
 

 

 
Updated 6-16-21 

 

 

 

Children’s Board of Hillsborough County 

Fiscal Reporting Requirements 

Handbook 

FY 2021 - 2022 

October 1, 2021 to September 30, 2022 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
Updated 6-16-21 

TABLE OF CONTENTS 

 

PURPOSE 3 

ROLE OF THE FISCAL REPRESENTATIVE AND CONTRACT MANAGER 3 

AUDITED FINANCIAL STATEMENTS REQUIREMENTS 3 

PROGRAM BUDGET 5 

CBHC BUDGET REVIEW AND APPROVAL PROCESS 5 

POST CONTRACT EXECUTION 5 

WHEN CBHC IS PAYING FOR VENDOR SERVICES 6 

REIMBURSEMENT 6 

BUDGET MODIFICATIONS 8 

BUDGET TO ACTUAL REPORT 9 

FISCAL SITE VISIT 9 

ANNUAL CONTRACT EVALUATION AND RECOMMENDATION FOR CONTINUATION FUNDING 10 

PROVIDER IMPROVEMENT PLAN 10 

ADMINISTRATIVE SERVICES ORGANIZATION (ASO) 11 

APPENDIX A:  CONTINUATION BUDGET INSTRUCTIONS 12 

APPENDIX B:  FISCAL SITE VISIT INTERVIEW FORM 24 

APPENDIX C:  ASO GUIDELINES FOR USE OF ASO FUNDS 26 

APPENDIX D:  ASO MONITORING PROTOCOL 28 

 

 

 

 









https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myflfamilies.com%2Fservice-programs%2Fbackground-screening%2Fwho.shtml&data=04%7C01%7CWilliamsTA%40childrensboard.org%7C56e83a64a4954192fdf108d91f8256ce%7C81fe4c9d9bb849bd90ed89b8063f4c8a%7C1%7C0%7C637575466919368868%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=L1ZuNgw5scjYeeqcgSjlVdyGMINaYuLP2Mst%2Fgc2%2FrM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myflfamilies.com%2Fservice-programs%2Fbackground-screening%2Fwho.shtml&data=04%7C01%7CWilliamsTA%40childrensboard.org%7C56e83a64a4954192fdf108d91f8256ce%7C81fe4c9d9bb849bd90ed89b8063f4c8a%7C1%7C0%7C637575466919368868%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=L1ZuNgw5scjYeeqcgSjlVdyGMINaYuLP2Mst%2Fgc2%2FrM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myflfamilies.com%2Fservice-programs%2Fbackground-screening%2Fwho.shtml&data=04%7C01%7CWilliamsTA%40childrensboard.org%7C56e83a64a4954192fdf108d91f8256ce%7C81fe4c9d9bb849bd90ed89b8063f4c8a%7C1%7C0%7C637575466919368868%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=L1ZuNgw5scjYeeqcgSjlVdyGMINaYuLP2Mst%2Fgc2%2FrM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myflfamilies.com%2Fservice-programs%2Fbackground-screening%2Fwho.shtml&data=04%7C01%7CWilliamsTA%40childrensboard.org%7C56e83a64a4954192fdf108d91f8256ce%7C81fe4c9d9bb849bd90ed89b8063f4c8a%7C1%7C0%7C637575466919368868%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=L1ZuNgw5scjYeeqcgSjlVdyGMINaYuLP2Mst%2Fgc2%2FrM%3D&reserved=0


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myflfamilies.com%2Fservice-programs%2Fbackground-screening%2Fwho.shtml&data=04%7C01%7CWilliamsTA%40childrensboard.org%7C56e83a64a4954192fdf108d91f8256ce%7C81fe4c9d9bb849bd90ed89b8063f4c8a%7C1%7C0%7C637575466919368868%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=L1ZuNgw5scjYeeqcgSjlVdyGMINaYuLP2Mst%2Fgc2%2FrM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.myflfamilies.com%2Fservice-programs%2Fbackground-screening%2Fwho.shtml&data=04%7C01%7CWilliamsTA%40childrensboard.org%7C56e83a64a4954192fdf108d91f8256ce%7C81fe4c9d9bb849bd90ed89b8063f4c8a%7C1%7C0%7C637575466919368868%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=L1ZuNgw5scjYeeqcgSjlVdyGMINaYuLP2Mst%2Fgc2%2FrM%3D&reserved=0


http://www.gsa.gov/
http://www.gsa.gov/




















http://www.gsa.gov/
http://www.gsa.gov/
http://www.gsa.gov/
http://www.gsa.gov/






















 

 

 
Updated 6-16-21 

a. Does the service or support purchased by the ASO relate back to a goal in the Family Support 
Plan?  (Source:  Family Support Plan) 

b.  Is there evidence that the family received the service or support? (Source:  receipts, provider 
progress notes/reports, bus pass forms) 

c. Is the program obtaining consent forms signed by the parent/guardian authorizing exchange of 
information with the Children’s Board? 

d. If client information is exchange to facilitate the service, is there a consent form signed by the 
parent/guardian to exchange information with the ASO provider and Hillsborough County 
BOCC, if applicable?    

2. During the client record review and the interview with the program supervisor, the reviewer also 
assesses adherence to the Guidelines for Use of ASO funds, with special attention to the 
following:  

a. How are case managers documenting that the ASO is the payer of last resort?  
b. How are families given choices in the type of service offered to meet the need, as well as 

the provider?  How is that family choice documented? 
c. How do case managers monitor service delivery and quality?  
d. Are case managers consistently following the ASO Pre-Paid Card Policy?  
e. For Childcare Support, did payments fall within the limit of 20 days of service per fiscal 

year? (Children’s Board Funds only) 

f. Is the completed housing inspection in the file for First Month’s Rent and Security 
Deposit (CBHC and County funds) and Rental Assistance payments (County 
funds)?  

g. Is the program obtaining consent forms signed by the parent/guardian authorizing 
exchange of information with the Children’s Board, Hillsborough County BOCC 
(Social Services funding only), and ASO providers as applicable?    

 

3. All findings are documented on the ASO Monitoring Summary and Checklist, which is provided to 
the program supervisor and the contract manager and included in the contract file.   

a. If there is not sufficient back-up documentation for the services and supports 
purchased with ASO funds, or the funds were not spent as authorized in the family 
support plan, the Children’s Board will seek reimbursement of the ineligible 
expenditures from the case management agency.  

b. If the site visit reveals significant concerns regarding a program’s compliance with 
ASO policies and procedures, the provider may be placed on a Provider 
Improvement Plan and/or may lose access to ASO funds for that program. 

 

4. Aggregate findings from all program site visits will be compiled by the Director of the ASO 
and summarized for reporting at the Children’s Board Program Support Meeting and the 
ASO Supervisors Meeting.  Findings will include any recommendations for additional 
training and/or procedure changes.    
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