PRE-AWARD SURVEY / CHECKLIST
 OBJECTIVES

To determine the adequacy of the organizations internal control systems

 in order to minimize the potential risk of misuse of USG 
funds.

To determine the effectiveness of the organizations monitoring and 

contracting capabilities.
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VERIFIED

1. PRE-INTERVIEW INVESTIGATION:

1.1 Has the organization submitted the required documentation necessary to operate as an NGO in cooperating country?
2                                                                                                                                     ________
1.2
Does the documentation provide a clear summary of?

a)
The program objectives?









_________
b)
The resources and steps required meeting the objectives?









_________
c)
The period of time expected for each step in implementation?









________
d)
A realistic financial forecast?









________
e)
Bench marks for progress measurement?









________
1.3
Do the application documents include:
a)
Basic rationale for the program activities?









________
b)
Important assumptions?









________
c)
A description of groups and individuals to be involved?











________
1 A
Does the application documents include a system which enables the organization to assess:
a)
A means by which it pursues established objectives?









_______
b) The relevance of those means to the achievement of the objectives?
          _______

 The adequacy of material and resource inputs for the achievement of objectives?

1.5
Has the organization submitted a list of all-previous grants or cooperative agreements involving similar or related programs over the past three years?
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2. LEGAL STATUS:

2.1
Is the Organization a legal entity organized under the laws of cooperating country?










________
2.2
Can a copy of the articles of incorporation be provided?










________
2.3
Is the organization authorized to raise funds in cooperating country?










________
2.4
Has the organization any statal or para-statal connection?

2.5
Is the organization both. voluntary and non-profit?










________
2.6 Has the organization tax-exempt status in cooperating country?

 ________
2.7 Do any members of the Board receive a salary from the Institution?
________
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3. INDEPENDENCE:

3.1 Does the department/section controlling the performance of the Grant, interact with any other 
Governmental departments?




Details                                                                                                         __________

     3.2
Is the agency independent to initiate action on its own?                                           __________
3.2
Is the agency independent to initiate action on its own?

3.3
Is decision making restricted to senior management?                                                __________
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4. ENVIRONMENT:

4.1 Are the physical premises neat and tidy, and are they conducive to efficient work?
 









_________

4.2
Is there appropriate equipment available for the execution of the grant?










________
4.3
Is the physical condition of the equipment adequate to ensure that the grant is carried out?










________
4.4 Is there generally a favorable attitude towards financial and administrative controls?
 









________
4.5 Are all policies and procedures clearly documented with all tasks clearly defined?
________
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VERIFIED

5. PERSONNEL AND STAFFING:

5.1
Is there an organizational chant available showing the institutions staffing structure?











________
5.2
Are the areas of responsibility and authority clearly defined?










________
5.3
Does each employee have a comprehensive job description?










________
5.4
Is there segregation of duty?










________
5.5
Are personnel policies?

a)
In writing?









________
b)
Applicable to all the organizations employees?









________
5.6
How many staff will be involved in the execution of the grant? 










________

a)
Professional staff

b)
Technical staff (Program)





________
c)
Other staff









________
5.7
Do the staff allocated to performing grant functions, have any additional functions which they are expected to carry out ?






_________
Details:___________________
5.8
Are regular in-house training courses conducted?



__________
5.9
When was the most recent course held?

5.10
Is there an official payroll system?










_________
5.11
Are all salaries subject to the taxation regulations of the Country?



_________





_________
5.12
Is the person processing the payroll different from the person authorizing?

5.13 What provision is made for health and accident insurance for:
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1) expatriate staff-, and 2) national staff?

INPS for National Staff, no expatriate employee

5.14
Has the organization budgeted for severance pay? Is the organization familiar
with Malian law in this regard? How will severance pay be made (upon termination of the grant or carried over and paid from non-USAID funds)?

YES, the organization sets budgets for severance according to Malian Labor law. 
Payment?
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 VERIFIED

6. FINANCIAL STATUS:
6.1 BUDGET:

6.1.1
Do the application documents include a project budget?










_________
6.1.2
How often are the budgets adjusted?

6.1.3 Does the organization have the authority to commit their funds irrespective of the source of funding?
____________                                                                              __________
6.1.4 Does the organization have the authority to disburse funds without obtaining approval from other agencies?
 ___________





___________
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6.2
CASH AND BANKING:

6.2.1
Does the organization have a separate bank account for the grant funds?



_______






_________


6.2.2
Are there more than one signatory to the bank account?



_______






_________
6.2.3
Are separate bank accounts maintained for different fund sources?



_______






________
6.2.4
Are deposits made routinely to avoid the security risk of having large quantities of cash on hand?



_______






________
6.2.5
Is the person receipting deposits different to the person billing?










_________
6.2.6
Is there an official cashier position?










_________
6.2.7
Are cash payments made for expenses more often than check payments?










_________
6.2.8
Is the petty cash maintained on an imprest system?



_________





_________
6.2.9
Is the petty cash box accessible by more than one person at any one time?










_________




__________

 6.2.10 Are unannounced cashier verification conducted on a regular basis? 6.2.11 Are bank reconciliation carried out on a regular basis?



__________





_________
6.2.12 When was the last reconciliation performed?










_________
6.2.13 Is the reconciliation performed by a different person than the check signatory ?



__________





_______
6.2.14 Is there an acceptable system used by the organization to initiate a check or Cash payment?



_________





_______
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6.2.15 Do the authorization signatories differ from check signatories ?                                 __________

6.2.16 Are check sequence checks carried out?                                                                       _________
6.2.17 Are bank reconciliation verified? By Whom?                                                               _________
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6.3
ACCOUNTING SYSTEMS:

6.3.1
Does the organization have a documented accounting manual?                                 

  
_______
6.3.2
Does the organization employ a bookkeeper / accountant to

control all financial matters ? Interview the employee and make comments on his/her capabilities/knowledge.
 Account has necessary understanding of US GAAP                                                  

_______

6.3.3
Are the accounts computerized?                                                                                   











_______

6.3.4
Is the processing of accounting information up to date?                                              











_______

6.3.5
What is the general state of the accounting records?

6.3.6
Are all journal vouchers authorized by a senior person?











_______
r 6.3.6
What is the date of the last financial statements produced? Can we have a copy of these financial statements as well as the cash flow statement?




________
6.3.7
Does the organization accotait on a cash or accrual basis?

6.3.8
What percentage of the total budgeted expenditure is allocated for fund raising ?

6.3.9
Are expenditures controlled against authorized commitments?











    _______

 6.3.10 Are commitments controlled against an approved budget?

Y 
N







_________
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6.4 AUDIT:

6.4.1
Are audits performed on a regular basis?











_____
6.4.2
When was the last audit carried out, and can we have a copy of this audit report ?











______
6.4.3
What period did the last audit cover?











_______
6.4.4 Does the organization have an internal audit department?

 _______
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VERIFIED

7. PROCUREMENT:

7.1
Are the functions of ordering, purchasing, receiving, authorization and payment performed by different people ?









______
7.2
Are pre-numbered purchase orders used?











_______
7.3
Are the purchase orders approved by a senior person?











_______
7.4
Are quotes requested from three vendors for each purchase?











_______
7.5
When items are received, are they itemized and signed for by a responsible employee ?











________
7.6
Is any provision made in procurement contract a for legal measures, which may be taken for non-performance/non-delivery/untimely delivery?




________
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8. ASSETS:

8.1
Are all assets logged into a register?











________
8.2
Is there adequate control over the personal use of the organizations assets?











________
8.3
Is usage of assets controlled (i.e. with a vehicle logbook, or usage register)?











_________
8.4
Are telephone bills checked regularly?











_________
8.5
Are personal calls billed to staff members?



Phone calls are only allowed for business purposes



_________
8.6
Are all assets clearly marked with an identification number?











_________
8.7 Is a regular physical inventory taken of the assets and reconciled back to the asset register?
 ________
8.8 Are assets covered by comprehensive insurance? What provision will be made for covering assets procured under the terms of this grant?
 _________
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9. INVENTORY:

9.1
Does the Grant Agreement discuss the control of and use of inventory?











_________
9.2
Does the organization have perishable or health related inventories?











_________
9.3
What is the life of the inventories referred in 9.2?











_________
9.4
Is a regular inventory count donc and reconciled back tu theoretical inventory records?











_________
9.5
Is a perpetual inventory system maintained?











_________
9.6
Are inventories with expired usage life properly destroyed to ensure that they are never used?











________
9.7
Is the destruction of expired inventories properly documented?











________
9.8
Are inventory losses quantified and reported?











________
9.9
Are adjustments made for any inventory under/over?











________
9.10
Are inventory adjustments properly supported and authorized in writing by a senior person?











_________
9.11 Is the general attitude of access to the inventory very strict?

 ________
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TRAVEL:

10.1
Is travel authorization requested and obtained from senior management before the travel begins?











________
10.2
Are travel expenses (lodging, meals and incidentals) estimated and authorized before travel begins?












________

10.3
Are travelers required to report on travel expenses after the travel has been completed? Are these reports prepared promptly?






________
10.4
Are all travel policies:

a) In writing?
________ 
Applied uniformly to both federally financed and other activities of the organization ?










________
c) Do they result in costs, which are reasonable and allowable in accordance with the applicable cost principles?








_________
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 ANNEXURES: 
A.

_____________________________
B.

_____________________________
 C. 

____________________________
D. 

____________________________
E.                         ____________________________
 F.                        ____________________________
G.                         ____________________________
H.                        _____________________________
 I.                        _____________________________
J.

____________________________
 K. 

____________________________
L. 

____________________________
M. 

____________________________
N.

____________________________ 
O. 

____________________________
P. 

____________________________
Q.

____________________________
R.

____________________________
S.

____________________________
T. 

____________________________
U. 

____________________________
V. 

____________________________
W.

____________________________
X.

____________________________
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