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FISCAL SITE VISIT INTERVIEW FORM
	AGENCY:

	PROGRAM(S): 


	DATE & TIME OF SITE VISIT:

	CBHC STAFF TEAM:



	AGENCY REPRESENTATIVES:

	MONTHS IN REVIEW:



Please complete one form per site visit (one per agency)

Fiscal Site Visit Process
The Fiscal Representative conducts a site visit each year to review back up support for a sample of reimbursement requests submitted. This Fiscal Site Visit Interview Form and any other attachments must be completed by the agency and submitted to CBHC three (3) business days prior to the site visit. 

Lead Agencies with Subcontractor(s) must perform site visits for all subcontractors by March 31, or prior to CBHC site visit, whichever occurs first. 
Fiscal Review Preparation Checklist
· The following documentation for all expenditures charged to the CBHC must be available for review at time of the site visit for the month(s) of: 
· Back Up Documentation (Invoices, PO’s, Contracts, Receipts, Expense Reports, etc…)

· Check/EFT Copies 

· Bank Statements

· Payroll Reports

· Timesheets

· General Ledger Reports

· Accounting Policies and Procedures
· Allocation Method for shared expenses

How will this documentation be provided (electronic format or hard copy)? 
Fiscal Review Questionnaire

1. Describe your system for allocating expenditures to two (2) or more programs or funding sources.
2. Describe your internal control process for reviewing documents prior to submission to CBHC.
3. What is the average number of days that checks are outstanding?
4. Does your agency have a Line of Credit?  If so, for how much and what is the amount available at this time?  What are your guidelines for its use? 
5. What, if any, fiscal challenges/opportunities will the organization face in the next (1-2) years?

6. Has your agency made any changes in response to your fiscal score on the most recent CBHC Agency and Program Rating Tool or Fiscal Site Visit?
7. Have any of your revenue sources decreased in the last year?  If so, describe changes made on the expenditure side. 
8. Has your agency received unanticipated revenue this year?  What is the plan for this funding? Does it relate to the current CBHC funded program?
Please submit the following reports, if applicable:

· Fiscal monitoring reports from other funders

· If you are a lead agency with subcontractor(s), list the dates of fiscal site visits of your subcontracted partners. Attach all reports.
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