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Financial and Administrative Survey

Organization Name:

________________________________________________________________________________

Contact Person:

________________________________________________________________________________

Title:

________________________________________________________________________________

Address:

________________________________________________________________________________

City/State/Zip:

________________________________________________________________________________

Telephone:



Fax:

_________________________________________
Email:
________________________________________________________________________________

Federal Employer Identification No (FEIN): ____________________________________________

	A.  General Information
	YES
	NO

	1. Has your organization received a federal grant or cost-type award in the last 2 years?  If yes, what is your cognizant federal agency?____________________________________________
	
	

	· Attach a schedule showing the total federal dollars awarded to your organization, by granting agency, for the two most recently completed fiscal years.
	Attach schedule

	2. Has your organization been audited by a Certified Public Accounting firm within the past two years?
	
	

	3. Are there established policies related to salary scales, fringe benefits, and travel reimbursement and personnel policies?
	
	

	4. If so, would these policies conflict with regulations regarding the AmeriCorps grant or AmeriCorps Members?
	
	

	5. Does your organization plan to use existing staff to manage the AmeriCorps program?  If so, which position(s)? 

________________________________________________________
	
	

	B.  Financial Management
	YES
	NO

	1. Do you have a "job cost" or "fund based" accounting system?
	
	

	2. Is your organization's accounting system a manual system?
	
	

	An automated system?
	
	

	A combination of manual and automated systems?
	
	

	3. Are entries posted to the general ledger daily?
	
	

	Weekly?
	
	

	Monthly?
	
	

	Other?  Please describe:__________________________________
	
	

	4. Does the accounting system track completely and accurately the receipt and disbursement of funds by each grant or funding source?
	
	

	5. Are common or indirect costs accumulated into cost pools for allocation to projects, contracts and grants?
	
	

	6. Does your organization have a federally approved indirect cost rate?  If so, please attach.
	
	

	7. Does the accounting system provide for the recording of actual grant/contract costs according to categories of your approved budget(s), and provide for complete and current disclosure?
	
	

	8. Are time and activity distribution records maintained by funding source and project for each employee to account for total hours (100%) devoted to your organization?
	
	

	9. Is your organization familiar with federal cost principles?
	
	

	10. Is your organization familiar with procedures for the determination and allowance of costs in connection with federal grants and contracts?
	
	

	11. Does your accounting system allow for the recording of "in-kind" contributions?
	
	

	12. Does your accounting system allow for cash basis reporting?
	
	

	13. If your organization uses accrual basis accounting, are there procedures in place to allow for reconciliation between cash and accrual basis reports?
	
	

	C.  Internal Controls
	YES
	NO

	1. Are the duties of the bookkeeper/record keeper separate from cash functions (receipts, deposits, check signing/releasing)?
	
	

	2. Are checks signed by individual(s) whose duties exclude recording cash received, approving vouchers for payment and the preparation of payroll?
	
	

	3. Are purchase approval methods documented and communicated?
	
	

	4. Are all accounting entries (both cash and in-kind) supported by appropriate documentation?
	
	

	5. Are employee payroll reports supported by appropriately signed documentation (timesheets, leave slips, etc.)?
	
	

	6. Are employees who handle funds bonded against loss by reasons of fraud or dishonesty?
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