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The purpose of this Monitoring Plan is to provide an internal control mechanism designed to review performance over a period of time and to evaluate compliance of Subrecipients funded with USDOL funds pursuant to 2 CFR 200.101(b)(1), Applicability of uniform administrative requirements, 2 CFR 200.331(d)  “Monitoring”, and other laws and regulations based on the funding source.

The Monitoring Plan positions IDOL to make informed judgments about Subrecipients program effectiveness, efficiency, and their ability to prevent fraud, waste and abuse of public funds. Monitoring also allows IDOL to provide technical assistance to help subrecipients comply with applicable laws and regulations, improve technical skills, increase capabilities and stay updated on regulations relevant to USDOL or other funding agencies. Additionally, monitoring helps to identify deficiencies, and highlight accomplishments and best practices that may be duplicated.

This document will identify the types of monitoring, the risk analysis to determine monitoring levels and the procedures and tools for monitoring.
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Monitoring will be conducted based on parameters set by IDOL to assess risk at various levels and under different circumstances. 
The following criteria are parameters for risk assessment for subrecipients:
1. No less than 10% of the total number of activities funded in a given program year will be selected for monitoring via site visits and program file review.
2. One review to assess the extent to which subrecipient affirmatively furthers service provision, if applicable within program being funded, shall be made no less than once every three years.
As necessary for other programs, at least one site visit will be made to a subrecipient funded in the prior three years. If the project was subject to Davis Bacon, the review will include internal certified payroll review.

[bookmark: _TOC_250022]Risk Level Criteria

IDOL will use the criteria listed below to determine potential areas and levels of risk. If a subrecipient is determined to have high risk levels in one area or indicate higher levels of risk across multiple areas, they may be monitored annually. While certain activities or programs may be more subject to monitoring than others, standard criteria will cause every organization to be monitored at some point in a three year cycle.
Standard criteria for determining risk:
1. [bookmark: _TOC_250021]Quarterly Desk Reviews
IDOL staff conducts quarterly desk reviews of each subrecipient’s progress in meeting performance and expenditure goals. This review will help inform areas of risk for further review and will generally include both programmatic and financial reviews which include, but are not limited to:
· The cumulative beneficiary accomplishments compared to annual program goals,
· For programs providing services to end-users:
· proportional distribution of services across racial and ethnic populations evidencing adequate outreach,
· review of distribution of beneficiaries across income groups (extremely‐low, very‐low, and low‐ income),
· the extent to which services are provided to persons with disabilities, and
· Any information provided through narratives or other methods that may inform IDOL of subrecipient activities, challenges, successes or other pertinent information.

The financial review includes:

· cumulative expenditure rate to budget,
· eligibility of line item expenditures to budget, and
· adequacy and clarity of supporting documentation for line item expenditures.

The Principal Financial Specialist assigned to IDOL Workforce Development Divison program funding will review Audits and Annual Financial Statements for any findings and Auditor notes and review subrecipient’s progress quarterly in addressing the Auditor’s management letter. The Audit review should question whether or not there were any findings relevant to the IDOL program since, in some cases, the IDOL funds may not be reviewed by an Auditor, yet there may be universal issues/findings that would impact the administration of the IDOL program.
Staff involved in the financial review of subrecipient activity should be familiar with both the Code of Federal Regulations, 2 CFR 200.  (2 CFR 200 )
2. [bookmark: _TOC_250020]New Subrecipients or Organizational Change
First time subrecipients or subrecipients experiencing organizational change will be selected when subrecipient staff turnover results in a new Program Manager, Financial Officer or Executive Director. Organizational change may also include merging with another non-federal entity.
3. [bookmark: _TOC_250019]Cumulative Grant Award
Subrecipients receiving collective federal grant awards of $750,000 or more are subject to the Single Audit Act and are required to provide a copy of this audit to IDOL in addition to the standard audit.
4. [bookmark: _TOC_250018]Administrative History
The extent to which a subrecipient has correctly submitted quarterly program reports and maintained timely billings free of errors and supporting documentation specific to funded expenditures.
5. [bookmark: _TOC_250017]Program Performance
The extent to which program performance goals were met and, when applicable, the beneficiaries represented the demographics of the participating program service area(s).
6. [bookmark: _TOC_250016]Financial Capabilities
The extent to which invoices (requests for subaward reimbursement) are received promptly on a monthly basis, are submitted in the correct format, and are submitted with adequate supporting documentation of the expenditures for which reimbursement is being requested. Consecutive re‐submittals over two or more months would be grounds for monitoring or seeking further information and/or providing technical assistance.

[bookmark: _TOC_250015]Levels of Monitoring

Monitoring will normally be conducted at one or more of three levels, depending upon the risk involved.
1. [bookmark: _TOC_250014]Limited Review
A limited review is conducted of all subrecipients on a quarterly basis, previously described as a Quarterly Desk Review. The timing of this monitoring coincides with an organization’s submittal of a Performance Report incurred relating to the IDOL subaward over the previous 90 days.
At least one quarter review will focus on the year‐end financial statement or audit, and where applicable, the Single Audit. If the Single Audit contains audit findings or contain a management letter, the subrecipient will be selected for an In Depth Review. The goal of a Limited Review is to provide clarification to a specific unknown that cannot be determined from the subrecipient reports, and to identify areas of technical assistance needed by each subrecipient.
2. [bookmark: _TOC_250013]Basic On‐Site Monitoring Review
A basic on‐site monitoring review will typically be a site visit to a subrecipient program assisted with IDOL pass-through funding and will achieve a balance between programmatic and fiscal reviews, and much documentation review can be done prior to the on‐site visit. The basic on‐site monitoring includes a tour of the program facilities as appropriate, an explanation of the program activities conducted and/or services provided, discussions with program and administrative staff, and introduction to one or more actual beneficiaries, if possible. As a result of this visit, staff may determine that an in‐depth review is needed for further clarification of one or more issues that arose during the on‐site visit.
Program review will focus on the specific subrecipient program activities. Program staff may be asked to define the strategic plans for the related programs and, as applicable, how those plans are used to help clients in those programs.
Financial review will make the connections between the program budget, expenditures and actual beneficiaries assisted, including evidence of program staff time with clients, reviewing payroll documents for the period clients are reported, the general relationship between the contents of client files (excluding HIPAA confidential data) and benefit data reported by the subrecipient on the same clients.
If the subaward serves individual beneficiaries in addition to non-federal entites, the number of case files to be reviewed will reflect approximately 10% of the total clients served in the program, or more if there appear to be any systemic issues to address.
Invoices may be randomly selected for review and traced back from IDOL reimbursement to the original organization’s expenditure and client assisted. It is expected that staff will review original invoices, cancelled checks, and other such documentation evidencing the expenditure, the relationship to the IDOL program objective, the appropriate proportion of IDOL expenditure in comparison to other funding, and accounting receipt of the federal subaward funds.
3. [bookmark: _TOC_250012]In‐Depth Review
An in‐depth review is a concentrated and focused review around a particular activity or program area. This would typically be a concentrated review of a known high‐risk area or critical function, such as but not limited to:

· financial review for expenditures for ineligible activities,
· financial review for expenditures that cannot be traced through supporting documentation,
· regulatory or compliance weaknesses in sponsored projects administration,
· serious or recurring issues that have not been remedied, or
· failure to meet prevailing wage requirements in construction activities subject to Davis Bacon, etc.

[bookmark: _TOC_250011]Administrative Process for Monitoring

Monitoring will be conducted in two phases. File review will generally confirm compliance with reporting requirements, financial submittals, and contract provisions and much of it will be completed prior to the on‐ site visit. On‐site reviews will focus more on the beneficiary documentation and services provided, including quantitative performance outcomes to local and federal objectives, and financial processes and documentation only available at the program site.
IDOL conducts program subrecipient monitoring every year through desk audits and other documentation with on‐site visits every other year during the period of performance, or as established in agreements, to ensure compliance with program objectives (including financial, physical, and management activities).
Monitoring checklists will be used to assure regulatory requirements are being met, and to the extent possible, checklists will be standardized among multiple discretionary grant programs for administrative efficiency and will adequately be designed to test for client eligibility.
Staff will use the risk analysis criteria identified in this plan to determine the annual list of subrecipients to be monitored. Upon the arrangement of mutual date and time with the subrecipient, staff will send letters at least three weeks in advance of the date the monitoring is to be held. These monitoring policies and checklist will be provided to the subrecipient and the letter may emphasize any specific areas of compliance to be reviewed and how files will be selected for review, as applicable.
At the conclusion of the monitoring visit, staff will send each subrecipient written documentation of the site visit, summarizing what was reviewed, and indicating any findings of regulatory non‐compliance or concerns of program weaknesses. Additionally, staff will provide technical assistance to correct any deficiencies noted, and will acknowledge the performance level of the program, and whether they will either meet or fall short of contract goals.
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Findings

Where an identified deficiency results in a finding of non‐compliance with IDOL requirements, the finding must include the condition, criteria, cause, effect, and required corrective action.
a. The condition describes what was wrong or what the problem was.
b. The criteria cite the regulatory or statutory requirements that were not met.
c. The cause explains why the condition occurred.
d. The effect describes what happened because of the condition.
e. The corrective action identifies the action(s) needed to resolve the problem and, unless inapplicable or there are extenuating circumstances, should include the time frame by which the subrecipient is to respond to the finding.
The monitoring letter should also provide timelines for response and corrections, as well as actions IDOL may take if the subrecipient fails to make corrections in a timely manner.
Concerns

Monitoring concerns brought to the subrecipient’s attention should include the condition, cause, and effect as described above. The reviewer should suggest or recommend actions that the subrecipient may take to address a concern, based on sound management principles or other guidelines. However, corrective actions are not required for concerns.
Actions for Non‐Compliance

Subrecipients who are found to be in non‐compliance and receive a finding as a result of their monitoring will be provided with technical assistance towards resolution, and actions taken by IDOL to achieve compliance may include, but not be limited to, withholding further disbursements of IDOL funds until satisfactory compliance with applicable regulations are achieved.

[bookmark: _TOC_250009]Definitions

The following terms used in this Plan are defined below.
A. Beneficiary or Client. The person(s), entity (ties), or organization(s) benefiting from the activity, project or program, e.g., a qualified individual, a non-federal entity.
B. Concern. A deficiency in program performance not based on a statutory, regulatory or other program requirement. Sanctions or corrective actions are not authorized for concerns. However, IDOL should bring the concern to the subrecipient’s attention and, if appropriate, may recommend (but cannot require) actions to address concerns and/or provide technical assistance.
C. Davis Bacon. Reference to the Davis Bacon Act, which requires the payment of prevailing wages on certain construction projects funded by federal funds, which may be part of the subaward, in which case monitoring would involve confirming evidence in bidding and payment practices.
D. Finding. A deficiency in program performance based on a statutory, regulatory or subrecipient for which sanctions or other corrective actions are authorized.
E. In‐Depth Monitoring. A detailed compliance review for a selected subrecipient. An in‐depth review can include one or more areas of concentrated review, including: specific activities, projects or programs, financial documentation, management, a review of known high‐risk areas or other critical functions. This would also include randomly selected activity/project/program sample, sufficiently large to draw a valid conclusion.
F. Invoices. Requests for reimbursement of expenditures incurred on behalf of the subaward, as allocable and allowable per the subaward budget and period of performance and 2 CFR 200, Subpart E-Cost Principles.
G. Limited Monitoring. A program compliance review reduced from In‐Depth Monitoring in scope and size for the selected subrecipient that may include review of a smaller, selected activity/project/program sample.
H. Monitoring Conclusion. The determination reached regarding a Subrecipient’s performance based upon the monitoring results. Conclusions may be positive or negative.
I. N/A. Not applicable.
J. On‐Site Monitoring. Monitoring that is conducted by IDOL staff in conjunction with subrecipient at the subrecipient’s geographic location.
K. Program Income. Includes gross income earned by the subrecipient that is directly generated by a supported activity or earned as a result of the IDOL award during the period of performance except as provided in 2 CFR 200.307 paragraph (f). Further definitions found in 2 CFR 200.300 and 2 CFR 200.307.
L. Provisions & Assurances. Standard IDOL subaward terms and conditions, titled General Provisions and Assurances, made a part of each subaward and agreement funded with the intent to carry out part of a Federal program.
M. Quarterly Desk Review. Monitoring that is conducted by IDOL staff, typically at an IDOL office, based upon analysis of information from the subrecipient, including interviews. Information forming the basis for conclusions from this remote type of monitoring can incorporate review of performance reports and audited financial statements, information in electronic databases, and other documentation submitted by the subrecipient
N. Subrecipient. Non-Federal entity that receives a subaward from IDOL to carry out part of a Federal program; but does not include an individual that is a beneficiary of such program. A subrecipient may also be a recipient of other Federal awards directly from a Federal awarding agency.

[bookmark: _TOC_250008]CHECKLIST FOR MONITORING OF A SUBRECIPIENT

Subrecipient:	 Project Name:   	  Project/Program Director:    	  Name of Monitoring Reviewer:    	  In‐house review and general oversight conducted on:  	  On‐site monitoring visit(s) conducted on:   	 Monitoring letter sent on:    	  Follow‐up monitoring visit conducted/letter sent on:    	 
A. [bookmark: _TOC_250007]Documentation Review and Preparation Prior to On‐Site Visit
The use of this checklist should begin prior to an on‐site visit. Some materials and documentation from the subrecipient noted below should be in IDOL’s project files. Other materials from throughout the checklist may be provided for review prior to the on‐site visit and would include at least the agreement, submitted reports, financial documentation and other records to be maintained as defined by IDOL Provisions & Assurances, sections 139 and 140 and any other specific language contained in the subaward.
1. Review subrecipient documents.
a. Time of Performance – Is the work being performed in a timely manner (i.e., meeting the schedule as shown in the Agreement)?	
		Yes	No Explain as needed.

b. Progress Reports – Have progress reports been submitted with payment requests (where required) on time and were they complete and accurate?	
Yes            No   Explain as needed.

c. Requests for Payment – Are requests for payment being submitted in a timely manner and are they consistent with the level of work accomplished?	Yes	No Explain as needed.

d. Budget– Do actual expenditures match the line item budget? Check for discrepancies and eligibility conformance.	Yes	No Note any discrepancies.
e. Fiscal Policies & Procedures – Request & review written fiscal policies & procedures to discuss with staff and verify practice onsite.  Are policies available?	Yes	No
f. Independent Public Accountant (IPA) Audits/Follow‐up – (2 CFR 200). IDOL should have been provided copy of most recent audit or financial review. Determine if the subrecipient has expended $750,000 or more in federal funds for the subject program year.

· IPA Audit Required	Yes	No	If yes, date last conducted  	
· What type of opinion was rendered?
Qualified	Unqualified	Adverse	Going Concern
· Was there Management Letter noted in audit?	Yes	No
· Were there any material weaknesses or findings related to IDOL activites?		Yes	No
· Has subrecipient provided written responses to any findings or concerns?	Yes	No
Explain status of any findings or Management Letter comments, as applicable.

2. Assess and note areas of risk and/or subject areas for particular focus during on‐site visit.

B. [bookmark: _TOC_250006]National Objective 
1. Which Program objective category does the project meet?
                                     Apprenticeship - Education	Assistance to Institutions of Higher Education	
Apprenticeship - Industry	Technical Assistance
Apprenticeship - Liaison 	____________________
Disability Employment	____________________
DVOP	____________________
Foreign Labor Certification	____________________
Homeless Vets	____________________
LVER	____________________ 
		           NDWG-RSI

2. Which Eligibility Objective is this project designed to meet? Benefit to Low‐ and Moderate‐Income Persons
Limited Clientele Benefit	(add eligibility components as needed)
a. Which category is this program supposed to address:
1. presumed benefit ‐ activity limited to:
children 
elderly persons
meeting the USDOL’s definition of “disabled” (current for the time period of this review)
homeless persons 
illiterate adults
veterans
migrant farm workers	
b. Interview staff to learn how they assess eligibility.
c. Verify documentation supports income eligibility for appropriate category of activity.
· Note the type of documentation checked for all client files reviewed and any comments as to how all beneficiary eligibility is assured.
Job Creation or Retention
a. Are there appropriate written agreements with the assisted business that commits the business to have the project-funded apprenticeships or jobs, on a full‐time equivalent (FTE) basis, as a result of their participation?				Yes	No

b. Systems in place with business to track progress?	Yes	No


3. Determining number of participant files to review. Number of Clients served by program  	
10% of that total  	
How many files were reviewed during onsite visit?  	

4. Conformance to the Subrecipient Agreement
a. Contract Scope of Services – Is the full scope of services listed in the Agreement being undertaken? Do interviews with staff and/or clients, client files, reports or other documentation reflect funded services are being provided? Note verification methods, list any deviations.

b. Collaborative Programs – Is this a collaborative program with one lead provider working with one or more other service providers or industry reps?					     Yes	      No

· If yes, is there a legally‐binding agreement among all collaborators with all appropriate regulatory references?							     Yes	      No

· Is there documentation that the lead collaborator is exercising their due diligence to verify the partners are serving eligible clients and that expenses are appropriate?                                     Yes	    No


Note verification method or any areas of deficiency.

c. Levels of Accomplishments – Compare actual accomplishments reported up to the point of monitoring with planned accomplishments. Is the project achieving the expected leveled of performance (number of persons served, number of units rehabbed, etc.) and reaching the intended client group?	
							      Yes	         No 

Discuss with staff. Explain any problem the subrecipient may be experiencing. Acknowledge major accomplishments.

C. [bookmark: _TOC_250005]Record Keeping Systems (2 CFR 200.333-337, P&A Sections 139-140))
Records and documentation should demonstrate that each activity undertaken meets the criteria for National Objectives and Eligibility compliance. Review subrecipient records compliance as follows:

1. Filing System – Are both the subrecipient’s client files and financial records up‐to‐date, orderly, comprehensive, and secured for confidentiality where necessary?		Yes	   No 
	Note any areas of deficiency.

2. Documentation (activities, costs and beneficiaries) – Do the subrecipient records have the necessary documentation supporting:
a. National Objective being met?	Yes	No
b. Participant eligibility?	Yes	No
c. Program costs?	Yes	No
Explain as needed.
3. Accounting – Review and/or compare drawdown requests, bank records, payroll records, receipts/disbursements, etc. as specifically related to funded program budget and expenditures. For example, if only staff positions funded, expect to review payroll register and payroll tax reports for funded period. Note any discrepancies.

4. Eligible, Allocable, and Reasonable Costs – Pay particular attention to the time distribution record where the subrecipient has employees who work on both IDOL and non‐IDOL funded activities, and verify timesheets to client files. Note any discrepancies.

5. Management of Program Income – If the subrecipient generates program income, refer to 2 CFR 200.307 and the Subrecipient Agreement about its use and reporting. Does subrecipient receive program income?           							 
Yes	   No

a. If yes, does documentation reflect amounts received?		Yes	   No
b. Do records reflect program income is expended for eligible expenses prior to requesting additional reimbursement?	Yes	No Note any discrepancies
6. Maintenance of Source Documentation – Note any discrepancies in sample records, invoices, vouchers and time records traced through the system.

7. Final Assessment – Has it been determined that all expenses are eligible and appropriate? Yes	No

D. [bookmark: _TOC_250003]Procurement
1. Procurement Procedures – Do the procedures the subrecipient uses for procurement of goods and services meet requirements?	Yes	No	N/A Review a sample number of procurements, explain as needed.

2. Conflict of Interest – What is the process or procedure used by the subrecipient to assure no conflict of interest, real or apparent? Is this a written policy? Review the process and comment.

E. [bookmark: _TOC_250002]Equipment and Real Property
1. Has the subrecipient acquired or improved any property it owns in whole or in part with IDOL funds in excess of $10,000?	Yes	No If yes, review for compliance, explain as needed.

2. Has the subrecipient purchased equipment with IDOL funds in excess of $2,500?           Yes          No 
	If yes, does the subrecipient maintain the records required in subaward Provisions & 
	Assurances?             Yes             No 

3. Has a physical inventory taken place and the results reconciled with property records within the last two years?	Yes	No	N/A

4. If the subrecipient disposed of equipment/property that was purchased with federal funds within the last five years:	N/A

a. Were proceeds from the sale reported as program income?	Yes	No
b. Did IDOL approve expenditure of program income?	Yes	No
c. Was the program income returned to IDOL?	Yes	No

F. [bookmark: _TOC_250001]Non‐Discrimination – as applicable
1. Equal Employment Opportunity ‐ Refer to Provisions & Assurances, Section 201. Note any deficiencies.

2. Women and Minority Business Enterprises – Refer to 2 CFR 200.321, affirmative steps documentation. Note any concerns.

G. [bookmark: _TOC_250000]Conclusion and Follow‐up
1. Is the subrecipient meeting the terms of the Subrecipient Agreement and IDOL requirements? Discuss both positive conclusions and any weaknesses identified.

2. Identify and follow‐up measures to be taken by IDOL and/or the subrecipient as a result of this monitoring review.
a. If there are any findings, be sure to identify the condition, criteria, cause, effect, and required corrective action that will be communicated to subrecipient.

b. List the required schedule for implementing corrective actions or making improvements.

c. List the schedule for any needed technical assistance or training and identify who will provide the training.

3. Discuss results with any partnering jurisdictions per agreement. Prepare Monitoring Response Letter for subrecipient. In accordance with collaborative agreement, provide copy for review and comment by partner jurisdiction as appropriate.
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