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Section 13 - Monitoring

Purpose

According to 49 CFR Part 18.40, NOHS is responsible for managing the day-to-day operations of contract supported activities.  The NOHS must monitor contract supported activities to assure compliance with applicable Federal requirements and to ensure performance goals are being achieved.

Monitoring is done to maintain control of a project, detect problems, identify changes or training needs, provide data for planning, and evaluate and create an opportunity for NOHS to provide technical assistance when needed.  It also is a way to encourage accountability on behalf of the contractor.  Monitoring requires forms to be completed for documentation.

Types of Monitoring

NOHS will utilize the following types of monitoring:

· Ongoing contact with the contractor through phone calls, meetings, e-mail, and correspondence.

· On-site monitoring reviews of project operations, management, and financial systems

· Monthly review of activity reports and approval of CR.

Ongoing Monitoring

Ongoing monitoring occurs every time the Project Manager holds a discussion or communicates with a contractor through phone calls, meetings, e-mail or correspondence.

· Frequency: Ongoing monitoring can occur daily, weekly, or monthly. Weekly phone calls may be appropriate if there are problems.  Monthly status meetings might be needed for complex projects.  Some form of ongoing monitoring shall be conducted by the Project Manager with each contractor in their program area at least monthly.  The NOHS Administrator shall ensure all required on-going monitoring activity is completed by the Project Manager within the Federal fiscal year in compliance with NOHS policy.

· Problems: If problems are identified, the situation could require a meeting between the contractor and the Project Manager or even the scheduling of an on-site monitoring visit.  The determination of the appropriate action to be taken should be made by the NOHS Administrator and the NOHS Project Manager.  Any additional monitoring requirements will be documented in the project file. 

· Approach: The Project Manager will rely on regular correspondence and the annual on-site visit to handle routine project issues.  The contractor’s project director should monitor work under the agreement with sufficient frequency to be sure the work is progressing according to the plan and to quickly identify any major problems or variances from the plan.  Careful monitoring of work is the best method of assuring compliance with the grant and preventing disputes.

· Items: Any item related to the progress and management of the contract should be covered in ongoing monitoring.  Although usually limited to the progress of activities, ongoing monitoring should also cover budget issues, problems encountered, procurement procedures, projected changes, etc.

· Participants: Ongoing monitoring can involve any contract personnel with management or oversight responsibility for the project.  In addition to the Project Director, this may include a financial officer and any other key project personnel.

· Documentation: Copies of all correspondence are to be kept in the NOHS project file.  A note to the file should be provided to document all meetings and significant discussions.  This documentation

becomes essential during the course of the project in case of changes in the project activities, budget, or personnel.  The documentation is also extremely important at the end of the project as it is used to evaluate grant and contractor performance.

Monthly Monitoring

Monthly monitoring occurs when the Project Manager reviews the contractor’s monthly activity report and monthly CR.  During these reviews the Project Manager should:

Claim for Reimbursement (CR)

· Verify the “Previous Months Expenditures” and “Total Expenditures to Date” against the previous CR.  Resolve any discrepancies.

· Review the CR to ensure all required signatures have been obtained from the contractor.

· Review all current month expenditures and supporting documentation to ensure expenses are eligible reimbursable expenses supported with the necessary documentation.

· Review any program income.

· Determine the Federal Reimbursement Percent (i.e. 100%, 75%, or 50%).

· The Project Manager should address and resolve any problems or discrepancies with the contractor prior to submitting the CR.  These communications must be documented in the project file.

· The Project Manager initials and dates in the designated area approving the reimbursement request.

· Project Manager files a copy in the project file until the original CR and supporting documents are processed and returned by the NOHS Accountant.

Activity Reports

· The Project Manager reviews the contractor’s monthly activity report to determine the progress of the project.

· All activities should support the strategies and objectives in the Contract Proposal.

· The Project Manager should address and resolve any problems regarding the scope of activity with the contractor.  These communications must be documented in the project file.

After conducting the monthly review of the contractor’s CR and activity report, the Project Manager will complete an NOHS Monthly Monitoring Report reflecting the contractor’s activities and expenditures.  The NOHS Monthly Monitoring Report should address each objective outlined in the contract proposal.  The monthly activity should support these objectives.

On-Site Monitoring

Calls, letters, and occasional meetings are generally not sufficient to adequately monitor a project, particularly those that are more complex.  The Project Manager will need to go on-site to review project status, documents, contractor management, and financial systems annually.  This type of in-depth review is called “on-site monitoring” because the Project Manager must actually go to the location of the project and the offices of the contractor to conduct this monitoring.  The need for on-site monitoring may be identified during ongoing monitoring activity. (See Appendix E. On-Site Monitoring Form).

Items to Review: An on-site monitoring review includes an examination of all issues related to the effective and efficient operation of the project.  The following, though not all-inclusive, are the most important items to review:

· Progress toward achievement of objectives and performance goals.

· Adherence to strategies and action plan.

· Status of budget.

· Accounting records.

· Personnel records and time sheets.

· Any necessary pre-approvals (such as out-of-state travel).

· Supporting documentation (signature authority letter, verification of costs, invoices, subcontracts, etc.).

· Equipment purchased or leased as part of the project (i.e., inventory purchased for the project) to ensure that it is being used for the purpose for which it was bought or leased under the grant agreement.

· Advance Preparation: Prior to the on-site monitoring, the Project Manager should:

· Plan each site visit well in advance (preferably three to four weeks).

· Carefully review the contract agreement to determine which activities in the action plan should have been accomplished by the site monitoring date.

· Note any special terms or conditions that need monitoring.

· Review all correspondence, performance reports, and requests for CR submitted prior to the visit.

· Set appointments with the contractor’s project staff.

· Provide to the contractor a list of the types of documents to be reviewed (i.e., time sheets, invoices, and forms).

· Note items requiring follow-up from previous monitoring visits or ongoing monitoring.

· Review of Source Documents: The Project Manager will review documents and evidence of task completion depending upon the activities to be conducted and the types of costs involved in the project.  Examples of source documents to be included are shown in the following table:

Source Documents Reviewed During On-Site Monitoring

	Document Type
	Notes

	Time Sheets
	Time sheets, pay records, payroll registers, and possibly personnel records (salary rate) must be reviewed to determine salary and wage costs are fully supported.  Time sheets must account for 100 percent of time regardless of the amount charged to a grant.  If only a percent of time is to be reimbursed, then the prorated amount must be correct.

	Fringe Benefits
	If reimbursable, fringe benefits (such as health insurance, pension plan, etc.) must correspond to the amount or percent eligible.

	Travel Costs
	Only travel directly associated with the grant may be reimbursed.  This might include; for example, travel to meetings called by the NOHS.

	Claims and Payments
	Only those costs in the approved budget may be reimbursed.  Any discounts must be credited; the discounted amount would be reimbursable.  Any payments must be directly attributable to the grant costs.


In the case of a high volume of documents, a sampling methodology may be used either randomly or selectively (such as, every fifth voucher or every other time sheet).  The purpose of the financial document review is to ensure costs claimed reconcile to the documentation.

· Review of Project Status: The Project Manager will review the status of project activities for examples of evidence of progress towards task completion.  This might include the following:
· Attendance rosters for training projects or events.

· Citations and warnings for enforcement projects.

· Newspaper clippings of events for public information activities.

· Analyses and reports for data or problem identification projects.

· Survey or questionnaire results.

· Personnel training records.

· Review of Budget Requirements: The Project Manager will review the records for adherence to the budget requirements including, but not limited to, determining whether:

· Expenditures are on schedule.

· Costs are in the approved budget or any subsequent amendment.

· Any necessary prior approvals for travel, equipment purchases, or changes have been obtained.

· Appropriate procedures have been followed for all expenditures.

· Appropriate supporting documentation is available and filed.

· Reimbursements are up to date.

· Direct Observations: Although not required, on-site monitoring may also include direct observation of activities performed.  These might include attendance or participation in a:

· Meeting, workshop, or training course.

· Press conference or other media event.

· Presentation to a school, organization, or civic club.

· Task force or committee meeting.

· Shift of overtime enforcement.

· Documentation: The Project Manager will complete the required on-site NOHS monitoring record form.  The Project Manager will sign the form according to the instructions provided and attach copies of all appropriate records and other documents reviewed during the visit.  The checklist, with attachments, will be placed in the contractor file at NOHS.

· Contractor Notification-Compliance: If no corrective action is necessary, the contractor shall be notified of the results of the on-site monitoring by letter.  The contractor may receive a copy of the Monitoring Form upon request.
· Contractor Notification-Noncompliance: If corrective action is needed, reference should be made to Section 14. Resolution of Monitoring Findings.  The determination of the appropriate action will be made by the Project Manager and the NOHS Administrator.  Any additional monitoring requirements will be documented in the project.
Section 14 – Resolution of Monitoring Findings

Minor Findings

The Project Manager shall notify the contractor’s project director in writing upon any initial indication of minor discrepancies or errors in reporting, project implementation, or accounting.

A written notification of any finding must include the following information:

· A description of the finding.

· A description of any actions or options the contractor may make in response to the finding.

· A date by which the contractor should implement the recommended action or advise NOHS of a proposed alternative or both.  Under most circumstances, this date should be no more than 30 days after written notification by the NOHS.

Copies of this correspondence, including copies of e-mail exchanges, are to be included in the project file.

Repeated Incidence/More Serious Findings

Upon a repeated incidence of a minor finding or a more serious error or discrepancy, the Project Manager will request through the NOHS Administrator that a written warning be sent to the contractor.

In addition to the information required for a minor finding or first notification, the letter may include any potential ramifications or imposed requirements.  These remedies might include temporary delays in reimbursement, modification of the agreement including the reduction of funding, or cancellation of the project agreement.

Significant Findings Requiring Immediate Action

In the event there are serious problems or issues identified, the Project Manager will immediately notify the NOHS Administrator to determine appropriate course of action.  If serious financial problems are identified, the NOHS may request a full audit be completed by an outside auditor before taking further action. 

Significant findings are to be addressed immediately with a written notice to the contractor with the NOHS Administrator approval and signature.

Resolution of Repeated, More Serious and Significant Findings

Immediate actions to correct the problem will be negotiated by the Project Manager and the contractor and implemented by the contractor.  The contractor will be required to submit a Corrective Action Plan (CAP) to NOHS which details how and when the identified deficiencies will be addressed and will be signed as appropriate by the parties involved.  A date for an on-site follow-up review will be established and corrective action will be monitored by NOHS for compliance.

In addition, the following statement may be included in the CAP:

“NOHS has determined the contractor is ‘On Notice’ during Federal fiscal year (XXXX) due to the following reasons: (list applicable reason).  Your agency is informed if similar failures to meet the grant requirements occur in the current fiscal year, NOHS may modify the agreement including the withholding of grant reimbursement, suspension of all or part of the grant, or cancellation of the grant as provided by 49 CFR Part 18.43. NOHS will work with your agency wherever possible to assist your agency in fulfilling the requirements of the grant agreement.”

If the problems or issues cannot or have not been resolved, the following actions may be imposed by NOHS consistent with 49 CFR Part 18.43:

1. Withhold grant reimbursement – Requires the NOHS Administrator to provide written notice to the contractor’s Project Director detailing the specific problems or issues, the action required to correct the situation, and applicable penalty for failure to make the correction(s).

2. Suspension of grant or part of grant – Requires the NOHS Administrator to provide written notice to the contractor’s Project Director at least ten days before effective date of suspension and should include the part or activity in the grant which is being suspended and the action to be taken by the contractor to remove the suspension.

3. Cancellation of grant – (A last-resort action to be used only when a contractor or any recipient of Federal funds under the grant fails to fulfill the terms and conditions of the grant agreement in a timely and proper manner, refuses to abide by specific terms or conditions, or violates the terms of a Grant Agreement.)  Requires the NOHS Administrator to provide written notice to the contractor’s Project Director at least 30 days before effective date of cancellation and shall include:

a. Effective date of the grant cancellation.

b. Specific terms and/or conditions violated.

c. Requirement to forward to the NOHS all grant-related materials, whether or not completed.

The contractor is entitled to receive reasonable and equitable reimbursement for work satisfactorily completed.  Equipment purchased with grant funds shall revert to the NOHS for disposition in accordance with 49 CFR Part 18.32.
Copies of any action involving suspension or cancellation will also be forwarded to the Regional Administrator of the NHTSA Regional Office. 

Removal of “On Notice” Status

A contractor designated as “On Notice” will remain as such until NOHS has determined through a review that all deficiencies have been corrected.  If all deficiencies are found by NOHS to have been corrected, the contractor will be removed from “On Notice” status at the beginning of the next fiscal year.  If one or more of the initial reasons for designating the contractor as an “On Notice” is found to still exist any time during the fiscal year, the contractor will remain as an “On Notice”.  If a contractor is designated as an “On Notice” for a duration of six months or more during the fiscal year, NOHS will automatically place any requests by the contractor for funding in the next fiscal year within the “not to be funded” category.

Appendix G. On-Site Monitoring Form

Nebraska Office of Highway Safety

On-Site Monitoring Form

	CONTRACTOR INFORMATION

	Contractor:
	     
	Project #: 
 FORMTEXT 

     

	Contract Amount:
	$     

	Dollars Expended to Date:
	$     

	*All projects will be monitored once a year at an on-site visit with the exception of mini-grants.

	Address:
	     
	City: 
 FORMTEXT 

     

	State:
	  

	Agency Director:
	     
	Telephone:
	

	Contract Representative:
	     
	Telephone:
	

	AUDIT INFORMATION

	Date of Desk/On-Site Visit:
	     
	Monitoring Type: Phone FORMCHECKBOX 
  On-Site  FORMCHECKBOX 


	                                                                                                                                        1 = Low     5 = High

	 1
Are contract project strategies on schedule:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
                    1 - 2 - 3 - 4 - 5

	 2
Are monthly reports up to date:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
                    1 - 2 - 3 - 4 - 5

	 3
Are claims being submitted in a timely manner:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
                    1 - 2 - 3 - 4 - 5

	 4
Is the project staffed as required:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	 5
Is activity acceptable:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	 6
Does the contract include special conditions:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
                    1 - 2 - 3 - 4 - 5

	 6a
Have special conditions been met:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	 7
Have general conditions of the contract been met:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
                    1 - 2 - 3 - 4 - 5

	 8
Have any contract modifications been made:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
                    1 - 2 - 3 - 4 - 5

	 9
Has pre-service/in-service training been provided:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	10
Obtain copies of all required reporting documents:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	11
Has contract equipment been purchased:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	11a
If so, has equipment been put in service:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	11b
Inspect all contract purchased equipment:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	11c
Has an Equipment Inventory Log been completed: beencompletedry serial number attached:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	11d
NOHS equipment tag attached:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	12
Have education items been ordered:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	12a
Have educational items been received:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	13
Artwork/Safety message approved:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	14
Travel reports submitted:
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
     N/A  FORMCHECKBOX 
    1 - 2 - 3 - 4 - 5

	DEFICIENCY INFORMATION

	Note deficiencies by referencing number and describing deficiency and required correction(s)  (attach additional sheet if needed):

	

	

	

	

	

	

	Deficiencies must be corrected by: 
 FORMTEXT 

     

Score: 
 FORMTEXT 
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