Documents Required for the Site Visit

1.
Time Survey Materials for Identified Job Classifications

a. Original time survey forms 
b. Copies of time cards or time sheets for the time survey period

2.
Invoice Support 

a
Copies of salaries and benefits information used for those costs associated with the invoices (such as payroll registers, general ledgers, budget reports, etc.)
b.
Methodology for Cost Pool 6 determination
c.
Supporting documentation for CPE (if applicable) 
3.
Claiming Plan Support (as applicable)

a. Flyers, announcements, or other materials (for Activities A and B)
b. Materials unique to or designed by the claiming unit (for Activity C)
c. Documents that support the calculation of transportation costs (for Activity D)
d. Copies of contracts/MOUs with Claiming Unit being reviewed  (Activity E)
e. Copies of subcontracts with Claiming Unit being reviewed

f. Documentation that supports Claiming Plan Methodology for determining direct charge claiming and the dollar amount to be paid to the subcontractor and/or LGA/LEC staff

g. Sample(s) of Resource Directories (for Activity F)
h. Full and complete duty statements

i. Time Survey Training Presentation and sign-in sheets (if applicable)

4.
Documents That Support SPMP designation (as applicable)

a. Copies of the SPMP Questionnaire and any other supporting documentation

b. Organization Chart showing the relationship of SPMP clerical staff to SPMPs charged in Cost Pool 1

c. Substantiation that the clinical expertise is required to perform the activity for which SPMP was claimed.
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