[image: image1.png]





OFFICE OF TRAFFIC SAFETY








DIVISION DIRECTIVE MANUAL
	FORWARD DPS-IC:
January 1, 2007
	ORIGINATION DATE:
 Jan 15, 2004    
	APPROVED BY:
Chuck Abbott, Div Chief

	REFERENCES:

	DATE EFFECTIVE: 
January 1, 2007         
	SUBJECT: 
Project Monitoring & Review   

	PROCESSED BY:                 Kim Smith-Kiphart
	REVISION DATE:  
December 31, 2006
	DIRECTIVE NUMBER:
3.3.902 (Previously 9.2)


POLICY:  
It is the policy of the Office of Traffic Safety (OTS) to periodically monitor and review all ongoing projects.  Information collected during this control function can be used to evaluate current projects, to determine if adequate progress is being made by sub grantees, and to ascertain compliance with federal and state laws.

PROCEDURES:

A.
General:  The monitoring process actually begins during the grant proposal review process.  Potential grantees who fail to meet submission deadlines, submit inaccurate or incomplete documents or display substandard communication are of concern.  These factors must be considered when the decision is made to approve or disapprove a grant application.  Mitigating circumstances such as a critical need for the grant activity or the willingness of OTS to provide additional training or oversight may result in the grant being approved subject to special conditions.  In those cases the need for earlier and more intensive monitoring is essential.  The extent to which DPS-OTS monitors sub grants depends upon staff resources and available time. Monitoring is an ongoing process which affects every stage of a grant project. 
· Conceptual:  Where does the proposal fit within the State’s problem identification and program planning goals?  What is the quality of the grant proposal’s structure, contents, requirements and reporting?

· Project Development:  How will goals be evaluated?  What is the relationship of the activities to the problem identification, goals, and objectives contained in the Highway Safety Plan?  Is there an evaluation plan?

· Implementation:  Is the project started on time?  Is quality and timely project data being collected for management and evaluation purposes?  How adequate is the fiscal management of the project?  What mid-course adjustments need to be made as a result of State monitoring oversight?

· Project Closeout: Are the project results identified and verified through monitoring?

B:
Types of Monitoring:  Projects funded by the DPS-OTS will be reviewed periodically by either on-site monitoring or by desk monitoring.      

· On-site monitoring will utilize a prepared checklist to review and document performance results, project activities, reimbursement claims, equipment purchases, required approvals and other information relevant to a project.  The monitoring report will be completed at the project location and later reviewed by the Chief, Office of Traffic Safety.  Monitoring reports will be used in selecting which projects will be reviewed during future monitoring cycles and in the evaluation of multi-year grants for continuation.  While on-site monitoring requires an extensive investment in manpower and time, it is considered the best tool for determining the effectiveness of a project. 
· Desk monitoring will consist of a summary or notes of conferences, telephone calls, e-mail correspondence, claims reviews, project reports reviews, direct observation of activities, meetings, training workshops, and press events conducted during the course of the month.   This type of monitoring serves as a tool in determining the progress of project programs and/or fiscal activities.
C:
Selection of projects for monitoring:

· On-site monitoring:  The Chief, Office of Traffic Safety will produce a monthly list of projects to be monitored on-site during a 30 day period.  The list will be provided to the Program Mangers not later than the 1st day of each calendar month.  In selecting which projects will be monitored on-site, the Chief, Office of Traffic Safety will consider the size of the grant, equipment to be purchased, proven ability of the grant recipient, relative risk, monthly desk monitoring reports, and availability of resources needed to perform on-site visits.  
· Desk monitoring:  At the beginning of each fiscal year, DPS-OTS Program Managers will be assigned specific grants to manage and monitor throughout the year.  Each Program Manger will monitor his/her assigned grants monthly and annotate the sub grantees progress in their project file.     
D.
The on-site monitoring process:
· Prior to an on-site visit, the Program Manager should:
· Notify the project director of the site visit

· Review the project agreement and all related correspondence

· Review the financial claims that have been submitted

· Review equipment purchase records

· Schedule the appointment with key sub grantee staff

· Submit a DPS-OTS travel request

· Provide a list of documents to be reviewed on site (time sheets, purchase orders, invoices, forms and equipment) to the sub grantee.

· Prepare the DPS-OTS Form 15

· Actions to be taken during an on-site visit:

· Introduce all people present

· Outline the purpose of the visit

· Identify persons to be interviewed

· Request reports and source documents

· Conduct the review using DPS-OTS Form 15

· Communicate effectively

· Conduct physical audit of equipment or materials purchased

· Document findings

· Provide initial feedback

· Establish the next step

· Complete DPS-OTS Form 15, provide sub grantee with a work copy prior to leaving

· Documents to be reviewed during on-site monitoring:

· Request for reimbursement:  Include any appropriate accounting detail forms or supporting documentation.  In reviewing these documents, a sampling methodology may be used, either randomly (such as every fifth voucher or every other timesheet).  The purpose of the financial document review is to ensure that costs claimed reconcile to the documentation.

· Time sheets:  Time sheets, pay records, payroll registers, and possibly personnel (salary rate) records must be reviewed to determine that salary and wage costs are fully supported.  Time sheets must account for 100 percent of time regardless of the amount charged to a grant.  If only a percent of time is to be reimbursed, then the prorated amount must be correct.

· Fringe benefits:  If fringe benefits (such as health insurance, pension plan, etc.) must correspond to the amount or percent eligible.

· Travel costs:  Only travel directly associated with the grant may be reimbursed.  This might include, for example, travel to meetings called by OTS.

· Invoices and payments:  Only those items in the approved budget may be reimbursed.  Any discounts must be credited; the discounted amount would be reimbursable.  Any payments must be directly attributable to the grant costs.

E.  Desk Monitoring:  
· Each Program Manager will monitor the activities of their grants on a monthly basis.  Desk monitoring will be documented by a:

· Summary or notes made during conferences and meetings (DPS-OTS Form 11)
· Records made of telephone calls and e-mail correspondence (DPS-OTS Form 11)
· Review of claims received. 

· Review of quarterly reports

· Direct observation of activities

· Notes from meeting and/or training workshops

· Press events or activities conducted during the course of the month
· Desk monitoring will be reported monthly to the Chief, Office of Traffic Safety on DPS-OTS Form 20 (Consolidated Desk Monitoring Report) not later than the last working day of each calendar month.  An electronic version of the DPS-OTS Form 20 is encouraged.
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