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Introduction

The Site Monitoring Guideline was prepared to help provide consistent processes and information for fiscal and program staff with a Site Monitoring (SM) process and tools.  The information and tools should be used as a foundation for all monitoring of funded initiatives of the North Carolina Council on Developmental Disabilities (NCCDD).
Each funded contract initiative has been assigned to a NCCDD Systems Change Manager (SCM), who will serve as the contract’s primary contact.  The SCM is the individual responsible for scheduling and conducting the Site Monitoring Visit as well as for providing technical assistance to the program.  The SCM is also responsible for scheduling, responses to inquiries, and writing of the SM Report.  

The SCM will schedule at least one SM visit on an annual basis for each contract.  Additional SM visits may be needed, depending upon the findings of the initial visit.
The term ‘monitoring’ is used to describe both the broad overall system of reviewing and tracking of the use of federal funds, and the more specific day-to-day review processes to assure that a particular contractor is in compliance with federal or state rules and regulations, and is meeting the goals and objectives of the contract. 

The NCCDD is responsible for monitoring awards and providing reasonable assurance that contractors are:
1. Doing what was proposed and approved

2. Meeting programmatic, administrative and fiscal requirements

3. Remaining consistent with the plan for programs/projects

4. Identifying and resolving problems/issues

5. Receiving needed technical assistance

The goals of contract monitoring are to:

1. Provide accountability and oversight

2. Ensure proper spending

3. Visit programs that may need assistance

4. Measure sub-recipient performance

5. Identify opportunities for improvement

6. Serve the needs of the sub-recipient
7. Provide a helpful environment
Contract Monitoring shall be accomplished through the following methods:

1. Technical Assistance

2. Desk Review

3. On-site and Assessment Visits

4. Regular Communications

Scheduling A Site Monitoring (SM) Visit

The NCCDD SCMs will schedule a routine SM Visit at least two weeks in advance by contacting the contractor to: 
1. Schedule the date and time of the SM Visit (include arrival time and approximate length).
2. Designate staff to be interviewed (at minimum, the contractor, Fiscal Officer, and contract-funded staff);
3. SCMs will create an agenda for the SM Visit.  
3.1  The agenda will include approximate times to meet with different staff, materials that will be reviewed with these staff members, and topics of discussion.  
3.2  SCMs will provide this agenda to the contractor via e-mail prior to the SM Visit, allowing time for the contractor to review the agenda and make adjustments if needed.
4. Outline the need for access to program and fiscal files and documents.
5. Inform the contractor that additional items may be requested at the time of the SM Visit.
6. Assess the need to plan technical assistance during the SM.
Internal Review prior to SM Visit

Prior to the SM Visit, the SCM will review materials submitted by the contractor to the NCCDD office.  Following is a list of items to be included in the review process, as well as questions to assist the SCM in their analysis of the materials.

1. Contract file:  funding application; quarterly performance reports; correspondence, & previous site monitoring report.    

1.1. Are there any clarifications that need to be made? If so, what? 

1.2. Are more details needed? If so, what?

1.3. Any “red flags”?

1.4. Any difficulties the initiative is encountering?

1.5. Weaknesses of the initiative?  

1.6. Strengths of the initiative?

1.7. Compliance with assurances issues?

1.8. Are timelines being met?
2. Contract fiscal information:  overall budget, reimbursement claims, any budget revision requests, any key purchases with contract funds or matching funds.
2.1. Are there any clarifications that need to be made? If so, what? 

2.2. Are more details needed? If so, what?

2.3. Any “red flags”?

2.4. Are timelines being met?

3. Ask the NCCDD Fiscal Staff about any concerns; print out and take the most recent monthly request for reimbursement.

4. Print out Goals and Objectives from DD Suite.
5. Review Pre-Site Monitoring instructions prior to SM Visit.

After reviewing the above items and considerations, the SCM will create a list of questions and concerns for the SM Visit utilizing the Checklist.  
It may be helpful for the SCM to organize items in the order of individuals to be interviewed at the SM Visit.  
Contract Monitoring Check List  
	CONTRACT MONITORING GUIDELINES
	Date Report Completed:  

SCM:
	Contract Staff Names:   


	Initiative name and Contract Agency:  
	Open Window Contract

Number:    


	Topic Area
	Yes
	No
	N/A
	Recommendations/Comments

	 A.       Program Operation
	
	
	
	

	       1. Are initiative goals attainable in this contract period?
	
	
	
	

	       2. Is the initiative progressing on schedule?
	
	
	
	

	       3. Is the initiative functioning as described in application?
	
	
	
	

	       4.  Has there been a change in Primary Contacts?
	
	
	
	

	       5. Do Quarterly Progress Reports describe activities?
	
	
	
	

	       6. Is data provided to support “goals/outcomes”?
	
	
	
	

	       7. Is compliance with required NCCDD training documented?
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	     8. Is there evidence of a change in initiative scope?
	
	
	
	

	B.      Budget
	
	
	
	

	     1. Will project meet budget time frame? If not, why?
	
	
	
	

	     2. Have budget adjustments been needed?
	
	
	
	

	     3. Do expenses have supporting documentation?
	
	
	
	

	     4. Are Match Requirements being met?
	
	
	
	

	             -- Can Contractor provide clear documentation of match?
	
	
	
	

	              -- What are the sources of the match?
	
	
	
	

	     5. Fiscal records include federal, matching & program income?
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	     6.  Is contractor submitting monthly reimbursement requests timely?
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	 C.     Personnel  
	
	
	
	

	     1. Are there Job Descriptions for ALL initiative-funded Positions?
	
	
	
	

	     2. Are time records documented for ALL initiative employees?
	
	
	
	

	     
	
	
	
	

	D.     Travel
	
	
	
	

	     1. Is t-Travel documented by date, distance, locations, purpose &           rates?
	
	
	
	

	     2. Are reimbursements paid at the State rate or less?
	
	
	
	

	E.     Supplies/Operating Expenses
	
	
	
	

	     1. Have these been purchased according to budget?
	
	
	
	

	F.     Equipment
	
	
	
	

	     1. Has approved equipment been purchased and receipt sent to NCCDD with reimbursement request?
	
	
	
	

	     2. Were several quotes used to obtain equipment?
	
	
	
	

	     3. Is equipment being used appropriately?
	
	
	
	

	     4. Does contractor have current property control record on file?
	
	
	
	

	     5. Does contractor have physical inventory control procedures?
	
	
	
	

	G.     Reports
	
	
	
	

	     1. Are ALL required reports on file with NCCDD?
	
	
	
	

	             -- Financial Reports
	
	
	
	

	             -- Quarterly Progress Reports 
	
	
	
	

	             -- Special Reports (e.g. corrective action)
	
	
	
	

	             -- Annual Progress Report
	
	
	
	


	H.      Professional and Contractual Services 
	
	
	
	

	       1. Have all sub-contracts been received by NCCDD?
	
	
	
	

	       2. Does the sub-contract outline the work to be performed and does it 
   comply with initiative objectives?
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	       3. Is sub-contractor making regular & accurate billing based upon invoice?
	
	
	
	

	K.      SUMMARY INFORMATION

	NCCDD SCM’s Assessment of initiative, including Strengths, Problem Areas and Recommendations:




Sample Emails RE:  Site Monitoring Visits
Scheduling a SM Visit 

Dear ____________________,
I am sending this message to schedule a monitoring visit the week of ________________.

The purpose of the site monitoring visit is to monitor the contract’s programmatic and fiscal activities.  The review consists of an interview with agency personnel responsible for the management of the contract.  The interviewees should be a team that may include the agency head, the contract director, the fiscal officer and other contract funded personnel.  

The following outline contains topics that may be covered during the on-site review:

· Progression towards the goals and objectives of your initiative. 

· The accomplishments of your initiative.

· Training sessions your program staff have attended or implemented.

· Collaborations with other agencies.

· Compliance requirements in regards to monthly fiscal reports, and quarterly progress reports.

· Fiscal review. 

· Concerns or issues.

· Your agency’s comments, issues or questions.

Following the contract monitoring visit, I will review the information presented during the review process.  The contract monitoring visit will be documented and placed in your agency’s file.  If necessary, a corrective action plan will be implemented.
Please confirm by reply to this message, or by telephone, your availability to meet during the week of _______________________ so that a firm date can be scheduled.  We would anticipate the visit lasting approximately _______hour(s).
Thank you,

(Name)

NCCDD Systems Change Manager 
Non-Compliance Guidelines

Effective 9/15/15:  This section describes the recourse NCCDD has when monitoring activities confirm that the contractor is out of compliance with state and federal regulations based on the requirements of the type of funding received and as outlined in the contract agreement.  If NCCDD suspects or determines that a contractor has failed to adhere to required guidelines, the following actions should be completed and documented as necessary:  Program staff should first make every effort to work with the contractor agency to identify and document problems, plan steps to resolve them, and monitor the results of corrective actions taken.  If necessary, NCCDD will request assistance from the DHHS Controller’s Office or from other appropriate external entities.  
If the program monitor/Systems Change Manager suspects internal fraud, it will be reported to DHHS Office of the Secretary.  NCCDD will also consult with the DHHS Internal Audit office and with DHHS Budget & Analysis.  In the event the Internal Auditor agrees that the NCCDD’s suspicions are well founded, the DHHS Office of Internal Auditor will coordinate an audit/investigation as deemed appropriate with the Office of State Auditor, internal staff, Federal authority, local law enforcement and/or the SBI.  
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