Site Visits and Audits
= What is the difference between
a Site Visit and an Audit?

o Heow da tnsfatutmnﬁ get selected
for a Site Visit or Audit?

& How wil institutions be notified

when they will have a Site
Visitiaudit?

Praparmg fora Slte VISIt ar -
Audit

. uBe prepared in advance
o Ha}r.e__matar:als_ available and
. well organized
= = Review Site Visit Checklist
. (COE)
| = Discuss visit with all staff




Checklist

= Alisting of all participants
' @ The last three Annual
Performance Reporis

= = Documentation that

- demonstratad acmmpllshments
. ofobjectives

- = Copies of all audits {L’:urrent
year '

Checklist Confinued. ..

. = Copy of most recently approved

budget

F @ Institution's ﬂrgamzatmnal ‘chart
{ong that includes tha TRIO
director)

= Progress raports sent to the
president or project director's
supervisar

Checklist Continued. .

= Listing of all staff mambers ¢ includs
fhe percentage of tlme they ars
amployed

o Joo descnptmns for all pnsmons

w Copies of informational or
promotional materials ussd by the

5 - pragram
= Samples of forms uged by the
T -program to document senvices,
aligibility anrd participatian




- - o Amap of the campus and any {:-I‘f--

Checklist cﬁnt'inuad...

g The InStItLEtIDI'I s policies and
- procedures manual far arant
manggement’
. u Copy of institution's procedures fc:-r
fund}r expenditures to include:
s Perzsonnal with grant funds
e Traval
- a Egquipment
» Supplics
= Consuitsnts
- o Bfipends
- = The pragramr's writizn leICIEE and
P preceduras :

Checklist Continued..

= Listing of all consultants, contractors
ar temporany employees as well 85
the services thay provided, dates |
“employed and decumentalion of -
| -_SE rvice
= Cop:es of contracis for |ndw;dual,5 or
organization providing products or
services io the grant

campus sites used by the prqgr_am

Chﬁﬁklist Continued...

= |nventory of pragram equipmant .
purchased singe the inceptionof the
currant grant fo include:

& Description of aguipment

Intendad purpose

Raguisition

Purchage Ordar

Invoice, inciuding aoquisition cost

Receiving report, including acquisiion

dale

& & 4 4 a4




.' Checklist Continued...

u Equmment inventary

@ J'u'tamfav;tl.,rer‘s serial number.
f&de:a' stock numier or other
identification numbsr

& Inventory conirol numbér

o Locstion and condition of
eguipmeant 2

o Record of the use of equipment by
program participants

o Current value as dapreciated

Busmess Officer shﬂuld be
ready to pmwde :

= A chart of accounts containing a
complets listing of all ledgers,
account titles and numbers in
the TRIO general ledger control
account, including the titles and
numbers of any subsidiary
ledgers that show the defails
fram the balance of the. Iedger

control ‘account;

: Eusine's's' Ofﬁi::ér should be
read‘_u,r to provide:

e A chronslogical list of a[l cash
. requesis made to the Departmeant
“and coples of the documents
supparning those reguests
= A chronslogical prindeut of all grant
= enpendiiurss
. o Alist of all specific journals
madmal"le{ﬂ rthe TRIO programis);
Ean
. w Cerification of timz and effort (time
sheets) for all grant-funded
personnsl




Other |mpr:rrtant notes. ..

= Sildent FI|“5

» Studen Appisaten

« Eigixlgy Cocumentatian

+ Hewds fgszssment

= Tratarips Progress Repeors

= ColegeFinandal Aldapoicalians

o Cogy ef Sludenl Ald Reperd

w College Acopalanty ki

» [Drocumentabion of senicns proided
B e Staf intervows
e Make surg slaff ary mr: of pragram okjest
: ARy i, s of A
s u - Meeng with i Sh‘uhnra mm mistrallve ataflt
a 'E"-'u]uatll:!.'li

a Freg: A Siafy oj’ml.?c:mnn_cl .

t;;_,!t_r_i_'er: important notes... |

o Brochures

.& Funding infarmation

¢ ‘e Purposeof program

- o Equipment

ks o Labaled with umgrsn'l NEMme
“t = Filing c-abmets T

= Lockad &nd in 2 safe area fthose
haolding student information’

- a Elecironic Database.
o Pagsword protaciad
o Updated

Things to remember...

- in making any necessary changes
= Colleagues can help

. Tomasa Mauricio, SDSU

" o Phane: (519 584.1888

e E<mail: tma uri._ci{:-@brnject:s.sds u.edy
= Be prepared and you will be ok!

The Department will work with you







