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Section 1: Local Area Monitoring and Oversight
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§ 1 LOCAL AREA MONITORING


Local Area Monitoring and Oversight addresses principles that guide and support the LWDB’s and fiscal agent’s responsibilities to provide oversight and monitoring to the local area. 
GENERAL INSTRUCTIONS

Local area LWDB staff and fiscal agent representatives are to follow the “Local Area Guidance” instructions shaded in blue throughout this document and complete electronically. After completing, return this document, along with all other documentation requested for desk review, to OOWD prior to the due date identified in the desk review e-mail. In each response, identify if it pertains to the LWDB, the local fiscal agent, or both.
State Monitor Guidance: The state monitor reviews written monitoring tools and procedures for the LWDB and Fiscal Agent.  These tools are used to monitor all aspects for DOL funded programs for compliance and effectiveness in accordance with local, state and federal requirements which includes uniform administrative requirements and applicable cost principles.  
The Summary of Review table below is a synopsis of the annual monitoring review. During desk review the state monitor will document the details of the area (i.e. number and names of service providers, fiscal agent, board staff employer of record, etc) in the “Summary” box, then document the potential risk areas for this section (from previous findings, change in service providers, etc.) in the “Factors of Review” box. A brief overview of best practices, particular areas of concern, potential findings, etc. identified during the monitoring process should be documented in the “Notes” box.

	Summary of Review
(to be completed by State monitor)

	Summary
	

	Factors for Review
	

	Notes
	


OBJECTIVE: LOCAL AREA MONITORING 
Local Workforce Development Boards (LWDBs) and local area sub-recipients/sub-grantees (i.e., fiscal agents) are mandated to conduct monitoring and oversight activities for their programs and activities. [20 CFR 683.410]

Indicator #1:  Monitoring Policies

Local monitoring policy and written reports are sufficient to ensure compliance and oversight of the local area. Written monitoring tools and procedures for the LWDB and Fiscal Agent are used to monitor all aspects for DOL funded programs for compliance and effectiveness in accordance with local, state and federal requirements which includes uniform administrative requirements and applicable cost principles.  Local Area monitoring tools and procedures are appropriate to cover all aspects of sub-recipient monitoring. 
	Local Area Guidance: Complete each item below. 

	
	Monitoring Policies

	
	Submit a copy of monitoring policy and tools if copy has not been previously submitted.  
	Use the link provided in Monitoring notification letter for electronic submission directions.



	
	Are there separate policies for LWDB and fiscal agent monitoring?
	Local Area Response:

	
	What is the date of the most recent LWDB monitoring policy?
	Local Area Response:

	
	What is the date of the most recent Fiscal Agent monitoring policy?
	Local Area Response:

	
	Monitoring Schedules

	
	Submit a copy of LWDB and fiscal agent monitoring schedules for the previous and current program years.
	Use the link provided in Monitoring notification letter for electronic submission directions.

	
	Are there separate monitoring schedules for the LWDB and fiscal agent?
	Local Area Response:

	
	Monitoring Protocols

	
	What are the monitoring protocols and instructions that apply to special grants to ensure compliance with the grant requirements?
	Local Area Response:

	
	Monitoring Issues

	
	What type of monitoring issues are to be brought before the LWDB?
	Local Area Response:

	
	Designated Monitor

	
	Who is designated to perform financial monitoring?
	Local Area Response:

	
	Who is designated to perform program monitoring?
	Local Area Response:

	
	Reporting Process

	
	What is the formal reporting process?  (Describe to whom the reports are sent, the types of reports to be issued, time period to issue reports, time period for responses, etc.)
	Local Area Response:


	
	Resolution Procedures

	
	What are the procedures for resolving monitoring issues or findings?
	Local Area Response:


State Monitor Guidance:  Review the current Governor’s Oversight and Monitoring Plan and the local area’s monitoring tools (e.g., protocols, manuals, reports and general instructions) that relate to program and fiscal monitoring. Review local area’s responses to the questions above. Determine local area’s compliance in regard to their monitoring policies and procedures. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator. 
	State Monitor Guidance: Complete each item below.

	
	Policy Compliance

	
	Is the current local monitoring policy compliant with current state policy?
	State Monitor Response:


	
	Appropriateness and Sufficiency

	
	Are the area’s policies, procedures, and tools adequate to cover all aspects of sub-recipient monitoring?  (Describe any deficiencies or best practices)
	State Monitor Response:



	
	State Monitor Notes for Indicator #1




Indicator #2:  Monitoring Documentation

Does the organization maintain written documentation including monitoring reports, findings, corrective actions, and resolutions for each monitoring conducted?

	Local Area Guidance: Complete each item below. 

	
	Monitoring Reports Worksheet

	
	Complete Worksheet 1.2.A – Monitoring Reports Worksheet and submit copies of all local area monitoring reports issued within the last year (include responses from sub-recipients and any follow-up conducted by the local area.
	Worksheet 1.2.A is located at the end of this document.

Use the link provided in Monitoring notification letter for electronic submission directions.

	
	Scheduled/Actual Comparison

	
	Review the LWDB/FA schedule/s (see Indicator #1) and compare to monitoring reports that have been issued.  List and explain discrepancies between monitoring dates scheduled vs. conducted and reports scheduled vs. actually issued.
	Local Area Response:

	
	Corrective Action Follow-Up

	
	How are corrective actions followed up?
	Local Area Response:

	
	Describe any examples of how monitoring has led to corrective actions that either averted misuse of funds or resulted in improvements to program quality or efficiency.
	Local Area Response:


State Monitor Guidance: Review local area responses and all written documentation related to the grantee/LWDB’s monitoring activities, especially monitoring reports for the past year.  Interview monitoring supervisor(s) for clarification of any inconsistencies between the records and the information provided above under indicators 1 and 2, then answer the following questions. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.
	State Monitor Guidance: Complete each item below.

	
	Policy Compliance

	
	Are there discrepancies between the type of reports issued and the type of reports required in the LWDB or fiscal agent’s monitoring policy?
	State Monitor Response:



	
	Scheduling Compliance

	
	Is the local area following their monitoring schedule?
	

	
	Follow-up on Corrective Actions

	
	Is there evidence of follow-up on corrective actions?
	

	
	Special Grant Discrepancies

	
	Are there discrepancies between special grant requirements and the local area’s monitoring of any special grant?
	

	
	State Monitor Notes for Indicator #2




Indicator #3:  Financial Management Functions

To evaluate the area’s monitoring of the sub-grantee’s capacity to perform the financial management functions that are required when operating federally funded workforce development grants and assure the proper safeguards are in place to protect grant assets.
	Local Area Guidance: 

Fiscal Agent - Complete each item below. 

	
	Financial Monitoring

	
	Did fiscal agent perform comprehensive monitoring of financial management functions for all sub-recipients?  If no, explain.
	Local Area Fiscal Agent Response:

	
	Scope of Financial Monitoring

	
	What was the scope of financial monitoring?
	Local Area Fiscal Agent Response:

	
	Was the scope of financial monitoring sufficient to address all financial areas?
	Local Area Fiscal Agent Response:

	
	Financial Monitoring Findings

	
	What types of findings are in the reports?
	Local Area Fiscal Agent Response:

	
	Were there questioned costs?  If yes, what was questions?
	Local Area Fiscal Agent Response:

	
	Were all questioned costs?  Explain how (repayment from sub-recipient, reduction of reimbursement, etc.)
	Local Area Fiscal Agent Response:


State Monitor Guidance:  Prior to on-site visit, review the fiscal agent responses to the previous questions, the fiscal agent monitoring reports, and review Worksheet 1.2.A to determine which areas of monitoring were completed by the Fiscal Agent monitor for sub-recipients.  Review prior year state monitoring reports for previous findings in this area. Technical assistance given regarding this indicator or any other pertinent information should be identified within the notes for this indicator.
	State Monitor Guidance: Complete each item below.

	
	Safeguards

	
	Was the fiscal agent’s monitoring of sub-recipients adequate to ensure there are proper safeguards in place to protect grant assets?  (Explain)
	State Monitor Response:



	
	Resolution

	
	If report(s) contained questioned costs, were all resolved?  If no, what is the fiscal agent’s plan to resolve?
	

	
	State Monitor Notes for Indicator #3




Worksheet 1.2.A – Monitoring Reports (to be completed by local area representatives)
Complete the table for all monitoring reports issued. What was monitored should indicate if it was a comprehensive monitoring or an area of monitoring (work experience payment, supportive service payments, service delivery, etc. If additional pages are needed, contact your OOWD Program Manager).
	

	Entity Monitored
	     
	     

	What was monitored?
	     
	     

	Date of Monitoring
	     
	     

	Date of Report
	     
	     

	Number of findings
	     
	     

	Questioned costs?
	     
	     

	Resolution of findings
	      # closed

      # open

      # in process
	      # closed

      # open

      # in process

	Follow-up actions taken (describe)
	     
	     


	

	Entity Monitored
	     
	     

	What was monitored?
	     
	     

	Date of Monitoring
	     
	     

	Date of Report
	     
	     

	Number of findings
	     
	     

	Questioned costs?
	     
	     

	Resolution of findings
	      # closed

      # open

      # in process
	      # closed

      # open

      # in process

	Follow-up actions taken (describe)
	     
	     


	

	Entity Monitored
	     
	     

	What was monitored?
	     
	     

	Date of Monitoring
	     
	     

	Date of Report
	     
	     

	Number of findings
	     
	     

	Questioned costs?
	     
	     

	Resolution of findings
	      # closed

      # open

      # in process
	      # closed

      # open

      # in process

	Follow-up actions taken (describe)
	     
	     


	

	Entity Monitored
	     
	     

	What was monitored?
	     
	     

	Date of Monitoring
	     
	     

	Date of Report
	     
	     

	Number of findings
	     
	     

	Questioned costs?
	     
	     

	Resolution of findings
	      # closed

      # open

      # in process
	      # closed

      # open

      # in process

	Follow-up actions taken (describe)
	     
	     


	

	Entity Monitored
	     
	     

	What was monitored?
	     
	     

	Date of Monitoring
	     
	     

	Date of Report
	     
	     

	Number of findings
	     
	     

	Questioned costs?
	     
	     

	Resolution of findings
	      # closed

      # open

      # in process
	      # closed

      # open

      # in process

	Follow-up actions taken (describe)
	     
	     


	

	Entity Monitored
	     
	     

	What was monitored?
	     
	     

	Date of Monitoring
	     
	     

	Date of Report
	     
	     

	Number of findings
	     
	     

	Questioned costs?
	     
	     

	Resolution of findings
	      # closed

      # open

      # in process
	      # closed

      # open

      # in process

	Follow-up actions taken (describe)
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