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   STATE OF TENNESSEE
DEPARTMENT OF TRANSPORTATION

Governor’s Highway Safety Office

James K. Polk Building, Suite 1800

Nashville, Tennessee  37243-0349

  (615) 741-2589

  JOHN C. SCHROER  







                Kendell Poole

      Commissioner    








        Director

Highway Safety Partner,

This letter serves as a reminder of what helps to provide a quality on- site grant monitoring. Please take the necessary time to prepare. I will be reviewing work for the __??__ quarter.

Part I: Group Meeting – Project Director, Finance Director, etc. (30 – 45 minutes)

Possible topics of discussion:

1. Project Goals/Objectives

2. Project Tasks

3. Data

4. Status Report

5. Questions/Concerns/Obstacles

Part II: Monitoring (1 – 3 hours)

Please have the following ready:

· A private space with:

· A desk/table

· Chair

· Electrical outlet

· Wireless internet capability (We have our own wireless card but do not need to be confined to areas where there are firewalls.)

· Signed contract including the grant application

· Completed Title VI Assessment. (See attachment)
· Financial documents (time sheets, bids, invoices, modifications, contracts, equipment inventory, etc.) 

· Be prepared to present a copy of the check or electronic transfer of funds from the GHSO/TDOT of the quarter being monitored.

· Program documents (invoices, emails, data tracking, signed travel authorizations, correspondence, agendas from meetings, minutes, etc.)
· Copy of Purchasing/Bid Procedures used by your agency (Applicable only if equipment is purchased through grant)

· Copy of job descriptions (Relative to job paid through grant funding whether full time, part time or overtime.)

· Inventory list of equipment purchased through the grant. Be prepared to show any piece of equipment that has been purchased with grant funds within the last 3 years. This may require travel to a different location.
I look forward to meeting with you. Please feel free to call in advance if you have any questions.

Sincerely,
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