WARNING SIGNS FOR AGENCY CRISIS

An Assessment for State CSBG Monitors


CAA





   Monitor


   Date




Audit

	
	Circle one
	Comments

	1.1
	Audit findings repeated from year to year
	Yes
	No
	

	1.2
	Audit management letter comments are repeated from year to year
	Yes
	No
	

	1.3
	The asset to debt ratio less than 1
	Yes
	No
	

	1.4
	The same audit firm has been used for more than six years
	Yes
	No
	

	1.5
	Extensions of the audit deadline have been requested year after year?
	Yes
	No
	

	1.6
	The auditors presented audit results to the board of directors
	Yes
	No
	

	1.7
	The management letter was presented to the board
	Yes
	No
	


Bank Accounts

	
	Circle one
	Comments

	2.1
	Separate program/contract bank accounts are justified as “the only way to track the money”
	Yes
	No
	

	2.2
	The agency can demonstrate a compliance justification for using multiple bank accounts
	Yes
	No
	

	2.3
	The agency can demonstrate a compliance justification for using multiple banks
	Yes
	No
	

	2.4
	Bank statement reconciliations are current
	Yes
	No
	

	2.5
	Bank statements are reconciled to the general ledger
	Yes
	No
	

	2.6
	There is a pattern of use of inter-fund transfers
	Yes
	No
	


Financial Procedures

	
	Circle one
	Comments

	3.1
	The agency has written, current, approved fiscal procedures
	Yes
	No
	

	3.2
	Accounting documents and records reflect application of the procedures
	Yes
	No
	


	Financial procedures (continued)
	Circle one
	Comments

	3.3
	Financial procedures are applied uniformly and universally throughout the organization (i.e., Head Start offices or satellite offices do not have separate systems, procedures)
	Yes
	No
	

	3.4
	Purchase orders are prepared before purchases are made and invoices are received 
	Yes
	No
	

	3.5
	Purchases (especially major) are made following procurement/bidding procedures
	Yes
	No
	


Cash Flow

	
	Circle one
	Comments

	4.1
	Venders call frequently to complain about late payments
	Yes
	No
	

	4.2
	There are constant meetings to decide whom to pay or bill
	Yes
	No
	

	4.3
	Customers receive duplicate billings
	Yes
	No
	

	4.4
	Customers receive statements not showing payments
	Yes
	No
	

	4.5
	The organization constantly uses its line of credit
	Yes
	No
	

	4.6
	Short-term loans being extended beyond their original term
	Yes
	No
	

	4.7
	Grant advances are requested but are not reconciled consistently
	Yes
	No
	

	4.8
	Vender payment checks are being held
	Yes
	No
	


Financial Statements

	
	Circle one
	Comments

	5.1
	The CAA has a current agencywide budget
	Yes
	No
	

	5.2
	Program directors receive regular and timely financial statements that allow them to make sound management decisions
	Yes
	No
	

	5.3
	The board of directors receives regular and timely financial statements that allow it to make sound policy decisions
	Yes
	No
	

	5.4
	The CAA can provide an agencywide balance sheet on request
	Yes
	No
	


	Financial Statements (continued)
	Circle one
	Comments

	5.5
	The CFO can substantiate the balance sheet line items
	Yes
	No
	

	5.6
	The financial officer presents financial information at board meetings
	Yes
	No
	

	5.7
	The CAA submits financial reports to funders on time
	Yes
	No
	

	5.8
	Financial reports are correct when first submitted
	Yes
	No
	


Strategic Thinking

	
	Circle one
	Comments

	6.1
	The agency has a current (less than 5 years old), written strategic direction/plan
	Yes
	No
	

	6.2
	The strategic plan reflects understanding and application of the national ROMA goals and measures.
	Yes
	No
	

	6.3
	The strategic plan includes all programs and activities
	Yes
	No
	

	6.4
	The agency has a written annual plan
	Yes
	No
	

	6.5
	The annual plan contains measurable outcomes
	Yes
	No
	

	6.6
	The strategic plan is reviewed and/or revised annually
	Yes
	No
	

	6.7
	The agency has a written mission statement that is understood by staff and board
	Yes
	No
	

	6.8
	The agency collects and analyzes community, program, and financial data and applies its analysis to management decisions
	Yes
	No
	


Board of Directors

	
	Circle one
	Comments

	7.1
	The board has been trained in its oversight and fiduciary duties
	Yes
	No
	

	7.2
	Board members can identify the sector they represent
	Yes
	No
	

	7.3
	Board composition meet legal requirements
	Yes
	No
	

	7.4
	Minutes of the board of directors meetings indicate that formal decision-making occurs (motions)
	Yes
	No
	

	7.5
	The board reviews its by-laws annually
	Yes
	No
	


	Board of Directors (continued)
	Circle one
	Comments

	7.6
	The board approves grant applications before they are submitted
	Yes
	No
	

	7.7
	Staff members other than the executive director and CFO attend board meetings
	Yes
	No
	

	7.8
	Staff members other than the executive director and CFO present information to the board 
	Yes
	No
	

	7.9
	Board members have served continuously for longer than terms defined in the by-laws
	Yes
	No
	

	7.10
	The composition of the board matches the demographics of the service area
	Yes
	No
	

	7.11
	The board consistently has a quorum
	Yes
	No
	

	7.12
	The board has operating committees that make recommendations for board action
	Yes
	No
	

	7.13
	Minutes reflect that the board is making only policy, rather than operational, decisions
	Yes
	No
	


Turnover

	
	Circle one
	Comments

	8.1
	A management team position has turned over more than once in the last three years
	Yes
	No
	

	8.2
	More than three management team positions have turned over in the last three years
	Yes
	No
	

	8.3
	Staff turnover is higher than 10% in key positions/programs/units
	Yes
	No
	

	8.4
	The agency has analyzed the reasons for high turnover
	Yes
	No
	

	8.5
	The agency has a plan to reduce high turnover rates
	Yes
	No
	


Wages and Benefits

	
	Circle one
	Comments

	9.1.
	There is more than a 20% difference between the executive director’s salary and that of other top leadership positions
	Yes
	No
	

	9.2
	The executive director—or other leadership positions—receives different fringe benefits than the rest of the staff
	Yes
	No
	

	9.3
	Positions are classified properly as exempt or non-exempt
	Yes
	No
	


	Wages and Benefits (continued)
	Circle one
	Comments

	9.4
	Wages have been frozen for more than 18 months
	
	
	

	9.5
	Fringe benefits are nonexistent, uncompetitive or excessive
	Yes
	No
	

	9.6
	The agency lacks an approved wage/salary scale/schedule
	Yes
	No
	

	9.7
	Changes in wages have been made without proper justification and documentation
	Yes
	No
	


Staff 

	
	Circle one
	Comments

	10.1
	The board conducts an annual, written evaluation of the executive director’s performance?
	Yes
	No
	

	10.2
	The agency conducts an annual, written evaluation of all staff
	Yes
	No
	

	10.3
	Staff morale is high, positive
	Yes
	No
	

	10.4
	Personnel files indicate that a high number of formal disciplinary actions have taken place
	
	
	

	10.5
	There is a positive working relationship between the executive director and the program directors
	Yes
	No
	

	10.6
	Key agency leaders and managers meet regularly to review strategic plans, program performance, and resource needs.
	
	
	

	10.7
	The agency makes investments to improve the competency level of the staff
	Yes
	No
	

	10.8
	There are positive inter-departmental relationships
	Yes
	No
	


Management

	
	Circle one
	Comments

	11.1
	The agency has been cited for problems during program reviews in the last two monitoring visits
	Yes
	No
	

	11.2
	The agency has been cited for similar issues in more than one program
	Yes
	No
	

	11.3
	Formal plans have been developed and implemented to correct issues raised in audit and monitoring reports
	Yes
	No
	


	Management (continued)
	Circle one
	Comments

	11.4
	The agency is open to seeking the assistance and support of funders for rapid corrective action when it recognizes that problems or difficulties have occurred.
	
	
	

	11.5
	The agency has shown little or no growth over the past five years
	Yes
	No
	

	11.6
	When faced with the loss of program funding, the agency actively seeks replacement funds to continue the work
	Yes
	No
	

	11.7
	The agency is sufficiently computerized that it can generate accurate and usable program statistical reports
	Yes
	No
	

	11.8
	In the absence of the executive director, there are competent people left in charge to make sure the day-to-day operation of the agency continues at a high level
	Yes
	No
	

	11.9
	The executive director or other top leaders are frequently gone from the agency (service area)
	Yes
	No
	

	11.10
	The agency has unrestricted reserve funds in excess of 5% of its annual budget
	Yes
	No
	

	11.11
	The agency is in danger of losing one or more major programs
	Yes
	No
	

	11.12
	Management and program staff regularly talk about low income people and how best to serve them
	Yes
	No
	

	11.13
	The agency can demonstrate partnerships and collaborations with other community organizations
	Yes
	No
	


Additional Comments 

6

