Kentucky Office of Highway Safety

3.21 Project Monitoring 

3.21.1
Purpose of Monitoring

Traffic safety grant project monitoring provides a method of tracking progress and achievement of grant objectives. Since the process is ongoing throughout the duration of the project, monitoring serves as a management tool for project control. It also presents a good opportunity for sharing information and assistance.  Program monitoring and reporting are required by 49 CFR—Part 18--Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments, Subpart C.  Monitoring serves the following purposes:

· To regulate and assess the status of the project

· To assure compliance with state and federal requirements

· To assess and assist in progress in the achievement of objectives

· To detect problems and identify changes needed

· To ensure that appropriate data is collected and reported for  evaluation

Monitoring may take several forms, including informal contact with grantees through telephone calls and email correspondence on an ongoing and as-needed basis. More formalized monitoring procedures are outlined below. 

3.21.2
Desk Monitoring

Desk monitoring includes review of activity reports and reimbursement requests. This is generally done monthly, but may be done less frequently, depending on the grantee’s activity level and any special reporting preferences that may be arranged in advance with the program manager. Desk monitoring includes the following steps.

3.21.2.1
Program Manager Review

The KOHS program manager assigned to each specific grant project shall review grantee claims & progress reports as an initial step in the desk monitoring process.  To accomplish this, the program manager shall: 

· Review the claim to ensure that all required reporting forms and supporting documentation (time sheets, invoices, cancelled checks, etc.) have been submitted

· Review reporting forms to ensure they are correct and signed by the appropriate personnel

· Review activity reports to ensure that activities performed are within the scope of the objectives outlined in the grant agreement and that performance is acceptable compared to planned levels 

· Review expenditures to ensure that they are allowable and in accordance with the project budget

· Upon satisfactory review, the program manager shall initial, date and forward the claim to the KOHS financial manager 

3.21.2.2
Financial Manager Review

The KOHS financial manager shall complete the desk monitoring process by reviewing the claim to: 

· Ensure that all required reporting forms and supporting documentation have been included 

· Ensure that expenses are allowable and in accordance with the project budget

· Verify the amounts in the supporting documentation against the amounts requested on the claim form

Upon satisfactory review, the financial manager shall initial and date the claim form as well as post the expenditures to the project spreadsheet. 

3.21.2.3
Deficient Reporting

If the program manager or financial manager finds any problems or deficiencies in a grantee’s claim/activity report during desk monitoring, they shall notify the grantee by phone or email immediately, allowing five business days for the grantee to correct the deficiency. If the grantee fails to comply, KOHS shall return the claim to the grantee with a letter detailing the problem(s) encountered.  The grantee will not receive reimbursement of expenses until the corrected claim is resubmitted. 

3.21.3
On-Site Monitoring

On-site monitoring requires the program manager and/or law enforcement liaison (LEL) to meet with the project director at the offices of the funded agency at least once a year. 

3.21.3.1
Monitoring Preparation

The program manager or LEL shall take the following steps in preparation for the on-site monitoring visit:

· Review grant contract

· Review correspondence and reimbursement claims submitted to date 

· Note any items from previous desk monitoring that require follow-up

· Call project director two weeks in advance to schedule appointment

· Send project director a Monitoring Preparation Checklist (see appendix # 10) to aid them in preparing for the monitoring visit

· Confirm appointment three to five days prior by telephone or email 

3.21.3.2
Responsibility for On-Site Monitoring

Section 402 grants for $15,000 or more shall require an on-site monitoring visit by the applicable program manager. LELs shall be responsible for on-site monitoring of grants less than $15,000.  Section 405 May mobilization grants shall be subject to desk monitoring only.

3.21.3.3
Monitoring Schedule

On-site monitoring shall occur during the first six months of the grant period, unless the release of federal funding occurs at such time that it makes this impractical. This decision will be at the discretion of the KOHS. 

3.21.3.4
Elements of Monitoring Visit

During the on-site monitoring visit, the program manager or LEL shall:

· Review expenditures to determine if they are on schedule

· Examine grantee’s files to ensure that adequate records of activity are being maintained

· Examine any program enhancement items purchased to ensure that they contain an approved highway safety message

· Examine any equipment purchased to verify that it conforms to invoices submitted for reimbursement and that it is being utilized as approved

      Note:   Verify that equipment has been installed, if applicable 

· Review and determine the status of each project objective with the project director

· Review evidence of progress toward task completion

· Discuss status of participation in mobilizations, attendance at required KOHS events, etc. 

· Determine whether grantee is using current traffic crash data to guide allocation of overtime and to gauge overall performance

· Discuss final reporting requirements, emphasizing the need to compare grant year-end results with the stated goals and objectives of the project  

3.21.3.5
Monitoring Report

Following an on-site monitoring visit, the program manager or LEL shall complete an on-site monitoring review report (see appendix # 11) and shall send a copy of this report to the grantee within 30 days of the visit. If any deficiencies are observed during the monitoring visit, these shall be noted in the monitoring review report, along with recommendations for correcting them. In this case, the grantee will be required to respond to the KOHS recommendations within 14 business days, detailing how they will address each of the specified deficiencies. A copy of the completed on-site monitoring report, as well as any other related correspondence, shall be placed in the grantee’s central file. 

3.22
Contract Non-Compliance/Termination

In the event that a grantee has been notified of problems or areas of non-compliance (as outlined in the monitoring sections above) and does not take the necessary action to remedy the problems within an acceptable time frame, KOHS may initiate termination of the grant contract.  This sanction will be imposed as a last resort when any sub-recipient of federal funds fails to fulfill contract requirements in a timely or proper manner, refuses to abide by specific terms, or violates the conditions of a contract. In such a case, the Executive Director of the KOHS will provide written notification to the project director at least 30 days before the effective date of cancellation. Such notice shall indicate the effective date of cancellation and the specific reason as to why the contract is being terminated.  Termination shall not preclude the grantee from receiving reasonable and equitable compensation for satisfactory work already completed. Any grantee activities related to the contract after the day of receipt of the KOHS letter of termination will require prior approval. In the event of contract termination by either party, any equipment purchased with current year grant funds shall be returned to the KOHS.

3.23
High-Risk Grantees

Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments (“The Common Rule”) 49 CFR-Part 18-Subpart B-18.12 sets forth the following conditions that may be used to determine if a grantee is “high risk”:

1. Has a history of unsatisfactory performance.  Unsatisfactory performance includes, but is not limited to:  lack of substantial progress on all goals and objectives as included in the signed grant agreement; inability to properly expend the federal highway safety grant funds allocated to meet the goals and objectives as included in the signed grant agreement; lack of participation in NHTSA and KYTC, or 

2. Is not financially stable, or

3. Has a management system which does not meet the management standards set forth in this part, or

4. Has not conformed to terms and conditions of previous awards, or

5. Is otherwise not responsible

If the grantor determines that an award will be made, special conditions and/or restrictions shall correspond to the high risk condition and shall be included in the award.

3.23.1
Restrictions

When the KOHS makes a determination that a grantee is high-risk, special conditions and restrictions may include:

1. Withholding authority to proceed to the next phase until receipt of evidence of acceptable performance within a given funding period

2. Requiring additional, more detailed, financial reports

3. Additional project monitoring

4. Requiring the grantee to obtain technical or management assistance

5. Establishing additional prior approvals

3.23.2
Notification

If the KOHS decides to impose such conditions, the KOHS Executive Director will notify the grantee as early as possible, in writing, of:

1. The nature of the special conditions/restrictions

2. The reasons for imposing them

3. The corrective actions which must be taken before they will be removed, and the time allowed for completing the corrective actions

4. The method of requesting reconsideration of the conditions and/or restrictions imposed
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