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Agency Overview

Lynchburg Community Action Group, Inc. (Lyn-CAG) is a private, non-profit community action agency based in Lynchburg, Virginia. Lyn-CAG’s main service area includes the counties of Amherst, Bedford, Campbell, and Appomattox; as well as the cities of Bedford and Lynchburg. Lyn-CAG’s mission is “to effectively assist low to moderate– income individuals and families in the Central Virginia community to move from economic and social dependency to self-sufficiency”  “Lyn-CAG’s primary focus has been to provide a responsive range of programs and services developed to meet the specific needs of the Central Virginia area.” Lyn-CAG administers a variety of different programs including, but not limited to: Head Start, Emergency Services, Project Discovery, Emergency Transportation, Virginia Cares, Weatherization, HOPWA, Income Tax Preparation, and VIDA. 
During FY 2012 Lyn-CAG managed total financial resources of six and one half (6 ½) million dollars. This includes $472,568 in a Federal Community Services Block Grant and an additional $21,000 in Virginia General Fund money. Lyn-CAG operates on a fiscal year ending December 31. As of this monitoring the audit for fiscal year ending December 31, 2013 was not available.
Since the time of our last review there have been several changes in the program offerings at Lyn-CAG. Using ARRA funds, the agency expanded their Weatherization Program; when ARRA funds were exhausted the program returned to its pre ARRA size. The administration of the Section 8 Voucher Program was abandoned when the grantor (HUD) severally reduced the amount allowed to run the program and no other funds could be found for administration. Budget constraints were also responsible for a reduction in Emergency Services. The agency has added or expanded several programs including: Responsible Rides, Tax Preparation, Housing Counseling and Education Readiness. Lyn-CAG recently merged with another area non-profit; the Gateway Program which offers services to homeless men recovering from alcohol and substance abuse. 
Governing Board

Lyn-CAG   is governed by a twenty one (21) member Board of Directors.  As of this date there is one vacancy on the Board. 
Agency By-laws provide for three (3) standing committees: Executive, Finance, and Personnel. Other committees such as Audit, By-laws, and Insurance & Retirement are called and meet as needed. The minutes and report from each committee meeting is shared with the full board at the next full board meeting. OVCS staff reviewed the agency’s board meeting minutes and note that the minutes reflect this. 
New board members participate in an orientation session. Materials provided to new members and reviewed at orientation include: the Articles of Incorporation, By-laws, mission statement, a list of key staff with contact information, personal policies, fiscal policies, and a list of all board and committee members.  New board members are also informed about the history of Community Action in general and the history of Lyn-CAG specifically. The full Board participates in an annual retreat and two members attended the ROMA training at George Mason University. Board members interviews indicated that Dr. Mundy, the agency’s President, is always available to answer questions. The members interviewed indicated an interest in Board training offered by OVCS.
One program is highlighted at each board meeting allowing an in-depth analysis. Each program is evaluated at least once every two years. Status reports for all programs are shared at each meeting and the members take an active role in reviewing and evaluating the CSBG quarterly reports. Board members indicated that they have ample opportunities to stay informed about the current status of programs.
The Board approves a strategic plan once every three to four years and reviews it annually. The plan is prepared by staff and presented to Board members for review and approval.  The Needs Assessment, which is prepared in collaboration with local United Way Agencies, is used as a base or starting point for the plan. 

 The Board usually reviews monitoring reports from funding sources as well as the annual audit. Any findings are discussed and, when necessary, the members work with staff to construct an action plan. 
The By-laws were last reviewed in February, 2012.  Board members indicated that the By-laws are reviewed every three years and amended as needed. The review/amended dates are documented in the By-laws. It is recommended that Board members compare the Articles of Incorporation to the By-laws to ensure there are no discrepancies.
The agency’s financial procedures and policies were last reviewed and updated in October, 2011. The agency’s Financial Procedures Manual is reviewed and amended as needed but this is at least once every three years.  Senior staff reviews the manual and recommends changes to the Board. The review/amended dates are documented in the policy. 
The agency’s Personnel Policies are reviewed as needed and as time allows. The Personnel Committee, with input from staff, undertakes this task. The committee then reports to the full Board for approval. A review of the Personnel Policies was underway at the time of this visit with review by the Board scheduled for the next meeting. 
The agency updates its salary scale once every three years. Staff gathers the information and presents it to the Board. The agency is currently undergoing this process. 
The Board reports that it completes an annual evaluation of the performance of its President/CEO. The Board Chair completes the evaluation and presents it to the full Board in a closed session. The Board then meets with the President to share the evaluation. 

The Board members interviewed indicated that they perform an ongoing evaluation of their own performance. While a formal evaluation tool was used in the past it is not currently being done. OVCS strongly recommends a formal self-evaluation for all Boards. OVCS staff shared some examples of board self-evaluation tools. 
The board members interviewed report that low-income representatives are elected to serve by identifying and targeting low income groups and inviting them to vote for a representative. Current low income members are asked to help in identifying possible groups. 
Financial reports are presented to the full Board for discussion and approval. Reports include data on current month and year to date actual and budgeted revenues and expenditures by program and for the entire agency. The reports are distributed to Board members in advance of the meeting. The CFO presents the reports at the meeting and is available to answer questions. 
Needs Assessment

Lyn-CAG reports that it completes an expanded needs assessment once every three years. All of the local United Way Agencies work together to create the document. Staff from Lynchburg University also contributes to the process. Information is gleaned from surveys, census data, online data gathering services, and local partners. The information is presented to the Board for discussion, changes, and approval. The top needs identified in the current Needs Assessment, Early Childhood Education, Job Training, and Healthcare. The main program offerings attempt to address these needs. 
Agency Administration and General Operations

While Lyn-CAG’s programs are formally reviewed monthly, review and evaluation is an ongoing process. Both fiscal bench marks and outcomes are evaluated.  The program directors and managers receive reports that include a comparison of their program budget with the actual amount spent to date. Program managers report that fiscal staff is readily available to review and discuss reports and answer questions.
Lyn-CAG is committed to identifying the needs of all clients and in referring clients and/or prospective clients to other programs, both within the agency and outside, that might be helpful. 

To safeguard the confidentiality of client records all client records are kept in locked file cabinets in locked rooms. Staff is provided with a copy of the confidentially policy and a signed confirmation is included in the employee’s file. Client confidentiality policies are contained in the agency’s Personnel Policies and Procedures.  

Lyn-CAG retains client records for three (3) years or as dictated by funding sources.  All “expired” records are shredded internally. 
Lyn-CAG uses a variety of methods and documentation to determine income eligibility for program services. These include, but are not limited to, pay stubs (or employer verification), social security statements, tax returns, Department of Social Service statements, and food stamp documentation. As Lyn-CAG uses several funding sources, acceptable documentation is often different for different programs. Examination of client records by OVCS confirms this. 

Lyn-CAG uses its CSBG funds to support the operational costs (primarily salaries, fringe benefit costs, and administrative costs) of its programs and services. TANF or state funds, when available, are either used for the same purpose or for emergency services.  
Lyn-CAG provided OVCS with a copy of the latest monitoring report of its Head Start (HHS), HOME Program (City of Lynchburg), Homeless Prevention Program (VHCD), Housing Counseling (HUD),  and Family Living Center (HUD).  All findings have been addressed and action plans submitted. After a program is monitored, senior management work with program staff to address any findings and to prepare the action plan to ensure program compliance. All monitoring reports are shared with the Board. 
Lyn-CAG’s disaster recovery plan is documented in the Personnel Policies and Procedures Manual. The plan was provided to OVCS for review. Lyn-CAG has created a well written, complete, and concise document. OVCS recommends that the plan is reviewed annually to ensure all key personnel are aware of their responsibilities in case of a disaster. 
Lyn-CAG’s written policies governing restrictions on political activities are contained in the Personnel Policies and Procedures Manual and staff is required to sign a statement confirming that they received and understood it. The policy is reviewed and re-communicated to staff often.
Human Resources Management
OVCS staff reviewed nineteen (19) personnel files including both staff paid all or in part by CSBG funding and randomly chosen files. Lyn-CAG keeps files for Head Start staff separate from the files of other agency staff. The files for Head Start staff did not contain job descriptions and were in a different order than the other files. Other than the missing job descriptions, the files contained all required information. Timesheets and salary confirmations were performed with no discrepancies. Current performance evaluations were available.
In addition to fiscal responsibilities, the CFO is tasked with Human Resource duties. OVCS recommends that, at a minimum, the CFO join the local Society for Human Resource Managers (SHRM) and attend monthly meetings. SHRM provides HR and labor law information both in person and on-line. 

Program Administration

Lyn-CAG operates a wide variety of programs to help the economically disadvantaged in their service area.  All program directors and managers are provided with monthly management reports that include both revenue and expenditures by line item. In addition, the CFO is readily available to review reports and answer questions. 
The agency monitors its programs through monthly, quarterly and semi-annual reviews of program reports, anonymous client surveys, and surveys with its community partners.
OVCS staff reviewed nine (9) client files. All were in exceptional order and contained required documentation. There were no issues found. 
Financial Management
While the financial management team is very small, the Executive Director and other staff contribute to making sure separation of duties is maintained.  Separation of financial duties appears adequate to reduce the likelihood of fraud or theft.  Because of the challenges inherent in maintaining adequate internal controls over Lyn-CAG’s financial management transactions with a limited financial staff, it is critically important that the Board members (or Finance Committee) maintain a very active role in overseeing the agency’s Financial Management system and transactions. 

Lyn-CAG uses an approved indirect cost rate. 
Lyn-CAG’s FY 2012 A-133 Audit report contained no reportable conditions.  
The audit’s “Statement of Financial Position” shows a healthy ratio of 1.35:1 in current assets to current liabilities (quick or current ratio). 

While the agency has an unrestricted cash reserve, it appears to be small. OVCS recommends a cash reserve equal to or greater than, three months of salary, payroll tax, and fringe benefit costs. 
Lyn-CAG has used the same auditing firm for six (6) years.  OVCS recommends a change in audit firm every three years. When that is not possible OVCS recommends a change in the lead auditor and audit team. Lyn-CAG staff indicated that they are in the process of issuing a RFP for audit services. 
The Financial Procedures Manual was revised and reviewed in 2011.  Review of the manual by OVCS staff indicated that a complete review by Lyn-CAG staff may be in order. While no inaccuracies were identified, some of the information is out of date. 
CONCLUSION
Board governance appears to be strong and complete. Board members are active, engaged, and well-qualified. During the last three years, the agency’s By-laws, Personnel Manual, and Manual of Accounting Policies were all reviewed and updated.  
The agency appears to be extremely well managed by experienced, dedicated, and professional staff. The employees interviewed indicated that working for Lyn-CAG was a positive experience. 
OVCS staff found Lyn-CAG to be in compliance with all CSBG requirements. 

FINDINGS:  OVCS defines “Findings” as instances of non-compliance with statutes, regulations, policies, or procedures established by the agency itself, the Commonwealth of Virginia, or federal agencies.
None

WEAKNESSES:  OVCS defines “Weaknesses” as conditions that have the potential to lead to findings or problems for the agency including deficiencies in agency management and governance systems.
None

RECOMMENDATIONS:  OVCS defines “Recommendations” as “best practices” that can contribute to increased agency effectiveness.

1. OVCS recommends that Lyn-CAG review the agency’s Disaster Recovery Plan, making sure that those identified as “key employees” understand their role in a disaster. Management and key personnel should review the plan, at least, annually. 
2. OVCS recommends that the CFO (who also fulfills the task of HR Manager) join the local Society for Human Resource Managers (SHRM) and attend monthly meetings.   
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