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Please email all site visit documentation to your DCJS Grant Monitor at least one week prior to your scheduled site visit.
Grant Documentation:
|_| Signed award document 
|_| Special conditions 
|_| Progress reports 
|_| Quarterly claims/financial reports
|_| Annual claims/financial reports  
|_| Cumulative reports (GL, P&L, or manual spreadsheet) per budget category 
|_| Grant adjustments (approved budget amendments, no-cost extensions, or project scope changes)
Grant-Funded Personnel and Consultants
|_| Personnel time sheets for grant-funded employees (most recent 3–6 pay periods)
|_| Contracts/invoices for consultant work, including payment information
|_| Payroll registers for grant-funded employees
|_| Accounting records showing percentage breakdown for staff (split across funding sources)
|_| Documentation for overtime paid with grant funds (if applicable)
|_| Agency overtime policy (if applicable)
|_| Current job descriptions for all grant-funded positions

Procurement and Asset Management
|_| Evidence for three competitive quotes or formal bids per dollar threshold
|_| Equipment ledger: master list that includes description, serial number, source of funds, location, and condition of equipment 
|_| Itemized invoices and proof of payment (cleared checks/receipts) 
|_| Contracts and policies for community outreach or violence interruption services (if applicable) 

Agency Policies and Compliance 
|_| Purchasing policy (if supplies/equipment are funded)
|_| Procurement policy (if supplies/equipment are funded)
|_| Internal control policy 
|_| Confidentiality policy 
|_| Release of information policy
|_| Liquidation policy (if supplies/equipment are funded) 


Training:
|_| Receipts for staff training expenses, if applicable
|_| Certificate of completion of grant-funded training for staff, if applicable
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