Agency SEFA Checklist
· Review representation letter. Identify items that warrant disclosures in the notes. Include all agencies and verify the DUNS # and EIN are included on signed representation letter.         
· Verify all open grants reported in preceding year’s schedule(s) exist in the current year. Provide explanation(s) for any grant not reported. 
· Organize CARE funds on separate SEFA2 tabs.
· Verify CFDA numbers are listed in numerical order.
· Reconcile CFDA numbers/program titles to the CFDA Catalog.

· Validate that the current year beginning balances agree with prior ending balances. Any differences must be explained.

· Review schedules for completeness, correct flow, proper formatting (underlining, spacing, consistency, etc.), accurate math, and reasonableness. 
· Trace all pass through amounts listed on schedule(s) to the notes. Confirm reported pass through amounts with pass through agencies.
· Verify the description of noncash programs is clearly defined.
· Review SEFA 6 to ensure entities listed are subrecipients and not vendors. No state agencies, except state universities, should be listed on the subrecipient schedule. 
· Verify by CFDA that the amount sent to subrecipients does not exceed CFDA expenditures on SEFA 2.  
· Determine if agency’s prior year notes are still applicable and verify current year information has been submitted.
· Reconcile SEFA to eMARS.
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