On-Site Project Monitoring Process


General Monitoring Info
· Review all data with the Project Director and other appropriate operational personnel on-site to ensure that project objectives are being met.

· Review of supporting documentation.

· Assessment of effectiveness of project.

· Confirmation of the accuracy of reported data.

· Documentation submitted and written approval for any travel or mileage reimbursement.

· Review Public Information and Education (PI&E) materials used.

· Documentation verifying minimum training requirements is satisfied (if applicable).

· Determination that expenditures are on schedule.

· Insure that position descriptions have been provided for the grant file for all positions assigned to the grant for 500 hours or more.

· Documentation of any problems or concerns.

· Identification of any deficiencies or recommendations for corrective action.

· Fully complete On-site Monitoring form from GMS and give to Grants Assistant.  Do not just give “Yes” or “No” responses on the form.

Financial Review
Things to consider when monitoring projects from a financial standpoint:

· Has the accounting system used by the sub-grantee been reviewed by TSD to determine conformance with state policies and procedures?

· Is there evidence of proper claim review and approval by authorized officials?

· Provide full and complete documentation copied and reviewed by the Program Manager for a Claim for Reimbursement, to be added to the grant file.

· Is there reasonable separation of duties in the financial process to provide for adequate internal controls?

· Is claimed costs part of the approved budget in the Project Agreement?

· Were claimed costs incurred within granted period?

· Are Claims for Reimbursement submitted on a regular and timely basis?  If no costs have been incurred, have zero claims been submitted by grantee?

· Are claimed costs supported by time sheets, vouchers, invoices, purchase orders, etc?

· Insure that furniture has not been purchased with grant funds.

· If indirect costs are being claimed, are they consistent with the Indirect Cost Rate that was established in the grant paperwork?  Has an Indirect Cost letter been provided for the grant file?

· Is there evidence to support claimed project match by sub-grantee?

· Are total expenditures reasonable in relation to length of time project has been implemented?

Equipment

When monitoring projects with grant-funded equipment consider the following:

· Has pre-approval been received by NHTSA on equipment/software costing $5,000 and over?

· Does the grant-funded equipment actually exist and can it be accounted for?

· Is the condition of such equipment reasonable and consistent with its intended use?

· Do the serial number(s) on the equipment inspected match the number(s) on the inventory list for the grant-funded property?

· Is the equipment being used for the originally authorized grant purposes?

· Office digital camera may be checked out to take photos of equipment for grant file.


Contracts


When monitoring projects which contain third-party contracts consider the 
following:

· Were state policies and procedures followed on any contracts awarded under federally-funded grant projects?

· Has the grantee provided copies of the contracts for the grant file?


Continuation Projects
· Has the project demonstrated great merit or the potential for significant long range benefit?

· Does the project provide for cost-assumption planning, including appropriate match from non-federal sources the fourth and subsequent years?

· Is there documentation to support the required non-federal match?


Program Income

On projects with potential program income, consider the following:

· Has program income been used to further the objectives of the project?

· Has program income been used to satisfy cost-sharing or matching requirements and, if so, has such use been approved by the Regional Administrator as required?


Enforcement Projects

When monitoring enforcement projects, especially when payment for overtime 
is authorized, consider the following:

· Overtime claimed by unauthorized officials (i.e., Program Administrator, Supervisor, non-enforcement employees).

· Excessive overtime claimed by one individual.

· Repetitive periods of non or low-productivity (i.e., blank worksheets, low citation rates, etc).

· Front/back loading worksheets (i.e., this situation entails an officer writing all of the traffic tickets during either the first hour or last hour of the overtime period).

Monitoring Trouble Signs
The following characteristics are indicators of potential problems with a grant-funded project and should be considered “red flags” which warrant further examination:

· Late starts

· Low activity

· Slow expenditure rates

· Late reports

· Discrepancies on reports


2

  

