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To adequately prepare for an audit, don’t wait until you have 

been “Officially” notified, begin preparing now and treat the 

process as a year-long event.

a. Ensure your operational environment and fiscal activities reflect the 

general expectations as outlined within the Grant Agreement, 

Program Guide, and applicable Regulatory Guidance

i. Policies and Procedures outline expectations and requirements

ii. Appropriate training on Policies and Procedures

b. Ensure open and unrestricted communication between the 

Operational and Fiscal Teams

c. Ensure a developed Quality Assurance/Quality Control (QA/QC) 

program has been established and working

d. Ensure Management Oversight and Support

Strategy for Success
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This toolkit will help Grantees prepare for a FOFA and serve as a tool for 

new/existing staff members to use in their ongoing efforts to ensure grants 

are in full compliance throughout the award. 

1.Toolkit 

a. SSVF FOFA Timeline

b. SSVF FOFA Checklist 

c. SSVF FOFA Self-Assessment & Preparation Tool 

d. SSVF FOFA Case File Review – Manager’s Tool

e. SSVF FOFA Subcontractor Monitoring Tool 

f. How to Prepare for your FOFA  (Webinar)

SSVF FOFA Toolkit
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• What to expect during a FOFA including pre-site, onsite and post site visit 

activities.  Includes a by week timeline and example dates for reference. 

SSVF FOFA Timeline 
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• Grantees can plan for their FOFA using this tool. The checklist will lead 

Grantees through the steps and actions to prepare for the pre-site visit, onsite 

visit, post-site visit, reporting process, and subsequent actions to complete the 

FOFA. 

SSVF FOFA Checklist 



7

OBO

• Grantees should ensure they can check off all statements within this tool. If a 

Grantee can check off all items, they can feel confident that they will be 

prepared for their FOFA visit.

SSVF FOFA Self-Assessment & Preparation Tool 
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• Each file has required eligibility and case management service documentation 

that must be present. This tool provides an easy guide for managers to assess 

each case file for the required elements and identify any missing pieces. The 

Excel format allows managers to add additional program forms they want to 

check and add additional TFA payments made.

SSVF FOFA Case File Review – Manager’s Tool 
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• All third-party contractors working directly with an SSVF Program should be 

delivering the same high-level of service expected of SSVF Grantees. Grantees 

should use this tool when monitoring their subcontractors and/or vendors.

SSVF FOFA Subcontractor Monitoring Tool 
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• Notification & Preliminary Documents Request 

(PDR)

• Kickoff Call & Timeline 

• Pre-Site Visit Preparation

• Site Visit 

What to Expect & Preparing for your FOFA
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• Week 1 - FOFA Notification

– Initial Contact to Confirm Grantee POC (GIFTS)

• Team will use POC as listed in GIFTS

– Engagement Letter (EL)

• Scope/Period of Review (FY 2018 and FY 2019) 

• Site Visit Dates

• Engagement Team Lead (POC)

• Preliminary Document Request (PDR) – detailed review

• Due Date for PDR 

Notification
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• SSVF Veteran Information

– Listing of Veterans Enrolled 

– Listing of Veterans Determined Ineligible 

– Listing of Temporary Financial Assistance (TFA):

• Veteran or Family Member (Name & ID#) 

• Date

• Vendor

• Amount

• Category

Preliminary Document Request
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• Financial Documentation

– Detailed General Ledger (Excel format)

• Expenditures

• Revenue

– Chart of Accounts (listed by Program Code – Rapid Rehousing, 

Returning Home, Rapid Resolution, Shallow Subsidies,...)

– Cost Allocation Policy

– Financial Policies and Procedures

– Final Budget to Actual Results

– Asset Listing and Depreciation Detail

– Most Recent Single Audit Report

– Listing of all Federal Awards and Funding Sources

Preliminary Document Request (cont.)
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• SSVF Agreements and Other Related Records

– Revision to Budget or Program Activities

– Approved Scope Change

– Closeout Certifications

– Organization Chart (Name, Position, Title)

– List of all Employees (charged to the SSVF Grant (direct/indirect):

• Name & Position

• Pay Rate/Salary

• Hire/Term Dates

• Percentage of Allocation to SSVF Activities

Preliminary Document Request (cont.)
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• Policies and Procedures (if not all inclusive in one policy)

– SSVF (specific to Grantee that reflects SSVF Program Guide)

– Fraud, Waste, and Abuse

– Human Resource 

– Record Retention

– Data Quality Plan

– Critical Incidents

– Conflict of Interest

– Code of Conduct

– Federal Financial Reporting

Preliminary Documents Request (cont.)
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• Week 1 – Kickoff Conference Call

– Audit Team Lead;

• Coordinate Date and Time via Grantee POC

• Identify Participants: 

– Director and or SSVF Program Manager

– Chief Financial Officer, Controller, or Accounting Representative

– Case Managers and Select Staff 

• Send out Meeting Invite with Agenda and Grantee Overview Sheet

– Kickoff Call (30-45 minutes)

• Introductions

• Purpose, Objective, and Scope of FOFA

• Timeline & Process Overview

• Target Dates & Key Milestones (by responsible party)

• Communication Protocol

• Entity Background (Grantee Overview Sheet)

• Preliminary Documents Request 

• Q & A

Kickoff Call
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• Pre-Site Visit Preparation (Timeline & dates dates* will be listed in Kickoff Agenda)

– Weeks 1-3 Grantee will consolidate PDR and upload into GIFTS

– Weeks 3-6 Review Team will:

• Conduct a preliminary review and analysis of provided documents 

• Develop sample selections – Expenses, Payroll, and Admin

• Identify Internal Control Questionnaire (ICQ) recipients

• Preliminary review of Policies and Procedures

• Request additional items or submit clarification questions (as necessary)

– Week 6 Review Team will provide to Grantee:

• Sample selections 

• ICQ’s to selected staff members 

– Weeks 6-9 Grantee will Consolidate Sample Support Documentation 

(scanned) and upload into GIFTS 

* Target timeline, may be adjusted depending on review specific circumstances

Pre-Site Visit
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– Weeks 9-14 Review Team will:

• Review and analyze Policies and Procedures

• Review and test Expense, Payroll, Administrative supporting documents

• Review A-133 Single Audit Report (follow-up as necessary)

• Review SF-425 Federal Financial Reporting 

• Review Temporary Financial Assistance detail

• Review ICQ responses with follow-up actions

• Review Budget to Actual

• Reconcile GL to Approved Budget Application

• Analyze Veteran Served Listing and TFA Detail

• Develop case file sample selection 

– Week 14 Review Team will:

• Provide Case File Sample Selection Listing

• Submit Preliminary Findings and Assessments of Expense, Payroll, and 

Administrative Expense Testing to POC for Response 

• Coordinate logistics for Site Visit 

Pre-Site Visit Preparation
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– Week 15  Site Visit

• Day One

– 8:30  Entrance Conference (Program Management & Key Staff)

– 9:30  Case file reviews

– 4:30  Case files exception review with Program Manager/Delegate 

• Day Two

– 8:30  Case file reviews

– 1:00  Individual interviews (as necessary)

– 1:00  Discussion of Expense/Payroll/Admin exceptions (as necessary)

– 4:30  Case files exception review (Day 2)

• Day Three

– 8:30  Case file reviews

– 1:00  Review and discussion of Expense/Payroll/Admin exceptions

– 4:30  Exit meeting

Site Visit - Timeline
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– Week 16 Post Site Visit

• Wednesday (COB) of the following week – last day to accept supporting 

documentation

• Review Team will begin drafting report

– Week 22 Reporting

• 30-45 Days after visit report will be finalized

• Program Office will Issue:

– Report 

– Corrective Action Plan Response Form (CAPRF)

– Due Date for CAPRF Response (30 days)

– Week 24 Corrective Action Plan Response Form 

• Due 2 weeks after report issued to Grantee

– Weeks 25-30 Recommendation Implementation Verification (RIV)

– Week 30 Issue Close-out Memo

Post Site Visit, Reporting, RIV, Close-Out
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• FY 2019 Results

– 98 Total Reviews Completed

• 3 (3 percent) Grantees had No Findings

• 95 (97 percent) Grantees had Findings

 349 Findings

 627 Recommendations

 $3,152,264.36 in Questioned Costs 

FY 2019 Results
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Common Findings

Finding 
Total 

Grantees Total QC
Certification and Recertification of Eligibility 70 $   503,603.00 

G&A Expenditures 57 $   383,706.00 

Temporary Financial Assistance (TFA) Expenditures 27 $   104,381.00 

Financial Management 23 $ 1,143,652.00 

Participant Satisfaction Survey 23 N/A 

Benefit Assessment 22 N/A 

Policies and Procedures 18 N/A 

Payroll 15 $     71,803.00 

Exit Letters 14 N/A 

Income Verification 12 $     19,875.00 

SF-425 Reporting 12 $   201,500.00 

HMIS - Data Entry and Case File Reconciliation  12 N/A 
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• Certification and Recertification of Eligibility

– Ensure COE and Recertification Forms signed by Supervisor (Timely)

• G&A Expenditures

– Missing supporting Document

– Improper Allocation 

– Unallowed Items (Food, Water, Swag, coffee bar, snacks)

– Advertising/Outreach (radio, news, print)

– Improper Coding of Expense Items In GL

– Timing of Expenses (Expenses charged in last few days of September or in incorrect FY)

• TFA

– No Supporting Document

– Incomplete Invoice/Lease/Rental Agreement

– Bulk Purchases (Gift Cards, Bus passes, Mattresses, Fuel vouchers/Gift Cards)

• Financial Management

– Administrative Expenses ≠ Approved Application Budget

– Unsupported Administrative Expenses (missing supporting documents)

– Administrative Expenses Improperly Coded or Recorded in GL

Causes & What to Avoid
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Questions?
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• Grants Service Audit Team:

– Allen Ackles, Senior Auditor 

Allen.Ackles@va.gov

– Christina Singleton, Senior Auditor  

Christina.Singleton@va.gov.

– Amanda Sifuentes, Auditor

Amanda.Sifuentes@va.gov

– Jeff Brean, Director

Jeffrey.Brean@va.gov

Key Points Of Contact 

mailto:Allen.Ackles@va.gov
mailto:Christina.Singleton@va.gov
mailto:Amanda.Sifuentes@va.gov
mailto:Jeffrey.Brean@va.gov

