VISTA Monitoring 

Below is a complete list of the monitoring document components.  Sections A-F and J must be completed for all visits.  Sections G-I are to be completed as relevant to the project.

A. Project Information

B. Program Requirements and Compliance

C. Performance Measurement and Accountability

D. Project Sustainability

E. Member Recruitment and Development 

F. AmeriCorps*VISTA Member Interview Guidance

G. Fiscal Requirements and Compliance (must be completed for all AmeriCorps*VISTA program and support or training grants)

H. Additional Questions for Cost-Share Projects 

I. Additional Questions for Multi-Site Projects

J. Summary

Begin and end each site visit with a meeting with the sponsoring organization’s executive director or designee.  Spend the majority of the time with the AmeriCorps*VISTA supervisor and members.

The monitoring document contains pertinent questions related to the site visit, many of which require a “yes” or “no” answer.  Please provide detail where required and verify documentation as appropriate.

Where questions appear repetitive, please note they are directed to people having varying project-related roles and responsibilities and thus may have different perspectives on issues.

A.  Project Information
	Sponsor Name:
	
	
	Supervisor:
	

	Address:
	
	
	Telephone Number:
	

	City, State, Zip Code:  
	
	
	Fax Number:
	

	E-mail Address:
	
	
	E-mail Address:
	

	Project #:
	
	
	Grant # (if applicable):
	


Type of Project: (Check all that apply and indicate the number of slots.) 

 FORMCHECKBOX 
  Standard  



 FORMCHECKBOX 
  Supervision/Transportation Grant  
 FORMCHECKBOX 
  Program Grant  


 FORMCHECKBOX 
  Summer Associate  



 FORMCHECKBOX 
  Cost-share  


Brief Description of Project: (Note whether project has changed since its inception.): 






















































_____________________________________________

Project or grant period covered?




 
       _____________

Year of project: 






       _____________

Number of AmeriCorps*VISTA slots allocated:
_____________

Number of AmeriCorps*VISTA members on board as of today: 
_____________

Number of sites where AmeriCorps*VISTA members serve:
_____________

Number of AmeriCorps*VISTA members present during monitoring visit:       _____________            
Has the supervisor attended AmeriCorps*VISTA Supervisor Training?
  FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

If yes, when?  





Date(s) of monitoring visit:  ___________________

Person conducting monitoring visit: ______________________

Signature of person conducting monitoring visit:





B.  Program Requirements and Compliance

Review of sponsor/project files should be made and interviews conducted with project/site supervisors, AmeriCorps*VISTA members, and other sponsor personnel, as needed, to complete this section.

Sponsor/Staff Responsibilities

	1. Is the supervision of AmeriCorps*VISTA members consistent with the Project Narrative and the Memorandum of Agreement (MA)?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. Describe how the sponsor communicates with governing bodies, agency staff, AmeriCorps*VISTA members, and community entities to inform them about project accomplishments, status, and plans.


	
	

	3. Describe how the sponsor assures project performance/accomplishments (e.g., staff reports, reports to the Board of Directors, meetings with AmeriCorps*VISTA members).


	
	

	4. Describe how the members’ performance is appraised.


	
	


AmeriCorps*VISTA Attendance

	1. In order to complete the on-site verification form, are you documenting attendance and leave time including personal and medical leave?  


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. Are VISTAs serving full time?  


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Other Policies:

	1. Are AmeriCorps*VISTA member allowances being supplemented?  If yes, explain.  (Monetary supplements are not allowed per legislation.]


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. How many of your members have not signed up for direct deposit for their living allowance?


	
	

	3. Is there any evidence of project non-compliance with prohibitions in the following areas?  If yes, please describe.


	
	

	a) Electoral activities.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	b) Voter registration.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	c) Voter transportation to voting polls.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	d) Efforts to influence legislation.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	e) Assign members to activities, which would result in the displacement of employees or impair existing contracts for service.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	f) Member activities that assist any labor or anti-labor organizing or related activity.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	g) Member activities related to religious instruction, worship services, proselytization, or any other religious activity as an official part of their duties.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	h) Outside employment.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	4. To the best of your knowledge, within the past two years, has the sponsor or any project site had any discrimination complaints filed against them regarding services provided under this project or had civil rights compliance reviews regarding services rendered?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	If yes: 

- Was discrimination or non-compliance found?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	- What relief or remedial action was taken?


	
	

	- Is the entity presently in compliance with the civil rights law?  (For example, do they have a civil rights policy and a policy statement to provide reasonable accommodations to persons with disabilities?)


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	5.  Is this sponsor, when considered in its entirety, accessible to persons with mobility, hearing, vision, mental and cognitive impairments or addictions and diseases?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	6.  Has the sponsor conducted the accessibility self-evaluations required by

45 CFR 1232.7 (c) or by a similar statute?  
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	7. Does the sponsor have a grievance policy that they use with employees that they want to use with AmeriCorps*VISTA members?  If so, please obtain a copy for approval by the Corporation.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Section Summary
	1.  List any training and technical assistance needs identified by the sponsoring organization in program requirements and compliance.

	
	

	2. List any training and technical assistance needs identified by the Corporation state office in program requirements and compliance.


	
	


C.  Performance Measurement and Accountability 

The Corporation’s core mission goes beyond merely encouraging and providing opportunities for Americans to engage in service. A critical part of the mission statement holds that these service programs must have direct and demonstrable results.  Grantees are not only expected to adhere to financial and regulatory guidelines, but they are also expected to identify, measure, and report on the impacts of their programs. 

This portion of the document assesses the project’s progress towards meeting the specific goals and proposed results stated in the application work plan.  Please refer to the most recent approved work plan as you answer the following questions.

	1. Clearly define the results your project expects to have for individuals, families or the community.  What will change or be added for the sponsoring organization through the members’ capacity-building efforts.  What ultimately will change or be added for the low-income community?

Example:  Students currently reading below their grade level will increase their reading skills to read at or on-grade level.

Example:  Recent immigrants who are currently unemployed will get jobs.


	
	

	2. Clearly specify the project activities that are designed to lead to these results for individuals, families or the community.  What aspects of this are now in place?

Example:  10 staff members and 10 volunteers will provide 7,650 hours of in-class tutoring in reading to 100 elementary school students over the course of the school year so that each student will receive at least three hours of tutoring per week. (85 students x 3 hours of tutoring per student per week x 30 weeks = 7,650 hours).
Example:  5 members and 10 volunteers will provide 8,000 hours of job search training and career assistance to currently unemployed immigrants at the county career center.

	
	

	3. What is your plan to measure the results (outputs, intermediate outcomes, and end outcomes) for individuals, families or the community, and what specific instrument(s) will you use?  Please show evidence of how this will be documented and tracked.

Example:  Reading levels will be measured using the reading levels on the Stanford Achievement Test Series, Ninth Edition.
Example:  The center will collect information from individuals receiving job search training and career assistance, and will track their receipt of employment using the center’s Employment Assistance and Tracking System.    


	
	

	4. What specific standards, or target, will be used to determine if your project is successful (standards must be focused on individuals, families or the community)?

Example:  80% of students currently reading below their grade level will increase their reading skills to read at an on on-grade level.

Example:  70% of the individuals receiving job search training and career assistance will successfully obtain employment within 30 days of receiving assistance.


	
	


D.  Project Sustainability

Each AmeriCorps*VISTA project should be designed to engage members in activities that continue beyond the length of Corporation support, i.e., AmeriCorps*VISTA resources.  Programming should develop permanent, long-lasting systems that address identified needs rather than providing temporary or non-sustainable efforts.  AmeriCorps*VISTA members are assigned to address a need/issue and to set-up a system for the project’s success.
Resources Generated (cash or in-kind)
	1. What system or mechanism is used to track the resources generated by AmeriCorps*VISTA members?

 FORMCHECKBOX 
 Receipts

 FORMCHECKBOX 
 Accounting ledger

 FORMCHECKBOX 
 Letter documenting cash or in-kind contribution

 FORMCHECKBOX 
 Notification of grant award

 FORMCHECKBOX 
 Memorandum of Understanding

 FORMCHECKBOX 
 AmeriCorps*VISTA member written reports

 FORMCHECKBOX 
 Other: ________________


	
	

	2. What steps have been taken to ensure the sustainability of the project? 

 FORMCHECKBOX 
 Establishment of informal networks

 FORMCHECKBOX 
 Goods and services exchanged

 FORMCHECKBOX 
 Volunteer management system

 FORMCHECKBOX 
 Regular community meetings

 FORMCHECKBOX 
 Securing formal partnerships and/or memorandum of understanding with other organizations

 FORMCHECKBOX 
 Development of an advisory council

 FORMCHECKBOX 
 Establishment of community outreach mechanisms

 FORMCHECKBOX 
 Board of Directors development

 FORMCHECKBOX 
 Grantsmanship activities – corporate and foundation requests

 FORMCHECKBOX 
 Other: ________________

Will these steps be enough to sustain the effort?  If not, what additional resources are needed?


	
	


Volunteer Resources

	1. Where are community volunteers recruited?  Describe all broad-based (public awareness) and targeted recruiting efforts and the recruitment strategy effectiveness. 

 FORMCHECKBOX 
 RSVP volunteers

 FORMCHECKBOX 
 Faith-based organizations

 FORMCHECKBOX 
 Federal work-study students

 FORMCHECKBOX 
 Business community

 FORMCHECKBOX 
 College/university students

 FORMCHECKBOX 
 Children and youth

 FORMCHECKBOX 
 Military

 FORMCHECKBOX 
 Other: _________________


	
	

	2. What systems are in place to track volunteers?

 FORMCHECKBOX 
 Volunteer files

 FORMCHECKBOX 
 Database

 FORMCHECKBOX 
 Other: _________________


	
	

	3. Describe volunteer training systems, manuals or materials developed and implemented by AmeriCorps*VISTA members.  Will these systems and materials be available for future volunteers or staff?


	
	


Community Partnerships and Collaboration

	1. Are you successful in engaging the community in the project (e.g., local businesses, residents, secular and faith-based organizations, schools)? 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. How do community members support the project?


	
	

	3. Provide examples of how the local media and press have supported the project by raising awareness in the community.


	
	

	4. Have you collaborated with other national service programs in your area?  Indicate all that apply.

 FORMCHECKBOX 
 Other AmeriCorps*VISTA projects

 FORMCHECKBOX 
 AmeriCorps*NCCC

 FORMCHECKBOX 
 AmeriCorps*State and National

 FORMCHECKBOX 
 RSVP

 FORMCHECKBOX 
 Senior Companion Program (SCP)

 FORMCHECKBOX 
 Foster Grandparent Program (FGP)

 FORMCHECKBOX 
 AmeriCorps*Tribes

 FORMCHECKBOX 
 Learn and Serve America K-12, School-based

 FORMCHECKBOX 
 Learn and Serve America K-12, Community-based

 FORMCHECKBOX 
 Learn and Serve America Higher Education

 FORMCHECKBOX 
 Other: _____________________
	
	


Awareness of National Service and Volunteer Opportunities

1.  How is the sponsor involved in developing community support, promoting service as a resource, and informing community leaders of project accomplishments (e.g., reviews progress reports/documents, meets with staff regularly, identifies priorities, reviews plans, cultivates media contacts, etc.)?

2. How is the sponsor acknowledging AmeriCorps*VISTA in its publications and materials? 

Section Summary

	1. List any training and technical assistance needs identified by the sponsoring organization in project sustainability.



	2. List any training and technical assistance needs identified by the Corporation state office in project accomplishments and sustainability.



	3. Given the current status of accomplishments, estimate how many remaining years your organization will need AmeriCorps*VISTA members to achieve the planned goals and make the project self-sustaining.  How will resources be utilized to complete sustainability and capacity building?




E.  Member Recruitment and Development

Recruitment and Selection

	1. What is your recruitment strategy?  (Check all that apply.)

 FORMCHECKBOX 
 PSA’s (radio, print, television)

 FORMCHECKBOX 
 AmeriCorps Web-based recruitment system

 FORMCHECKBOX 
 Join Senior Service Now web-based recruitment system

 FORMCHECKBOX 
 No or low-cost housing

 FORMCHECKBOX 
 Listservs

 FORMCHECKBOX 
 Community organizations

 FORMCHECKBOX 
 Schools

 FORMCHECKBOX 
 Churches, synagogues, mosques, etc.

 FORMCHECKBOX 
 Other: _________________


	
	

	2. Describe your recruitment materials.  Do they include:

 FORMCHECKBOX 
 Information about AmeriCorps*VISTA and national service?

 FORMCHECKBOX 
 Information about the specific project?

 FORMCHECKBOX 
 Assignment description?

 FORMCHECKBOX 
 AmeriCorps*VISTA benefit information?

 FORMCHECKBOX 
 Foreign languages?


	
	

	3. Were your current members recruited locally and/or nationally?
	
	

	4. Have you had difficulty recruiting?  

Have you made adjustments from your original recruitment plan?  If yes, describe.


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 No

	5. Is there a standard set of questions asked of each candidate?

Are work plans and member descriptions used in the interview process?


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 No

	6. Describe the project recruitment, selection, and placement process and timeline. 


	
	

	7. Are candidates provided a copy of the project work plan prior to attending Pre-Service Orientation (PSO)?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Retention

	1. Have any AmeriCorps*VISTA members terminated early?  If yes, how many?


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2.  If there is a pattern of early termination of AmeriCorps*VISTA members, what are you changing to ensure each member completes one year of service?


	
	

	3. Have any AmeriCorps*VISTA members re-enrolled on your project?  If yes, how many?


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Member Development and Support

	1. Did you fulfill your on-site orientation and training (OSOT) as described in your work plan?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2.   Describe how AmeriCorps*VISTA members are supervised.  Include frequency of communication: face-to-face meetings, telephone contacts, e-mail, and/or fax contacts.


	
	

	3. How often do project staff and AmeriCorps*VISTA members review the work plan and goals?  Describe how members plan, implement, and evaluate actions in light of work plan and supervisor’s direction.


	
	

	4. Educational opportunities:
a) Are any members taking educational courses?  
b) If yes, have the classes been approved by the AmeriCorps*VISTA Supervisor?  

c) Are the members provided the opportunity for training throughout their service?  Provide examples: computer training, grant writing courses, site-specific training, etc.

d) What type of career development assistance has been provided?  Provide examples: Corporation for National and Community Service, State Office, local resource, résumé development, job search, etc.


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 No

	5. Is service-related transportation support consistent with the Project Narrative and the Memorandum of Agreement?


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	6. Is the sponsor providing the administrative support (i.e., space, supplies, phones, and equipment) needed by AmeriCorps*VISTA members to successfully accomplish project goals and objectives?  If no, describe deficiencies.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Member Accomplishments and Satisfaction

	1.  Are AmeriCorps*VISTA members involved in the Project Progress Reports?


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. Are AmeriCorps*VISTA members involved in work plan development?


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	3. How are members encouraged to collaborate and network with others so that they feel they are part of broader efforts aimed at building a culture of service?  Please explain in detail.

 FORMCHECKBOX 
 State-base AmeriCorps or AmeriCorps*VISTA meetings

 FORMCHECKBOX 
 MLK Day

 FORMCHECKBOX 
 National Youth Service Day

 FORMCHECKBOX 
 Display of the AmeriCorps*VISTA logo

 FORMCHECKBOX 
 Other national service programs

 FORMCHECKBOX 
 Other non-profit organizations

 FORMCHECKBOX 
 Service recognition activities with Governor, Mayor, or other dignitaries

 FORMCHECKBOX 
 Participation in civics education and related civics and American history events enriching the service experience

 FORMCHECKBOX 
 Other: ______________________


	
	

	4. What indicators exist that demonstrate that the AmeriCorps*VISTA project and members are recognized and valued by the sponsoring organization and the community at large? 

 FORMCHECKBOX 
 Media coverage

 FORMCHECKBOX 
 Fund raising events

 FORMCHECKBOX 
 Recognition events

 FORMCHECKBOX 
 Budget for program and training of volunteer administrator

 FORMCHECKBOX 
 Display or AmeriCorps*VISTA logo

 FORMCHECKBOX 
 Other: ___________________


	
	

	5.  Has any AmeriCorps*VISTA member ever filed a grievance with the Sponsor?  If yes, please explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Section Summary

	1. List any training and technical assistance needs identified by the sponsoring organization in the area of member recruitment and development.  


	
	

	2. List any training and technical assistance needs identified by the Corporation state office in the area of member recruitment and development.


	
	


F.  AmeriCorps*VISTA Member Interview Guidance
The following is a list of open-ended questions that may be used to help guide a discussion with AmeriCorps*VISTA members during a site visit.  It is not meant as a survey.  Questions should be added or deleted as appropriate. 

Activities

1. Describe a typical day and your activities.  

2. What do you like best about what you do?

3. In assessing your project what do you think has been its greatest contribution to the community, in general, and the low-income community specifically?

Training

1. Describe your PSO and EST experiences.

2. Describe your on-site orientation and training (OSOT) provided by your sponsor?  Did it prepare you for your role in the project?

3. How has your on-site training helped develop your life skills, e.g., networking, communication, time management?

Supervision

1.  Describe your supervision.  How often do you meet with your supervisor?  How effective is the supervision that you receive?

2. Do you feel comfortable addressing service-related issues with your supervisor?  Have you?

3. Are you serving full-time?  How many hours do you average each week?  Do you feel challenged by your assignment and rewarded by your experience?  

4. Have you been assigned duties that you feel were outside your assignment description and/or work plan or duties that you feel have jeopardized your safety or caused you to sustain injury?

5. Are you incurring service-related travel expenses?  If so, are you reimbursed in a timely manner? 

Resources

1. Does your supervisor/sponsor provide you with the administrative support (i.e., space, supplies, phones, equipment) needed to successfully accomplish your goals and objectives?  If no, describe deficiencies.

2. Does your project need technical assistance from the Corporation state office?

3. Has Corporation staff been responsive to your needs?

G.  Fiscal Requirements and Compliance

This section should only be completed for AmeriCorps*VISTA program and support or training grants.  The following documents will be reviewed during the site visit:

· Corporation for National and Community Service Budget

· Sponsor General Ledger

· Sample of AmeriCorps*VISTA Payments

· AmeriCorps*VISTA Earning Statements

· Sample Invoices

· AmeriCorps*VISTA Supervisor Time and Attendance Records

· AmeriCorps*VISTA Travel Vouchers

Please provide the name, telephone number and e-mail address for each of the key personnel listed below.

	
	Name
	Telephone Number
	E-mail Address

	Executive Director authorizing official or certifying official


	
	
	

	Project Director


	
	
	

	Controller


	
	
	

	Bookkeeper


	
	
	

	Other Key Person


	
	
	

	Sponsor’s External Auditor
	
	
	


General

	1. Does the AmeriCorps*VISTA grantee annually expend more than $500,000 in Federal funds from all sources?  If yes, has the sponsor met the A-133 audit requirements?

Were there any audit findings related to the AmeriCorps*VISTA grant?  If so, are corrective actions being taken?  [Ask for copy of the most recent audit and timeline of resolution of audit findings, if applicable.]
	 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
Yes
	 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 No

	2. What method of documentation is used to verify expenses in the categories noted below?  Documentation must be reliable, complete, and accurate.  Ask for a sample of each.  (Possible documentation includes: Form V-37 for AmeriCorps*VISTA member travel, signed staff time and attendance records charged to this grant, W-4 and W-2 forms provided to members.  Should be consistent with how they handle for others in the organization.)

a. Training 

b. Transportation

c. Personnel/staff

d. Living allowances


	
	

	3. How do you track a check payment through your accounting system (i.e., from receiving the check to posting of payment to the proper cost account)?  


	
	

	4. Which of the following books of accounting are used, if any, to track costs related to this grant?

 FORMCHECKBOX 
 General ledger

 FORMCHECKBOX 
 Cash receipts journal

 FORMCHECKBOX 
 Cash disbursements journal

 FORMCHECKBOX 
 Payroll journal

 FORMCHECKBOX 
 Income journal

 FORMCHECKBOX 
 Purchase journal

 FORMCHECKBOX 
 General journal

 FORMCHECKBOX 
 Other: _____________________


	
	

	5. Do the line items in the sponsor’s general ledger (or other books of accounting) match those on the grantee’s Corporation budget, including different entries for federal and non-federal costs?  
Are all costs necessary, allowable, and reasonable?  If not, please explain.  (See the sample Budget Comparison Worksheet provided.)


	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 No

	6. Are there separate accounting records for different grants and awards, including Corporation grants, administered by the sponsor?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	7. Has the sponsor used funds from the Corporation grant to cover other operating expenses temporarily?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	8.  Are Notice of Grant Award (NGA) terms and conditions being met?  If no, please explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	9. Does the review of source documents (e.g., checks, receipts, purchase invoices, timesheets) agree with the last FSR?  If not, explain why.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	10.  How long do you retain your financial records?
	
	

	11. Has there been or will there be a need to re-budget?  If so, explain.  
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Internal Controls

While the following items may not be specific requirements, they are prudent practices that organizations should follow.

	1. Are the duties of the accountant/bookkeeper, record keeper separate from cash functions (receipt or payment or cash)?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. Are checks signed by one or more individuals whose duties exclude recording cash received, approving vouchers for payment and the preparation of payroll?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	3.  Are purchase approval methods documented and communicated?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	4. Are accounting entries supported by appropriate documentation (date, amounts, quantities, and source)?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	5.  Are cash or in-kind matching funds supported by appropriate documentation?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	6. Do employee time sheets include appropriate signatures (e.g., signed by employee, timekeeper and supervisor)?  If no, explain.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	7. Are employees who handle funds or the Board of Directors bonded against loss by reasons of fraud or dishonest?  (This is not required but recommended.)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	8.  Is your organization in compliance with the applicable federal OMB Circulars as detailed in the notice of grant award?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


For Full Operational Grants Only
	1. How are end-of-service cash stipends being accrued and accounted for? 


	
	

	2. Do the AmeriCorps*VISTA members receive earnings and leave statements?  How long do you maintain these statements?  [Note: Per OMB Circular A110, sponsors must retain records for three years.]
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	3. Will the current rate of expenditure for living allowances (Federal funds) result in any unexpended Federal funds at the end of the budget period?  If yes, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	4. Are members’ allowances paid biweekly or twice monthly according to the terms and conditions?  If no, explain.


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	5. Are living allowances paid under a special AmeriCorps*VISTA EIN?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	6. Are you taking the proper deductions for and sending checks in the correct amounts to the life insurance carrier?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	7.  Verify that federal income taxes are withheld on all taxable member payments (i.e., living allowance and stipend payments).  
	
	

	8.  Verify that no deductions are taken from the members’ living allowances for worker’s compensation, health insurance, and unemployment tax.
	
	

	9. Are members encouraged/required to utilize direct deposit to the same standard as employees?  If no, explain.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


Section Summary

	1. List any training and technical assistance needs identified by the sponsoring organization in fiscal requirements and compliance, especially in the internal controls.  


	
	

	2. List any training and technical assistance needs identified by the Corporation state office in fiscal requirements and compliance, especially in the internal controls.


	
	


H.  Additional Questions for Cost-Share Projects

1. If the pre-visit checklist finds that the sponsor is not up-to-date on their payments, ask the following questions:

a) Who is receiving the invoice at the sponsoring organization?

b) Who is authorizing payments?

c) Who are you sending payments to at the Corporation?

d) Are there any problems with the accuracy of the invoices?  Were problems handled to your satisfaction?

2. What is the source of the cost-share funds?  How reliable is this source for current/future cost sharing?

3. What plans do you have for continuing or expanding the cost-share portion of your project?  

I.  Additional Questions for Multi-Site Projects

Overall Project Supervisor

Questions to be asked of the project supervisor

	1. Is there a current Memorandum of Understanding (MOU) with each operating site?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. Describe how you communicate and interact with your sites?  Who do the Site Supervisors contact if they have questions?  How often do you (the Project Supervisor) meet with the Site Supervisors?


	
	

	3. How many of the current Site Supervisors have attended the Corporation’s Supervisor Training?
	
	

	4. Is/are Site Supervisor(s) knowledgeable about the project work plan, adequately familiar with the project plan and desired accomplishments, AmeriCorps*VISTA member assignment descriptions, and plan for supervision?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	5. How are Site Supervisors involved in the completion of Project Progress Reports and in the development of project renewal applications?


	
	

	6. What is the role of site supervisors in data collection regarding AmeriCorps*VISTA activities and accomplishments?
	
	

	7. Is/are Site Supervisor(s) aware of statute, regulations, and policies governing the project?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	8. Has/have the Site Supervisor(s) had the experience and qualifications needed to manage the day-to-day operations of the project site?  If no, explain.  


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	9. Are members provided a copy of the overall project work plan and a site specific work plan prior to attending Pre-Service Orientation (PSO)?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	10. What percent of time are you (the Project Supervisor) and the Site Supervisors spending working directly with the AmeriCorps*VISTA members? 
	
	

	11. Who does a Site Supervisor notify if an AmeriCorps*VISTA member is not showing up to the project or resigns?
	
	

	12. Do you (the Project Supervisor) have an AmeriCorps*VISTA Supervisor Handbook and Member Handbook?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	13. Discuss how you coordinate and facilitate training opportunities between your sites.  How are you ensuring that on-site orientation and training (OSOT) is occurring at each site?


	
	

	14. How do you (the Project Supervisor) communicate with the Site Supervisor to know if an AmeriCorps*VISTA member is still on project to be able to complete the bi-weekly verification form?


	
	

	15. Describe what action you take in the following situations.

· Lost Checks

· In-service training (IST) payments

· Service-related transportation

· Member absence from the project without approved leave

· Member accident while in service 

· Member dissatisfaction with service experience

· Health coverage issues

· Child care issues

· Housing issues
	
	


Site Supervisor

Questions to be asked of the Site Supervisors (make additional copies, if necessary)

Site Information:

	Overall Sponsor Name:
	
	
	Overall Project Supervisor:
	

	Site Supervisor:
	
	
	
	

	Site Address:
	
	
	Site Telephone Number:
	

	Site Fax Number:
	
	
	E-mail Address:
	

	Site Project # (if different):
	
	
	Site Grant # (if applicable):
	


	1. Describe how you communicate and interact with the Project Supervisor?  How often do you meet with the Project Supervisor?  Who do you contact if you have questions?


	
	

	2. Have you attended the Corporation’s Supervisor Training?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	3. What percent of your time is spent working directly with the AmeriCorps*VISTA members?  
	
	

	4. Do you have an AmeriCorps*VISTA Supervisor Handbook and Member Handbook?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	5. Do you recruit your own AmeriCorps*VISTA members for your site?  If yes, what is your recruitment strategy?  Do you use the AmeriCorps Web-based recruitment system?


	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	6. Are members provided a copy of the overall project work plan and a site specific work plan prior to attending Pre-Service Orientation (PSO)?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


	7. Please detail your on-site orientation and training for AmeriCorps*VISTA members.


	
	

	8. Are you aware of when the AmeriCorps*VISTA resource will end?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	9. Describe what action you take in the following situations.

· Lost Checks

· In-service training (IST) payments

· Service-related transportation

· Member absence from the project without approved leave

· Member resignation

· Member accident while in service

· Member dissatisfaction with service experience 

· Health coverage issues 

· Child care issues

· Housing issues


	
	

	10. How and when do you provide project and performance information to your supervisor (sponsor) on AmeriCorps*VISTA activities and accomplishments?  

	
	

	11. How are you involved in the completion of Project Progress Reports and in the development of project renewal applications?

	
	


Section Summary

	1. List any training and technical assistance needs identified by the sponsoring organization in this area for Project Supervisor and/or Site Supervisors.  


	
	

	2. List any training and technical assistance needs identified by the Corporation state office in this area for Project Supervisor and/or Site Supervisors.
	
	


J.  Summary Questions

The following questions may guide the exit meeting with the sponsor’s executive director or designee and should be completed by Corporation staff as part of the monitoring report.

1. What are the project’s strengths?

2. How can the project be strengthened?

3. Are there any unresolved problems identified in any area of project operations?  If yes, explain.

4. What is the sponsor’s plan and timeline for correcting any deficiencies?

5. What technical assistance did the Corporation staff provide during the visit?

6. What additional training and/or technical assistance does this sponsor or AmeriCorps*VISTA project need?

7. Identify any effective practices, that may be shared with other AmeriCorps*VISTA projects.
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