
[Agency Name] FY 2009-10

Name: ___________________________________Title:____________________________

PROGRAM ADMINISTRATION RESOURCES SUPPLEMENTAL QUESTIONNAIRE

1. How does the Agency determine the eligibility of program participants?  (Obtain a copy of the agency’s written procedures on determining client eligibility.)

2. How does the agency ensure that the procedures are followed?

3. How does the agency collect and maintain documentation to substantiate the client’s eligibility for the program?

4. How does the agency ensure that the information collected for eligibility is current and accurate prior to the determination of the participant’s eligibility.

5. What does the agency do when the clients/participants don’t meet the eligibility requirement or when it is determined that the clients do not need the agency services?

6. Does the Agency contract out any services?  


YES


NO

If YES, does the Agency have a written monitoring policies and procedures for its subcontractors?  Obtain a copy and verify that it includes the following:

· Tracking and reporting

· Nepotism

· Health and safety conditions for clients

· Attendance and payroll procedures for employees

· Non-discrimination

· Grievance procedures

· Eligibility

· Services rendered are documented

Who performs the agency’s monitoring of the subcontractors?

Does the agency have written monitoring reports for its subcontractors?  If so, obtain a copy of the most recently issued report.

7. How does the agency communicate the policies, procedures, concerns, etc., to staff?

8. How does the Agency determine the length of time service is needed?  (Obtain the agency’s service policy to determine if there are written criteria for determining the length of time service is needed.)
9. Does the Agency have a written plan of assessment and re-assessment of clients?  If so, obtain a copy.

10. How do you ensure that the Agency is serving an adequate percentage of ethnic minorities in accordance with the contract?
















