HSC ADMINISTRATIVE CONTRACT QUALITY ASSESSMENT TOOL
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O = Observation

D = Documentation

List Who and What; Attach Supporting Documentation
	Explain Ratings of 2 or Less;  Attach Supporting Documentation

	
	1
	2
	3
	4
	N/A
	
	

	I. Board Governance

1.  Agency has a charter and/or bylaws which clearly define the agency’s purpose and organization and the duties, authority and responsibilities of the governing body.  (Review the Charter and the by-laws and verify that the agency’s purpose is well-defined and that the duties and responsibilities of the governing board are enumerated.) Required by: All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	2.  Governing authority is held by a volunteer Board of Directors of at least 6 members, who are representative of both the community at large and the population served. (Review the by-laws and insure that they require a minimum of 6 members, 12 for United Way agencies, and review the composition of the board to see if the community is represented and if a member of the client group is expected.) Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	3.  Terms of Board membership are fixed length and the number of successive terms is limited.  Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	4.  Board meetings are held at least once per calendar quarter or in accordance with agency bylaws.  Minutes are recorded and maintained in agency files. Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	5.  Board officers are regularly rotated by limiting the length of terms and the number of successive terms which an office may hold.  Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	6.  No nepotism exits between board and staff or with the board.  (Review the composition requirements of the board and note whether the by-laws do not allow nepotism on the voting board or between the voting board and staff.  Review board staff rosters for obvious relationships.) Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	7.  The annual budget and any deviations from the annual budget are approved by the Board of Directors. (Review the board minutes to insure that the board has approved the current operating budget.) Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	8.  The board employs the agency’s chief professional officer, unless it is a government agency, and a contract with the CPO that specifies performance objectives.  The board regularly monitors CPO’s performance based on the objectives.  

(a. Review the board minutes for a discussion and approval of the hiring of the CPO. b.) If there is an employment contract, does it contain performance objectives? c.) Are the performance objectives reviewed and monitored by the board?) Required by: a.) –Jacksonville Children’s Commission, United Way; b. & c.) – recommended by all HSC Partners, required by none
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	9.  Agency bylaws require board members to attend board meetings.  (Check the bylaws to assure that they require regular attendance of board members.  The bylaws should define what constitutes a quorum.) Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	10.  No voting board members are employed by the organization unless such employment is provided for in the agency’s charter or articles of incorporation. (Review the board and employee listing.  If an employee is a voting member of the board, review the charter and the articles of incorporation to verify an approved exception.) Required by: COJ, JCC, UW
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	11.  Board members receive regular reports from staff on the status of each principal agency program and activity. (Staff reports are included in the board minutes or attached to the minutes as a handout.) Recommended by all HSC Partners, required by none.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	12.  The bylaws state that the agency does not support partisan organizations, politicians or candidates for political office through public or HSC funds.  (Check to see if the prohibition is in the bylaws.)  Recommended: No HSC Partners require that this be in the by-laws, however, all HSC Partners disallow the use of funds for these activities. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	13.  Board has a written policy code which addresses potential conflicts of interest. (Review board policies to ensure that potential conflicts of interest are addressed.) Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	14.  Board members receive formal training regarding duties and responsibilities of board members.  (Check training logs, attendance rosters, or certification of receipt of training.) Recommended by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	15.  The Board has developed and approved policies and good procedures related to agency operations. (Required by all HSC Partners)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	II. Human Resources Administration
16.  Time sheets for employees or staff are signed by Immediate Supervisor, Executive Director or Program Administrator. (Review a sample of the time sheets to ensure that all are signed by an appropriate individual.) Required by:  JCC, City, DCF
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	17.  Agency has formal job descriptions/ specifications and pay schedules on file. Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	18.  Agency has personnel policies and procedures in place. Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	19.  Agency has a formal personnel performance review system that is thorough and equitable.  (Review personnel policies for the performance evaluation policy. Check a sample of personnel files to see if reviews are up to date.) Recommended by: All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	20.  All personnel working with children are screened and re-screened according to State or comparable guidelines.  (Review a sample of personnel files for evidence of a background check.) Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	III. Audits And Records

21. If an audit was performed in the year previous to this review: 

a. The recommendations/findings noted in the compliance report, internal control report, management letter and any corrective action reports have been followed or otherwise cleared.  If not, explain discrepancies in notes.  (Audits are not required for recipients of JCC or City of Jacksonville funds of under $25,000.  The City of Jacksonville and Jacksonville Children’s Commission require recipients of funds under $25,000 to submit the Annual Report of City of Jacksonville Funds by November 15.  United Way does not require an audit for Agencies with total budgets under $100,000.  Audit requirements for DCHD and DC&F vary, contact contract administration.)  (Review the audit recommendations/management letter comments with agency’s finance director or executive director or obtain the agency’s written response.)

b. What is the agency response to the management letter?

c. Is the IRS Form 990 available (Tax Return for Non Profits)
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	  
	See question #2 in DCF Administrative Contract Assessment Tool.

Same as above.
	

	22.  If an administrative assessment was performed in the year previous to this review, all deficiencies have been corrected or cleared.  If not, explain discrepancies in notes. (Review the administrative assessment report with the finance director or executive director as to the agency’s compliance.) Required by: All HSC Partners.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	See question #3 in DCF Administrative Contract Assessment Tool.
	

	23.  The provider maintains the basic books of accounting.
	
	
	
	
	
	  
	See question #1 in DCF Administrative Contract Assessment Tool.
	     

	General ledger
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	
	

	Subsidiary ledger (accounts receivable, accounts payable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	Cash receipt journal
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	Cash disbursement journal

Is a separate checking account maintained for City funds? (If not, has the provider obtained permission not to maintain a separate checking account?)

Required by: All HSC Partners
	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 

	  
	     
	

	24. The provider maintains an agency operating budget detailed by cost center, by source of funds and by expenditure category.  If not or a different method is used, explain in notes.  (Obtain and review the Agency’s operating budget.)  (Provider receiving City of Jacksonville fund who do not maintain a separate checking account, should maintain a separate cost center) Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	See Question #6 in DCF Administrative Contract Assessment Tool.
	

	25. Agency’s annual operating budget is balanced.  Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	26. Agency maintains a record of fundraising expenses, which demonstrates that such expenses are justified in terms of fundraising results.  (Review the agency’s fund raising accounting records.) Required by: United Way
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	27. Agency has obtained a permit (to solicit funds) from the City of Jacksonville Consumers Affairs Division and a Registration Letter (Solicitation of Contributions Act) from the Florida Department of Agriculture and Consumer Services.  Required by: All agencies doing business in Duval County.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	28. Agency strives to diversify revenue sources and maximize in-kind resources.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	29. Investments are managed to achieve optimal return within reasonable risk tolerance.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	30. The proportion of financial resources expended on administrative support is not excessive.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	IV. Method Of Payment For Cost Reimbursement Fixed Price Contracts and Grants

31. Documentation indicates compliance with travel procedures required by contract even if requirements are more restrictive than established agency policies:

a. State guidelines, Section 112.061, Florida Statutes;

b. City regulations;

c. Other

Required by: All HSC Partners
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	  
	     
	     

	32. Agency records document and support information submitted on the most recent quarterly reports.  (Review a quarterly report and its supporting documentation.) Required by: City and Jacksonville Children’s Commission.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	33. From a sample of contract invoices, verify whether expenditures are supported by appropriate documentation such as time sheets, invoices or vendor receipts.  Required by: State, Jacksonville Children’s Commission, and City, if reimbursable contract.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	V. Assignments And Subcontracts

36. Any approved subcontracts funded by the funder contain all the clauses and provisions required by this contract. Required by: State, City, Jacksonville Children’s Commission
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	See question #12 in DCF Administrative Contract Assessment Tool.
	

	VI.  Purchasing

38. Agency has complied with contracted purchasing requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	39. Agency has purchasing policies and procedures, which, at a minimum, prohibit agency purchase of any service or product from an employee or any company in which an employee has a financial interest or could gain from personally, unless approved by the board.  Required by:  All
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	

	VII.  Sponsorship

40.  Agency acknowledges its support by including City of Jacksonville, Jacksonville Children’s Commission, and United Way names and logos on signage and public awareness materials, where applicable. Required by: United Way, City, Jacksonville Children’s Commission
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	VIII. Retention Of Records

41. Agency maintains records of programs funded by the Funders for a minimum of five years or longer until the audit of records has been conducted. (Review records retention policy.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	42. If applicable, a policy is in place for record retention requirements as stated in the contract. If there is no policy, and record retention is applicable, explain how is this handled? (Review policy or explain how records are retained.)  Required by: All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	See question #52 in Administrative Contract Assessment Tool.
	     

	IX. Insurance
43. All insurance policies are current.  Required by: All HSC Partners

List all policies, carrier and effective date:

a.) Workers compensation

b.) Commercial General Liability

c.) Commercial Auto Liability

d.)     Liability

e.)     Professional Liability

f.)     Honesty Bond

g.)    Other
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	  
	Carrier:

Policy #:

Effective Date:

____________CSL  ____________Agg

Carrier:

Policy #:

Effective Date:

____________CSL  ____________Agg

Carrier:

Policy #:

Effective Date:

____________CSL  ____________Agg

Policy #:

Effective Date:

____________CSL  ____________Agg

Policy #:

Effective Date:

____________CSL  ____________Agg

Policy #:

Effective Date:

____________CSL  ____________Agg

Policy #:

Effective Date:

__________________AMT
	     

	44. Is the City of Jacksonville and Jacksonville Children’s Commission named as co-insured on all Liability policies? Required by: COJ, JCC.  JCC requires both.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	X. Transportation

45. Agency provides or coordinates transportation for clients, if needed.

Required by: DCF
a. Agency has a written plan for providing transportation?

b. Agency complies with Chapter 427 of Florida Statutes. Required by: State

c. Which of the following are included in the plan:

a. Public transit

b. Taxi

c. Staff transport

d. Other

d. If the agency provides transportation directly, it maintains written policies and procedures which define the transport of clients.  Recommended by all HSC Partners.  If the answer is 'no' to any of the above, please explain.  

e. Which of the following are included in Agency’s transportation policies and procedures?

a. Escort requirements

b. Duties of driver and escort

c. Charges (if any) for the transportation

d. Security for clients before, during and after the transportation

Recommended by all HSC Partners
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	  
	     
	     

	XI. Equipment And Physical Facilities

46. Agency’s facilities are safe, well maintained and physically accessible to the consumers served.  (Self-Observation) Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	47. Agency’s facilities and services are accessible to people with disabilities.  (Self observation) Required by: All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	48. Physical facilities and equipment are sufficient in quantity and quality for their intended purposes.  (Self observation)  Required by All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	49. Agency has established policies and procedures to guide the management of physical facilities and equipment.  Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	      
	     

	XII. Legal Concerns

50. Agency has adopted a written policy prohibiting discrimination on the basis of race, religion, sex, nationality, or military status in the following practices and functions: Required by:  All HSC Partners
a.     Hiring, assignment, training, promotion and 

        termination of staff.

     b.     Selection of board members, and

     c.      Provision of services.
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	  
	     
	     

	51. Agency has developed a formal affirmative action plan.  Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	52. Agency is fully licensed/certified/ accredited by appropriate authorities and/or accrediting bodies.  List certification, accreditation and timeframe in notes section.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	53. Agency has established policies and records management procedures to assure client privacy. Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	54. Agency has a grievance procedure which applicants for and recipients of services may use to present grievances to the agency’s governing authority.  Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	55. Agency is registered/incorporated as a nonprofit organization under the laws of Florida or is a duly constituted public organization. Required by:  All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	     

	56. Agency possesses a letter of exemption from federal taxes under Section 501 (c) (3), Internal Revenue Code. Required by: All HSC Partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	  
	     
	


2

