes match for activities not in the approved budget.

(e.g. Grantee/sub grantee claims a significant overmatch for donated professional fees or provides support during the monitoring for match to a training activity not included in the budget). 
	Auditor questions the match not included in the approved budget.
Auditor may decide to audit the entire match to confirm whether the match is reasonable or allocable under the approved budget.
	Make sure claimed match is reasonable and included in the budget. Request budget revisions as necessary to include new sources of match not included in the original budget.




	Finding: 
	Possible Consequences
	Preventative Steps

	Sub grantee financial management system does not identify costs by programmatic year.

(especially when the years start overlapping)
	Errors can occur in reporting expenditures related to each grant.
Auditor cannot distinguish expenditures attributable to first year grant from expenditures attributable to second year grant.
	During audit resolution, the sub grantee will have to spend significant time identifying the costs related to each grant and then resubmitting the revised FSRs



AmeriCorps National Criminal History Background Checks

	Finding
	Possible Consequences
	Preventative Steps

	Sub grantees are not conducting required background checks on members or conducting them late.

(e.g towards the end of the term).

	The auditor records a compliance finding. The living allowance paid to members and entire education awards awarded to members will be questioned.
 
Monitoring reports are reviewed when making a future funding decision to sub grantees, and therefore can affect funding to your agency.
	Make sure you understand this requirement. I have included a checklist that will be helpful (I hope). You can also contact your program manager for further assistance on this issue.



	Program did not conduct a check on the state listed as state of residence on his application. It conducted a check only in Tennessee.

(e.g. the member listed Florida as his state of residence on his application but applied in Tennessee)
	Auditor may question the living allowance paid to this member and any education award earned since the program is out of compliance for not conducting a check on his state of residence.
	Make sure programs conduct all the required checks. You can contact your program manager for further assistance on this issue.

	Programs did not re-run the check for the states that were not reporting at the time of the original NSOPW check.

(e.g. Oklahoma was not reporting at the time the check was done on 1/1/13; however, the program did not re-run the check for Oklahoma)

	The auditor records a compliance finding.
 

	Make sure the programs are aware that the search has to be re-run until all states are complete.



Member Service Agreements/Member Files

	Finding
	Possible Consequences
	Preventative Steps

	Programs allow members to begin service before members sign their service agreements.

	Auditor will deduct hours served before the members signed the service agreement and question the education award earned if the decrease in the hours results in less hours served required to earn the education award.

	Make sure that members sign service agreements before they begin service, of if they start the service for some reasons before the member service agreement is officially signed; the hours earned prior are not counted towards the education award. 




	Finding
	Possible Consequences
	Preventative Steps

	Failure to document member early exits 
	Auditor will question the partial award given to the member
	Make sure the programs keep adequate documentation for member early visits




	Finding
	Possible Consequences
	Preventative Steps

	Programs use incorrect member service agreement template/information for various types of its members

(e.g. referring full-time members as half-time members, incorrect child care provider, not including updated version of prohibited activities; incorrect service term, incorrect education award amount, incorrect living allowance amount etc.)
	The member service agreement informs the members, among other things, of their living allowance amount, service term, required number of service hours.
Incorrect information in the member service agreement can cause confusion and can lead to disputes.

Non-compliance with this requirement is an indication of programmatic weakness that may impact your future Corporation funding
	Make sure the member service agreements contain the correct information.



Timeliness of Required Reports

	Finding
	Possible Consequences
	Preventative Steps

	Required financial reports not submitted in a timely manner.
	Auditor records a compliance finding.
	Programs must submit all required reports in a timely manner 
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