[image: image1.jpg]Department of

Safety &
— Homeland Security

TENNESSEE HIEHWRY SAFETY DFFICE
merayos A R R LV E





Tennessee Department of Safety and Homeland Security

Tennessee Highway Safety Office
QTR scheduled for review: ________
Highway Safety Partner,

This letter serves to help you in preparing for a quality on-site grant monitoring. Please take the necessary time to prepare. 
In advance of the monitoring visit:

1.  Title VI

a. The Title VI Coordinator or a representative from your agency must complete the short Title VI assessment.

b. It is located at http://tntrafficsafety.org/titlevi.
c. During the visit we will discuss whether or not the assessment was completed; however, our office does not determine compliance of the assessment.
d.  A hard copy is no longer required.

2. Overtime (if you receive grant funding for overtime enforcement)

a. Email a copy of your agency’s overtime policy in advance of the on-site visit.

3. Purchasing (if you receive grant funding for purchasing)

a. Email a copy of your agency’s purchasing policy in advance of the on-site visit.

The documentation you are to have ready is now acceptable in electronic or paper format. The documents must be viewed on site regardless of your chosen format.

Part I: Group Meeting – Project Director and Financial Officer (or individual responsible for financial documents relative to the project. (30 minutes to 1 hour)

Possible topics of discussion:

1. Project Goals/Objectives/Tasks



2. Status Report

3. Data Collection Form (for law enforcement grants only)


4. Claim

5. Policy on overtime enforcement, purchases, etc.






6. Questions/Concerns/Obstacles

7. Title VI assessment
Part II: Monitoring (1 – 2 hours)

Please provide a private space with:

· A desk/table and chair

· Access to an electrical outlet

Required documentation (electronic or paper):
· Copy of the fully signed grant contract 

· Financial documents (time sheets, law enforcement overtime activity sheets, bids, invoices, equipment inventory, etc.) 

· Program documents (invoices, emails, data tracking, signed travel authorizations, correspondence, agendas from meetings, minutes, etc.)
· TDOSHS Title VI posters (English and Spanish) displayed in both public areas (English and Spanish version) AND in employee break areas (English version only). (See attachments. They are also located at https://www.tn.gov/content/dam/tn/safety/documents/TitleVI_Plan.pdf Appendix H)
· A copy of State of Tennessee Remittance Advice (check copy or ACH) to your agency for the claim period being reviewed

Needed documentation, if applicable. (electronic or paper)
· Copy of purchasing policies. If state purchasing policies are used, they can be found at https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/library-.html 
· Copy of job descriptions (Specific to job paid through THSO grant funding if full time or part time. This is not required of overtime funding.)

· Copy of OT policies If State policies on overtime are used, they can be found at: https://www.tn.gov/content/dam/tn/hr/documents/01.11.18_HR_Attendance_Leave_Manual_Nov2015.pdf 
· Access to all time cards/time sheets for grant-funded enforcement for the quarter being reviewed. In the event these are kept at a different location, the meeting place may need to be changed to accommodate. 

· A copy of the fully approved 3rd party contract/MOU if your project includes Professional Fees

· Copy of Perpetual Inventory Record for capital purchases (items $5000 and above) – (See attached) - This is a separate form from our required THS-22 and must contain all items detailed in your THSO grant contract. 
Applicable years are:
· FFY20 – equipment $5000 and above – tracked through FFY23
· FFY19 – equipment $5000 and above – tracked through FFY22

· FFY18 – equipment $5000 and above – tracked through FFY21

· FFY17 – equipment $5000 and above  - tracked through FFY20 (final year)

I look forward to meeting with you. Please feel free to call in advance if you have any questions.

Sincerely,

(Your name and title)

Attachments
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