
Area Agency Name:

__________________________________________________________________________________

Date(s)of Review:

________________________________________________

Reviewer(s) Name(s):
___________________________________________________________________________________


Codes:

1)  Compliance
2)  Concern
3)  None
4)  Exemplary


CM-01
	1      2      3      4


	1.
All contracts with for-profit organizations have received prior written approval of the ICOA.


(Reviewer’s Note:
Ask for a list of all contracts with for-profit organizations.  The AAA has a 
letter on file from the ICOA granting approval prior to the effective date of the contract.)


OAA. 
Sec 212

Notes:




CM-02
	1      2      3      4


	2.
All multi-year awards have received prior written approval of the ICOA.


(Reviewer’s Note:
Ask for a list of all multi-year contracts.  The AAA has letter on file from the 
ICOA 
granting approval prior to effective date of the contract.)


IDAPA 15.01.20.042 and ICOA Guidance Manual Chapter 4 Section 4.10

Notes:




CM-03

	1       2      3      4 


	New - The AAA maintains written standards of conduct governing the performance of its employees engaged in the award and administration of contracts.


(Reviewer’s Note:
Review standards.  They must contain conflict of interest statements in line with Title 45 part 74.42 The recipient shall maintain written standards of conduct governing the performance of its employees engaged in the award and administration of contracts. No employee, officer, or agent shall participate in the selection, award, or administration of a contract supported by Federal funds if a real or apparent conflict of interest would be involved. Such a conflict would arise when the employee, officer, or agent, or any member of his or her immediate family, his or her partner, or an organization which employs or is about to employ any of the parties indicated herein, has a financial or other interest in the firm selected for an award. The officers, employees, and agents of the recipient shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors.


Title 45 Part 74.42 – Codes of Conduct - Uniform Administrative Requirements for Awards and Subawards


Notes:




CM-04
	1       2      3      4 


	New - The AAA has established written procurement procedures that contain the minimum requirements per Title 45 Part 74.44.  

(Reviewer’s Note:
Review procurement policy and compare with Per Title 45 part 74.44 requirements.  
Title 45 Part 74.44 Procurement Procedures -  Uniform Administrative Requirements for Awards and Subawards


Notes:




CM-05
	1       2      3      4 


	New - The AAA has established procedures for verifying and monitoring Debarment and Suspension of contractors.  


(Reviewer’s Note:
Review procedures, can be verified by checking website list ect.  Is it added onto assurances or contract? This common rule restricts subawards and contracts with certain parties that are debarred, suspended or otherwise excluded from or ineligible for participation in Federal assistance programs or activities. )  
Title 45 Part 74.13 Debarment and Suspension -  Uniform Administrative Requirements for Awards and Subawards, Title 45 Appendix A,  Title 45 Part 92.35, OMB 


Notes:




CM-06
	1       2      3      4 


	New - Is some form of cost or price analysis documented in the procurement files in connection with every procurement action.


(Reviewer’s Note:
This could be part of the RFP evaluation process and the awarding of the bid process.  Review several applications for one RFP and determine how price analysis is applied.)  Price analysis may be accomplished in various ways, including the comparison of price quotations submitted, market prices and similar indicia, together with discounts. Cost analysis is the review and evaluation of each element of cost to determine reasonableness, allocability and allowability.
Title 45 Part 74.45 Cost and Price Analysis -  Uniform Administrative Requirements for Awards and Subawards


Notes:




CM-07
	1       2      3      4 


	All contracts over $100,000 are awarded through a competitive bidding process that provides for open and free competition.

(Reviewer’s Note:  Review a percentage of randomly selected contracts and complete the worksheet that follows.)


Title 45 Part 74 and State of Idaho, Division of Purchasing  

Notes:



	X  =  Complete
I  =  Incomplete
	Contract

#1
	Contract

#2
	Contract

#3
	Contract

#4
	Contract

#5
	Contract

#6

	A.
Solicitation of Letters of Intent published 
sufficiently prior to the effective date of contract 
awards.

(Reviewer’s Note:
Ask for a copy of the 
publication of the Letter of Intent and 
examine to determine if it was published at l
east 60 days prior to the effective date of the 
contract award.)


	
	
	
	
	
	

	B.
Request for Proposal (RFP) forms and 
instructions are issued at least 30 days prior to 
the effective date of the award.


(Reviewer’s Note:
Ask for a Request for 
Proposal and 
documentation that evidences 
each intended bidder received an RFP. 
Determine if all intended bidders were sent 
an RFP (possible documentation would be 
postal receipts evidencing 
receipt by the 
bidder, schedules by the AAA that 
demonstrates 
the bidder was sent an RFP.)


	
	
	
	
	
	

	C.
Bidders conference


(Reviewer’s Note:
Review files for 
documentation that conference took place 
and/or letters were sent to all bidders 
notifying them of the Conference.)


	
	
	
	
	
	

	D.
A process for evaluating proposals that assures 
objectivity and fairness, is unbiased, and avoids 
conflicts of interest.


(Reviewer’s Note:
Review the RFP to 
determine if it contains language that explains 
the process for evaluating proposals and that 
assures objectivity and fairness, is unbiased 
and free of conflicts of interest)

	
	
	
	
	
	


	E.
Awards are based on a criteria clearly established 
in the RFP.


(Reviewer’s Note:
Ask for the bid tally 
sheets (scoring sheets used by the bid 
Reviewer’s) and determine if the lowest 
and/or best offer was accepted based on the 
documentation (the sheets should be in the 
contract file or a separate bid file.)


	
	
	
	
	
	

	F.
A process for appeal/hearing that is fair and 
impartial.


(Reviewer’s Note:
Review the RFP to 
determine if there is 
language that provides 
for a process for an appeal hearing that is fair 
and impartial and clearly established in the 
RFP.)


	
	
	
	
	
	

	G.
Have any appeals been filed against the AAA? 
If so, have they conducted a fair and impartial 
hearing? 


(Reviewer’s Note:
Interview AAA director 
or contracts officer and follow-up with 
review of files.)


	
	
	
	
	
	


CM-08
	1       2      3      4


	The area agency uses a standard service contract format that includes the following:  


(Reviewer’s Note: Review (6) six randomly selected contracts and complete the worksheet that 
follows.)


Notes:



	X  =  Complete

I  =  Incomplete
	Contract

#1
	Contract

#2
	Contract

#3
	Contract

#4
	Contract

#5
	Contract

#6

	 A.
Identifies the parties to the agreement.
	
	
	
	
	
	

	 B.
Includes a signature page with original signatures dated prior to 


effective date of the contract
	
	
	
	
	
	

	 C.
Identifies contract period (start and end dates).
	
	
	
	
	
	

	 D.
Describes the purpose of the contract.
	
	
	
	
	
	

	 E.
Specifies dollar amount of the contract.
	
	
	
	
	
	

	 F.
Incorporates a budget into the contract.
	
	
	
	
	
	

	 G.
Describes method of payment (The contract must contain a clear 
and concise description of the method of reimbursement, 
specifically citing whether it is to be actual expenditure, line-
item or unit cost/rate based).  The method of payment also shows 
how and when the service provider will receive payment for 
services provided during the contract period.
	
	
	
	
	
	

	 H.
Includes procedures for amendments.
	
	
	
	
	
	

	 I.
Includes a termination clause
	
	
	
	
	
	

	J.
Includes clauses incorporating a Statement of Work (contained 
in the RFP) that includes service definition, nature and scope of 
the service, program content, staffing requirements and a 
description of physical facilities.
	
	
	
	
	
	

	K.
A clause that includes a disclosure prohibiting  verbal 
modifications.
	
	
	
	
	
	

	L.
A clause stating the agreement is contingent upon availability of 
funds.
	
	
	
	
	
	

	M.
A “hold harmless” clause for acts of omission or negligence by 
the party from which the services are contracted.
	
	
	
	
	
	

	N.
Incorporation of items:  The contract must state that the 
agreement contains all terms and conditions agreed upon by the 
parties, including all items incorporated by reference or 
attachment (e.g., Statement of Work, Special terms and 
Conditions Performance Standards, Standard Terms and 
Conditions, Assurances, etc.)
	
	
	
	
	
	

	O.
Order of Precedence:  The contract must contain a statement  
Identifying the order in which inconsistencies in the contract are 
to be resolved.
	
	
	
	
	
	

	P.
Standard Terms or Conditions as far as law, are not required at 
this time, but are suggested to be included in contract language. 
These attributes are likely to be required in future ICOA 
procedures.
	
	
	
	
	
	

	Q.
The contract outlines required reports.
	
	
	
	
	
	

	R.
The contract identifies exhibits and attachments.
	
	
	
	
	
	

	S.
The contract describes requirements for misuse and bonding. 
	
	
	
	
	
	

	T.
The contract describes licensing and safety requirements.
	
	
	
	
	
	

	U.
The contract includes right of inspection of records and


facilities by the area agency.
	
	
	
	
	
	

	V.
The contract includes assurance related to civil right and anti- 


discrimination.

(a)No individual shall be denied services or benefits provided under the agreement on the grounds of race, color, national origin, sex, creed, age, marital status, veteran’s status, or disability:

(b)The provider shall not provide any services or other benefits to a qualified individual that are different, or are provided in a manner differing from that provided to others under the agreement, or any contract awards pursuant to the agreement;

(c)No individual shall be subjected to segregation or  separate treatment in any services or other benefits provided to others under the agreement;

(d)No individual shall be denied the opportunity to participate in any program(s) provided by the agreement for the provision of services, or otherwise afford an opportunity to do so which is different from that afforded others;
(e)Contractors will not use criteria or methods of administration which have the effect of defeating or substantially impairing accomplishment of the objectives of the agreement with respect to individuals of a particular race, color, national origin, religion, sex, creed, age, marital status, veteran’s status, or disability.


	
	
	
	
	
	

	X.
The contract provides for client appeal process.
	
	
	
	
	
	


CM-09
	1       2      3      4


	The area agency maintains a contract administration system which ensures that contractors perform in accordance with the terms, conditions, and specifications of their contracts or purchase orders.


(Reviewer’s Note:
Review system and policy and procedures)

Title 45 Part 74.47 – Contract Administration  and Title 45 Part 92.36 


Notes:




CM-10
	1       2      3      4


	The area agency conducted at least one formal on-site assessment every other year one of each of its providers that receives fifty thousand dollars ($50,000) or more in combined federal and state funds during a contract year. 

(Reviewer’s Note:
Randomly select 15-20% of the AAA providers and complete the worksheet 
that follows.) Such assessments shall comply with the terms of the AAA contract with the ICOA. Such reviews shall be on file for ICOA review. (3-30-07)

IDAPA 15.01.20.055
Notes:



	X  =  Complete

I  =  Incomplete
	Provider

#1
	Provider

#2
	Provider

#3
	Provider

#4
	Provider

#5
	Provider

#6

	 A.
The service provider is complying with the terms of the contract.

	
	
	
	
	
	

	 B.
Projected service levels (stated in the contract) are 
compared with actual units of service the provider has 
delivered 


	
	
	
	
	
	

	 C.
Projected budget (stated in the provider contract) is 
compared with the actual expenditures the provider had 
reported


	
	
	
	
	
	

	 D.
Previously noted deficiencies or other items cited in 
prior formal and/or special assessments are reviewed 


	
	
	
	
	
	

	 E.
Any problems which occurred during the preceding 
year are reviewed 


	
	
	
	
	
	

	 F.
Random sampling of provider reports are verified for 
mathematical accuracy 


	
	
	
	
	
	

	 G.
Prioritization of service to “target” populations is 
reviewed 


	
	
	
	
	
	

	 H.
Participant complaints, provider mechanisms for 
handling complains, and service provider’s methods for 
determining client satisfaction is reviewed 


	
	
	
	
	
	

	 I.
Records that support/document program and financial 
reports are reviewed 
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