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.07 Government Auditing Standards under the fourth general standard for auditing requires that the 

audit organization conducting government audits should have an appropriate internal quality 

control system in place and participate in an external quality review program. 

To meet that standard the audit firm should have in place an internal quality-control system and 

participate in an external quality-review program. An external quality review is to be conducted 

once every three years . 

. 08 In order to monitor adherence to the external quality review requirement and to ensure City of 

Philadelphia subrecipient audits are performed by only qualified independent auditors the following 

is to be submitted to each Department within the City of Philadelphia that the subrecipient receives 

funding from during the fiscal year. 

□ A completed "Notification of Engagement oflndependent Auditor". (See Appendix A of this
Audit Guide for the notification form.) This form, to be submitted by the subrecipient 
organization, is due prior to end of the organization's fiscal year for a Single 

Audit or a program audit. This notification is to be completed and submitted on an 

annual basis. The "Notification of Engagement oflndependent Auditor" is not 

considered as a replacement of the engagement letter required by Section 103.01 and 

103.02 of this Audit Guide. 

D The independent audit firm is to transmit a copy of the audit firm's external quality review 

opinion. For opinions other than unqualified, the audit firm is also required to submit a 

copy of the letter of comments and the reviewed firm's response to the letter of 

comments . 

. 09 Auditors or audit firms which do not meet Government Auditing Standards, such as continuing 

professional education or external quality control review, need to disclose in the auditors' reports 

those audit standards not met. These auditor's reports will not be accepted by the City of 

Philadelphia. 

SECTION 104 - AUDIT REPORT DELIVERY AND DISTRIBUTION

.01 The completed 2 CFR part 200 (old 0MB Circular A-133) audit report is due within 120 

days after the close of the subrecipient organization's fiscal year for both single and program 

audits . A PDF of the CPA report should be emailed to the HHS inbox: HHS.Audits@phila.gov. 

. 02 One copy of the Federal Audit Clearinghouse (FAC) Confirmation Notice of the acceptance 

by FAC of the subrecipient's reporting package (Audit Report, 0MB Data Collection Form and 

Management Letter) must be mailed to: 

City of Philadelphia 

Grants Accounting Administration Unit 

1401 John F. Kennedy Blvd, Suite 1380 

Philadelphia, PA 19103 



.03 In addition to the above, PDF copies of the audit report, based upon the City Department 

funding the organization being reported upon, are to be delivered to the appropriate City 

Department, for the number of copies specified below. In addition, this section specifies the 
number of reporting packages that must be submitted to each respective City Department to 
whom a report is to be delivered, 

City Department 
Department of Commerce 
Economic Development Administrator 
Office of Economic Development 
One Parkway Building, 12th Floor 
Philadelphia, Pennsylvania 19102 

Department of Human Services 
Send to: 
Office of Children and Families                        
Nadine E. Perese, CFO; nadine.E.perese@phila.gov
Attention: Mika Dabney-Walton; mika.dabney-
walton@phila.gov
1515 Arch Street, 6th Floor 
Philadelphia, Pennsylvania 19102 

Department of Behavioral Health and Intellectual 
Disabilities Services 
Send to DBHIDS: 
Donald Jacobs, Asst. Fiscal Adminstrator; 
donald.jacobs@phila.gov 
1101 Market Street, 8th Floor
Philadelphia, Pennsylvania 19107 

Office of Community Empowerment and Opportunity 
Fiscal Department 
1617 John F. Kennedy Blvd, Suite 1800 Philadelphia, 
PA 19103 

Division of Housing and Community Development 
Contracts Audit Supervisor -Audit Department 
1234 Market Street, 17th Floor 
Philadelphia, Pennsylvania 19107 
(formally Office of Housing and Community Development) 

Office of Homeless Services 
Send to Deputy Director, CoC Planning & Long Term 
Planning:
Roberta Cancellier; roberta.cancellier@phila.gov  
Peter Curran; peter.curran@phila.gov
1401 John F. Kennedy Blvd.                                    
MSB Building 10th Floor
Philadelphia, Pennsylvania 19102 
(formally Office of Supportive Housing) 

Department of Public Health 
Send to:   
Ryan Taylor, COO: ryan.taylor@phila.gov 
1101 Market Street, 10th Floor 
Philadelphia, Pennsylvania 19107 

Number of Reporting Packages 
1 PDF copy, 2 Hard Copies 

1 PDF copy, 1 Hard Copy 
See note (4) 

1 PDF copy, 1 Hard Copy 
See note (4) 

1 PDF copy, 2 Hard Copies 

1 PDF copy, 2 Hard Copies 
See note (3) 

1 PDF copy, 1 Hard Copy 
See note (4) 

1 PDF copy, 1 Hard Copy 
See note (4) 



(1) Where the audit report covers Pennsylvania Department of Community and Economic Development

funding three additional copies of the audit report are required.

(2) A copy of the report must be sent to the City of Philadelphia, Division of Housing and Community

Development. See note (3) below for the method to submit the audit report.

(3) As of July 1, 2008, DHCD Audit is requiring audit reports and related audit documents to be

submitted electronically by email to dhcd.auditing@JJhila.gov, via a Portable Document Format

(PDF). In addition, two bound copies of the audit report is required to be submitted by mail. Please

contact DHCD Audit for the information using the email address provided.

(4) The PDF copy must be submitted electronically to HHS.Audits@phila.gov. In addition, one bound

hard copy of the audit report must be submitted by mail to the Department with whom you contract

with .

. 04 Effective for fiscal years ending after January 1, 2008, all subrecipient reporting packages must 

be electronically filed with the Federal Audit Clearinghouse's Internet Data Entry System. The 

Federal Audit Clearinghouse will not accept mailed submissions for fiscal years ending after 

January 1, 2008. 

Extensions/Report Sanctions 

.05 If the Independent Public Accountant believes that an extension of the deadline for submission 

of the report is necessary, the request must be in writing and be specific in nature. The reasons for 

the request and the expected delivery date must be stated. A copy of the Engagement Letter must 

be included with the request as well as a copy of the most recent Peer Review for that CPA firm . 

. 06 The request for extension must be requested by the subrecipient organization (auditee), on their 

letterhead, and received electronically by the City of Philadelphia Contract Audit Unit at 

HHS.Audits@Phila.gov , as soon as the organization becomes aware of the need for an extension 

and at least 20 days prior to the date the report is due (i.e. 120 days after subrecipient's fiscal year 

end date) . 

. 07 The City of Philadelphia or a City Department may impose sanctions in cases where the audit 

report is not submitted on a timely basis and an extension request has not been approved. 

Note: Extensions will be granted on rare occasions and for extraordinary reasons only. 



SECTION 105- WHO TO CONTACT FOR ASSISTANCE 

.01 In preparing for or conducting an audit, the personnel at the subrecipient organization and/or 

their independent auditor may have questions which arise concerning the implementation of the 

requirements of this Audit Guide. These questions should be directed to the contact listed below 

for the City Department which has awarded the funds to be audited. 

City Department Title of Contact 

Department of Commerce Contracts Audit Supervisor 

Department of Human Services Contracts Audit Manager 

Office of Community Empowerment Director of Finance 
and Opportunity 

Division of Housing and Community Contract Audit Supervisor 
Development 

Office of Homeless Services Contract Audit Manager 

Department of Public Health Contract Audit Manager 

Department of Behavioral Health and Contract Audit Manager 
Intellectual Disabilities 

SECTION200 

SUMMARY OF APPLICABLE LITERATURE 

SECTION 201-GENERAL INFORMATION 

Telephone 

Number 
215-638-2016

215-683-6366

215-685-3626

215-686-9734

215-683-6366

215-683-6366

215-683-6366

Fax Number 

215-683-2162

215-683-6264

215-685-3635

215-686-6801

215-683-6264

215-683-6264

215-683-6264

.01 In performing a governmental type audit at a government agency or not-for-profit organization, 

the Statements on Auditing Standards (SAS's) are applicable. Therefore, the auditor should 

perform the audit, at a minimum, in accordance with Generally Accepted Governmental Auditing 

Standards (GAGAS). However, in governmental type audits and audits for the City of 

Philadelphia, there are numerous other official publications of which the auditor must be 

knowledgeable, and the auditor must perform the audit in accordance with the provisions of these 















• Schedule of expenditures of federal, state and city awards in the Supplementary Information

Section of the financial statements.

• Notes to basic financial statements and notes to schedule of expenditures of federal, state and city

awards. Specifically, the notes should include details of any form of Self-Insurance for any

reason whatsoever. This should be a detailed note including the type of self-insurance coverage,

number of employees covered by the self-insurance as well as any initial and potential

subsequent dollar liability responsibilities of the Provider. Also, a listing of the amount of Stop­

Gap insurance dollars of aggregate coverage acquired to interact with the self-insurance expenses

liabilities, should be made.

• Independent auditor's opm 1 0ns on the basic financial statements and the schedule of

expenditures of federal, state and city awards.

Compliance and Internal Control: 
• Independent auditor's report on internal control related to the financial statements and major

programs.

• A report on compliance with laws, regulations, and the provisions of contract or grant

agreement(s) and an opinion as to whether the organization complied with laws, regulations,

and the provisions of contract or grant agreement(s) which could have a direct and material

effect on each major program.

Other Schedules and Reports: 

• 

• 

• 

• 

• 

• 

Supplementary financial schedule(s) required by the City of Philadelphia Department making 

the award to the organization. (The type of financial schedule is specified by the City 

Department in Sections 1000 to 6000.) (See Sections 409.02 to 409.04) 

Independent auditor's opinion or agreed upon procedures report on the required City of 

Philadelphia supplementary schedule(s). (See Sections 409.05 to 409.07) 

Special purpose auditor's reports required by a City of Philadelphia Department as specified 

in Sections 1000 to 6000. (See Sections 409.08 and 409.09) 

Schedule of findings and questioned costs. (See Section 408) 

Separate communication of nonmaterial findings and a management letter. (See Sections 

408.11 and 408.12) 

Report on illegal acts, if any. (See Sections 408.13 and 408.14) 

As, separately requested in an Inquiry Letter the minutes of the Board of Directors meetings 

are to be provided to the City auditors.

SECTION 402 - AUDIT PERIOD 















































































SECTION 504 

500-2 (Rev. 06/16)

- REPORTING REQUIREMENTS

.01 When performing a program-specific audit under the requirements of this Audit Guide, the 

audit report should include the following: 

a. Financial Statements:

•

• 

A schedule of expenditures of federal, state and city awards .

Supplementary financial schedule(s) required by City of Philadelphia Department

making the award to the organization. (The specific type of financial schedule is

specified by the City Department in Sections 1000 to 6000.)

• Notes to the financial schedules.

b. Independent Auditor's Reports:

• Independent auditor's opinion on the Schedule of Expenditures of Federal, State and

City Awards and supplementary schedule(s) required by this Audit Guide. (In

certain instances an audit report is not required on supplementary schedules required

by a particular City of Philadelphia Department, but rather, an agreedupon

procedures report).

• Independent auditor's report on compliance with requirements applicable to a 

federal, state, and/or city program and on internal control over compliance m 

accordance with the program-specific audit option under the Uniform Guidance 

(formally OMB Circular A-133). 

c. Other Schedules and Reports:

• 

• 

• 

• 

• 

Special purpose auditor's reports required by a City of Philadelphia Department as 

specified in Sections 1000 to 6000. 

Schedule of findings and questioned costs . 

Schedule of prior audit findings . 

Separate communication of nonmaterial compliance findings and a management 

letter. 

Report on illegal acts, if any . 

. 02 The above report requirements, in most instances would cover� City of Philadelphia contract award. 

In some instances one federal program could contain "cluster of programs" (as defined in 2 CFR 

Part 200 (old 0MB Circular A-133, Subpart A, Section 105) which may have multiple City of 

Philadelphia contract awards. Where there are multiple awards being reported upon for the 
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SECTION600 

SUPPLEMENTARY FINANCIAL SCHEDULES FOR CITY OF PIDLADELPIDA 

DEPARTMENTS 

SECTION 601- CITY DEPARTMENT'S SPECIFIC AUDIT REQUIREMENTS

.01 If the auditor is seeking a hard copy (other than receiving Sections 1000 to 6000 from the City 

of Philadelphia Web Site) of Departmental Auditing guidelines in preparing for or conducting an 

audit, the personnel at the subrecipient organization and/or their independent auditor must contact 

the appropriate person(s) below for a copy of their respective department's section. Requests 

should be directed to the contact listed below for the City Department which has awarded the funds 

to be audited. 

Citv Deoartment Teleohone No. Fax No. 

Department of Commerce 215-683-2016 215-557-8538

Department of Human Services 215-683-6366 215-683-6264

Office of Community Empowerment and 215-685-3626 215-685-3635
Oooortunity 

Division of Housing and Community 

Title of Contact 

Economic Development Administrator 

Contract Audit Manager 

Director of Finance 

Contracts Audit Supervisor 215-686-9734 215-686-9801
Development 

Office of Homeless Services Contract Audit Manager 215-683-6366 215-683-6264

Department of Public Health Contract Audit Manager 215-683-6366 215-683-6264

Department of Behavioral Health and Contract Audit Manager 215-683-6366 215-683-6264
Intellectual Disabilities 

10 

































Section 1150.02 
 
 ABC NONPROFIT CORPORATION 
 CONTRACT NUMBER XXXX 
 STATEMENT OF SOURCE AND STATUS OF FUNDS 
 FOR THE (AGENCY’S FISCAL OR CALENDAR YEAR END DATE) 
 
 
  
                                   FEDERAL     OTHER  NON-   
        FUNDING     PROGRAM  CITY   CITY   
                                   PROG.NAME    INCOME  FUNDS  FUNDS    TOTAL   
 
Total Contract 
(Final Authorized Budget) $ XXXX $       $ XXXX $ XXXX $ XXXX 
 
Less: 
Funds Received – Prior Fiscal Year XXXX    XXXX 
Funds Received – Current Year XXXX    XXXX 
 
      Total Contract Funds Received   XXXX          XXXX   XXXX   XXXX 
 
Contract Funds Remaining $ XXXX $      $ XXXX $ XXXX $ XXXX 
 
 
Add: 
Program Income          XXXX                 XXXX 
 
Total Funds Received XXXX XXXX XXXX XXXX XXXX 
 
Less: 
Program Income Expended  XXXX   XXXX 
 
Funds Expended – Prior Fiscal Years    XXXX          XXXX   XXXX   XXXX 
Funds Expended – Current Fiscal Year(A)XXXX          XXXX   XXXX   XXXX 
 
Total Funds Expended XXXX XXXX XXXX XXXX XXXX 
 
Total Funds Due From Funding Source $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX 
 
Total Contract Funds Available  $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX 
 
 

(A) Should agree to the Schedule of Expenditures of Federal Awards. 



SECTION 1150.03 
ABC NONPROFIT CORPORATION 

CONTRACT NUMBER XXXX 
STATEMENT OF PROGRAM EXPENDITURES 

FOR THE (AGENCY’S FISCAL OR CALENDAR YEAR ENDING DATE) 

  Project Budget   Accrued Expenditures (Prior Fiscal Years)   Accrued Expenditures (Current Fiscal Year)  Accrued Expenditures Cumulative to (enter FYE date) 

 Federal    Non    Other   Federal    Non    Other    Federal    Non    Other    Federal    Non    Other 
  Funding    City    City   Total    Funding    City    City    Total    Funding    City    City   Total    Funding    City    City   Total    Questioned 

Contract Categories   Prog.Name    Funds    Funds   Prog.Name    Funds    Funds    Prog.Name    Funds    Funds    Prog.Name    Funds    Funds    Costs  

Direct Personnel $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXX 
Direct Fringe Benefits XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XX 
Travel XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX X 
Occupancy XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Consumable Supplies XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Equipment Rental/Lease XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Other Costs XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Indirect Costs   XXXX   XXXX   XXXX   XXXX  XXXX   XXXX   XXXX  XXXX   XXXX   XXXX  XXXX   XXXX   XXXX   XXXX   XXXX  XXXX 

Operating Subtotal XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXX 

Audit Costs  XXXX   XXXX   XXXX  XXXX   XXXX  XXXX   XXXX   XXXX  XXXX  XXXX   XXXX  XXXX   XXXX   XXXX  XXXX   XXXX 

Contract Total $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXX 

















































































































































4000-6 (Rev. 1/20) 

SECTION 4150.04 
 ABC NONPROFIT CORPORATION 
 CONTRACT NUMBER XXXX 
 DCED PROJECT NUMBER XXXX (A) 
 STATEMENT OF PROGRAM EXPENDITURES 
 FOR THE (AGENCY’S FISCAL OR CALENDAR YEAR ENDING DATE) 
 
                                
               Project Budget                                                                                                                 Accrued Expenditures (Prior Fiscal Years)                        Accrued Expenditures (Current Fiscal Year)             Accrued Expenditures Cumulative to (enter FYE date) 
                    
                                                                Federal            Non                Other                                Federal             Non             Other                                 Federal           Non                Other                                 Federal                Non             Other 
             Funding             City                  City              Total             Funding             City              City               Total           Funding           City                 City               Total            Funding               City               City               Total            Questioned 
Contract Categories                              Prog.Name        Funds              Funds                              Prog.Name          Funds           Funds                              Prog.Name       Funds              Funds                               Prog.Name         Funds            Funds                                          Costs    
 
Direct Personnel $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXX 
Direct Fringe Benefits XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XX 
Travel XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX X 
Occupancy XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Consumable Supplies XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Equipment Rental/Lease XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Other Costs XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX 
Indirect Costs   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX             
 
Operating Subtotal XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXXX XXX 
 
Audit Costs   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX   XXXX             
 
Contract Total $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXXX $ XXX 
 
 
(A)  Include when appropriate as required by Section 4120.
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SECTION 4160- OTHER INFORMATION

.01 Requests for confirmations, by auditors, may be mailed directly to: 

Ms. Monique A. Easterling, MBS 
Deputy Director of Finance
 Department of Planning and Development 
Division of Housing and Community Development 
1234 Market Street, 17th Floor 
Philadelphia, Pennsylvania, 19107 
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SECTION 6000 

DEPARTMENT OF PUBLIC HEALTH 

SECTION 6001- GENERAL INFORMATION

.01 The Philadelphia Department of Public Health provides a broad range of services. It has grown 

since its inception during the nineteenth century to a multi-faceted agency which serves thousands 

of Philadelphians each year . 

. 02 The Department of Public Health serves the public through many roles. It offers ambulatory 

care services, health promotion and education programs, assures the well-being of all residents 

through its environmental protection programs and offers essential treatment to residents with 

specialized health needs. The Department's programs are used by Philadelphians of all ages and 

races and by residents throughout the city . 

. 03 Information and auditing and reporting requirements for the following Department of Public 

Health program services are provided in the referenced Sections of the Audit Guide. 

• 

• 

• 

• 

• 

• 

• 

Division of HIV(DHH) (Formally AIDS Activities Coordinating Office, AACO) (Section 6100) 

Office of Addiction Services (Section 6200) 

Office of Behavioral Health and Mental Retardation Services (Section 6300) Division of Early 

Child and Family Health (Section 6400) 

Division of Disease Control (Section 6500) 

Division of Chronic Disease Prevention (Section 6600) 

Air Management Services (Section 6700) 
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SECTION 6100 

DIVISION OF HIV HEALTH (DHH)

SECTION 6101-GENERAL INFORMATION 

.01 In its role as the major provider and supporter of Human Immunodeficiency Virus (HIV) prevention 

and care services in Philadelphia County and the Philadelphia metropolitan area, the mission of the 

Division of HIV Health (DHH) is to stop the transmission of HIV in Philadelphia. Charged with 

coordination of all City of Philadelphia activities related to HIV/ AIDS, DHH provides education, 

prevention, care and surveillance programs and services for individuals living with or at risk of 

contracting HIV Disease. All DHH activities are directed towards the elimination of barriers to care 

and services and the provision of appropriate, high quality services to every individual affected by the 

HIV pandemic . 

. 02 The Division of HIV Health (DHH) pursues and achieves its mission through six major units. 

These are: the DHH Education and Prevention Services Unit, the Client Services Unit, the Information 

Services Unit, the Surveillance, the Program Services Unit and the Fiscal Operations Unit. Of these 

units, the two having responsibility for development and monitoring of contract service activities 

are the Program Services and Fiscal Operations Units. Program development and monitoring 

are the responsibility of the former while fiscal and contract management rests with the latter. 

SECTION 6110- PROGRAM DESCRIPTIONS AND OPERATIONS 

.01 DHH provides its programs and services via its six major units as follows: 

a. DHH Education and Prevention Services Unit:

The DHH Education and Prevention Services Unit consists of four components: 

• DHH Education and Training Unit

• The Prison AIDS Project Education Unit

• The Prison CTR/PCRS Program
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The Activities of this unit fall into the following four main categories: 

1. HIV/AIDS focused training and certification programs for direct service staff of DHH 

funded prevention agencies. These programs support the effective and consistent delivery of 

Prevention Services.

2. HIV/ AIDS focused training, workshops and other educational outreach efforts targeted to 

address the needs of the general community and professionals who provide related services to the 

community (i.e., fire fighters, social workers, counselors, etc).

3. The Prison AIDS Project provides a range of HIV/ AIDS related workshops and programs 

targeted to meet the needs of the incarcerated men, women, and the correctional staff in the 

Philadelphia Prison System (PPS). This unit also works to assure the consistency and continuity 

of health education efforts provided by other DHH funded programs within PPS.

4. Prevention counseling and testing, and related services for residents of the Philadelphia 

Prisons. This includes follow-up; coordination services and referral services to Prison based 

medical services and HIV specific support services. Staff seeks to assure the continuity of HIV 

related care during and after incarceration.
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SECTION 

6110(CONT.) 

b. The DHH Client Services Unit (CSU):

The DHH CSU provides a seamless and easily accessible point of entry for services for those HIV 

infected and affected individuals and families by combining the direct client services currently offered 

through AACO with an information and referral helpline. As a result, the CSU: 

• Provides intake services to individuals requesting case management services funded 

by DHH

• Provides information and referral services for all other DHH funded programs,

• Processes and evaluates individuals' request for Organizational for Community 

Housing

Development (OCHD) AIDS Housing, 

• Handles client and provider grievances about DHH funded services.

c. The DHH Information Services Unit (ISU):

The DHH ISU is responsible for developing and implementing a comprehensive and coordinated 

information plan for DHH. This plan includes HIV care and prevention services, as well as, internal 

staff support. The ISU designs and researches consumer ( e.g., PL WA, DHH, service providers) needs, 

evaluates the services provided by DHH contractors in response to those needs, and facilitates the 

improvement of systems that address those needs. 

d. The DHH Surveillance Unit:

HIV/ AIDS core and incidence surveillance are the core activities that define the DHH Surveillance and 

Unit. The goal of Surveillance is complete and timely reporting. The unit also participates in other 

Surveillance Projects: 

• Medical Monitoring Project (MMP)

• National Health Behavioral Survey (NHBS)

• Incidence Surveillance

• Enhanced Perinatal Surveillance

Activities that support case reporting are surveillance of hospital medical records discharge summaries, 

surveillance of death certificates, and laboratory reporting oftests that indicate presence of HIV infection 

e. The DHH Program Services Unit (PSU):

The DHH PSU is responsible for monitoring the programmatic components for all HIV/AIDS related 

prevention and care services in the Eligible Metropolitan Area (EMA). The PSU is responsible for 

oversight of specific agencies and for all grantee HIV/ AIDS related funding provided to the agency. This 

enables the PSU unit to ensure that Ryan White Part A and Part B Care Act Grant activities are effectively 
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integrated with HIV prevention and other service that the agency may provide. The PSU prepares, in 

collaboration with each of the providers, contract service provisions/work plans that detail the program 

activities to be conducted during the contract period. The PSU is responsible for ensuring that these 

program objectives are achieved and for providing technical assistance as needed and assesses the quality 

and utilization of those services. Review of the agencies' budgets, invoices, monthly data reports, as well 

as interviewing agency staff on a variety of issues, include agency performance and evaluation, are also 

performed. 

f. The DHH Fiscal Operations Unit:

DHH's Fiscal Operations Unit is responsible for award generation, budget/fiscal review, contract 

conformance and payment processing for awards that result in contracts between DHH and 

communitybased service providers and fiscal conduits. Fiscal Operations also assists in development of 

budgets for all federal, state and local grant applications. It monitors and reports on all fiscal related 

activities required by the grantor(s) and does so by individual funding stream . 

. 02 Program-funding is the most common method employed by DHH to fund its provider agencies. 

This method allows DHH to fund a provider agency's actual eligible expenditures for a provider 

agency's service(s), offsetting these expenses by anticipated revenues to be received directly by the 

provider, and establishing the remaining deficit as its authorized level of funding (allocation). 

Reimbursement is affected on a "last-dollar-in" basis and is based upon actual eligible expenses incurred 

less actual revenue generated, up to the maximum contract funding. 

SECTION 6120 -FEDERAL ASSISTANCE LISTING NUMBERS(ALN)/OTHER REGULATIONS 

.01 The following Federal ALN are applicable to DHH Programs: 

Program 

HIV Care Formula Grant, Parts A 

HIV Care Part B 

HIV Prevention Activities 

HIV/AIDS Surveillance, HIV Incidence Surveillance, 

HIV Molecular Surveillance, & Medical Monitoring 

National Behavioral Surveillance 

Test, Link, Care, Plus 

Philadelphia Integrative Health Initiative 

CoRECT 
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ALN 

93.914 

93.917 

93.940 

93.944 

93.940 

93.855 

93.243 

93.943 



SECTION 6130 - PROGRAM COMPLIANCE PROCEDURES 

.01 As discussed in Sections 300 and 500 of this Audit Guide, each City of Philadelphia Department 

program has specific auditing requirements. These requirements are in addition to those areas of audit 

specified in Sections 300 and 500 of this Guide. The audit requirements listed on the following pages 

are not all inclusive and do not represent an audit program for conducting a financial and compliance 

audit of the program(s). The audit requirements listed are presented as highlights of areas of special 

interest to the Department. Any deficiencies noted as a result of the procedures are to be disclosed in the 

Schedule of Findings and Questioned Costs. 

BJYCare Services 

.02 DHH has many contracts with agencies whose services are provided directly to those individuals 

who are HIV positive. Care services help individuals maintain their self worth, independence and 

dignity while living with HIV. Such services include, but are not limited to medical care, dental, skilled 

nursing, transportation, homemaker services, respite care, case management and other required 

services. Quarterly narrative reports must contain specific information. In addition to the reporting 

requirements, the resultant auditing procedure is also stipulated. 

Agencies are required to submit quarterly statistics reflecting the numbers of clients served and the 

number of service units provided. The expected number of clients to be served, and service units to be 

provided, are provided in the contract service provisions. The auditor should determine, on a test basis, 

that the reports include this information and are in compliance with the contract service provisions . 

. 03 HIV Case Management services consist of thorough assessments of clients' needs and the 

development and monitoring of a formal services plan for each client. Agencies providing this type of 

service assign case managers who aid clients with their daily living needs. These needs vary with each 

client; therefore, documentation of services provided is extremely important . 

. 04 Currently, all case management service providers are required to keep a file on each client served. 

Each client case record file should contain the following list of documents: 

• Assessment Form

• Medical Case Management Flow Sheet

• Client Medical Case Manager Agreement Form

• Authorization to obtain release of HIV-related information.

• Certification of HIV positive diagnosis

• Service Care Plan
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• Case Management Activities Log

• Grievance Procedures Form

.05 The auditor should determine on a test basis that: 

The statistical information reported by the organization to DHH on the monthly and quarterly 

statistical reports are traceable to, and in agreement with, supporting records. 

Client files contain the information required under Section 6130.04. 

Counseling and Jesting Services 

.06 The counseling and testing programs are required to provide DHH with a quarterly report which 

includes various statistical, programmatic, and staffing information. These programs must also submit 

HIV Test Forms for every HIV test provided . 

. 07 The auditor should determine, on a test basis, that the: 

Statistical information included on the report is traceable to records maintained by the Organization to 

support the report submitted to DHH. The statistical information needed to be verified by 

the auditor includes number of individuals pre-tested, number of individuals counseled and 

not tested, number of individuals tested, and number of individuals post-test counseled. 

UIY Prevention; Education and Risk Reduction 

.08 The education and risk reduction programs are required to provide DHH with a quarterly report 

which includes various statistical, programmatic, and staffing information. Programs must also record 

data in the CDC's Evaluation Web data system . 

. 09 The auditor should determine, on a test basis that the statistical information included on the report is 

traceable to records maintained by the organization to support the report(s) submitted to DHH . 

. 10 For hotline services, all calls received must be documented on a hotline call record form. This is a 

standardized form which must be completed by a counselor during each telephone conversation . 

. 11 The auditor should determine, on a test basis, that the hotline call record forms are utilized and 

maintained on file at the organization. 
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SECTION 6140- FINANCIAL COMPLIANCE PROCEDURES

.01 Audit procedures should include the following: 

Does the Agency have a system in place to adequately account for all applicable income received or 
earned by the agency and that such income was properly reported to DHH. 

Determine that billings to DHH and reimbursement from DHH are net of other non­DHH 

revenue . 

. 02 All agencies under contract with the City of Philadelphia through DHH must submit monthly 

invoices. The purpose of the invoice procedures package is to effectively and efficiently process requests 

for payment from each contract agency. The package indicates what types of reports are required, the 

information to be included in each report and shows examples of how each report should look. 
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SECTION 

6140(CONT.) 

.03 In order for an agency to invoice DHH (City of Philadelphia) for the expenditure of funds allocated 

through a contract, the submission of a cover letter, an invoice, a monthly budget performance report, 

and a personnel roster is required. Actual requirements for the preceding documents are detailed as 

follows: 

• Invoices must include all of the following:

a) date submitted;

b) Period of service for which invoice is being submitted for;

c) Contract number;

d) Contract name;

e) Current period's expenses (as categorized in the contract budget.)

• Monthly Budget Performance Reports must accompany each invoice. This report identifies 

expenditures in the categories listed on the DHH approved line item budget form and must show 

current month and year-to-date expenses as well as total budget and the total amount remaining for 

each line item of the budget. Each column ( current month, year-to-date, annual budget, budget 

amount remaining) must be totaled. Revenue offsetting program/contract costs must be indicated 

and subtracted from total expenses in all columns.

• Personnel Rosters must also accompany each invoice. Each roster must identify names of personnel 

being charged to a specific program/contract as well as expenditures for each position title. Columns 

showing current month and year-to-date expenses as well as total budget and total amount remaining 

for each position must be included and each column must be totaled.

SECTION 6150- SUPPLEMENTAL FINANCIAL SCHEDULES AND REPORTS 

.01 The organization's audit report m.u.u include the following mandatory supplemental financial 

schedule for each and every DHH award that is part of a City of Philadelphia contract in addition to 

the financial statements as specified in Sections 400 and 500 of this Audit Guide. A designation has 

been made for the supplemental schedule required for a "single audit" report (Section 400) on a 

"program audit" report (Section 500). The auditor will be required to issue an opinion on the 

Supplemental Schedules listed below as specified in Section 400 of this Audit Guide. 

Section 

Ref. to Single Program 

Supplemental Sample Audit 

___ F_1_·n_a _n _c _ia_l � S_ c_h _e�d _u _le ____ F ormat 

Schedule of Program Expenditures 

And Program Revenue (1) (2) 6150.02 

Audit 

Report 

Yes 

Explanatory Notes (apply to both Single, and Program, Audits): 
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6150(CONT.) 

(1) The schedule (Statement of Expenditures and Revenues) must reflect the categorization of 

expenditures by the DHH budget with the organization (see section 6150.02) for each and every 

DHH award that is part of a City of Philadelphia contract.

(2) The schedule must reconcile the DHH award funding source fiscal year(s) to the organization's 
actual operating fiscal year.





Total Budgeted Expenditures: 

Program Revenues: 

Net DHH Funded Expenditures: 
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$XX,XXX.XX 
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• Provider agrees to submit electronically quarterly data to the Program Evaluation Unit

within� business days following the end of each quarter that shall include racial, ethnic

and insurance data on the attached table and the number of families/youth counseled,

trained and referred.

• 

• 

o 1st Quarter Report covers July- September and is due on October 15 

2nd Quarter Report covers October-December and is due on January 15. 

o 3rd Quarter Report covers January-March and is due on April 15.

o 4th Quarter Report covers April - June and is due on July 15.

Provider agrees to submit signed monthly invoices, with supporting documentation that 

details expenditures, in a format approved by the Health Department, by the 15th of each 

month following the month of services. One (1) original and one (1) electronic copy will 

be sent to the Division of Maternal, Child and Family HealthDocumentation must 

include: Invoice for the Division of Maternal, Child and Family Health; Program Invoice 

Summary Form; Section III- Contract Expenses; Miscellaneous Item Detail; Personnel 

Roster; as well as supporting documentation for all expenses. 

Provider agrees to conduct contract activities and submit program/other reports and 

invoices as required by the Division of Maternal, Child and Family Health. 

SECTION 6440 - FINANCIAL COMPLIANCE PROCEDURES 

.01 As discussed in Sections 300 and 500 of this Audit Guide, each City of Philadelphia 

Department Program has specified auditing requirements. These requirements are in addition to 

those areas of audit specified in Sections 300 and 500 of this Guide. The audit requirements listed 

on the following pages are not all inclusive and do not represent an audit program for conducting 

a financial and compliance audit of the program(s). The audit requirements listed are presented as 

highlights of areas of special interest to the Department. Any deficiencies noted as a result of the 

procedures are to be disclosed in the Independent Auditor's Report(s) on Specific Compliance 

Applicable to Major or Non-major Federal, State and City Financial Assistance, as appropriate . 

. 02 The financial and compliance procedures for MCFH are provided on the following pages based 

upon one type of program services: 

a. Program Funded Projects (Section 6440.03 to 6440.07)

Pro,:ram Funded Proiects; 
• 

• 

• 

Provider agrees, at a minimum, to participate in on-site visits/reviews by Philadelphia 

Department of Public Health Division of Maternal, Child and Family Health staff and 

share and discuss freely program information that will enhance service outcome. 

Provider agrees, at a minimum, for the Philadelphia Department of Public Health 

Division of Maternal, Child and Family Health staff to monitor services through the 

review of reports, records and logs and on-site visits. 

Provider agrees, at a minimum, for audits of client case files to be monitored through 

random selection and can be scheduled or occur unannounced. 
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• Provider agrees to, at a minimum, to submit one (1) hard copy and one (1) electronically

formatted Annual Report narrative to the primary programmatic contact at 1101 Market

Street, 9th Floor, Philadelphia, 19107.

• Provider agrees to submit electronically quarterly data to the Program Evaluation Unit

within� business days following the end of each quarter that shall include racial, ethnic

and insurance data on the attached table and the number of families/youth counseled,

trained and referred.

• 

o 1st Quarter Report covers July- September and is due on October 15 

2nd Quarter Report covers October- December and is due on January 15 

o 3 rd Quarter Report covers January-March and is due on April 15

o 4th Quarter Report covers April - June and is due on July 15

Provider agrees to submit signed monthly invoices, with supporting documentation that 

details expenditures, in a format approved by the Health Department, by the 15th of each 

month following the month of services. One (1) original and one (1) electronic copy will 

be sent to the Division of Maternal, Child and Family HealthDocumentation must 

include: Invoice for the Division of Maternal, Child and Family Health; Program Invoice 

Summary Form; Section III- Contract Expenses; Miscellaneous Item Detail; Personnel 

Roster; as well as supporting documentation for all expenses. 

Provider agrees to conduct contract activities and submit program/other reports and invoices as 

required by the Division of Maternal, Child and Family Health. 

SECTION 6440 (CONT.) 

Bud2et Modifications; 

Contracts between PDPH MCFH and the provider can be revised within the parameters of the 

contracts with the written request of approval of the Director of MCFH. Detailed justification 

must accompany all requests for a budget revision. The impact on services should be addressed 

also . 

. 03 Based upon the above the auditor should determine that: 

* The budgetary amounts reported on the Program Invoice Summary Form and Section

III Contract Expenses are the final amounts approved, including any modifications.

* If applicable, the Provider has followed the modification process as detailed above prior

to revising the budget and expending funds for previously unauthorized expenses.

SECTION 6450- SUPPLEMENTAL FINANCIAL SCHEDULES AND REPORTS

.01 The Organization's audit report must include the following supplemental financial schedules 

for each City of Philadelphia contract, in addition to the financial statements and auditor's reports 

as specified in Sections 400 and 500 of this Audit Guide. A designation has been made for those 
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