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Agency:                   Program:                                            
  
Contract Number:                 ACR Location:                                                    
 
ACR Date:                         Contract Amount:                                                      

 

Funded program staff in attendance 
(Name and Title) 

First 5 Fresno County (F5FC) staff in attendance 
(Name and Title) 

1.  1.  

2.  2.  

3.  3.  

4.  4.  

5.  5.  

 
Instructions to First 5 Fresno County (F5FC) Staff: The purpose of the ACR Tool is to give all staff a structured and 
uniform set of questions to ask and materials to review at all ACRs.  This is to be completed and put in the ACR folder.  
The funded program will not receive a copy of this unless there is a specific request.  They will receive a summary of 
findings that you will report in the ACR Reporting Form. 
 
You may find it helpful to explain to the funded agency staff that the ACR questions are identical for all grantees and that 
you are required to ask all questions, even if you or the program staff feel you already know the answer. 
 
Bring to ACR: 1) Copy of most recent Persimmony Report/s; 2) Contract file/s; 3) ACR tool; and 4) F5FC Service 
Provider Manual (for previous and current year). 
 
Prior to ACR:  At least one week prior to the scheduled visit, Program Officers should 1) thoroughly review all compliance 
matters related to program; 2) review the Persimmony report/s thoroughly; 3) briefly check in with the Finance Department 
to see if there are any potential concerns or issues that may come up at the review.
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Section 1:  Introduction  (All participants present for discussion) 

 
1. What were the program’s greatest strengths? 

 

 

 

 

 

2. What were the program’s greatest challenges? 
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Section 2:  Administrative Review (All participants present for discussion) 
 

 

Administrative Items  
In Compliance 

Comments 
Yes No N/A 

1. What were the languages of the clients served? 
    

2. Did the contractor develop materials that were 
culturally and linguistically relevant for all 
communities served?   
 

            (Review a sample of brochures/files for reference.)  
    

3. Was the F5FC logo included on public documents?  
 

           (Review the same brochures/files from question #2.) 
    

4. Were any services provided to clients through an 
interpreter?  
 

a. If so, what languages and services?   
b. How frequent?  
c. By whom/qualifications?   

    

5. Is an accurate organizational chart on file?  
 

           (Make sure the titles on the organizational chart  
            correspond with the titles listed on job descriptions and   
            the budget.  These documents should be reviewed prior to  
            visit.) 
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Administrative Items 
In Compliance 

Comments 
Yes No N/A 

6. Are the job descriptions on file accurate and up-to-
date?  
 

           (Make sure the titles on the job descriptions correspond  
            with the titles listed on the org. chart and the budget.   
            These documents should be reviewed prior to visit.) 

    

7. Were there any staffing changes? 
 

a. If yes, are there any vacant or unfilled positions?   
b. If yes, was this communicated to F5FC?   
c. How was this resolved?  
d. Did this impact service delivery and budget? 

    

8. Is a completed MOU on file for each subcontractor?  
 
(As applicable) 

   

 

9. If there was one or more subcontractor(s)/MOU(s), 
describe how the lead agency and subcontractors 
communicated.  
 
(For example, were there regular meetings or conference 
calls?  What subcontractor documents were submitted to 
the lead agency prior to payment?  How did the lead 
agency ensure that subcontractor deliverables were 
met?)  
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Administrative Items 
In Compliance 

Comments 
Yes No N/A 

10.  Did the contractor collaborate with other F5FC 
funded programs and community partners? If yes, 
how? 
 
(In-kind support, referrals, etc.) 

    

11.  Verify the contractor has the current Service Provider 
Manual and understands the Commission’s policies.  
 
(Copy can be electronic or hard copy.) 

    

12.  Verify all applicable licenses/permits are current, on 
file and posted when required? 
 
(These documents should be reviewed prior to visit.) 

    

13.  Is the contractor a current funded partner?  If so, 
verify the Breastfeeding Friendly (BFF) logo is on 
display in their public space in accordance to the 
BFF Policy. 

    



Annual Contract Review (ACR) Tool 

 
 

6 of 12 
R0912(1) 

Administrative Items 
In Compliance 

Comments 
Yes No N/A 

14.  Are all client level documents maintained in a secure, 
locked location?   
 

a. How many staff have access and who?  
 

            (F5FC staff should see where the files are located.)     

15.  Review the fingerprint clearance (DOJ) forms for all 
staff funded by F5FC who worked directly with 
children.   
 
(Test personnel against invoices.  A department policy 
can take the place of individual fingerprint clearances.  
This documentation should be reviewed prior to visit.)   

    

16.  Mandatory Child Abuse Reporting Training:  verify 
documentation that all staff funded by F5FC who 
worked directly with children received annual 
training. 
 
(This documentation should be reviewed prior to visit.)   
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Section 3:  Program and Persimmony Review (At this point Fiscal may break off from Program) 
 

 

Program and Persimmony Items 
In Compliance 

Comments 
Yes No N/A 

1. Discuss Persimmony Reports. 
           
          (List any thoughts from contractor or F5FC staff, challenges    
           or successes, regarding Persimmony. Discuss how   
           program ensures quality data entry.) 
  

    

2. Review Case File Content Criteria. 
 

a. Sample client files from 10% of the total clients for 
each client type served by the program. Example: 
If 100 children and 100 parents were served, 
sample 10 child files and 10 parent files. Test 
against case file standardization on page 17 of the 
SPM.   
 

b. Discuss how program ensures client files are up to 
date and accurate. 
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Program and Persimmony Items 
In Compliance 

Comments 
Yes No N/A 

3. Review a sample of sign-in sheets/proof of attendance 
to ensure proper recording of the information 
collected.   
 
(Use the ‘individual client profile’ report in Persimmony to 
compare sign-in sheets with what was reported in 
Persimmony.)   
 

    

4. Review agendas, schedules of classes.   
 
          (Compare agendas, schedules of classes, trainings,  
           and workshops with what was reported in Persimmony and  
           required by the SOW.)   
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Program and Persimmony Items 
In Compliance 

Comments 
Yes No N/A 

5. Review service/activity logs.   
 
(Test against what is reported in Persimmony/SOW.) 

    

6. Review published curricula and lesson plans to 
ensure program is following best practices in the 
field. 

    

7. Review a sample of client referral logs to ensure 
clients are receiving information and referral 
services. Describe the program’s referral process. 
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Section 4:  Fiscal Review  
 

 

General Finances 
In Compliance 

Comments 
Yes No N/A 

1. Are the Organization’s financial records in a secure location?  Note 
location.  

    

2. Are there copies of required licenses, certificates, insurance policies, and 
approved contracts/budgets on file for all sub-contractors? 

    

3. If contractor has one or more subcontractors, determine if the 
contractor’s monitoring of expenditures is accurate and complete.  
Review procedures of the contractor to monitor the subcontractor 
activities and expenses. 

    

4. Are funds from other sources maintained in a separate account apart 
from Proposition 10 funding?  If not, are there controls/reports in place 
that separate the Proposition 10 costs and revenue from the other 
programs? 

    

5. Are there any costs that are shared with another program?  Provide a 
copy of the most recent Program Cost Allocation Plan? Indicate funding 
sources. 

    

6. Is the allocation of shared costs computed by a method appropriate to 
the type of cost and program benefited? 

    

Audit 
In Compliance 

Comments 
Yes No N/A 

1. What does the Organization consider its fiscal year (dates)?      

2. When was the most recent audit completed?     

3. When was the last time an audit was approved by the Organizations 
governing board? 

    

4.   Are there outstanding audit findings?  What is the status of those 
findings?  

    

General Accounting Procedures and Internal Controls 
In Compliance 

Comments 
Yes No N/A 

1. Who is responsible for authorizing contracts (MOU, subcontracts)?     

2. Who is involved in the preparation of the budget?  Specifically, describe 
the role of both program level staff (i.e program coordinator) and finance 
staff in the preparation of the budget. 

    

3. Who manages the expenditures to the budget? Are budgets compared to 
actual expenses/revenues during the year? 
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General Accounting Procedures and Internal Controls (cont.) 
In Compliance 

Comments 
Yes No N/A 

4. Are significant variances from the budget researched and explained?     

5. Are financial assets properly safeguarded (i.e. checkbook/receipts 
locked-up with limited access)?  

    

6. Which staff representing the Organization are authorized to pick up a 
check in-person from F5FC? 

    

7. Who approves invoices for payment?      

8. Who codes the invoice/check request for program and funding sources?     

9. Who prepares checks?     

10. Who sign checks?     

11. Who mails the checks?     

12. Who posts the disbursements into the accounting system?     

13. Who is primarily responsible for program accounting?     

14. Are bank accounts reconciled timely and reviewed by an independent 
person? 

    

15. Are timesheets signed by the employees and supervisor?     

16. Are functional timesheets used (i.e. hours worked each day broken-out 
by program)? 

    

17. Is there an accounting procedures manual?  Is it up to date?     

18. Is program interest/income generated?  Is it properly reported?     

Inventory/Capital and Equipment Expenditures 
In Compliance 

Comments 
Yes No N/A 

1. Inventory any capital items acquired under the contract and verify that 
they are allowed per the contract. 

    

2. Provide list of inventory since program has been funded by F5FC.     

3. Verify the location of the equipment and which staff is utilizing the 
equipment if applicable. 
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Testing of Expenses Reimbursed 
In Compliance 

Comments 
Yes No N/A 

1. Review Reconciled Bank Statements. Is the process being followed as 
stated in the Accounting Policies and Procedures manual? 

   

 

2. Test a sample to trace checks referenced on the operating expense 
summary to the paid checks in order to verify proof of payment (i.e. 
invoice, purchase order, etc.) 

   
 

 

3. Test a sample of the Agency’s payroll costs against personnel records. 
Match employee hours/expenses claimed for reimbursement, as shown 
on the personnel expense summaries, to the supporting source 
documentation (i.e. employee timesheets/payroll registers, client files).  
Verify that salary is being charged to the correct G/L account. 

   

 
 

4. Verify the accuracy of employee hourly/billable rates on the personnel 
expense summary by recalculating the hourly rates using the payroll 
registers. 

   
 

 

5. Did the contractor have In-Kind, Leveraging, Other Funding, or Cash 
Match? If so, review a sample of back-up documentation that verifies 
amounts are accurate. 

   
 

 

6. Test a sample of disbursement to ensure they are supported by 
adequate documentation and are allowable under the contract.  If 
contractor has subcontractors test a sample of the sub-contractor 
invoices to determine if billings are accurate. 

   
 

 

7. Test a sample of program supplies/material expense to determine if 
there were services provided in the form of home visits, workshops, 
events, to ineligible children (i.e. over 5 years of age).  Verify sign in 
sheets, agendas, dates, etc. 

   

 

8. Verify the accuracy of the Agency’s indirect cost calculations and the 
legitimacy of such cost per the contract (i.e. Cost Allocation). 

   
 

9. Year to Date Amounts 
 

    Budget Amount: 

 YTD Expenditures: 

 Total Cash Received: 

 Percentage Spent: 

 
 


