District Consultant’s Review Checklist
To minimize annual report follow-up questions, district consultants should review the following items for each report:
· Population is unchanged from the previous year and the sum of the population in the municipal break down equals the total population.

· The report period is correct.  
· Weekly & weekend hours meet standards.  
· Director’s certification meets standards.  If certification is other than System Certified, a PPID number has been entered.

· Professional/total FTEs meet standards.

· Number of periodicals is less than or equal to the number of serials.

· Employment program revenue matches the support documentation and is equal to the employment program expenditures.

· State aid revenue equals the amount paid.  For system headquarters, the distributions plus the amount retained should equal the amount paid.

· Actual costs paid by the local municipality are entered as local government revenue, identified as actual costs, and there is a supporting documentation. 
· County revenue equals the amount paid.

· Miscellaneous revenue is a relatively low amount or preferably 0.  (E-rate/rebates/reimbursements are not revenue – deduct from expense)
· Collection expenditure is maintained/equal to 12% of total operating expenditures.  

· Shared costs equal the supporting documentation that has an original signature and municipal seal.
· All of the gifts listed meet the Gift Guidelines.
· The director’s weekly hours are greater than or equal to 20 hours.   
· The director’s continuing education hours are greater than or equal to 8 hours.  

· All employees working 20 or more hours per week have at least 6 hours of continuing education over the past 2 years.
· If expenditure changes were made, was the local effort calculation updated?  
· All other local effort calculations are correct: mortgage credit (line E), capital expenditure credit (line I), and shared costs (line T).
