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CHAPTER 1 
 

INTRODUCTION 
  
Purpose 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The mission of the Lancaster County Redevelopment 
Authority is “To effectively administer programs to provide 
decent housing; to improve the condition and quality of 
communities, and; to enhance economic opportunities for 
employment and self-sufficiency.”  The beneficiaries of our 
efforts are low and moderate income persons.  This mission 
is accomplished through the use of contracts with 
municipalities and nonprofit organizations, (referred to as 
subrecipients), that are funded by the Redevelopment 
Authority though the use of federal and state entitlement 
funds.  These funds are allocated to the County of Lancaster 
from the U.S. Department of Housing and Urban 
Development (HUD) and the State Department of Public 
Welfare (DPW).   
 

The Lancaster County Redevelopment Authority developed 
the Consolidated Plan that prioritizes the community 
development activities targeted in low and moderate income 
neighborhoods in Lancaster County.  Lancaster County's 
Community Development Block Grant (CDBG) program, 
HOME Investment Partnership Program (HOME), Human 
Services Development Fund (HSDF) program and 
Emergency Shelter Grant (ESG) program allocate all or a 
portion of their annual entitlement to local municipalities and 
private non-profit organizations to undertake a wide variety 
of community development activities identified in the 
Consolidated Plan.  
 

In order to ensure that subrecipients are able to attain 
program objectives within established time periods, the 
Lancaster County Redevelopment Authority has developed a 
system of monitoring.  The monitoring system enables the 
staff of the Redevelopment Authority to determine problems, 
delays or adverse conditions that may materially affect the 
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CHAPTER 1 
 Purpose (continued) subrecipients' ability to complete the work outlined in the 

contract.  The staff of the Redevelopment Authority is then 
able to recommend corrective actions or provide technical 
assistance to the subrecipients to resolve the situation.  
Monitoring also provides an opportunity for Redevelopment 
Authority staff to share effective and efficient models of 
program administration for subrecipients to replicate.  
 

This Monitoring Plan establishes policies and procedures for 
program oversight of subrecipients and applies to all 
contracts involving private non-profit organizations and 
contracts involving the provision of services to low and 
moderate income clients.  These inc lude projects funded 
through the federal Community Development Block Grant 
(CDBG) program, the HOME Investment Partnership 
(HOME) program and the Emergency Shelter Grant (ESG) 
program.  It also includes programs funded through the state 
Human Services Deve lopment Fund (HSDF) administered 
through the Lancaster County Controller’s Office.  Separate 
procedures have been developed for housing programs 
operated by the Lancaster County Redevelopment Authority.  
Those monitoring procedures are included in the operations 
manual for each housing program. 
 

The following policies and procedures are effective 
November 2001.  The Lancaster County Redevelopment 
Authority retains the right to revise this Monitoring Plan at 
any time it deems appropriate.  In addition, all forms and 
contracts attached to this Plan are subject to revision without 
prior notice. 
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CHAPTER 1 
 What is Monitoring?  1. Monitoring ensures that applicable grant-funded 

organizations: 
 

• Comply with program regulations, 
 

• Measure progress toward performance goals, and 
 

• Improve the product or the services being delivered.  
 

2. Monitoring enhances the delivery of services to ensure 
that:  

 
• The grant-funded activities are being carried out in a 

timely manner,  
 
• The intended residents of Lancaster County are 

benefiting from the grant programs, and  
 
• The financial management and accounting systems of 

applicable subrecipients are in compliance with 
federal management and administrative standards. 

 
3. Monitoring focuses on solutions, not problems. 
 

The focus of this monitoring plan is on solutions, not 
problems.  The central theme is to develop a cooperative, 
problem-solving relationship with subrecipients.  The 
Lancaster County Redevelopment Authority views events 
such as monitoring as another opportunity to provide 
ongoing technical assistance and support with the goal of 
helping subrecipients to achieve their goals and improve 
their services.  The quality of services delivered by a 
subrecipient cannot be assured by the Redevelopment 
Authority’s intervention at the end of the process when it 
may be too late.  The Redevelopment Authority wishes to 
use every opportunity to help its subrecipients 
continuously modify and improve the quality of their 
activities before major problems develop. 
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CHAPTER 1 
 Partnerships In order to foster a partnership, open and consistent 

communications are necessary.  This begins with a complete 
understanding of what each subrecipient wants to achieve 
and the rules of the grant programs (CDBG, HOME, HSDF 
and ESG).  It ends with recognition of achievement and 
acknowledgment of mistakes. 
 

The partnership between the Lancaster County 
Redevelopment Authority and each of its subrecipients 
begins with: 
 

• Implementing a strong subrecipient risk assessment, 
selection, and orientation procedure, 

 
• Negotiating a consistent and thorough award agreement 

with every subrecipient, and 
 

• Establishing a clear and coherent set of performance 
standards for measuring the accomplishment of each 
activity described in the contract. 

 
Performance standards define how progress will be 
measured, accomplishments rewarded and when and how 
sanctions may be imposed, if necessary.  With clear 
contracts that include performance standards, each 
subrecipient will find monitorings much less burdensome and 
more effective for achieving both performance objectives 
and regulatory compliance. 
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CHAPTER 2 
 

PLAN OBJECTIVES 
 
Plan Objectives 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The objectives of this Monitoring Plan are to: 
 
• Determine if a subrecipient is carrying out its community 

development program and its individual activities, as 
described in the program application and contract,  

 
• Determine if a subrecipient is carrying out its activities in 

a timely manner, in accordance with the schedule 
included in the contract, 

 
• Determine if a subrecipient is charging only costs to the 

project which are eligible under applicable laws and 
program regulations, and are reasonable in light of the 
services or products delivered, 

 
• Determine if a subrecipient is conducting its activities with 

adequate control over program and financial performance 
and in a way that minimizes opportunities for waste, 
mismanagement, fraud, and abuse, 

 
• Assess if the subrecipient has continuing capability to 

carry out the approved project, as well as other grants for 
which it may apply, 

 
• Identify potential problem areas and to assist the 

subrecipient in complying with applicable laws and 
regulations, 

 
• Assist subrecipients in resolving compliance problems 

through discussion, negotiation, and the provision of 
technical assistance and training, 

 
• Provide adequate follow-up measures to ensure that 
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CHAPTER 2 
 

Plan Objectives (continued) 

 
performance and compliance deficiencies are corrected 
by subrecipients and not repeated, 

 
• Comply with the federal monitoring requirements of 24 

CFR 570.501(b) and 24 CFR 85.40, 
 
• Determine if any conflict of interest exists in the operation 

of the program, per 24 CFR 570.611, and 
 
• Ensure that required records are maintained to 

demonstrate compliance with applicable regulations. 
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CHAPTER 3 
 

ANNUAL MONITORING STRATEGY 
  
 The Lancaster County Redevelopment Authority will create 

an internal Annual Monitoring Strategy to focus its 
monitoring efforts and maximize the effectiveness of a 
specific monitoring review.  The strategy will identify the 
programs with the most significant level of risk exposure, the 
number of subrecipients that will be monitored during the 
fiscal year, and the monitoring approach (comprehensive or 
focused) that will be used.  This Annual Monitoring Strategy 
will be retained in the Redevelopment Authority’s central 
files. 
 

Components of an 
Annual Monitoring 
Strategy 

1. Areas to be reviewed, including statutes and regulations 
that apply to each area monitored, 

 
2. Data to submit, 
 
3. Resources required, and 
 
4. A schedule of completion. 
 

Risk Assessment 
 

The first step in creating an Annual Monitoring Strategy is to 
undertake a risk assessment of all programs funded through 
the Lancaster County Redevelopment Authority.  The 
objective of risk assessment is to allocate a larger share of 
monitoring resources to those program functions posing the 
highest risk.  Risk assessment provides information on the 
entities and activities to be reviewed by the program staff.  
Risk assessment involves: 
 

 • Estimating the level of risk, 
 

 • Assessing the frequency/likelihood of occurrence of risk, 
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CHAPTER 3 
 Risk Assessment 

(continued) 
• Considering how best to manage risk, and 
 

 • Determining the action or actions to be taken. 
 

 Once risk has been assessed, a strategy must be developed 
to manage the risk.  The risk profile, which summarizes the 
individual risk identified with a particular program participant 
or program activity, assists in determining the level of 
resources required to fulfill monitoring responsibilities.  Risk 
analysis factors are the criteria for determining risk 
exposure, the likelihood that a subrecipient has failed to 
comply with program requirements, or that the subrecipient 
has performed unacceptably.  The structure of the rating 
system will result in a determination of subrecipients who 
pose a high risk and will, therefore, be subject to a 
comprehensive monitoring.  
 

Given that program goals, objectives and operations vary, 
the Redevelopment Authority gives appropriate weight to 
these categories. 

 
The Redevelopment Authority will use a rating system for 
assessing the relative risk of each funded subrecipient.  
Each program will be evaluated annually to determine level 
of risk and subsequently, the monitoring strategy. 
 

Types of Risks 
 
 
 
 
 
 
 
 
 

The following are the types of risks evaluated: 
 

• Physical risk is the extent to which the Redevelopment 
Authority-funded physical assets are maintained and 
operated according to established standards. 

 
• Management risk is the extent to which the 

subrecipient has the capacity to carry out programs 
according to established requirements.  Program staff 
turnover may be considered a management risk.  
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CHAPTER 3 
  

Types of Risks (continued) 

 
• Satisfaction risk is the extent to which clients express 

satisfaction or dissatisfaction with the delivery of 
program services. 

 
• Service risk is the extent to which the subrecipient 

effectively and efficiently delivers services to intended 
beneficiaries/clientele. 

 
Monitoring Approach 
 
 

Based on the risk assessment, the Lancaster County 
Redevelopment Authority will determine which monitoring 
approach will be used for each funded program: 
comprehensive or focused.  The monitoring approach 
established for each subrecipient will depend upon the level 
of risk determined as a result of the risk assessment 
process.  Every program will undergo a comprehensive 
monitoring at least every three years. 
 
Comprehensive Monitoring 
 

• A thorough review of all major activities, including a 
mandatory in-depth review of critical functions, 
including financial, physical, management, satisfaction, 
and service. 

 
• An in-depth review of high-risk subrecipients in areas 

where performance is inadequate or a known problem 
exists. 

 
Focused Monitoring 
 

• A minimum review of each major activity, expanding in 
scope if problems become apparent. 

 
 • An in-depth review of program compliance based upon 

monitoring guidance requirements 
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CHAPTER 3 
 Areas to Be Reviewed Examples of areas to be reviewed during a monitoring visit 

include: 
 

• Performance Evaluation Review  [24 CFR 570.501(b) & 
24 CFR 85.40(a)] 

 
• Record-Keeping Systems [24 CFR 570.506] 

 
• Financial Management Systems [OMB Circular A-110] 

 
• Non-Discrimination and Actions To Further Fair 

Housing [24 CFR 570.506(g), 570.601, 570.602] 
 

• Procurement & Bonding  [OMB Circular A-110, 24 CFR 
Part 85.36] 

 
These issues are described in detail in Chapter IV. 
 

Schedule of Completion The monitoring strategy will describe the schedule for the 
completion of monitorings, the Redevelopment Authority 
staff members responsible for monitoring and the resources 
necessary to complete the monitorings. 
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CHAPTER 4 

 
THE MONITORING VISIT 

 
Preparation The Redevelopment Authority will learn as much about each 

program to make informed decisions in order to prioritize the 
areas that require review.  The preparation process involves: 
 
• Researching appropriate program regulations and 

statutes, 
 

• Reviewing monthly reports submitted by the program, 
 

• Analyzing available data submitted by the subrecipient, 
including data on outcomes and indicators, and 

 
• Reviewing monitoring guidance and/or checklists. 
 

Monitoring Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The staff of the Redevelopment Authority will conduct at 
least one site visit during the contract period to insure that 
subrecipients are implementing activities in accordance with 
program requirements.  A written monitoring letter will 
document each site visit.  If, as a result of the monitoring 
visit, deficiencies are found to exist, the subrecipient must 
respond within forty-five (45) calendar days outlining actions 
it expects to take to correct the deficiencies.  These 
deficiencies take two forms: Findings and Concerns.  
Findings are conditions that are not in compliance with 
regulatory, or statutory requirements.  Concerns are 
deficiencies in performance that are not based on a 
regulatory or statutory requirement that should be brought to  
the attention of the program participant.  If not addressed, a 
Concern can lead to a Finding.  The subrecipient has the 
opportunity to contest the Findings and Concerns and should 
do so in writing within thirty (30) days of the monitoring visit.  
The Redevelopment Authority will respond to the 
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CHAPTER 4 
 

Monitoring Process (continued) subrecipient’s letter contesting the Finding and Concerns 
within thirty (30) days. 
 

Scheduling the Visit The site visit is to be arranged in advance with the 
subrecipient by the Community Services Assistant or the 
Community Development Specialist.  The subrecipient will 
be informed in writing of the time, date and Redevelopment 
Authority staff responsible for conducting the monitoring visit.   
The subrecipients must make themselves available for the 
on-site monitoring visit at the earliest date that is mutually 
convenient, but no later than thirty (30) calendar days after 
the Redevelopment Authority's notice that a visit is to be 
scheduled.  The notice will also inform the subrecipient to be 
prepared to verify that procedures designed to eliminate 
deficiencies noted in previous monitoring letters are being 
implemented.  Once the date and monitoring schedule have 
been set, Redevelopment Authority staff will send a 
confirmation letter that includes the following information: 
 
• the date and time and place of the monitoring visit,  
 
• the activities to be reviewed,  
 

• the Redevelopment Authority staff that will conduct the 
visit, and  

 
• a request that the necessary program staff be available 

during the visit.   
 
The letter should also confirm the need for any services in 
conducting the monitoring, such as a conference room, or 
telephones, etc. 
 

Entrance Conference  
 
 

The Redevelopment Authority staff will hold an entrance 
conference with the program’s Executive Director and 
relevant program staff to communicate the objectives, scope 
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CHAPTER 4 
 

Entrance Conference 

(continued) 

and focus of the monitoring.  The Redevelopment Authority  
staff person will explain to the program staff how the 
monitoring will be conducted.  At this time, the 
Redevelopment Authority staff will identify key program staff 
that should participate in the monitoring.  Redevelopment 
Authority staff will also confirm the programs and activities to 
be reviewed.  Redevelopment Authority staff will also 
discuss the files that will be reviewed and how to access the 
files and the work areas to be used.  If necessary, the 
Redevelopment Authority staff will also use this time to 
schedule physical inspections, interviews and other logistical 
issues. 
 

Areas to be reviewed The Redevelopment Authority staff will review a variety of 
information with the subrecipient.  The areas to be reviewed 
include: contract compliance, performance evaluation, 
record keeping, financial management and non-
discrimination.  
 

Contract Compliance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All subrecipients that are allocated CDBG, HOME or ESG 
funds must enter into a contract with the Lancaster County 
Redevelopment Authority.  All subrecipients that are 
allocated HSDF funds enter into a contract with the County 
of Lancaster.  One of the primary reasons that the 
Redevelopment Authority conducts monitoring visits is to 
determine whether subrecipients are complying with the 
contract. Contracts with the Lancaster County 
Redevelopment Authority must comply with the requirements 
of 24 CFR Part 570.503 (CDBG); 24 CFR Part 576 (ESG); or 
24 CFR Part 92.504 (HOME).  Contracts with the County of 
Lancaster must comply with the requirements of the 
Commonwealth of Pennsylvania’s Department of Public 
Welfare, Office o f Social Programs requirements for the 
Human Services Development Fund (HSDF), commonly 
referred to as  “Act 78." 
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CHAPTER 4 
 

Contract Compliance 

(continued) 

A sample contract is contained in Appendix E.  Contracts will 
list a Scope of Services referencing the most recent 
approved fiscal year funding request.  In all cases, the 
funding request will be attached as a legal part of the 
contract and referenced as “Exhibit A.”   The Project Budget 
will be included in the contract as “Exhibit B.”  If applicable, 
the contract will include a description of the computation of 
the unit costs, referenced as “Exhibit C.”  All contracts will 
include the standard Part II Terms and Conditions. 
 

Performance Evaluation 
Review 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Redevelopment Authority staff will review the contract 
with the subrecipient and assess their performance in 
accordance with program guidelines and objectives.  The 
Redevelopment Authority staff will make a determination if 
the subrecipient is accomplishing the stated objectives.  
 

Redevelopment Authority staff will review the program’s 
progress toward the goals established in the contract 
through a compilation of the organization’s data supporting 
goals, outcomes and indicators.  All organizations funded 
with County funds are expected to develop outcomes for 
their participants as a result of the organization’s services.  
The definition of an outcome is “the benefits or changes for 
participants during their participation in a program.”  
Outcomes are the end results that relate to behaviors, skills, 
knowledge, attitudes, values, conditions, or other attributes.  
Outcomes must have measurable indicators to determine 
progress.  
 
Redevelopment Authority staff will also: 
 
• Review any complaints that may have been made about 

the subrecipient by clients, and responses made by the 
subrecipient. This includes a review of client satisfaction 
forms. 
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Performance Evaluation 

Review (continued) 

• Interview key program staff, subcontractors, and program 
beneficiaries, if necessary. 
 

• Conduct physical inspections, if appropriate. 
 

Record keeping Redevelopment Authority staff will review five (5) to ten (10) 
files for clients assisted with County grant funds to determine 
the following: 
 
• Whether the clients served are income eligible according 

to the program regulations and what type of income 
verification system is used. 
 

• The residency of clients served and how the subrecipient 
verifies this information. 
 

• The services that are being provided to the client and 
whether or not they are consistent with the services 
outlined in the funding request and contract. 
 

• Whether records required by the contract and applicable 
program regulations are being properly maintained. 
 

• The primary service area of the programs undertaken by 
the subrecipient, if applicable. 

 
Financial Management 
System 
 
 
 
 
 
 
 
 

Redevelopment Authority staff will review the following 
components of the organization’s financial management 
system to ensure compliance with federal requirements: 
 

Use of Funds - Organizations that utilize CDBG, HOME, 
HSDF and ESG funds must use those funds as originally 
planned and for only eligible activities.  If an organization 
wishes to expend CDBG, HOME or ESG funds for an eligible 
activity other than what was proposed, a letter requesting the 
change must be submitted to the Director of Community 
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CHAPTER 4 
 

Financial Management System 

(continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Development about the proposed changes in the planned 
expenditures.  If an organization wishes to expend HSDF 
funds for an eligible activity other than what was proposed, a 
letter requesting the change must be submitted to the Board 
of the Lancaster County Commissioners about the proposed 
changes in the planned expenditures.  Requests must be 
made prior to the expenditure of funds. 
 

Internal Controls  - This term refers to the combination of 
policies, procedures, defined responsibilities, and personnel 
records that allow an organization to maintain adequate 
oversight and control of its finances.  The standards for 
financial management systems are listed at 24 CFR 84.21.   
 
The staff of the Redevelopment Authority will track the fiscal 
procedures for four (4) or five (5) financial transactions. The 
combination of source documentation and accounting 
records should provide a complete “audit trail” documenting 
when a purchase was requested and by whom, how it was 
formally approved, what funds were used to pay for it, and 
when it was paid and for how much. 
 
The Redevelopment Authority staff will also ask questions 
about other fiscal procedures such as: 
 
• “Who handles cash donations?”   
 
• “Who logs in the checks?”  
 
• “Who deposits checks?”  
 
• “Who reconciles the bank accounts?”   
 
These questions are aimed at ensuring that one person does 
not have control of an entire fiscal procedure and to ensure 
adequate internal control measures.   
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Financial Management System 

(continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accounting Controls - Organizations must maintain 
records that adequately identify the source and application of 
applicable grant funds.  The Redevelopment Authority staff 
may ask questions about the computer software used for the 
fiscal procedures to determine if there are adequate 
accounting controls. 
 

Procurement - Organizations funded with federal grant 
funds must have a procurement policy for the acquisition of 
supplies, equipment, construction and services to ensure 
that they are purchased as economically as possible through 
an open and competitive process.  The procurement 
regulations can be found at 24 CFR Part 84.   
 
The Redevelopment Authority staff will ask for a copy of the 
procurement policy.  The Redevelopment Authority staff may 
ask to see a financial transaction to ensure that the 
organization has followed its procurement policy.  (For 
example, reviewing a financial transaction that required the 
collection of three bids.)   
 
Property Asset Controls  - Grant-funded organizations must 
have a system to track property and other assets purchased 
with grant funds, and to ensure that these property and 
assets are secure and are used for the authorized purpose 
only.  Guidelines on property and equipment controls can be 
found at 24 CFR 85.32(d) and 24 CFR 84.34(f).  
 
Audits.  Audits are one method for an organization to obtain 
an independent, informed judgment regarding the 
organization’s financial management system.  Subrecipients 
are required to conduct an agency-wide audit if they receive 
$300,000 or more in federal funds in a single year and a 
program audit if they receive less than $300,000 in federal 
funds in a single year.  All organizations receiving federal 
funds are required to submit their audits to the Lancaster 
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Financial Management System 

(continued) 

County Redevelopment Authority within 180 days from the 
end of the organization’s fiscal year.  The federal standards 
for audits can be found at OMB Circular A-133.  Guidelines 
for non-federal audits for non-profit organizations can be 
found at 24 CFR 84.26.    
 
The Redevelopment Authority will review the subrecipient’s 
most recent audit prior to the monitoring visit.  If the audit 
indicated any Findings or Concerns, the Redevelopment 
Authority staff will ask questions concerning the 
subrecipient’s Corrective Action Plan to ensure that the 
problem has been addressed.   
 

Other Federal 
Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Redevelopment Authority will also review other federal 
requirements as described below: 
 
Non-discrimination and Equal Opportunity  - All grant-
funded organizations must make facilities and services 
available to all on a non-discriminatory basis and publicize 
this fact in a variety of formats.  This includes persons with 
disabilities, or persons of any particular race, color, religion, 
sex, age, familial status or national origin within their service 
area who may qualify for services. 
 
The Redevelopment Authority staff will ask for a copy of the 
subrecipients Equal Opportunity for Employment policy.  If 
the subrecipient has hired any program staff in the past year, 
the Redevelopment Authority staff will ask to see that the 
position was advertised in the local newspaper.  The 
advertisement must include a statement that the 
organization is an Equal Opportunity employer.  
 
The Redevelopment Authority staff will also ask the 
subrecipient whether the facility in which services are being 
provided is accessible to persons with disabilities.  The 
Redevelopment Authority will also ask questions about the 
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Other Federal Requirements 

(continued)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

availability of the organization’s services on a non-
discriminatory basis.  
 

Lead Based Paint - Lead-based paint requirements are 
designed to ensure that housing receiving federal assistance 
does not pose a hazard to young children.  All federally-
funded organizations are subject to the Lead-Based Paint 
Poisoning Prevention Act (LBPPPA) and the Act’s 
implementing regulations at 24 CFR Part 35.  Grant-funded 
organizations must comply with Subpart K of the Lead-
Based Paint Hazard regulations.    
 

Relocation and Displacement - While an eligible expense, 
the Lancaster County Redevelopment Authority is hesitant to 
allocate federal grant funds to any project that will require 
the displacement or relocation of persons, families, 
individuals, businesses, nonprofit organizations or farms.  
The Uniform Relocation Act and the requirements are listed 
in 49 CFR Part 24, subpart B. 
 

Conflict of Interest - Federally-funded organizations must 
avoid any conflict of interest in carrying out activities funded 
with grant funds.  The conflict of interest regulations can be 
found at 24 CFR 576.57(d).  
 
The Redevelopment Authority staff will ask for a copy of the 
personnel policy to see if the subrecipient has made the 
conflict of interest provisions known to its program staff.  The 
Redevelopment Authority may ask questions concerning the 
involvement of Board members or employees in any 
decision concerning grant funds.  
 

Limits on Funding to Primarily Religious Organizations -  
In order to comply with the separation of church and State, a 
number of conditions currently apply to the provisions of 
federal grant funding to organizations that are primarily 
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Other Federal Requirements 

(continued)  

 

 

religious in nature.  The regulations concerning primarily 
religious organizations can be found at 24 CFR 576.23.   
 
The Redevelopment Authority staff will review the conditions 
that apply to religious organizations concerning the use of 
grant funds to further the  organization’s religious beliefs.  
The subrecipient will be asked whether services are 
provided as a condition of participation in a religious 
program, or whether services are restricted to members of a 
particular faith.   
 

Exit Conference  The Redevelopment Authority staff will present the tentative 
conclusions made and summarize the preliminary results of 
the visit.  The Redevelopment Authority staff will discuss if 
the identified problems are isolated incidences or systematic 
deficiencies.  Corrective actions may vary depending upon 
this determination.  This conference also offers an 
opportunity to correct any misconceptions and 
misunderstandings and to secure additional information to 
clarify or support the conclusions.  The exit conference also 
begins the dialogue necessary to resolve any Findings or 
Concerns. 
 

Post-Monitoring Visit 
 
 
 
 
 
 
 
 
 
 
 
 

Upon returning to the office, the Redevelopment Authority 
staff person responsible for monitoring the program may 
conduct interviews with at least five clients (selected at 
random) served by the program to determine satisfaction or 
dissatisfaction with services.  This procedure is generally 
only undertaken if the subrecipient is not using client 
satisfaction forms that provide the needed information. 
 

As a result of the monitoring visit, the Redevelopment 
Authority will make a determination that: 
 
• Performance was adequate, exemplary or that there 

were significant achievements, or 
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Post-Monitoring Visit 

(continued) 

 
• There were Findings, or Concerns. 
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CHAPTER 5 

 
THE MONITORING LETTER 

 
Communicating the 
Results 

Communicating the results of monitoring is essential for 
improving the performance and enhancing the capacity of 
funded subrecipients.  A written letter (the Monitoring Letter) 
will be prepared for each monitoring visit.  The Monitoring 
Letter will contain two components, the cover letter, which 
will summarize the monitoring visit and the conclusions 
determined, and the Letter attachments, which will explain in 
detail the procedures undertaken.  The official copy of the 
monitoring letter will contain all necessary concurrences and 
signatures.  It must be dated and mailed within forty-five (45) 
days of the official exit conference with the subrecipient.  
The field documentation should be clear and legible and 
retained in the Redevelopment Authority’s central files.  If 
necessary, a post-visit interview will be held with the 
subrecipient to clarify the Redevelopment Authority's letter.  
An outline of the topics covered in a Monitoring Letter is 
contained in Appendix B.   
 

Information Included in 
the Monitoring Letter 
 
 
 
 
 
 
 
 
 
 
 
 

• The name of the program and project sponsor monitored, 
 

• The name of the Redevelopment Authority staff who 
performed the monitoring visit, 

 
• The date of the visit, 
 

• A description of the program areas reviewed and the 
information collected, 

 
• The monitoring conclusions  (Negative conclusion should 

be clearly labeled as either a Finding or a Concern in 
accordance with the definition of these terms), 
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Information Included in the 

Monitoring Letter (continued) 

• The recommended steps the subrecipient can take to 
resolve each Finding and each Concern and where 
appropriate, an indication that Findings were resolved on-
site, 

 
• The due date of the required corrective action for each 

Finding, 
 

• The Redevelopment Authority may also request 
information to address Concerns identified during 
monitoring, 

 
• An explanation that the subrecipient has the opportunity 

to contest the Findings and provide adequate due 
process, and 

 
• An offer of technical assistance and an indication of the 

technical assistance that was provided on-site, if 
applicable. 

 
Findings and Concerns As noted earlier in this document, Findings are conditions 

that are not in compliance with regulatory, or statutory 
requirements.  Findings are serious breaches of program 
regulations and are grounds for sanctions if the 
Redevelopment Authority feels it is necessary.  Findings 
must be rectified at once through a “Corrective Action” which 
means that the subrecipients must prepare a written 
response describing how the situation will be remedied. 
 

Concerns are deficiencies in performance that are not 
based on a regulatory or statutory requirement that should 
be brought to the attention of the subrecipient.   Concerns 
are situations that, if not addressed, may lead to Findings.  
As such, they too must be addressed before they become a 
Finding. 
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Findings and Concerns 

(continued) 

If there are any Findings or Concerns, the Redevelopment 
Authority will describe the condition, criteria, cause, effect 
and required corrective action in the Monitoring Letter 
attachments.  The condition describes the problems that 
were found.  The criteria cite the regulatory or statutory 
requirement that was not met.  The cause explains why the 
condition occurred.  The effect describes what happened as 
a result of the condition. 
 

 Concerns should include the condition, cause and effect.  
Corrective action will be recommended for all Concerns and 
will be based on sound management principles or other 
guidelines.  The Redevelopment Authority will communicate 
concerns, along with the request for a corrective action, to 
the subrecipient within forty-five (45) days. 
 
All required or recommended corrective actions must 
address the cause of the Finding or Concern.  Each required 
or recommended action will include a time frame for the 
subrecipient to respond to the Redevelopment Authority’s 
conclusions.   Ideally, the subrecipient will offer a workable 
solution that will correct the deficiency. 
 

Approval 
 
 
 
 
 
 
 
 
 
 
 
 

The Director of Community Development will sign all 
Monitoring Letters to ensure consistency in the handling of 
monitoring Findings and Concerns and to assess the quality 
and accuracy of the monitoring.  The Director of Community 
Development’s signature will also attest that the 
performance problems are properly detected and the 
selected corrective actions are designed to remedy the 
specific instance of non-compliance as well as any 
systematic deficiencies that may affect the expenditure of 
funds in the future.  The Director of Community Development 
will also ensure that the Monitoring Letter makes 
appropriate, supportable comments and draws sound 
conclusions.  As a result, the subrecipient will have a clear 
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Approval (continued) understanding of the Redevelopment Authority’s perception 
of its performance during a specific time period. 
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CHAPTER 6 

 
DOCUMENTATION 

 
Documentation Each step of the monitoring process is documented and 

maintained in the Redevelopment Authority’s central files.  
The client files will remain confidential to protect the privacy 
of the clients served.  A copy of the Annual Monitoring 
Strategy is kept in the central file.  The strategy should be 
dated and signed by the Executive Director and the Director 
of Community Development. 
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CHAPTER 7 

 
FOLLOW-UP 

Follow-up In order to ensure the effectiveness of the monitoring, the 
Redevelopment Authority continually assesses the progress 
of the funded subrecipients.  If the monitoring visit and letter 
reflect a Finding or a Concern, a follow-up monitoring visit 
may be conducted within six months to ensure that the 
corrective actions are implemented, performance is 
maintained or improved, and that communication is 
sustained.  All follow-up actions are appropriately 
documented and communicated to the subrecipient. 
 

Basis of Follow-up Effective follow-up is based on: 
 
• The accountability of funded subrecipients, 

 
• The clarity and consistency of performance standards, 
 

• The clarity and consistency of corrective actions, 
 

• The continuous provision of feedback, and 
 

• Timely communications with funded subrecipients. 
 

Completion of  
Monitoring Process 
 
 
 
 
 
 
 
 
 
 
 

The monitoring process is complete only after: 
 

 1. The identified deficiency has been corrected,  
 

2. The corrective action produces improvements, and 
 

3. It is decided that management action is not needed.  
 

Action taken by the subrecipient to correct deficiencies must 
be verified and documented.  The Redevelopment Authority 
will determine if the action was acceptable or whether further 
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CHAPTER 7 
 Completion of Monitoring 

Process (continued) 
 
 

action is needed.  This determination will be communicated in 
writing to the subrecipient.  The Redevelopment Authority will 
routinely assess whether the corrective action ultimately 
serves to resolve the deficiency.  
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CHAPTER 8 

 
TECHNICAL ASSISTANCE 

  
Technical Assistance Orientation, training and technical assistance provide the 

keys to successful program operations and reduced 
problems.  The Redevelopment Authority wants to enhance 
overall performance and the long-term capacity of 
subrecipients to provide services to the community both 
efficiently and effectively. Technical assistance is not usually 
a one-time event.  Technical assistance of all types should: 
 
• provide the subrecipient with a reasonable period of time 

to respond to the announcement of an orientation or a 
training session,  

 
• be relevant,  
 
• provide accurate information,  
 
• consider the subrecipient’s level of expertise and 

resources, and  
 
• assess subrecipient’s comprehension.   
 
 

Orientation Sessions Orientation sessions are generally held at the beginning of 
the program year and tend to address broad program 
objectives.  The purpose of orientation sessions is to educate 
or remind subrecipients about the basic rules under which 
any activity must operate in the community.  An orientation 
session provides an opportunity for the Redevelopment 
Authority to establish clear expectations for subrecipients with 
respect to performance standards and policies and 
procedures. 
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 Training Sessions Training sessions are generally aimed at larger groups and 

are conducted throughout the year to address specific issue 
areas.  Ongoing monitorings, as well as surveys, will 
determine the topics on which subrecipients need help.  
Training sessions tend to focus on CDBG, HOME, HSDF or 
ESG topics and examine them in much greater level of detail.  
Examples of issue-specific topics include: 
 
• outcomes and results,  
• income verification,  
• financial controls,  
• audits,  
• record-keeping,   
• reporting requirements,  
• procurement methods,  
• recruitment and hiring of program staff. 
 

Small technical assistance sessions are also provided one-
on-one or in small groups, often on-site, when operations are 
already underway.  Small technical assistance sessions will 
be relevant only to agencies that carry out that specific 
activity.  The purpose of this assistance is to improve 
compliance with specific program rules and regulations in 
order to avoid the monitoring Findings, questioned costs, 
disallowance, or interruptions in funding. 
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Lancaster County Redevelopment Authority 
Sample Annual Monitoring Strategy  

 
 
The first step in the development of an annual Monitoring Strategy is to undertake a risk assessment 
of all programs funded through the Lancaster County Redevelopment Authority.   The objective of 
risk analysis is to allocate a larger share of monitoring resources to those program functions posing 
the highest risk.   
 
The risk profile, which summarizes the individual risk identified with a particular program participant 
or program activity, assists in determining the level of resources required to fulfill monitoring 
responsibilities.  Risk analysis factors are the criteria for determining risk exposure, the likelihood 
that an organization has failed to comply with program requirements, or that the organization has 
performed unacceptably.  The structure of the rating system will result in a determination of 
organizations that pose a high risk and will therefore be subject to a more comprehensive 
monitoring.  
 
The Authority uses a rating system for assessing the relative risk of funded organizations.  Based on 
the rating system shown below, a local Annual Monitoring Strategy is developed.  Each program will 
be evaluated annually to determine level of risk and subsequently, the monitoring strategy. 
  
The Lancaster County Redevelopment Authority has established the following criteria for risk 
profiles. 
 

Lancaster County Redevelopment Authority 
Project Risk Determination 

 
Criteria         Points  
 
Financial 

• Allocation in excess of $50,000      5 
• Corrective Action Plan required in recent audit      

Questioned Costs or concerns       2  
Findings         5 
 

Management 
• History of difficulty in program administration     8 

(Untimely submission of invoices, monthly reports,  
inaccuracies in reports, etc) 

• Staff turnover         5 
• Lack of progress in achieving stated Outcomes or Results    8 
• The existence of Findings and/or Concerns from  

previous monitorings        5  
 
Satisfaction 

• Complaints received about the program     3 
 
The Lancaster County Redevelopment Authority’s Monitoring Strategy is intended to focus 
monitoring efforts and maximize the effectiveness of a specific monitoring review.  This Sample 
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Monitoring Strategy includes areas to be reviewed, statutes and regulations that apply to each area 
monitored, data to submit, schedule of completion, and required resources.  The strategy identifies 
the programs with the most significant level of risk exposure, and the monitoring approach 
(comprehensive or focused) that will be used.   
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Sample Monitoring Strategy 
Risk Determination 

CDBG Programs  
 

 
Program 

 
Financial 

 
   Management 

 
Customer 

Satisfaction 

 
Total  
Score 

 
 

 
>$50,000 

 
Audit 

 
Previous 
Difficulty 

 
Staff 

Turnover 

 
Lack of 

Outcomes 

 
Previous 

Findings &  
Concerns 

 
Complaints 

 
 

 
Main Street Youth Program 

 
5 

 
0 

 
0 

 
0 

 
0 

 
0 

 
0 

 
5 

 
Small Town Health Center  

 
0 

 
0 

 
8 

 
5 

 
0 

 
0 

 
0 

 
13 

 
Local Employment Training 
Program  

 
5 

 
0 

 
0 

 
0 

 
0 

 
0 

 
0 

 
5 

 
Sample Monitoring Strategy 

Risk Determination 
HSDF Programs 

 
 

Program 
 
Financial 

 
   Management 

 
Customer 

Satisfaction 

 
Total  
Score 

 
 

 
>$50,000 

 
Audit 

 
Previous 
Difficulty 

 
Staff 

Turnover 

 
Lack of 

Outcomes 

 
Previous 

Findings &  
Concerns 

 
Complaints 

 
 

 
AIDS Services 

 
0 

 
0 

 
0 

 
5 

 
0 

 
0 

 
0 

 
5 

 
Families Together Program  

 
5 

 
0 

 
0 

 
0 

 
0 

 
0 

 
0 

 
5 

 
Landlord Tenant Program 

 
5 

 
0 

 
8 

 
5 

 
0 

 
0 

 
0 

 
18 
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Comprehensive Versus Focused On-site Monitoring 
 
Any program that scores more than fifteen (15) on the Risk Determination Scale shown above will 
undergo a comprehensive, on-site monitoring.   Additionally, all new programs will undergo a 
comprehensive, on-site monitoring.  As a result of the Risk Analysis, the following fictitious 
programs will undergo a comprehensive, on-site monitoring: 
 
Ø Landlord Tenant Program 
 
A comprehensive on-site monitoring is a thorough review of all major activities which are described 
below. 
 
Any program that scores less than 15 on the Risk Determination Scale will undergo a focused, on-
site monitoring.   The following fictitious programs will receive a focused on-site monitoring visit. 
 
Ø Main Street Youth Program 
Ø Small Town Health Center  
Ø Local Employment Training Program  
Ø AIDS Services 
Ø Families Together Program  
 
A focused, on-site monitoring is a minimum review of each major activity, expanding in scope if 
problems become apparent. 
 
 
Areas to be reviewed 
 
The following are the possible areas for review during a monitoring visit. 
    
Performance Evaluation Review     24 CFR 570.501(b) & 24 CFR 85.40(a) 
 
Record-Keeping Systems     24 CFR 570.506 
 
Financial Management Systems    OMB Circular A-110 
 
Non-Discrimination and Actions to Further Fair Housing 24 CFR 570.506(g), 570.601, 570.602, 

and 570.607 
 
Procurement and Bonding      Attachment O, OMB Circular A-110, 24 

CFR Part 85.36 
 
During this year, Performance Evaluations will be the primary focus of the monitoring visits.   
Performance evaluations will include: 
 
Ø a review of the eligibility of clients 
Ø a review of the eligible activities 
Ø a comparison of actual work performed versus planned work 
Ø a comparison of actual progress on outcomes versus planned or projected outcomes 
Ø a comparison of actual expenditures versus planned expenditures, and  
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Ø the program’s responsiveness to internal evaluations.   
 
Data to submit 
 
All programs must have recent outcome achievement information to report at the monitoring visit.   
 
 
Schedule of completion 
 
The Community Services Assistant will monitor the following programs in the months listed below. 
 
 
October 
Ø Landlord Tenant Program 

 
November 
Ø Families Together Program    
 
December 
Ø Main Street Youth Program 
Ø AIDS Services 
 
January 
Ø Local Employment Training Program  
 
February 
Ø Small Town Health Center  
 
 
Required resources 
 
Each on-site monitoring visit will require approximately three hours.  At least three additional hours 
are generally required for the preparation and approval of the monitoring report.   Approximately 80 
hours of staff time, including oversight, will be required to complete the monitoring strategy. The 
Community Services Assistant is responsible for all monitoring visits and report preparation.  
Additional resources will include mileage, parking and perhaps minor postage costs.  Some long 
distance telephone costs will be necessary as three organizations are outside the range of local calls.  
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APPENDIX B 
 

Sample Monitoring Letter Format 

 



Sample Monitoring Letter Format 
 

Areas to be included: 
 
A. Program name or project being monitored 
 
B. Staff from agency assisting with the monitoring 
 
C. Staff from Redevelopment Authority who performed the monitor 
 
D. Date and time of visit 
 
E. Conclusion 
 

Monitoring Letter Attachment A 
 
 
Background 
 

Contract Information 
 

Purpose of Contract and Services Provided 
 

Use of CDBG Funds 
 
 
Community Development Block Grant (CDBG) Funds 
 

Eligibility 
 

Fundability 
 

Number of Clients Served 
 

Unit of Service 
 
 
Client Files 
 

Income Verification 
 

Extent of Service Coordination 
 



Accuracy and Completeness of the Data Requirements 
Attachment A continued 
 
Status of Program 
 

General Trends or Changes in the Program Participants 
 

Recent Changes to the Program 
 

New Services or Programmatic Changes Planned 
 

Staff Changes 
 

Sources of Referrals 
 

Program Evaluation 
 

Reports 
 

Client Satisfaction Survey 
 

Complaints 
 

New Board Members or Activities 
 

Other Sources of Funds 
 
Outcomes 
 
Financial Management 
 

Previous and Current Expenditures 
 

Program Fees 
 

Financial Procedures 
 

Check Review  
 

Financial Audit or Financial Statements 
 

Inventory List 
 



Disposition of Equipment Purchased with CDBG Funds.  
 

Attachment A continued 
 
Procurement  
 
 
Equal Opportunity of Employment Policy 
 
 
Results of Monitoring 
 



 
 
 
 
 
 
 
 
Date:  __________________ 
 
                        
  
  
  
 
 
re: 2002 CDBG monitoring visit  
 
 
Dear Mr.   ______________________:                     
 
This letter relays the results of the monitoring review of the 
__________________________________ funded with Lancaster County 
Community Development Block Grant funds.  The review was conducted by 
__________________________________ on ______________________, 
2002.  
 
The monitoring included: a review of eligible activities; client files; status of 
activities; outcomes; and financial management. 
 
Attachment A contains detailed results of the evaluation in the areas stated 
above.  Attachment B conveys the Findings or Concerns encountered during 
the monitoring visit.  
 
If there are any questions or concerns about the information in this report, 
please contact ____________ at 394-0793 or at 
_________________________. 
 
Sincerely,  
 
 
 
__________________________ 



Director of Community Development  
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Attachment A 
 
Background 
 

Contract Information 
 

The fiscal year 2001 Community Development Block Grant (CDBG) contract 
between the Lancaster County Redevelopment Authority and 
________________________ for $_________ began July 1, 2001 and 
terminated June 30, 2002.  The fiscal year 2002 CDBG contract for 
$______________ began July 1, 2002 and will terminate on June 30, 2003.  

 
Purpose of Contract and Services Provided 

 
The _______________________ is a nonprofit organization providing loans 
and technical assistance to small businesses in Central Pennsylvania.  
_______________________ operates the _______________________ 
which provides affordable capital and technical assistance to viable 
community projects which actively foster community worker ownership, job 
creation, affordable housing production and neighborhood revitalization.   

 
Four basic levels of service are provided to groups or individuals: 

 
a. Technical support to complete a loan fund application for financial 

assistance; to build organizational capacity required to receive financial 
assistance from the _______________________; to help an 
organization’s or individual’s project succeed; and to ensure the 
proper repayment of a loan; 

 
b. Short to medium term financing and bridge loans at below market 

rates (Approximately 9-12% at this time); 
 

c. Referral services for those projects that may be more appropriately 
considered by other agencies, financial institutions, or funding sources; 
and 

 
d. Assistance to identify and obtain longer-term, leveraged financing 

from outside sources, such as commercial lenders, when required by 
specific project plans. 
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Use of CDBG Funds 

 
CDBG funds were used to partially cover administrative costs associated with 
operating the program.  No funds under this contract were used as loan 
funds.  

 
 
Community Development Block Grant (CDBG) Funds 
 

Eligibility 
 

The activity is eligible for CDBG funding under 24 CFR 570.201(o)(ii) as a 
Atechnical assistance to micro-enterprises@ activity.   

 
Fundability 

 
The program is fundable under 24 CFR 570.208(a)(2)(i)(C) as a direct 
benefit to low and moderate income clients.   

 
Number of Clients Served 

 
The fiscal year 2002 contract between the Lancaster County Redevelopment 
Authority and _______________________ requires the provision of 
technical assistance to approximately thirty (30) income eligible clients.   The 
contract projected that financial assistance (loans) will be provided to eight 
(8) clients residing in or having businesses located in Lancaster County, 
outside of the City of Lancaster. 

 
A total of sixty-six (66) County clients were served under the fiscal year 
2001 CDBG contract.  The clients had the following characteristics: 

 
$ 67% of the clients served were males; 34% were females.   
 
$ 79% of the clients served under the contract were White; 6% percent 

were African-American; and 14% percent were Hispanic.   
 

$ The income levels of clients assisted ranged from 14% with very low 
incomes (30% of Median Family Income - MFI); 20% with low incomes 
(50% MFI) and 66% with moderate incomes (80% MFI). The 
proportion of moderate income clients has increased since the 2001 
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fiscal year contract.  
 

 
To date, twenty-three (23) clients have been served under the fiscal year 
2002 contract.  

 
Unit of Service 

 
For the fiscal year 2001 and 2002 contracts, a unit of service is defined as: 

 
$ Each hour of direct contact with a County-based business that 

provides an initial consultation to gauge interest and viability of the 
micro-enterprise and post-loan technical assistance.  The Lancaster 
County Redevelopment Authority will reimburse 
_______________________  $75.00 for each unit of service.  Or, 

 
$ Each County-based business that utilizes comprehensive technical 

assistance which may include but is not limited to development of a 
business plan, marketing strategy, financial projections and 
qualifications for a loan shall constitute an eligible unit of service 
reimbursable at $1,600 per unit of service.  Micro-enterprises must 
provide _______________________  with sufficient information to 
complete a loan analysis to be reimbursed for this unit of service.  

 
Client Files 
 

Income Verification 
 

As a limited clientele activity, all CDBG-assisted clients must be at or below 
80% of Median Family Income (MFI).  Tax returns are often included in the 
client’s file as a form of income documentation. 

 
Extent of Service Coordination 

 
The files show service coordination with _______________________ and 
local financial institutions.   

 
Accuracy and Completeness of the Data Requirements 

 
During the monitoring review, four (4) files were reviewed for accuracy and 
completeness of the data requirements established by the contract.  Clients 
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complete an initial intake form, which includes questions about the annual 
family income, family size and racial and ethnic characteristics.  Clients sign 
and date this form, certifying the information to be true and correct. All files 
reviewed contained the client’s gender, age, annual family income, income 
verification documentation, address, municipality, referral source and type of 
service provided.  (see attached client monitoring forms.)   

 
Status of Program 
 

General Trends or Changes in the Program Participants 
 

No significant trends or changes in the program participants were noted. 
Clients continue to lack basic financial education which hampers their ability 
to access capital through traditional financial institutions.  
 
_______________________ recently celebrated its 10th Anniversary.  

 
Recent Changes to the Program 

 
No significant changes to the program were noted.  There has been a slight 
increase in the number of clients of color. The program continues to increase 
the number of loans made; to date, thirty (30) loans were made in 
Lancaster in 2002. 

 
New Services or Programmatic Changes Planned 

 
The U.S. Department of Agriculture’s Office of Rural Development named 
_______________________  a Microlender for Rural Development.   In the 
past year, _______________________ created a Staff Operations 
Loan/Procedures Manual  

 
Staff Changes 

 
An Accounting Manager was recently added to the staff. 

 
Sources of Referrals 

 
The referrals for this program come from various sources including banks, 
the Economic Development Corporation (EDC), media efforts, community 
organizations such as _______________________ S, and word-of-mouth.  
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Program Evaluation 
 

The program received national recognition for “Excellence in Lending” from 
the Association for Enterprise Opportunity and Deutsche Bank.  

 
The City of Lancaster also supports the program with CDBG dollars.  No 
monitoring visit or report has been prepared.  
 
Reports 

 
_______________________ submits timely reports.  The quality and 
accuracy of the reports are acceptable.  If a discrepancy is noted in the 
report, it is resolved quickly.  

 
Client Satisfaction Survey 

 
_______________________ has a client satisfaction survey as a means of 
providing clients with an opportunity to comment on the services received.  

 
Complaints 

 
The Lancaster County Redevelopment Authority has received no complaints 
about the _______________________ program.  

 
New Board Members 

 
Three new people joined the Board in 2002. Long-time Board Chair 
_______________________, stepped down and 
_______________________ became Chair of the Board.   

 
Other Sources of Funds 

 
The County CDBG funds represent a decreasing percent of the overall 
operating budget.  Interest income funds only one quarter of the operations 
in the program. Other sources of revenue include City CDBG funds, agency 
fund-raising, local banks and corporations, foundations, State funds, and 
religious institutions.  

 
Outcomes 
 
The outcomes for this program are the number of loans made to micro-enterprises 
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owned by low and moderate income clients.  The following County loans have been 
made by _______________________ during the fiscal year 2001 CDBG contract 
period.  
 
 
 
 

Name of Business Amount 
of Loan 
 

Municipality 

 $9,000 Mountville Borough 
 $25,000 Lancaster Twp. 
 $7,906 Manheim Twp. 
 $3,000 Mt. Joy Borough 
 $24,000 Lancaster Twp. 
 $10,000 West Hempfield Twp. 
 $10,000 East Petersburg 

Borough 
 $10,000 Manor Twp. 
 $10,000 Manheim Borough 
 $8,000 Mt. Joy Borough 
 $15,000 Manor Twp. 
 $35,000 Columbia Borough 
 $24,600 Columbia Borough 
 $16,200 Manheim Borough 
   
TOTAL:  14 loans $207,70

6 
 

 
* Loan funds provided through the County’s Microenterprise Loan Fund, 
administered by _______________________.  

 
In addition to these loans, _______________________ has provided technical 
assistance to many people who did not obtain a loan.  See the section above 
under Clients Served.  
 
Financial Management 
 

Previous and Current Expenditures 
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The _______________________ program expended all of the funds under 
the Fiscal Year 2001 CDBG contract. Invoices totaling $10,666 have been 
submitted for July and August under the fiscal year 2002 contract.   At this 
rate, _______________________ will not have any difficulty fully expending 
the grant amount.  
 
 

 
Program Fees 

 
Processing fees are charged at a rate of 1% of the proposed loan. 

 
Financial Procedures 

 
The accrual basis of accounting is used. All transactions must be approved 
by the Executive Director.  A check requisition system was instituted 
recently. The Executive Director is the only required signatory for any check 
less than $2,500.  Any check exceeding $2,500 requires the signature of the 
Executive Director and the Treasurer or the Board Chair.  The Administrative 
Assistant deposits funds. The Accounting Manager reconciles the accounts.  
The Executive Director has the authority to issue loans up to $25,000. 

 
Check Review 

 
The following checks were reviewed for proper documentation. 

 
 

Check 
Number 

 
Amount 

 
Item Purchased/Vendor 

3370 $2,115.38  

1051 $9,000 Loan proceeds 

3059 $263.37 Telephone service  

 
All checks had proper back-up documentation.  There were no obvious 
instances where these expenditures were not necessary and reasonable for 
proper administration of the program.  The expenditures were supported by 
invoices which were properly approved.  The review of program 
expenditures did not reveal the existence of any costs for entertainment, 
contributions, and donations for political activities or lobbying, fines, 
penalties or general administrative expenses.  
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Financial Audit or Financial Statements 
 

The agency conducted an annual financial audit in accordance with OMB 
Circular A-133.  The Audited Financial Statements as of April 30, 2001 for 
_______________________ showed no Findings.  The Lancaster County 
Redevelopment Authority approved the Audited Financial Statements in a 
letter dated December 3, 2001.  The financial management system appears 
to meet the federal reporting requirements and the requirements of the 
Grant Contract between _______________________ and the Authority.     

 
Inventory List 
 
The organization maintains an inventory list which contains all information 
required by 24 CFR Part 85.  This inventory has been updated within the last 
12 months. No CDBG funds were used to purchase property or equipment.  

 
Disposition of Equipment Purchased with CDBG Funds 

 
The organization has not disposed of equipment purchased with CDBG 
funds.  

 
Procurement  
 
_______________________ procurement standards are in conformance with 
federal procurement standards outlined in 24 CFR Part 84.   
 
Equal Opportunity of Employment Policy 
 
_______________________ Equal Opportunity of Employment Statement is in 
conformance with federal standards. The Accounting Manager position was 
advertised in the local newspapers. 
 
Results of Monitoring 
 
No Findings or Concerns. 
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Attachment B 
 
Findings and Concerns 
 
A Finding is a deficiency in program performance based on a statutory or 
regulatory requirement for which sanctions or other corrective actions are 
authorized subject to the Authority’s discretion.   
 
A Concern is a potential problem which, if not addressed, could lead to a 
violation of the laws and/or regulations governing the various programs and 
could lead to a Finding. 
 
There were no Findings or Concerns found during the monitoring visit. 
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Financial Management Guide 

 



GUIDE FOR REVIEW OF FINANCIAL MANAGEMENT SYSTEMS 
 
1. If the accounting system is on a cash basis, can the agency support accrual data from the 

documentation on hand?  
 
2. Are revenue generating activities (i.e. rehabilitation and economic development loans) 

being undertaken? 
 
3. If revenue generating activities are being undertaken, has the organization established 

revenue accounts to record program income?  
 
4. Are expenditures supported by invoices, contracts, purchase orders, etc. which are 

properly approved?  
 
5. Are appropriate time distribution records maintained?  
 
6. Has the agency conducted an annual financial audit in accordance with A-133? 
 
7. If the audit noted any findings or internal control recommendations, were these issues 

resolved?  
 
8. Does the agency have a written procurement policy?  
 
9. Does the agency’s procurement policy comply with 24 CFR Part 85 procurement 

guidelines? 
 
10. Does the agency have a written code of conduct governing employees, officers and agents 

engaged in the award of contacts supported by CDBG funds?  
 
11. Does a spot check of the following items of cost reveal any obvious instances of where 

these expenditures were not necessary and reasonable for proper administration of the 
program, including but not limited to: 
1. Salaries and related fringe benefits? 
2. Administrative professional service contracts 
3. Travel expenditures 
4. General administrative costs such as supplies? 

 
12. Does a review of program expenditures reveal the existence of any obvious allowable 

costs as itemized in OMB A-87 or OMB A-122, including but not limited to: 
a. Entertainment? 
b. Contributions and donations for political activities or lobbying? 
c. Fines and penalties 
d. General governmental expenses?  

 



 
13. Does a review of the personnel roster of staff being paid from program resources reveal 

any obvious instances or personnel being paid from CDBG funds that are not working on 
program activities?  

 
14. If general administrative staff costs are being charged to the CDBG Program, does the 

agency have an approved cost allocation plan in place? 
 
15. Does the organization maintain an inventory which contains all information required by 

24 CFR Part 85? 
 
16. If an inventory exits, has it been updated within the last 12 months? 
 
17. If the organization has disposed of equipment purchased with CDBG funds, has it 

complied with the requirements of 24 CFR Part 85? 
 
18. Are systems in place to collect the following data on an annual basis?  

a. Budgets, records of expenditures and revenue, etc.  
b. Client records as required by the contract and 24 CFR Part 500 and Part 85, such 

as income characteristics, family size, racial characteristics, head-of-household, 
etc.  
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APPENDIX D 
 

Monthly Reports 

 

 



Lancaster County Redevelopment Authority 
MONTHLY REPORT 

Human Service Programs 
 
Program Title:                                                                                                                                  

Program Sponsor:                                                                                                                                  

Reporting Month:                                                                                                                                   

 
Invoices will not be processed without Monthly Reports 

 
I.  CLIENTS SERVED    Total number of clients served Program-wide (count each client one time 
only) 

   
 
County Residents 

 
City Residents 

 
Out-of-County 

 
Total 

 
 

 
 

 
 

 
 

 
II.  CLIENT INCOME  (new and ongoing County non-city CDBG assisted clients)  
 

A. INCOME OF PERSONS SERVED (count each client one time only) 
 

 
Median Family Income (MFI) 

 
New 

 
Ongoing 

 
Total 

 
Moderate              80%-51% (MFI) 

 
 

 
 

 
 

 
Low                       50%-31% (MFI) 

 
 

 
 

 
 

 
Very Low               30%-0%   (MFI) 

 
 

 
 

 
 

 
TOTAL 

 
 

 
 

 
 

 
III. CLIENT DEMOGRAPHICS (new County non-city CDBG assisted clients)    
 

A.   RACE/ETHNICITY (count each client one time only) 
 

 
White 

 
Black 

 
Hispanic 

 
American 

Indian 

 
Asian 

 
Other 

 
Total 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
B. GENDER             C.      HEAD OF HOUSEHOLD 

 
 

Male 
 

Female 
 

Total 
 
 

 
Single Parent Female 

     



     
 
IV.     UNITS OF SERVICE (all units of service provided to new and ongoing County non-city CDBG              
                                                  assisted clients) 
 

 
New Clients 

 
 

 
Ongoing Clients 

 
 

 
Total 

 
 

 
V.      Please attach information concerning the activities, changes, and progress with your       
        program please attach to report. 
 
 
 

I hereby certify that the documentation, income, names, and addresses of 
clients, supporting these figures and activities are on the file at this agency. 

 
 

Prepared By:                                                                                      .          
                                                                                          

         Signature 
 
 

                                                                                       .        
                                                                                      

Print or Type 
 
 

          Title:                                                                                           .        
                                                                                                    
 
 
 
 
 
 
1.  All Monthly Reports are due by the Second Tuesday of each month 
 
2.  Clients are considered new once a contract year (July 1 everyone is considered a new) 
 
3.  County (non-city clients) is any client who lives in Lancaster County outside the city limits 
 
 
 



 



Lancaster County Redevelopment Authority 
MONTHLY OCCUPANCY/ACTIVITY REPORT 
EMERGENCY SHELTER GRANT PROGRAM 

 
Program Title:                                                                                                                                  

Program Sponsor:                                                                                                                                    

Reporting Month:                                                                 Date issued:                                       .  

Invoices will not be processed without Monthly Reports 

 
I.   CLIENTS served:   Total number of clients served Program-wide  (Includes new & ongoing)   
 

 
County Residents 

 
City Residents 

 
Out-of-County 

 
Total 

 
 

 
 

 
 

 
 

 
II.  HOUSEHOLDS served:  Total number of households served Program-wide  (Includes 

new & ongoing)  
   

 
County Households 

 
City Households  

 
Households Out-of-County 

 
Total Households 

 
 

 
 

 
 

 
 

 
III. Breakdown of NEW COUNTY HOUSEHOLDS served this month. 
  

 
Median Family 
Income 

 
Very Low  
0-30% MFI 

 
Low 
31-50% MFI 

 
Moderate 
51-80% MFI 

 
Over 
81%+ 

 
Total 

 
 

 
 

 
 

 
 

 
 

 
 

 
Enter Approximate Percentages of New County Households: (if more than one type applies to a 
household, count only the predominant type) 

 
 
 

 
Male % 

 
Female % 

 
Total % 

 
Unaccompanied 18 and over  

 
 

 
 

 
 

 
Unaccompanied under 18   

 
 

 
 

 
 

 
Families with Children Headed by 

 
 

 
 

 
 

 
Single 18 and over   

 
 

 
 

 
 

 
Youth 18 and Under:  

 
 

 
 

 
 

 
Two Parents 18 and Over:   

 
 

 
 

 
 

 
Two Parents under 18:  

 
 

 
 

 
 



 
Families with No Children:   

 
 

 
 

 
 

IV.  CLIENT Demographics  (new County non-city ESG assisted persons)    
 

A.   RACE/ETHNICITY  (count each client one time only) 
 

 
White 

 
Black 

 
Hispanic 

 
American Indian 

 
Asian 

 
Other 

 
Total 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
B. GENDER 

 
 

Male 
 

Female 
 

Total 
 

 
 
 

 
 

 
 

 
 

 
C. On an Average Day, Percentage of the Clients Served Who Are: 

 
 
Battered Spouse 

 
% 

 
Runaway/throwaway Youth 

 
% 

 
Chronically Mentally Ill 

 
% 

 
Developmentally Disabled 

 
% 

 
HIV/AIDS 

 
% 

 
Alcohol Dependent 
Individuals 

 
% 

 
Drug Dependent Individuals 

 
% 

 
Drug Dependent Individuals  

 
% 

 
Elderly 

 
% 

 
Veterans  

 
% 

 
Physically Disabled 

 
% 

 
Other 

 
% 

 
I hereby certify that the documentation, income, names, and addresses of clients, supporting 
these figures and activities are on the file at this agency. 
 

Prepared by:                                                                                                  
         Signature 

 
                                                                                                 

Print or Type 



 
          Title:                                                                                                     
 
1.  All Monthly Reports are due by the Second Tuesday of each month 
2.  All clients are considered new July 1 
3.  A County client must have lived in Lancaster County, outside the City limits, just prior to becoming homeless. 
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APPENDIX E 
 

Sample Contract & 
Part II Terms and Conditions 

(CDBG, ESG  and HSDF) 
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