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OVERVIEW OF CHRC GRANT-MONITORING
POLICIES AND PROCEDURES

The Commission implements a thorough system of performance monitoring to ensure effective
and efficient use of public resources and to determine the impact of grant programs in
underserved communities. Grantees are required to submit, as a condition of grant payment,
the following reports. CHRC staff evaluates the information submitted, and grantees are held
accountable for reporting and program performance compliance. Examples of these reports
are provided in the Appendices.

Milestones & Deliverable Report (M&D)

e Captures data measures

Narrative Report

-

¢ Provides details about program activities

Expenditure Report and Supporting Documentation

¢ Details how grant funds were utilized

Milestones & Deliverable (M&D) Report

Each M&D report includes a core set of data measures, including focus-area specific measures
and grantee-specific measures, which are discussed and agreed upon between the grantee and
CHRC prior to distribution of initial grant funding. At the beginning of the program, grantees
provide projections on performance measures oriented around overall goals. As the program is
implemented, grantees report actual metrics approximately twice a year as a condition of
distribution of subsequent grant funding.

Narrative Report

This is a 2 to 4 page document submitted with the M&D report that provides details about the
program’s activities in the preceding reporting period. The narrative report provides qualitative
information about the grant program, including details of any major events or activities that
took place, successes and challenges of the program, and how the grantee resolved or plans to
address challenges that have occurred.




Expenditure Report and Supporting Documentation

This document details how grant funds were utilized in the preceding reporting period. The
expenditure report includes expenses by the budget line item. Grantees provide supporting
documentation such as bills of sale, receipts for expenditures, invoices, and payroll records.
CHRC staff reviews the expenditure report and supporting documentation to ensure that grant
funds are expended in accordance with the original grant awarded by the Commission.

Invoice

An invoice is required for each grant payment. Invoices are not approved by CHRC staff until
the M&D report, narrative report, and expenditure report and supporting documentation have
been reviewed and CHRC staff determines that these materials are sufficient and complete.
This review is documented by CHRC staff. Additionally, the Commission does not approve
invoices for payment until previously distributed grant funds are fully expended by the grantee.

CHRC'S INTERNAL CONTROL PROCESSES FOR
GRANT MANAGEMENT

Post-grant Award

CHRC staff works with each grantee to finalize an updated budget, a grant reporting and fund
distribution schedule, and performance metrics for the M&D report. After a negotiated
agreement with the grantee on each of the items, both parties sign the official grant
agreement. The grantee then submits the first invoice for payment (this amount is typically half
of the year one budget). The initial invoice is not approved for payment until a fully signed
grant agreement has been executed and both parties (grantee and CHRC Executive Director)
have agreed on the performance metrics that will be collected and reported under the grant.

Grant Implementation, Post-award

All grants have designated reporting periods. For each reporting period, the grantee must
submit four documents: 1) an M&D report, 2) a narrative report, 3) an expenditure report (with
supporting documentation), and 4) an invoice for payment of grant funds. Upon receipt of

the reports and invoice, CHRC staff reviews the documents to ensure that grantees are on
target to meet overall goals of the program (using the narrative and M&D reports) and to
ensure that grant funds are spent in accordance with the grant agreement (expenditure report
and supporting documentation) as defined in the grant proposal.




For the narrative, M&D, and expenditure reports, CHRC staff analyzes the information in the
reports for accuracy, consistency, and completeness. This evaluation is performed across each
individual report, checked against the other reports submitted, and progress from any previous
reports is verified. CHRC staff documents the results of this performance review for each
reporting period on an internal grantee compliance sheet and maintains an internal tracking
matrix of all grantees to track the status of every submitted grantee invoice.

In order to ensure grantee reports are accurate, that the grantee is meeting performance
standards, and to ensure grant funds are spent in accordance with the grant agreement, the
CHRC applies the following procedures:

For the narrative and M&D reports (programmatic performance review)

In addition to reviewing reports submitted by grantees, CHRC staff conducts annual site visits
and obtains necessary supporting documentation to confirm information included in the
reports, where appropriate. Site visits include performing an on-site program evaluation and
inspection of data or records involved with program reporting. CHRC staff obtains supporting
documentation, on a test basis, for at least 25% of all current/active grants on an annual basis.
This review is designed to verify the self-reported performance data/results that are included in
the reports submitted by the grantees. Documentation may include, but is not limited to: staff
activity logs, staff training logs, client sign-in sheets, patient visit logs, referral documents,
memorandum of understanding agreements, patient outcome and hospital data (without
violating HIPPA restrictions), and other performance data.

For expenditure reports (fiscal compliance review)

CHRC staff obtains supporting documentation for expenditures listed on the expenditure
report, which includes all invoices, bills of sale, receipts, and payroll records. Staff checks
receipts against reported expenditures, notes any discrepancies, and confirms amounts of line-
item expenditures to the self-reported expenditure reports. In addition, CHRC staff confirms
that all expenditures are in accordance with the grant agreement prior to approving grantee

invoices for payment.

For all reviews, CHRC staff document their findings on the internal grantee compliance sheet.
Upon completion of the review, CHRC staff present the results to the Executive Director. If the
review finds the grantee expenditures are compliant and in accordance with the original grant
awards and that the program is on target to achieve overall program objectives, the invoice is
forwarded to the Executive Director for final approval. If there are issues that come up during
the CHRC staff review of the grantee reports, CHRC staff investigate further, contact the




grantee where appropriate/needed, and discuss with the grantee potential solutions to address
any issues.

Distribution of Grant Funds

CHRC staff negotiate the distribution of grant funds with the grantee at the beginning of the
grant. Grantees receive grant funds payments prospectively, before expenses occur. Under the
prospective payment system, the CHRC pays an invoice only when the previously distributed
grant funding is fully expended and all supporting documentation involved with these
expenditures has been submitted, reviewed, and found to support expenses that are in
accordance with the terms of the grant agreement and approved budget. Without this
supporting documentation, the invoice is not approved or processed for payment.

The CHRC withholds payment of the final installment of grant funds until the submission and
review of the final report (usually about one month after the grant period has ended). Final
payment from the CHRC is made only when the CHRC has received, with the final invoice, a final
narrative report, a final M&D report, and a final expenditure reporting accounting for the
expenditure of all grant funding with the remaining supporting documentation. All documents
and reports are reviewed by CHRC staff, the final review is documented, and the results of the
review are submitted to the Executive Director for approval and payment of the final invoice.

Exception for Health Enterprise Zones (HEZ) Grant Monitoring

HEZ grant management follows the same policies and procedures with these reporting schedule
exceptions: each HEZ submits invoice and expenditure reports on a quarterly basis, with the
exception of the West Baltimore HEZ, who submits invoices and expenditure reports on a
monthly basis. Each HEZ submits M&D reports on a quarterly basis. Each HEZ submits

narrative reports on a semiannual basis, the same as traditional grantees.
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Milestones & Deliverable (M&D) Report

Each M&D report includes a core set of data measures, including focus-area specific measures
and grantee-specific measures, which are discussed and agreed upon between the grantee and
CHRC prior to distribution of initial grant funding. At the beginning of the program, grantees
provide projections on performance measures oriented around overall goals. As the program is
implemented, grantees report actual metrics approximately twice a year as a condition of

distribution of subsequent grant funding.

A sample M&D report follows.
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Narrative Report

This is a 2 to 4 page document submitted with the M&D report that provides details about the
program’s activities in the preceding reporting period. The narrative report provides qualitative
information about the grant program, including details of any major events or activities that
took place, successes and challenges of the program, and how the grantee resolved or plans to
address challenges that have occurred.

Narrative reports should include the following information:

1. Overview: What were the overall goals of the project? What were the expected
deliverables? What were the evaluation/impact metrics to be used?

2. Strategies, activities and results: What were the program strategies/activities for the

project period? What services were performed? How many individuals were served? What
health outcomes were changed?

3. Success Stories: Were there any specific processes or activities that were success

stories? Was there anything learned in this period that could be helpful to other organizations
or replicable in other areas of the state? Was there an unexpected positive outcome of a
program that could be highlighted? Were there any cost savings/avoidance through the

intervention?

4, Challenges faced: Were there challenges that led to goals not being met? How will this

challenge be addressed?

5. Newsworthy and notable: Has the organization had or will they have an event that they

would like to be mentioned in the newsletter? Has the program gotten publicity in the media?

6. Post grant sustainability: Did you leverage grant into additional funding? (Please

identify sources of additional funds)




Expenditure Report and Supporting Documentation

This document details how grant funds were utilized in the preceding reporting period. The
expenditure report includes expenses by the budget line item. Grantees provide supporting
documentation such as bills of sale, receipts for expenditures, invoices, and payroll records.

A sample CHRC expenditure report template follows. While the template can be adjusted to
accommodate grantee-specific expenditures and budget line items; the Commission requires
that the basic format of the submitted expenditure report reflect the template. This
expenditure report template should be used by all grantees.

When submitting required supporting documentation, please contact the Commission if there

are any questions regarding appropriate documentation.




Expenditure Report

Page lofl

Grantee Name:

Grant &:

Current Reporting Period:
Total Grant award:
Received to Date:

Previous amount expended by Grantee to date:

Expenditure Report For the Period XXX - X3MKX

Program Area

Budgeted
Amount

Amount
Expended
Reporting

Period 1

At
Expended
Reporting

Period 2

Personnel Salaries and Fringe

Equipment/Furniture

Supplies

Travel/Mileage/Parking

5taff Trainings/Development

Contractual

Other Expenses

Indirect Costs

Capital or Leasehold Improvements

Medical or Dental Equipment

TOTAL EXPEMSES FOR REPORTING PERIOD

50

50

£0

TOTAL CUMULATIVE EXPENSES

50

50

As stated in the Grant Agreement, the grantee agrees to maintain complete records of revenwes and expenses for pthe

project, together with appropriate supporting documentation. These records shall indicate precisely how the granft

funds were expended by the Grantee Grantee will provide these records to the Commission with the submission pf

the expenditure report. Employee time sheets should also be kept but need not be attached.

Instructions for completing the Expenditure Report:

1. Please enter all information for your grant, i.e., grantee name, amount of grant, amount received to date, etc.

2. The Current Reporting Period is defined as the the dates from the beginning of the grant or the last report to the

end of the current period for which you are entering information.

L U

the total amount of funds expended.

Please defime Reporting Pericd 1, 2, etc. with actual dates.

Add codlumns for additional reporting periods as required.

Add other budget line items in Program Area column as required.

The Amount Expended, Reporting Period ¥, should reflect totals for only the current reperting period.
Please define the Expenditure Reporting Period X-XXXY with actual dates.

If this is your final expenditure report, include a column on the right to reflect the totals for each program area and



Invoice

An invoice is required for each grant payment. Invoices must include the following information:

CIEIEE Grantee FEIN
address

Grantee name

Invoice must Invoice
be addressed

to the CHRC number

Amount of
funding
requested

If the grantee is a state agency and requests an R*STARS transfer of funding, please also
provide all necessary coding to facilitate the transfer.




