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Objectives 

To determine if the subrecipient: 
· Maintains property management records that provide detailed information on each piece of equipment

· Conducts a physical inventory and reconciles results with property management records at least once every two years

· Has a control system in place to ensure adequate safeguards to prevent loss, damage or theft of the property


· Has adequate maintenance procedures to keep the property in good condition

Review 

One Stop Comprehensive Financial Management Technical Assistance Guide - WIA - Chapter 11

Prior Property Management monitoring work papers and reports 

Procedures:
1. Contact the subrecipient’s staff to arrange an on-site visit. If an entrance conference is held, note details of meeting on Exhibit 4. 

2. Review the subrecipient’s Property Management policies and procedures.  Either summarize the policies and procedures in the Monitor’s Narrative (Exhibit 5) or include a copy and label as Exhibit 1A.

3. Obtain a copy of the subrecipient’s current inventory list. Label as Exhibit 1.

4. Scan cash disbursement journals or equivalent to ensure that property purchased since the last review has been added to the inventory list; note results in Exhibit 5.

5. Check to see if the subrecipient has disposed of property. If so, determine if the disposition follows local policies and procedures and that the property has been removed from the inventory list; note results in Exhibit 5.

6. Select a sample from the subrecipient’s current inventory list and perform a physical inventory, Exhibit 2.  Note any discrepancies in Comment section.

7. Based on your observations, discussions with staff, review of policies and procedures, sampling and analysis, complete Post Review Survey (Exhibit 3).

8. Prepare a narrative summarizing your monitoring visit. Detail all exceptions found. Note any technical assistance provided, corrective action recommended and/or issues requiring immediate attention; label as Exhibit 5.  

9. Arrange and conduct an exit conference; note details of the meeting on Exhibit 4.

10. Prepare and issue report.

11.  Follow up within 90 days after issuance if corrective action is required.

12. Write up results of the follow up and issue letter on status of the subrecipient’s corrective action. Include the write up as a supplement to Exhibit 5.

Exhibit 2 

Physical Inventory

	Per Inventory Records
	Per Physical Inventory Sample

	Ref. Num.
	Description
	Location
	Condition
	Ref. Num.
	Description
	Location
	Condition

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Comments:

Exhibit 3 

Post Review Survey

	
	
	
	Yes
	
	No
	
	N/A

	1.


	Does the subrecipient have written property management policies and procedures?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	If yes, do they address:
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	a.


	The taking of a physical inventory at least once every two years?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	b.


	Providing adequate safeguards to prevent loss, damage or theft of equipment?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	c.
	The adequate maintenance of equipment?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	d.


	The proper sale or disposition of equipment?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2.


	Is staff formally assigned to property management?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3.


	Do subrecipient’s property management records provide for the following information on each piece of equipment:
	
	
	
	
	
	

	
	
	
	
	
	
	

	a.
	Description?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	b.
	Serial numbers?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	c.
	Funding source?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	d.
	Acquisition date and cost?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	e.
	Location?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	f.
	Last inventory date?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	g.
	Disposal date and sale price?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	h.
	Method of disposition?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	4.
	Is the subrecipient aware that NYSDOL approval is required for equipment with an acquisition cost of $5,000 or more, per unit?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	5.
	Is all property purchased with WIA funds used for WIA related activities?
	
	
	
	
	
	


	
	
	
	Yes
	
	No
	
	N/A

	6. 
	Is equipment tagged?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	7.


	Have all new purchases of equipment been promptly entered in the property management records system?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	8.


	Has all equipment disposed of been promptly removed from the current inventory list?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	9.


	Does the subrecipient provide adequate insurance coverage on their equipment?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	10.
	If any loss, damage or theft has occurred:
	
	
	
	
	
	

	
	
	
	
	
	

	a.
	Is there documentation available that indicates prompt reporting of the incident to authorities?
	
	
	
	
	

	
	
	
	
	
	
	
	

	b.
	Have appropriate insurance awards been recovered?


	
	
	
	
	
	

	
	
	
	
	
	
	
	

	c.
	Has equipment been repaired and/or replaced? 
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	d.
	Have incidents been recorded in the property management records?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	e. 
	Has the Fiscal Agent been notified? 
	
	
	
	
	
	


Comments:

Exhibit 4

Entrance Conference

Date: _________________  

Attendees:

Name






Job Title 

_______________​​​_______________

____________________________________

______________________________

____________________________________

______________________________

____________________________________

______________________________

____________________________________

Subjects Discussed: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Exit Conference

Date: _________________  

Attendees:

Name






Job Title 

_______________​​​_______________

____________________________________

______________________________

____________________________________

______________________________

____________________________________

______________________________

____________________________________

Subjects Discussed: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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