Department of Labor and Workforce Development
Division of Employment and Training Services
Monitor Process

[bookmark: _GoBack]Monitoring of subrecipients is conducted annually by Division of Employment and Training Services (DETS) staff to determine if the grant activities and expenditures are in compliance with the subrecipient agreement. Unless otherwise directed by guidance, monitoring of federal grant subawards is required and is conducted annually. Monitoring of state grant awards is discretionary and based upon a Pre-Award Risk Assessment (PARA) analysis completed by DETS staff. Subrecipients receiving a high risk rating after the PARA analysis will be monitored.

DETS staff will use the most recent federal or state monitor guides, as appropriate, to conduct monitoring and will review the monitor guides annually to determine if any changes must be made per federal or state regulations. 

Monitor Planning
Prior to scheduling a monitor, DETS determines which policies and other monitor-related documents were already received from the subrecipient, with a determination of whether the documents received were accurate and sufficient, and a status of when any requested updated documents are expected. If updated documents were not received or were not requested from the subrecipient, DETS will request the documents for the monitor.

DETS will coordinate monitoring of subrecipients receiving multiple awards in a fiscal year from the department in order to complete a single, on-site monitor to the extent that is reasonable for both the subrecipient and DETS. An agreeable date and time for the monitor is determined collaboratively with the subrecipient. A confirmation email, include the names of persons conducting the monitor, what the monitor will cover, who from the subrecipient’s organization should be available, and documents required prior to the monitor is sent according to the timeline. The email must include a response deadline for document receipt.

The monitor guide and documents received from the subrecipient are reviewed according to the timeline, and a determination is made whether additional information is required prior to the monitor.

The monitor timeline provided in this document will assist with planning a monitor. 

Monitor
On-Site Monitoring
An on-site monitor is conducted at the subrecipient’s place of business and begins with an entrance conference. An on-site monitor presents an opportunity for the reviewer to engage with the grant recipient and obtain context to support the data and information collected. It provides a deeper understanding of the state of the project, milestones, and challenges. On-site monitoring may be required for federal programs, and, when resources allow, is preferred to desk-side monitoring.

An on-site monitor consists of:
· an entrance conference;
· in-person interviews;
· a comprehensive examination of financial records; 
· a review of participant records; and
· an exit conference.

DETS may use the entrance and exit conferences to gather information, promote conversations, and discover new issues that may not be apparent in traditional one-on-one interviews.

The entrance conference is an opportunity to manage the subrecipient’s expectations by explaining the monitor process. During the entrance conference, the members of the team are introduced, the agenda is reviewed, any perceived issues that were identified during review of the monitoring guide and associated documents are discussed, and the monitoring process and timelines for the report and subrecipient response are outlined.

The monitor guide aids DETS staff to conduct a semi-structured interview by asking a series of questions. Staff are encouraged to supplement the standard questions with additional questions as necessary to clarify responses or to follow trails identified by responses being received. 

At the conclusion of the monitor, an exit conference is conducted. The exit conference is the opportunity to review any identified administrative concerns or findings, and to reiterate the report timelines. Any issues identified during the monitor are explained concisely and the subrecipient is given the opportunity to provide information that would address any incorrect conclusions or mistaken impressions DETS may have. Where the issue may result in a finding, DETS’ position must be supported by rule, regulation, law, or policy. As further analysis and discussion with staff and management may be necessary, it may not be possible to convey every finding and area of concern during the exit interview; in such cases, a preliminary exit is conducted while on site. The exit conference is concluded by discussing next steps for DETS and the subrecipient.

Desk-Side Monitoring
A desk-side monitor is conducted in DETS offices and is a limited examination with no direct observation of the subrecipient’s administrative, financial, and program operations. A desk-side monitor includes all other aspects of the on-site monitor. Participant and financial files, to be submitted by mail or email, must be requested for review from the subrecipient.

Desk-side monitors are conducted when resources don’t allow for an on-site monitor, specifically: 
· when the subrecipient resides in a geographically remote area and is consistently rated as a low or medium risk;
· when the subrecipient is rated as medium or high risk in early stages but unsure if an on-site review is necessary; or
· as a precursor to an on-site review.

For federal programs, consult the latest federal monitor guide for the appropriateness of a desk-side monitor.

Monitor Report
The report will include as appropriate:
· Areas of Concern are not specific compliance violations but may have negatively impacted the program or could lead to a finding in the future if not addressed. No corrective action is specified or required for areas of concerns; instead, recommendations or suggestions for improvement are offered. 
· Findings are a violation of a specific compliance requirement contained in law, regulation, uniform guidance, OBM circulars, grant terms and conditions, or policy. Findings require corrective action. The finding must include the:
· Condition: A clear, concise, and specific statement describing the violation of law, regulation, guidance, national policy, terms and conditions of the award, etc. 
· Cause: The reason the condition occurred.
· Criteria: The legal citation that supports the condition.
· Corrective Action: The actions required to eliminate the cause of the condition.
· Promising Practices are practices deemed useful or which play an integral role in advancing the purposes of the grant. Such practices may be shared in the wider subrecipient community later. 

Corrective Action Plan
Each finding identified in the monitor report must have a corresponding corrective action identified. In response to a finding, the subrecipient must a provide DETS with a Corrective Action Plan (CAP) and provide sufficient documentation to resolve the finding. If the CAP or documentation are unacceptable or insufficient, DETS must explain why and identify what additional actions are needed for resolution.

When resolving questioned costs, it is important to take prompt action. If the costs were lacking supporting documentation, the issue can be resolved if the appropriate documents are provided. If that is not possible, or if the costs were incurred in violation of requirements, cost principles, or grant terms, then another fund source must be substituted and any costs paid returned to DETS. 

CAPs must be tracked by DETS until all findings are resolved.

Monitor Timeline
The following timeline identifies the steps in the monitor process and when each step must be completed. Steps 1 – 5 are generic steps for the program as a whole; day counts in the Timeframe column are relative to the actual monitor date, with negative values indicating days prior to the monitor and positive values indicating days after the monitor.

	Activity
	Timeframe
	Responsible

	1
	Ensure monitoring guides are up to date 
	1st Qtr
	PC I & GA II

	2
	Review Pre-Award Risk Assessments
	1st Qtr
	PC I & GA II

	3
	Review Pre-Award Questionnaire responses and documents from subrecipients
	1st Qtr
	PC I & GA II

	4
	Determine available dates for DETS and subrecipients
	1st Qtr
	PC I, GA II, Subrecipients

	5
	Advise subrecipients of final monitor schedule
	1st Qtr
	PC I

	6
	Email formal notice with document request and monitor guide
	-30 days
	PC I

	7
	Return completed monitor guide and requested documents
	-15 days
	Subrecipient

	8
	Complete review of subrecipient’s monitor guide responses and documents
Request additional information from subrecipient if needed
	-7 days
	PC I & GA II

	9
	Conduct monitor
	0
	PC I, GA II, Subrecipients

	10
	Complete monitor report draft
	15 days
	PC I & GA II

	11
	Complete review of monitor report draft
Return to PC I (step 12a) or forward to assistant director (step 12b)
	17 days
	PC II

	12a
	Revise report if necessary and send to subrecipient
	18 days
	PC I

	12b
	Assistant director and director review; appropriate individual signs and returns to PC I for transmission to subrecipient
	30 days
	Ass’t Dir & Dir

	13
	Submit Corrective Action Plan (if needed)
	60 days
	Subrecipient

	14
	Respond to Corrective Action Plan (if needed)
	70 days
	PC I
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Monitor Guides
Monitor guides provide a consistent framework for DETS to assess the compliance of the subrecipient in meeting the requirements outlined in the subrecipient agreement, federal and state regulations, and other guidance. 

Pre-Award Questionnaire
The Pre-Award Questionnaire (PAQ) is completed by the applicant to assist DETS in determining if the applicant meets the due diligence requirements, and in determining the level of risk and amount of technical assistance that will be required by DETS if they become a subrecipient. 

Pre-Award Risk Assessment
The Pre-Award Risk Assessment (PARA) is an internal review by DETS staff to determine if the potential recipient is considered high, medium, or low risk. A PARA provides a framework for evaluating the risks posed by a potential subrecipient before they receive an award. The identification and analysis of relevant risks forms a basis for determining how the risks should be managed. 
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