WIOA Title I and III Comprehensive Programmatic Monitoring
Review Planning Process
Below are the required activities and associated timeframes for the pre-review phase of on-site monitoring:
	Activity
	Steps
	Responsible Party
	Timetable

	Pre-Review:
	
	
	

	Identify Lead
	Identify lead reviewer and review team
	Self-select or Manager Appointed
	45-60 days prior to review

	Determine Scope
	Determine scope of review, site to visit, time on-site, etc.

	Review Lead and WDA Team
	45 – 60 days prior to review

	Scheduling
	1) Call or email MWA contact to determine possible dates
2) Verify dates w/MWA via email
3) Make necessary travel arrangements
	Review Lead
	30-45 days prior to review

	Formal Notification
	1) Draft letter to MWA confirming dates, scope and tentative agenda for review, as well as the WDA Programmatic Monitoring Guide and instructions re: file sample
2) Submit letter to Management for review and approval
3) Letter sent via email to MWA
	Review Lead
	30 days prior to review

	Prepare Sample for Participant File Review
	1) Request sample from WDA OSMIS staff using template in Shared Drive folder
2) Follow process for notifying MWA of file sample (list will be sent no later than 48 hours prior to review)
	Review Lead
	21 days prior to review

	Knowledge Gathering & Updating
	1) Review key sections of statute, regulations, TEGLs and PIs (critical provisions or provisions pertaining to areas where MWA has previously-identified issues)
2) Collect and review for MWA:
· Local plans (Strategic, MWSP)
· Most Recent Expenditure Reports 
· Most Recent Performance Reports 
· Risk Assessments
· Partner Program and Internal Audit Monitoring Reports
· Most Recent Data Validation Findings
3) Discuss any questions/concerns regarding MWA with Management or partner program staff
4) Meet w/WDA staff assisting with review to coordinate roles and division of labor while on-site
	Review Lead and WDA Team
	30 - 1 day prior to review

	Monitoring Guides & Tools
	1) Review on-site monitoring guides and tools to ensure familiarity prior to on-site review
2) Complete portions of guide able to be completed in-house
3) Tailor guide to review by highlighting key areas for MWA, adding in any MWA-specific info already gathered or references that may be useful on-site
4) Request guide from MWA, if completed, to review and compare to internal findings
	Review Lead and WDA Team
	30 – 1 day prior to review

	Packing Resources to Have On-Hand
	1) Pack tablet, review guide, and other relevant materials
2) Ensure the following info is available while on-site, preferably in an electronic format:
· Review schedule and directions to various sites
· MWA contact information
· Statute, regulations and policy guidance for program under review
· Monitoring Guide and tools
· Local policies and any other information provided prior to review
· Participant list for file sample
	Review Lead and WDA Team
	7 – 1 day prior to review

	Send File Sample for Participant File Review
	Email sample from WDA OSMIS staff to MWA  
	Review Lead
	[bookmark: _GoBack]2 days prior to review (can be flexible based on request/review)





Below are the required activities and associated timeframes for the post-review phase of on-site monitoring:
	Activity
	Steps
	Responsible Party
	Timetable

	Post-Review:
	
	
	

	Debrief
	Meet with review team to debrief, gather all notes and materials used, and plan response
	Review Lead and WDA Team
	Within 5 business days following review

	Gather Additional Materials
	Gather additional materials, if necessary, from MWA to wrap up unanswered questions
	Review Lead and WDA Team
	Within 5 business days following review

	Formulate  and Send Report
	Summarize scope of review, relevant information, findings, needs for technical assistance, and best practices

	Review Lead
	Within 45 days of review

	Track Findings
	Enter findings into findings spreadsheet
	Review Lead
	Within 5 days of sending report

	If Applicable, Confirm Receipt of Correction Action Plan and Formulate Response
	Corrective action plans are due within 45 days of the review report.

Confirm denial or acceptance of corrective action plan

Enter responses and dates into findings spreadsheet
	Review Lead
	Within 45 days of the review report
Within 30 days of the corrective action plan




