Tennessee Governor’s Highway Safety Office

Program Manager Check List

No later than two weeks prior to visit

 FORMCHECKBOX 
 
Call grantee at least two weeks prior to schedule visit.

 FORMCHECKBOX 
 
Email the pre-visit letter and Title VI Assessment immediately following confirmation of date. 

Week prior to visit

 FORMCHECKBOX 

Review all paperwork related to project 

Project agreement

Correspondence

Monthly/Quarterly reports


         Modifications

 FORMCHECKBOX 

If this is a follow-up monitoring visit, list items requiring follow-up from previous on site visit 

Two or three days prior to visit

 FORMCHECKBOX 
 
Email or call to confirm 

Day of visit

 FORMCHECKBOX 

Arrive early or on time

 FORMCHECKBOX 
 
Review activities and milestones

 FORMCHECKBOX 
 
Examine objectives vs. project purpose

 FORMCHECKBOX 
 
Review financial documents and determine spent/unspent funds

 FORMCHECKBOX 
 
Inspect equipment/ inventory

 FORMCHECKBOX 
 
Secure all records not submitted

 FORMCHECKBOX 
 
Discuss the project with the staff

 FORMCHECKBOX 

Complete monitoring report on site

 FORMCHECKBOX 

Request completed Title VI Assessment

After the visit

 FORMCHECKBOX 

Program Manager will compile the original documents and submit to Program Management Administrator (PMA)
· Follow up letter

· Monitoring report

· Title VI Assessment

 FORMCHECKBOX 
 
PMA and Director will review and sign. PMA will return to program managers.

 FORMCHECKBOX 

Program manager will file original monitoring report in grantee file

 FORMCHECKBOX 
 
Program manager will make two (2) copies of the original follow up letter

· One copy to PMA who will forward to TDOT Finance
· One copy placed in grantee’s file

· The original will be mailed to the grantee

 FORMCHECKBOX 
  
Program manager will make one (1) copy of the original Title VI assessment

· One copy placed in grantee’s file

· Original to Deputy Director who will forward to Civil Rights/Title VI Division
 FORMCHECKBOX 
  
Letters addressing FINDINGS should be handled as soon as possible.

Your letters should include a time line as to when you expect the recommendations to be in place or the findings resolved. This letter must come from the Director of the GHSO.

