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PY18 ON-SITE MONITORING SCHEDULING LETTER




Mr./Ms. First LastName, Director 
LWDB Name Workforce Development Board
Street Address
City State,  zip


Dear Mr./Ms. LWDB Director LastName:

[bookmark: _GoBack]In order to conduct an analysis of the local area’s fiscal and procurement systems and the local board’s compliance and oversight functions for Program Year (PY) 2018, the Bureau of Workforce Development Administration will conduct an on-site monitoring visit to the LWDA NAME Local Workforce Development Area.  This monitoring visit will take place month day through day, 2019.  Mr./Ms. Analyst Name of the BWDA’s Oversight Services (OS) will be available to provide technical assistance if needed.

To expedite the monitoring visit, please provide the required supporting documentation by the deadline assigned by your OS analyst.  Additional documentation may also be requested by the monitor during the monitoring process.

Ms./Mr. Analyst Name can be reached by phone at 717.999.9999 or by e-mail at email@pa.gov to respond to any questions that you may have regarding this monitoring visit.  Thank you in advance for your cooperation.




Sincerely,




Gregory P. Hart, Jr.
Oversight Services Supervisor




Attachment: Required Documents for PY 2017 Monitoring

cc:	 Mr./Ms. First LastName, Chair, LWDB Name Workforce Development Board
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