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This activity was developed for Child Care and Development Fund (CCDF) Tribal Lead Agency (TLA) administrators, fiscal and management officials, and other TLA leaders as a framework for reviewing how well policies and procedures meet the CCDF requirements in the area of program integrity and fiscal accountability. This worksheet can be used by TLAs as part of a fiscal management training or at any time to assess how well internal controls are working and to determine what, where, and how improvements can be made.

Directions

The Elements and Considerations column serves as a starting point to assess program strengths and weaknesses and to develop mitigation strategies (i.e. strategies to reduce or eliminate risk). Some Elements and Considerations may be subjective. The Considerations are examples of best practices that help provide a context for assessing the scope of the elements. They are not all-inclusive and, in some cases, may not be applicable to a TLA’s program. Tribal Lead Agencies should examine each Element in the context of any available performance standards and measures. Reviewers should also evaluate and identify strengths, potential risks or weaknesses, their effect, and strategies for preventing or mitigating risks and improving fiscal accountability.

We recommend that TLAs use the following approach for assessing each Element:
· Use the Assessment Results column to record the results of the assessment
· Use the Findings row for comments and to document strengths, weaknesses or areas of concern
· Use the Action Steps row to identify action steps for addressing any significant findings 
· Assign a Risk Level for completing any mitigation or action steps
The suggested risk ratings for the assessment are Levels 1 through 3. TLAs can use the ratings to prioritize action steps or establish a baseline score. Periodic reevaluation of the elements will provide TLAs with a mechanism for measuring improvement or regression over time.

· Level 1 is a high priority risk rating for developing a plan to address weaknesses or deficiencies. TLAs may rate elements for which the program has significant weaknesses as a high priority.
· Level 2 is a medium priority risk rating that suggests that the program meets most of the Considerations adequately, but there are weaknesses or deficiencies that require corrective actions. 
· Level 3 is a low priority risk rating indicating the program meets most or all of the Considerations. 


	Elements and Considerations
	Assessment Results

	1. TLA has fiscal management policies and procedures that are documented and fully enforced.
Considerations – TLA:
· Documents compliance of policies with Federal statutes, regulations, and terms and conditions of the award
· Ensures cost principles and procedures are in place for developing Cost Allocation Plans and indirect rates (In some instances, the Tribe may develop the Cost Allocation Plan as opposed to the TLA)
· Maintains procedures (including methodology) on how billing rates and cost for services are determined (2 CFR 200, Ch. 11)
· Incorporates appropriate financial procedures and controls for operating effectively and efficiently
· Processes include disallowance procedures for any CCDF expenditures that do not comply with the CCDBG Act, the Final Rule or the CCDF Plan
· Ensures fiscal administrative procedures do not impact parental choice or access to categories of care or providers (45 CFR § 98.30(f))
· Ensures policy and/or procedure desk guides or appropriate web links are easily accessible to fiscal staff
· Ensures processes are in place to clearly communicate CCDF policy and/or procedure updates to fiscal staff 

	Findings:
Click or tap here to enter text.

	· 
	Action Steps:
Click or tap here to enter text.


	· 
	Risk Level:  ☐ (1) High      ☐ (2) Medium     ☐ (3) Low

	2. TLA submits the ACF-696T, ACF-700, FFR (SF-425), SF-429 and attachments, and any other supplemental requirements to HHS/ACF/OCC on the status and use of CCDF funds quarterly or annually.  (45 CFR §§ 98.60,  and 98.70)
Considerations - TLA:
· Documents procedures for preparing the ACF-696T and/or ACF-700, FFR (SF-425 or any other supplemental requirements that include data sources, funding streams and accounting practices used to compile the report)
· Establishes sufficient accounting practices to trace funds to a level that adequately informs the expenditures are for allowable purposes
· Ensures any other Federal statutes and regulations that are identified in the compliance supplement (45 CFR 75) have corresponding processes to ensure timely submission
· Maintains accountability over assets
· Conducts management reviews of CCDF reports prior to submitting to HHS
· Ensures reports are accurate and submitted timely 
	Findings:
Click or tap here to enter text.








	· 
	Action Steps:
Click or tap here to enter text.










	· 
	Risk Level:  ☐ (1) High    ☐ (2) Medium     ☐ (3) Low

	3. TLA retains documentation adequate to establish that CCDF funds were expended in accordance with CCDF law and regulations.  (45 CFR §§ 98.65 and 98.67)
Considerations – TLA:
· Establishes a comprehensive record retention plan for CCDF documentation
· Retains documentation for at least 3 years or until complete resolution of any audit findings, litigation or similar legal action involving records
· Makes documentation available to the federal government upon request
	Findings:
Click or tap here to enter text.










	· 
	Action Steps:
Click or tap here to enter text.










	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low

	4. TLA establishes audit and other monitoring processes, or an approved alternative, to identify, analyze, and address risks relevant to meet program objectives. (45 CFR § 98.42)
Considerations – TLA:
· Identifies and communicates key compliance objectives and management responsibilities at all levels of the organization
· Coordinates with other executive branch agencies that exercise internal control responsibilities
· Establishes internal and external oversight workgroups and committees
· Establishes follow up and correction processes on prior audit findings
	Findings:
Click or tap here to enter text.








	· 
	Action Steps:
Click or tap here to enter text.







	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low

	5. TLA’s organizational structure provides adequate monitoring and enforcement of internal controls.  (45 CFR § 98.68)
Considerations – TLA:
· Establishes an organizational structure that forms a reliable and firm foundation for establishing effective internal controls
· Segregates job duties and responsibilities to ensure program accountability throughout the organization
· Ensures funds, property, and other assets (including cash) are properly safeguarded against loss from unauthorized use or disposition 
· Reviews and validates the propriety and integrity of organizational and individual performance measures and indicators
	Findings:
Click or tap here to enter text.

	· 
	Action Steps:
Click or tap here to enter text.








	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low

	6. TLA conducts an annual audit at the close of each program period that includes subrecipients and contractors.
     (45 CFR § 98.65, 2 CFR 200, Appendix XI)
Considerations – TLA:
· Establishes a formal audit process supported by management
· Reviews and evaluates current and prior audit findings
· Implements corrective action within required timeframes
· Consults with internal and external stakeholders, oversight committees, and workgroups on corrective action planning
· Evaluates the effectiveness of corrective actions taken on current and prior audit findings
· Reports findings and resolutions to the DHHS Office of Inspector General (OIG)
	Findings:
Click or tap here to enter text.










	· 
	Action Steps:
Click or tap here to enter text.








	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low

	7. TLA internal controls framework addresses significant findings from monitoring assessments of subrecipients, OIG reviews, and other Government agency reviews.  (2 CFR 200, Appendix XI)
Considerations – TLA:
· Conducts analytical reviews of current and prior year audit findings
· Addresses findings from subrecipient and contractor monitoring assessments
· Evaluates the effectiveness of corrective actions taken on current and prior monitoring assessments
· Obtains input from clients, providers and staff to improve program integrity, service quality and the effectiveness of internal controls
	Findings:
Click or tap here to enter text.










	· 
	Action Steps:
Click or tap here to enter text.









	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low

	8. TLA has established processes that recover fraudulent payments and reduce improper payments.
Considerations – TLA:
· Ensures that adequate internal controls are in place and functioning in order to minimize improper payments, fraud, waste, and abuse
· Establishes procedures that allow for full recoupment, repayment plans, or payment reduction
· Recovers payments that are a result of fraud from the responsible party 
· Ensures that CCDF overpayment recoveries and funds returned to the TLA after the applicable obligation period are returned to HHS/ACF/OCC

	Findings:
Click or tap here to enter text.


	· 
	Action Steps:
Click or tap here to enter text.







	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low

	9. TLA trains child care providers and staff on program requirements and program and fiscal integrity.
Considerations – TLA:
· Trains staff to understand and apply the Uniform Administrative Requirements, Cost Principles, and Audit requirements for Federal Awards (2 CFR 200)
· Trains child care providers and fiscal staff on service implementation regulations (45 CFR 98)
· Ensures fiscal staff are provided training and desk guides on Limiting Allowable Costs in Federal Funding 
· Trains fiscal staff and child care providers on the importance of record keeping and reporting
· Establishes processes on sound fiscal management practices 
· Advises fiscal staff through training on CCDF Fiscal Terms and Conditions
	Findings:
Click or tap here to enter text.











	· 
	Action Steps:
Click or tap here to enter text.









	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low

	10. Fiscal internal controls include checks and balances to assist in deterrence and elimination of financial risks.
Considerations – TLA:
· Defines and communicates roles and responsibilities of fiscal staff
· Ensures processes are in place that promote fiscal oversight
· Ensures fiscal organization structure and work products include segregation of duties that promote appropriate oversight
· Monitors and evaluates fiscal systems
· Establishes procedures on a cash management process that safeguards all revenue transactions
· Conducts a collaboration meeting with fiscal staff and other program staff (eligibility, program leadership, licensing, etc.) to reconcile costs, contractor budgets, allocations, review annual direct services costs, etc.
· Prepares and completes annual fiscal analysis to identify gaps and areas for improvement
	Findings:
Click or tap here to enter text.








	· 
	Action Steps:
Click or tap here to enter text.









	· 
	Risk Level:  ☐ (1) High     ☐ (2) Medium     ☐ (3) Low





After completion, the TLA will total their risk level ratings for Elements 1-10.
[image: ]
Internal Controls and Risk Level Outcome:           Click or tap here to enter text.

	23-30 Low Risk
	Fiscal internal controls and accountability measures are in place and are reviewed to ensure compliance and accurate reporting. Reasonable processes are established by the Tribal Lead Agency to ensure success in effectiveness and efficiency of its fiscal program operations.

	16-22 Medium Risk
	Fiscal internal controls and accountability measures are partially implemented within the Tribal Lead Agency operations. Consider reviewing medium and high-risk areas within fiscal operations according to the assessment and improving fiscal operations processes.

	10-15 High Risk
	Fiscal internal controls and accountability measures need improving. The Tribal Lead Agency has multiple risk areas within fiscal and reporting program operations. These items need to be addressed to deter fraud, waste and abuse. Fiscal processes should ensure operations are effective and efficient. 
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