PREPARATION FOR ON-SITE MONITORING

Minnesota Office of Traffic Safety

Purpose:
To assure that OTS coordinator is fully knowledgeable about all aspects of the project’s operations including areas that are going as planned, exceeding expectations, or need to be addressed. Make a copy of the Grantee’s duties and Budget to take with you.

_____1. Review encumbered grant agreement and any subsequent amendments

____2. Review all correspondence – written and e-mail

_____3. Review progress reports submitted by the project director for:



____ a. Actual operational data



____ b. Expenditures



____ c. Persons trained



____ d. Other project activity



____ e. Progress towards meeting goals and objectives

_____4. List items requiring follow up and/or further explanation. (List on back if necessary)

_____5. Contact the grantee’s authorized representative (project director) and make appointments. Make arrangements to contact all individuals connected with the project.

_____6. Inform project director of records to be reviewed:



___
Progress reports



___
Support information



___
Activity records



___
Timesheets



___
Inventory control forms



___
Data from prior year (if applicable)



___
Equipment purchases



___
Expenditures



___
Personnel training records

Remember you are reviewing things that are done well, along with things that may need

improvement or attention.
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