28th REVISION- MARCH 2023– UNDERLINED REVISIONS


MANAGEMENT REVIEW ELEMENTS – HIGHWAY SAFETY PROGRAM

State Management Review in FY 2022 and FY 2023 ONLY- Self Assessment Checklist

State of:        Projected Review Dates:       SHSO Reviewer:     
I. ORGANIZATION AND STAFFING
Responsible SHSO Staff Member:      
I - A: Authority and Functions





	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	Legislation or Executive Order
	Maintain copy of State enabling legislation or Executive Order (EO) on hand that establishes the authority, organization, placement and functions required of the SHSO. Make available any applicable State regulations and SHSO Policies and Procedures.
Resources: 23 CFR § 1300.4
State Law/EO: XXXX
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	1. Policy
	F:  Ensure that legislation or EO states Governor is responsible for SHSO program administration and have copy of document on hand. Demonstrate that the SHSO has been provided adequate powers, is suitably equipped and is organized to carry out the program. 
Resources: 23 CFR Part 1300.4 
State Law/EO: XXXX
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	NHTSA TIP: Compare personnel data collected prior to the MR with information gathered on site for accuracy
	
	

	2. Authority
	F: Ensure SHSO has authority to develop and implement the Highway Safety Plan (HSP), collect data, maintain or access traffic records systems, review and comment to the Governor, award grants, provide technical and financial assistance and adequately staff the SHSO.
Resources:  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	3. Functions
	F: Ensure SHSO conducts the required functions 

Resources: 23 CFR § 1300.4(c)(1-12),GHSA Member Only Site/SHSO Organization/Sample Position Descriptions  
Commendations: Wisconsin
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Define the role of the law enforcement liaisons (LELs), establish specific performance goals/milestones and provide for periodic performance evaluations

Commendations: Illinois, Kansas LEL Program organization
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Determine that there are staff assignments for each program area
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that an individual or entity with relevant training is assigned the function of data analysis for the stated tasks
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the task of conducting monitoring has been adequately staffed to ensure completion of all planned monitoring
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: Review current staffing level for adequacy to carry out functions listed in 23 CFR Part 1300.4(c) (1-12); address each program area; meet deadlines; conduct data analysis for problem identification, target setting and evaluation; and conduct monitoring.
	
	


I - B: Organization 
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	SHSO Organization Chart
	Maintain an accurate, current copy of the SHSO organization chart
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not Applicable (N/A)
	     

	
	RA: Hire a law enforcement liaison (LEL) position to assist with increasing active participation by law enforcement agencies in SHSO enforcement activities and initiatives
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(ii) Placement of SHSO within agency
	RA: Identify placement of the SHSO on the host State agency’s organization chart
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(iii) Content of SHSO organization chart 
	RA: Confirm that all current organizational units and the names of each current staff member are included
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that staff position descriptions are kept current and agree with organization chart information
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1. Appointment of the GR
	F: Ensure that the SHSO can document the appointment of the current GR by the Governor

Resources:  23 CFR Part 1300.4 (a)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Name and title of SHSO Director if not the GR and their access to GR
	RA: Self-explanatory
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


I - C: Policies and Procedures
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	SHSO Policies and Procedures (P&P) Manual
	RA: Establish a P&P Manual specific to the federally funded highway safety program which encompasses the major functions listed in the MR Element using GHSA and other State manuals as models

Resources: GHSA Policies and Procedures Manual

HYPERLINK "http://www.ghsa.org/html/resources/mgmt/polproc.html"
 
Commendations: Alaska, Nebraska, Oklahoma
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	Current information
	RA: Develop a system which is documented in a policy to periodically review, update and track changes to the P&P Manual to ensure that is it up to date within at least the last three years or more recently if new or revised Federal or State regulations)
Resources: GHSA Policies and Procedures Manual, Ch. I, Sec. B  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1. Specific and detailed
	RA: Ensure that the policies provide clear guidance and contain sufficient details to clarify the various issues related to managing the program 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Includes within the P&P Manual any applicable forms or electronic links to the forms to help staff become familiar with their contents
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Improvement of processes
	RA: Conduct periodic reviews of the policies and incorporate necessary modifications to continuously improve the processes which may be offered in the MR
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. Staff aware of P&P
	RA: Post the P&P Manual electronically on the intranet (internet) for easy staff access, notify staff where it is located and periodically remind staff to use the P&P Manual
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	4. Staff using P&P
	RA:  Periodically examine grant files and review key procedures to determine that all staff is consistently following the current policies in the P&P Manual 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide regular training on sections of the P&P Manual to all staff through staff meetings, electronic updates and/or periodic reminders
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5. Deficiencies
	RA:  Ensure use of policies by SHSO staff so as to not contribute to deficiencies in projects or the overall highway safety program.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	6. SHSO resources
	RA: Identify and ensure staff utilize available resources in the development of the policies

Resources: NHTSA Highway Safety Grant Resources , GHSA Policies and Procedures Manual, NHTSA State Traffic Safety Information website 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: A list of suggested resources is provided from both NHTSA and GHSA including State Travel Guidelines/Procurement Procedures which will be reviewed for SHSO compliance.
	
	

	7. Procedures on costs allowability and terms and conditions
	F: Ensure that the SHSO P&P Manual includes written procedures to determine the allowability of costs per the Uniform Guidance Subpart E of 2 CFR Part 200 and the terms and conditions of the Federal award
Resources:  2 CFR § 200.302(b)(7)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the SHSO P&P Manual includes written procedures on the terms and conditions of the Federal award
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: When reviewing the P&P the following criteria will be used: absence or presence, adequacy and reasonableness and adherence by the SHSO staff
	
	


I - D: Delegations of Authority
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	Written delegation of authority
	RA: Ensure that the SHSO has available the current written delegation of authority and responsibility to carry out assigned functions.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1. Procedure for delegation of authority and includes signatory authority
	RA: Develop and implement a procedure for a written delegation of authority and ensure that it provides for signatory authority to authenticate official documents  

Resources: GHSA Policies and Procedures Manual See Ch. II
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Carrying out assigned functions in absences
	RA: Provide for an alternative person to be authorized to sign documents when the Governor’s Representative and/or the Coordinator are not available
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Update the delegation of authority documents immediately upon changes being made to the named persons or their titles 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


I - E: Personnel Development and Training
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Identify and meet training needs for management and staff
	RA: Inventory and maintain a record of past training courses taken by staff and develop an annual staff development plan for each employee
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Consider sending staff to repeat attendance at NHTSA training courses as needed 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop a formal process, including formalized learning activities and timelines with benchmarks, to train new employees and document the process in the Policies and Procedures Manual 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Conduct in-service training for staff on SHSO policies and procedures and the federal grant management manual 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1a. Ensure that appropriate staff attend NHTSA and GHSA courses
	RA: Assign staff involved with Highway Safety Performance Plan (HSP) development and project oversight, including managers, to attend the NHTSA Program Management and Managing Federal Finances and GTS, Data Analysis and Evaluation or equivalent courses 

*Commendations:  Colorado

Resources: RITA Transportation Safety Institute
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Assign new program staff to attend the applicable NHTSA program management course (Impaired Driving, Occupant Protection, Traffic Records, etc.) within 12 months of hire
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Collaborate with NHTSA and other States in hosting and participating in training courses to reduce staff time for travel and address travel restrictions
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


	
	RA: Send the GR, SHSO Coordinator or Director and other high-level managers to the GHSA Executive Seminar when offered
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that applicable staff participate in all GHSA sponsored trainings and webinars
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that program management staff with financial responsibilities have attended the NHTSA Managing Federal Finances Course as needed
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide annual in-house training for program management staff on their State and Federal financial management duties
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Assign SHSO staff to attend essential specialized conferences and national and regional traffic safety meetings to enhance knowledge and improve future planning skills
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1b. Participation in regional and national highway safety conferences
	RA: Assign SHSO staff to attend essential specialized conferences and national and regional traffic safety meetings to enhance knowledge and improve future planning skills
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1c. Adequate policies and procedures for authorization and payment of training
	RA: Establish and implement a policy to adequately prescribe the process for staff to request written approval to attend training including justification, cost and funding source
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1d. Provide internal training on data analysis and evaluation
	RA: Provide internal training on grant policy and procedures relating to data analysis and evaluation, performance measure target setting and evidence-based project selection
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Assess adequacy, frequency and content of training to develop subrecipients
	RA: Survey subrecipients periodically to determine need and interest in attendance at applicable NHTSA sponsored and professional development courses
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop a plan or timeline to ensure that staff are retrained periodically in their assigned functions
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide up-to-date grant management training to subrecipients annually e.g., briefing, manual, webinar, etc.

Commendation: Nebraska (manual), New Jersey (new subrecipients), North Carolina (manual), South Dakota (all subrecipients)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. Determine if there are any roadblocks to delivering necessary and effective training
	RA: Identify and attempt to address any restrictions, such as travel or cost, which prevent delivery of effective or needed training
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


II. PROGRAM MANAGEMENT
Responsible SHSO Staff Member:     
II – A. Planning 

	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Required policies and procedures for planning 
	RA: Ensure that the SHSO policy on the planning process addresses each of the listed federally required elements 
Resources: 23 CFR § 1300.11(a)  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: There are 5 specific topics for planning related policies: (a) data analysis, (b) partners and stakeholders, (c) performance measures, (d) countermeasure selection and (e) project selection. Some have specific TIPS to provide additional details for them. 
	
	

	
	RA: Provide written, current documentation to identify the data sources being utilized in the planning process as well as the names of the participants involved in the process
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Broaden the SHSO planning outreach to both State and local partners and include diverse and non-traditional groups

Commendations: Michigan, Vermont
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Use the information and input received from partners during the planning process to assist with the SHSO HSP decision making 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Comprehensive and reasonable
	RA: Ensure that the planning policies are comprehensive and reasonable and will lead to development of a comprehensive and data-driven HSP
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. SHSO staff following planning policies
	RA: Ensure that the policies and procedures regarding the planning processes are actually being followed by the SHSO staff
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the SHSO can accurately describe and demonstrate the current process used by the SHSO to develop and implement the HSP 

Resources:GHSA Policies and Procedures Manual , See Ch. II
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


	     

	
	RA: Use the GHSA HSP Guidance as a reference when developing the annual HSP 

Resources: GHSA Guidance for Developing HSPs 


	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


II - B. Highway Safety Program Calendar/Timeline
	1. Calendar or timelines
	RA: Develop and implement a policy which provides for adequate, effective and consistent following of each of the 10 steps of the planning and programming processes listed in the NHTSA MR Element II-B including the Annual Report
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish, publish and implement a grant development calendar for the completion of each of the planning steps within the SHSO policy for the planning and programming process (refer also to GHSA sample in Policy Manual)

Resources: GHSA Policies and Procedures Manual, See Ch. II
Commendations: Maine, New York
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: At the completion of each annual planning cycle conduct an internal after-action review to determine if any enhancements should be made to the planning process for the next fiscal year
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  Ensure that the Annual Report contains each of the federally required elements 

Resources: 23 CFR Part 1300.35 , GHSA Policies and Procedures Manual, See Ch. VI
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Use the GHSA Annual Report Guidance to develop the Annual Report and consider inclusion of the suggested optional information 

Resources: GHSA Annual Report Guidance  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Calendar/timeline followed
	RA:  Ensure that SHSO staff are following the steps outlined within the calendar or timeline
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


II -C: Program Performance
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Resolution of NHTSA recommendations or required actions
	F or RA: Prior to the MR, review the current and two prior fiscal years’ NHTSA HSP Content Review Guide (CRG), NHTSA reviews of the HSPs, HSP approval letters, Annual Report reviews, Annual Report response letters and any related comments and correspondence to determine if all recommendations or required actions have been addressed by the SHSO
Resources:  23 CFR § 1300.14(a)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that previous compliance issues have been fully resolved and demonstrate that a process is in place to prevent future occurrences
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: If conditions were placed by NHTSA on the HSP approval, ensure that all have been resolved, will not recur and a process is in place to avoid future conditions
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: If the HSP approval included considerations or improvement opportunity suggestions that were accepted by the SHSO, ensure that steps have been taken to implement them
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Performance data for most recent 3-year period for progress in meeting priority targets
	RA: Examine HSP targets, FARS data, trends and other factors to determine if “progress” has been made. If not, document reasons and issues as well as SHSO actions to improve performance
Commendations: Michigan, Minnesota, Pennsylvania, South Dakota, Wisconsin
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Consider expanding nighttime seat belt enforcement efforts and include as part of the grant objectives within applicable grants to address low nighttime seat belt usage in nighttime fatalities. Provide subrecipients, through LELs, with information on best practices to overcome perceived obstacles to implementing nighttime seat belt enforcement
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide subrecipients with NHTSA’s enforcement action kits with specific material addressing media efforts
	
	

	
	RA: Review the occupant protection program to enhance strategic planning in the areas of funding, geographic coverage, implementation and coordination across countermeasures and subrecipients, program evaluations and revisions
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Consider a comprehensive review and evaluation of the impaired driving program to better meet the State’s impaired driving goals 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Work with the Traffic Records Coordinating Committee and the Impaired Driving Task Force to develop and implement an efficient impaired driving case file application
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  Evaluate community-based projects to determine if the activities and delivery methods are effectively changing behavior as projected
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  If data analysis shows a trending increase in pedestrian fatalities, pilot the use of the Community-Based Pedestrian Safety Assessment, pilot speed-focused HVE projects in data-driven locations and timeframes, and, combine enforcement with education leading up to October Pedestrian Safety Month.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: When reviewing progress, consider multiple factors such as number of years not making progress, are targets valid, how were targets determined and does lack of progress involve multiple programs.

NHTSA TIP: Other than core performance measures, ensure that the SHSO policies provide for creation of other measures to track other data points to help determine progress.

NHTSA TIP: Ensure that the data analysis process looks at past program and project performance and results in changes where indicated.  Ensure that the quality of project agreements is a factor when selecting projects for funding and that they are well written and specific to the jurisdiction. 

NHTSA TIP: Consider budget allocations relationship to problem ID. Document State opting to take CARES Act waivers and its impact on progress.  

NHTSA TIP: SHSO should follow HSP process, ensure strategies are comprehensive, projects are adequately funded, adequate staffing, correct geographic focus, proper implementation of projects, are of interfering outside factors, i.e., law changes, politics, etc.

NHTSA TIP: Take into consideration the recommendations from the latest Program Assessment and track implementation decisions.

NHTSA TIP: Ensure that program deficiencies are not caused by organization and staffing issues. 
	
	


II – D: Project Selection
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	
	
	
	

	1.  Project solicitation and application policies
	RA: Periodically review and evaluate the SHSO policies and procedures for project solicitations and applications to determine if they are accurate and being closely followed.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Examine policies to ensure a process that uses detailed data analysis and proactively targets project solicitation in areas of the State to address problems identified. 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Project solicitation policy should include processes to identify and encourage program participation by non-traditional partners to address problems identified, emerging issues and overrepresented and underserved communities.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Follow procedure for soliciting grant applications 
	RA: Ensure that the SHSO follows the project solicitation/application policies and procedures  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(a) Consideration of prior performance
	RA: Be able to describe the method used by the SHSO to consider successes, and, to address any challenges or issues encountered with poor performance 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(b) Consideration of administrative difficulties
	RA: Be able to describe the method used by the SHSO to address any administrative difficulties (e.g., incomplete, late or lack of reporting)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(c) Grading and evaluation of grant applications
	RA: Document the policy and the procedure used to review all grant applications which provides a system to ensure fairness, comprehensiveness and application of problem ID in the grant selection process

Resources: GHSA Policies and Procedures Manual, See Ch. IV
Commendation: Nebraska
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide a step in the grant review process for SHSO fiscal staff to check the proposed budget of grant applications for accuracy and compliance with State and Federal regulations
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop and adhere to a standardized, objective, documented scoring process for grant proposals to ensure project selection is based on identified needs and proven countermeasures with written justification to support scoring
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish a formal checklist with standard criteria to evaluate proposals individually and as a team which is required for all grant applications. The criteria should include: measurable goals, goals in support of the HSP goals and performance measures, past performance, data-driven problem ID, project description, budget content and effective strategies.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: In areas where deficiencies have been detected, provide clear guidance and technical assistance to subrecipients throughout project review period and implementation of projects 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Project selection strategies and use of evidence-based strategies/projects
	F: Ensure that the SHSO is following the project selection strategies outlined in the HSP and that the strategies are documented as evidence-based

Resources: 23 CFR § 1300.11(a)(1) 
GHSA Policies and Procedures Manual, See Ch. II,    
Countermeasures That Work: A Highway Safety Guide for State Highway Safety Offices 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Ensure that a broad-based approach is taken to identifying problems including the use of non-traditional data sources 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that all aspects of identified problems have been examined by the SHSO and are able to describe the rationale for the decisions made is included in the HSP
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Expand data analysis beyond the statewide analysis with sub levels to identify the priority problem locations with the State and target them in the application review and project selection process.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: In the interest of achieving system -level improvements in the State’s traffic records system, identify approaches and opportunities for system improvement projects to be funded with Section 405(c).
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


II – E: HSP Amendments 
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Status of HSP planned activities changes for approval by the RA
	F:  Ensure that the following changes after approval and implementation of the HSP have been approved by the RA:  scope or objective of the planned activity, intended subrecipients, Federal funding source, eligible use of funds or estimated fund amount exceeding 10% or $500,000 whichever is less

Resources: 23 CFR Part 1300.11 (d)(2)(ii) and 1300.32
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Amendment to HSP prior to beginning of performance
	F: Before each project ensure that the following information was submitted with the HSP or the HSP was amended to include the: project agreement number, subrecipient name, amount of federal funds an eligible use of Funds (fund code/source)
Resources: 23 CFR Part 1300.32
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. Approval of amendments and changes
	F: Ensure that all amendments and changes to the HSP were approved by the RA before approval of vouchers for payment
Resources: 23 CFR Part 1300.32
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


II – F: Implementation

	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1.  Separation of duties between individuals who develop versus approve the sub grants
	RA: Identify in the SHSO policy the titles of staff authorized to develop sub grants and to approve grant agreements and their specific duties ensuring the duties have been separated
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Document all changes to approved grant agreements with an explanation, budgetary note, initials of the approving employee and the date of the approval
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Written policies and procedures for staff and subrecipients on projects
	RA: Provide written policies and procedures for SHSO staff and subrecipients on the preparation, implementation, administration and evaluation of projects
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	3. Determine whether the SHSO, as a pass-through entity, does the following:  

	3a - s. Award information to subrecipients
	F: Ensure every subaward is clearly identified to the subrecipient as a subaward and includes the following (including action if any changes are made in subsequent subaward modifications): Federal Award Identification, subrecipient name, subrecipient’s unique entity identifier; Federal Award Identification Number (FAIN); Federal award date; subaward performance start and end date; amount of Federal funds obligated by the action; total amount of Federal funds obligated to the subrecipient; total amount of Federal award; award project description (FATA), name of Federal awarding agency, pass-through entity and contact information for awarding official; CFDA number and name; whether the award is Research and Development; indirect cost rate (if any) including if de minimis rate is charged; requirements imposed by Federal statutes, regulations and terms and conditions of the award; any additional requirements; an approved federally recognized indirect cost rate (ICR) (if any) negotiated with the Federal government or the pass-through entity or the 10 percent de minimis rate; requirement for access by auditors to records and financial statements and appropriate terms and conditions concerning closeout of the award. For FY21 the Uniform Guidance was amended to permit the SHSO to accept a negotiated ICR between a subrecipient and another pass-through entity and is not required to collect information to justify that rate. Use of the de minimis rate cannot be required if the subrecipient has a Federally approved ICR.
Resources: 2 CFR Part 200.405(d),  2 CFR Part 200.332(a)(1-6) and  2 CFR Part 200.414
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	4. Written project agreements under GTS voucher
	F: Develop and implement a procedure and track actual activity to ensure that there is a written project agreement (and supporting documentation) that can be made promptly available for NHTSA’s examination for each project that has expenses claimed under a GTS voucher

Resources: 23 CFR Part 1300.3 and 23 CFR § 1300.33(c)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	5. Content of project agreement
*in addition to those in II.F.3
	F: Develop and execute a written grant agreement with each entity that is expending Federal highway safety grant funds including State agencies which contains items a – h enumerated in MR Element II.F.3
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Establish and publish a written policy that specifies the standard content of the SHSO grant agreement including the provision of sample forms

Resources: GHSA Policies and Procedures Manual, See Ch. III
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide guidance to potential subrecipients in how to write comprehensive and complete grant proposals including evidence-based targets (with baseline), objectives, problem statements, evidence-based performance measures and an appropriate level of budget justification with sufficient documentation or a fiscal summary reference to ensure identified costs are allowable
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Require State agency subrecipients to submit comprehensive and complete grant proposals which include the same level of detail and elements as other subrecipients
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop a simplified grant proposal and application process for similar law enforcement projects (i.e., mobilizations) which already includes the applicable problem ID data, evidence-based targets and evidence-based performance measures for their area
Commendation: Kansas
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide and periodically update a Project Director’s Manual to establish the current grant application procedures and provide guidance in understanding the grant management requirements

Commendations: Nebraska, North Carolina
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the SHSO annually develops the grant application for its in-house activities and contracts which contains the same information (problem ID, project description, evidence-based targets, objectives, evidence-based performance measures and budget) as is required of subrecipients
Resources: GHSA Policy Manual Chapter IV, Section H 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop and implement a process to manage the SHSO in-house grants and contracts, monitor the activities and maintain a documented file including all required documentation
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5 (a)Project agreement number
	F: Ensure that a unique State-generated identifier has been assigned by the SHSO to every project agreement
Resources: 23 CFR § 1300.33(c)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5 (b). Problem statement
	RA: Ensure that grant project agreements contain relevant, locally based, timely data which defines the safety problem and links the data to the specific strategies selected 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Assist subrecipients with accessing additional data sources and analysis to develop problem identification statements to result in solid baselines and more descriptive objectives
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide simplified data summaries and crash/fatality/serious injury maps to regional program coordinators to help them allocate resources more effectively
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5 (c). Evidence-based project goals, objectives, and countermeasures to achieve targets
	RA: Ensure that each grant agreement where applicable includes evidence-based, specific, measurable, achievable, objectives and countermeasures to help the SHSO achieve performance targets
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that productivity levels are appropriately established in law enforcement grants to be in line with the level of effort reasonably to be expected for the outlined tasks. Consider requiring law enforcement to record all activity and contact with motorists, not just citation written.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5 (d). Detailed budget
	RA: Ensure that each grant agreement contains specific, complete and accurate budget information
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5 (e). Project revision parameters
	RA: Identify the process and timeline for submission by subrecipients of proposed revisions to approved grants 

Resources: GHSA Policies and Procedures Manual , See Ch. IV Sec. G
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that SHSO staff review proposed revisions for eligibility under the funding source and to determine whether the revision will change the scope or intent of the project
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  Establish a standard process for the SHSO staff to use for reviewing, processing and documenting subrecipient budget and project scope revisions. Ensure the files are annotated to reflect that approval was given and the subrecipient notified.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5 (f). Appropriate subrecipient training 
	RA: Establish the SHSO policy for appropriate and required or suggested subrecipient training or special skills where applicable to qualify for certain types of grants i.e., SFST, ARIDE, radar/lidar, OP.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5 (g). Costs that are allowable - reasonable, allocable and necessary 
	F: Establish and follow specific criteria (applied uniformly and consistently) for subrecipient and SHSO eligibility to use funds for the development and acquisition of PI&E materials to ensure that the items purchased are allowable costs
Resources: 2 CFR §§ 200.403 – 200.405 
GHSA Policies and Procedures Manual, See Ch. V Sec. D;2 CFR Part 200 Subpart E, Cost Principles ; NHTSA 5/18/16 Memo on Use of NHTSA Funds to Purchase Items for Distribution
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: Review the following items: NHTSA Memo, “Use of NHTSA Highway Safety Grant Funds for Certain Purchases, May 18, 2016; restrictive use of various funding sources, such as, Section 405, 1906, 154 and 164; alcoholic beverages except for sting operations; construction or reconstruction of facilities; furniture and fixtures; land with exception; radars/speed measuring devices with sections 405(d), 154 or 164; training and salaries of federal or military personnel (see exception in NHTSA guidance 8-13-19); in-vehicle cameras except in select circumstances; and, motorcycle helmet use surveys.
	
	

	
	RA: Distinguish clearly within the SHSO funding criteria between the definitions and activities permitted for allowable costs for recognition awards; safety supplies and equipment; educational materials; and advertising media vs. unallowable costs for promotional items
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Ensure that expenditures from Sections 405, 154 and 164 funding sources are restricted to the uses allowed by those sections
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5(h). Reporting requirements
	RA: Require (and notify) each subrecipient to submit periodic (monthly/quarterly) and final progress reports to the SHSO using a format prescribed by the SHSO and in compliance with published deadlines

Commendations: California, Texas
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish and implement a process to ensure that each subrecipient submits a complete final progress report using the SHSO prescribed format and in compliance with the stated deadline

Resources: GHSA Policies and Procedures Manual, See Ch. VII
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


	
	RA:  Require subrecipients to report periodically on their performance target progress either in an activity report or the final report at the end of the grant period.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop a process to use the information provided in the subrecipient final reports to develop the SHSO Annual Report and in making future project funding decisions
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Consider and determine for each project whether the project’s size, cost, length or scope suggests that the SHSO should have a formal scientific or process evaluation completed by a university or other third-party evaluator 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: If a formal evaluation is indicated, determine the process for selection and acquisition of the appropriate evaluation services
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide a process that ensures responsibility within the SHSO for reviewing the results of all completed project evaluation reports and making a determination of how the information should be distributed and used within the future planning process
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	6. Boiler plate requirements – subrecipient certifications and assurances 6a - f
	F: Ensure that every grant agreement, contract and MOU include the full language of all clauses required by federal statute and Executive Order and their implementing regulations and that the subrecipient or contractor is aware of the requirements imposed upon them (see 7 listed in MR Elements)

Resources: 23 CFR § 1300, Appendix A
GHSA Policies and Procedures Manual, See Ch. IV
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that no federal funds are expended to check for motorcycle helmet usage including observation surveys (FY17 & 18)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Buy America - Ensure that all goods purchased with Federal grant funds are manufactured or assembled in the United States unless under $5,000 in value; or, if $5,000 or more in value: a waiver request has been submitted by the SHSO and approved by the Secretary of Transportation; or there is a blanket waiver approved for the item for the applicable fiscal year 
Resources: 23 USC Section 313  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Ensure that the annual HSP, subrecipient agreements, contracts and MOUs contain the most current and the complete federally required State certifications and assurances statements 

Resources: Appendix A-State Certifications and Assurances 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Ensure that all subrecipient agreements and contracts include the required debarment and suspension certification statement and checks the list (annually) before approving a grant
Resources: Appendix A-State Certifications and Assurances
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop and document the specific procedures and timelines for grant suspension and termination and ensure all subrecipients are aware of them
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	6(g). Written procedure to ensure suspensions and debarments are identified
	RA: Ensure that SHSO has a written procedure to ensure subrecipients are not suspended or debarred such as a checklist and does check the list to ensure that Federal highway safety funds are made only to agencies or individuals who are not debarred or suspended at SAM Search for Federal Debarment and Suspension 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that written documentation is maintained to validate that the SHSO is complying with the procedure to exclude suspended or disbarred agencies or individuals as stated in policies and procedures
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	7. SHSO plan for development of procedures for project implementation
	RA: Establish and implement a procedure which details the policy for project implementation
Resources: GHSA Policies and Procedures Manual , See Ch. III
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	7a. Project implementation schedule 
	RA: Prescribe within each grant agreement the expected project milestones and deliverables to be completed by the subrecipient
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	7b. Commitment of obligated funds to approved projects
	RA: Establish and implement a policy that describes the process, responsibility and deadline for commitment of all obligated funds to approved projects
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	7c. Pre-award/orientation sessions with project personnel
	RA: Conduct group or individual pre-award orientation seminars or briefings for all subrecipient personnel and ensure that all new and high value/risk grantees attend the training

Resources: New Jersey
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop and distribute a subrecipient Project Director’s Manual (or make web link available) to all subrecipients

Resources: Nebraska, North Carolina
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop and use a checklist to ensure that all key grant elements (including other issues e.g. A-133 audits) are reviewed by the SHSO with subrecipients either during negotiations or at a pre-award conference

Resources: GHSA Policies and Procedures Manual, See Ch. IV Sec. C
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Document in the file all guidance given to subrecipients including phone conversations if significant items are discussed
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  Ensure that multiple year grants are correctly identified within the SHSO records in the current and subsequent years and correctly reflects the approved division of expenditures among the years
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide for the evaluation of the subrecipient’s performance each year of a multiple year grant and use the results in the consideration of continuing the grant
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	8. SHSO award of subawards/projects prior to project start date
	RA: Ensure that projects/contracts do not begin work before start date and that there are no significant delays in executing agreements and implementing projects. Document the cause should any such delays occur.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	9. Streamline grant process to reduce paperwork 
	RA: Investigate the streamlining of paperwork or development of a system for development guidance, submission, processing and tracking of grant proposals, reports, financial claims and monitoring reports

Commendations: Connecticut, Georgia, Maine, Michigan, Montana, New Jersey, New York, Pennsylvania, Texas, Vermont 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: In lieu of a system, ensure the maximum use and coordination of electronic software to reduce administrative tasks, the number of databases or spreadsheets used, and the amount of paperwork generated to track grant-related information efficiently

Commendations: Missouri
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: If applicable, establish policy and procedures which specifically apply to the unique features of the electronic grant management system to ensure full compliance of the system with all applicable State and Federal regulations, policies and business rules
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that staff are adequately trained and coached to ensure that all staff fully and consistently utilize the electronic system features and follow the requirements
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Where feasible, encourage subrecipients being funded for multiple activities to complete one grant agreement provided all Federal funding sources are appropriately identified and able to be separately tracked by the SHSO
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Where feasible, consider allowing a subrecipient to enter into a multi-year agreement and if so, provide for annual review and authorization
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the grant objectives and deliverables are identified by Federal fiscal year in the grant agreements and contracts
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  If a subrecipient is unable to purchase equipment valued at $5,000 or more in the first year, ensure that the SHSO repeats their request for prior approval by NHTSA for purchase of the equipment in the second year of multi-year agreement
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: Electronic submission of subrecipient proposals, performance reports and financial claims/documents; use of a master project agreement for one subrecipient rather than several to the same subrecipient; and use of multi-year agreements
	
	

	10. Law enforcement and prosecutor time reporting
	F: Project agreements that include work by law enforcement and prosecutors covered under the General Costs of Government list project work as activity hours rather than as full-time or part-time positions

Resources:  2 CFR Part 200.444 (4)(5)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


II – G: Monitoring/Subrecipient Risk Evaluation 
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Evidence of SHSO evaluation of subrecipient risk of noncompliance
	F:  Ensure that the SHSO has established a procedure and documents in writing the annual evaluation of every subrecipient ‘s risk of noncompliance for the purpose of determining the appropriate monitoring
Resources: 2 CFR Part 200.332(b) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	NHTSA TIP: SHSOs should consider the following: quality of management systems and subrecipient’s prior experience with the same or similar subawards; results of previous audits; whether there are new personnel or new/substantially changed systems; and extent and results of any Federal awarding agency monitoring.
	
	

	
	RA: Require all applicants to answer appropriate risk assessment questions, such as those involving personnel updates or financial systems, before SHSO staff determine risk levels.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Incorporate a section in the risk assessment process that increases the risk level if there has been a delinquency in submitting required progress reports or claims.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Consider in the risk assessment rating or enhancing the rating if a subrecipient has past issues including unallowable costs, federal payback, single audit, fraud and regulatory noncompliance.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	2. Policies and procedures for conduct of risk evaluation and use of results
	RA: Establish a procedure, and track implementation, to identify how the risk assessment evaluation will be conducted and the method for applying the results 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	3. Documentation of use by SHSO of risk evaluation results
	F: Document that the results of each risk assessment evaluation are actually used to determine the level and type of monitoring
Resources: 2 CFR Part 200.332(b)    
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	NHTSA TIP: SHSOs should use monitoring tools, such as: training and technical assistance; on-site reviews of program operations; and audit services described in 2 CFR Part 200.425 
	
	

	4. Identify factors to determine which projects will receive an onsite monitoring visit
	RA: Describe the factor(s) which are used by the SHSO to select subrecipients for onsite monitoring, such as, priority programs, dollar amounts, large equipment purchases, complex projects, geographic area, risk analysis, total cost of the grant agreement
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


II – H: Monitoring 
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Monitoring coverage 
	F: Monitor grant and sub grants to assure coverage of each program, function and activity in compliance with applicable Federal requirements covering each program, function and activity

Resources:  2 CFR Part 200.329 (a) 
*Commendations: Alabama, California, Georgia, Maine, Michigan, Oklahoma, Oregon, Texas
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	2.Ensure awards used only for authorized purposes and performance targets achieved
	F: Conduct monitoring of the activities of subrecipients to ensure that Federal awards are used only for authorized purposes and in compliance with laws, regulations and provisions of contracts or grant agreements. 

Resources: 2 CFR Part 200.332(d)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that the processes linking the risk assessment required of the SHSO by 2 CFR Part 331(b) to project monitoring are clearly defined and used including possible corrective plans and follow-up requirements.

Resources: 2 CFR Part 200.332(b) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that the monitoring program examines the achievement of the project’s performance targets and documents the results. Ensure that action is taken and documented if progress has not occurred.

Resources: 2 CFR Part 200.332(d)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	2a. Review of financial and program reports by SHSO
	RA: Require that the SHSO monitoring of each subrecipient include a review of the financial and program reports required by the SHSO
Resources: 2 CFR Part 200.332(d)(1) 
*Commendations: Colorado
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: For law enforcement subrecipients, require submission of progress reports, enforcement data and officer log sheets with vouchers to ensure correct activity is being billed and to assess productivity. Require traffic unit grants to provide monthly activity logs documenting work performed for each shift and each officer.

*Commendations: Montana
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Require law enforcement subrecipient reports to assess their progress in meeting project targets and objectives (not just activity reporting)

*Commendations: West Virginia
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  Review similar projects to compare for reasonableness the amount of administrative time necessary to execute the grants and ensure that subrecipients are adequately monitoring the activities and costs of their subcontractors
	
	

	2b. Follow up on deficiencies
	RA: Ensure there is a procedure that requires SHSO staff to follow up and document corrective actions for all deficiencies detected through audits, on-site reviews and other monitoring activities
Resources:  2 CFR Part 200.332(d)(2)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Develop and ensure consistent implementation of a subrecipient monitoring system and monitoring policy to be used by the SHSO staff 
Resources: GHSA Monitoring Advisory,  GHSA Policies and Procedures Manual, See Ch. V
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the monitoring selection criteria includes the factors from the required risk assessment process to assist in determining on-site monitoring need.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish monitoring criteria for State agency grantees which are at least as stringent as that for other subrecipients
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Implement fully the procedures required by the SHSO monitoring policy 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that project files contain the written documentation for each completed monitoring activity 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Determine and fully implement the State policy for monitoring contracts with contractors (i.e., contracted for services by SHSO through purchase orders) 

Resources: State Law/Policy XXXX
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Utilize monitoring process to ensure that all claimed expenditures are eligible for funding
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: If Electronic Grants System – Ensure that electronic grant system business rules for monitoring comply with the SHSO monitoring policy
Commendation: Texas
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide monitoring training for staff and subrecipients
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. Content of SHSO monitoring policy and procedures:

	
	
	
	

	3a. Required monitoring actions
	F: Required elements of the monitoring include (a) review of financial and program reports (b) follow-up to ensure the subrecipient takes timely and appropriate action on all deficiencies through audits, on-site reviews and other oversight activity (see II.H.2. above)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3b. Onsite monitoring
	RA: Ensure that the monitoring policy states the selection criteria for distinguishing the various types of monitoring (onsite, desk review, phone call) and requires some level of onsite monitoring

*Commendations:  Ohio, West Virginia
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Schedule monitoring visits in a timeframe which can result in early detection and resolution of issues
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3c. Internal controls for subrecipients (see also G below)
	RA: During monitoring visits, require that a review be conducted by the SHSO of the internal controls used by each subrecipient with special attention to law enforcement and other agencies receiving wage reimbursement
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the monitoring policy includes the procedure for examining subrecipient internal controls
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3d. Monitoring subrecipients’ processes for overtime
	RA: Provide ongoing oversight of planned activities, particularly for overtime grants, to ensure that performance productivity is reasonable and in conformance with all grant conditions. Document any discussions or actions taken by the SHSO with individual grantees to address these issues.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Examine the processes used by subrecipients for scheduling, approval, tracking, accounting and supervision of overtime to ensure adequate checks, balances and safeguards are utilized
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3e. Progress in achieving goals/targets, objectives and performance measures
	RA: Utilize the monitoring visit to evaluate progress in achieving targets, objectives and performance measures and to identify subrecipient performance and progress issues and resolve them promptly
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3f. Protocol when fraud or misuse of funds and to which agency referred
	RA: Ensure that the monitoring policy includes the protocol to be followed by SHSO monitoring staff when possible fraud or misuse of funds is detected including identification of the individual or agency name to which such matters should be referred

Commendation: Texas
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	4. Adherence to onsite monitoring policy including frequency
	RA: Establish in the monitoring policy the criteria for the frequency of onsite monitoring and ensure SHSO staff adherence to the schedule
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the frequency and type of monitoring required is realistically based upon the available staff resources
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop a tracking system to be used by management to ensure the monitoring policy is followed including all steps of the monitoring process, completion of all scheduled visits and of the related documentation 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Assign management to periodically select a sample of current subrecipient files and review them for internal compliance with the SHSO monitoring policy
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5. Individual and title in SHSO responsible for monitoring
	RA: Self explanatory
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	6. Basis for staff assignment to monitoring responsibility 
	RA: Identify the basis for assigning staff to the monitoring of grants such as, by program area, geographically, fiscal duties or as a primary assignment and ensure sufficient time is available to effectively complete monitoring
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that the assignment method used takes into consideration adequacy and the available expertise and skills of staff
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Consider assigning fiscal staff to complete or assist program staff in exceptional circumstances such as, onsite monitoring of high dollar, high risk and very large State agency grants 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	7. Filing system for monitoring reports and follow up on findings
	RA: Develop a standard set of monitoring forms/checklists for each type of monitoring and require that the form be followed and used for every monitoring activity 

Resources: GHSA Monitoring Forms SHSO Samples
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Provide a copy of the monitoring results to the subrecipient to ensure that they are aware the activity occurred and have been notified of any corrective actions
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish a system which ensures that all monitoring documentation is appropriately filed on a timely basis
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: SHSO supervisor or director review monitoring reports? Subrecipient receive a copy of the monitoring report? If findings, what follow-up actions were taken?
	
	

	
	RA: Develop a procedure for management to ensure that all required follow up with the subrecipient is completed properly and promptly
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	8. Use of monitoring in improving SHSO program management processes
	RA: Incorporate monitoring findings, positive and negative, into the SHSO program management process for consideration of improving the planning, implementation, vouchering, reporting and HSP review and approval processes 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	9. Policies and procedures for suspending/terminating project and recovering funds
	RA: Identify in the monitoring policy and procedures the progressive action which will be taken by the SHSO, dependent upon the severity of non-compliance identified (error, fraud, illegal activity, misuse of funds, etc.), up to and including withholding future payments or return of Federal funds
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Assess whether the subsequent action taken has resulted in the appropriate corrective action and make necessary policy adjustments
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Identify in the monitoring policy the process for denial of a grant payment or requesting the return of Federal funds and when funds are recovered, document the procedure followed by the SHSO
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


	
	RA: in the case of fraud, notify the RA of the issue and consult with them on intended response by the SHSO
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	10. Time and attendance documentation
	F: Establish and follow procedures to document subrecipient time and attendance and ensure charges accurately reflect the work performed. Be prepared for timesheets to be reviewed.

Resources:   2 CFR Part 200.430(i)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


II – I: Internal Controls 
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. SHSO establish and maintain effective internal control over Federal awards
	F: Ensure that adequate accounting procedures, separation of duties and other basic internal controls are in place to detect possible waste, fraud and mismanagement
Resources: 2 CFR Part 200.303(a) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that financial staff review all supporting documentation for vouchers and that equipment is inventoried
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Comply with Federal statutes, regulations and terms
	F: Ensure that the SHSO complies with Federal statutes, regulations and the terms and conditions of the Federal awards
Resources: 2 CFR Part 200.303(b)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	3. Evaluate and monitor compliance
	F: Establish and implement a procedure to evaluate and monitor non-Federal entity’s compliance with statutes, regulations and the terms and conditions of the Federal award
Resources: 2 CFR Part 200.303(c)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	4. Take prompt action when noncompliance
	F: Ensure that prompt corrective action is taken when noncompliance is identified including noncompliance identified in audit findings
Resources: 2 CFR Part 200.303(d)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	5. Safeguard protected personally identifiable information
	F: Take reasonable measures to safeguard protected personally identifiable information and other information the Federal awarding agency or pass-through entity designates as sensitive
Resources: 2 CFR Part 200.303(e)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


II – J: Legislation/Lobbying
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. SHSO allowed to perform with legislative-related activities
	RA: List within the legislative policy the specific activities which the GR and the SHSO are permitted to complete by both State and Federal laws and regulations

Resources: 23 CFR Part 1200, Appendix A Certifications on Lobbying 
State Law/Regulations: XXXX
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. SHSO prohibited from performing
	F: Ensure that no Federal funds are used for lobbying a Federal or State legislator on a specific legislative proposal

Resources: 2 CFR Part 200.450 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: List within the legislative policy the specific activities which the GR, SHSO and subrecipients are restricted from completing by State and Federal laws and regulations
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA:  Periodically review with all SHSO staff the State and Federal laws and regulatory prohibitions regarding lobbying to better ensure staff compliance 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


II – K: Program Strengths

	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	SHSO notable program strengths 
	RA: Document any SHSO best practices and significant improvements or achievements to share with the NHTSA MR Team, publish in the Annual Report, use as examples in training or submit for award recognition

Resources:GHSA Members Only Page/GHSA MR Commendation Summary Report 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


III. FINANCIAL MANAGEMENT
Responsible SHSO Staff Member:      
III – A: Financial Management Systems
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. State’s fiscal control and accounting procedures for expending and accounting for award funds sufficient to permit:

	1.(i). -Preparation of reports required by this regulation and laws authorizing the award
	F: Implement and document in the procedures of the State the fiscal and accounting processes and procedures in place that ensure the SHSO’s ability to accurately prepare all reports required by the regulations and laws authorizing the award funding

Resources:2 CFR Part 200.302(a) 
Commendations: Iowa, Michigan, New Hampshire, Oklahoma
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	NHTSA TIP: Be prepared to share forms used to submit SHSO reimbursement vouchers to the State for payment, who submits payments to subrecipients (State Treasury or SHSO), if the State requires State agencies to submit supporting documentation with claims and whether State agencies are required to maintain supporting documentation for claims.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	1.(ii). - Tracing of funds to adequate expenditure level to assure use in compliance with restrictions and prohibitions
	F: Implement and establish in SHSO policy the internal budget controls, processes and procedures that ensure compliance with this part and that SHSO can document and track all expenditures to a level adequate to establish that such funds have not been used in violation of the restrictions and prohibitions of applicable statutes and funding source

Resources:2 CFR Part 200.302(a) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Establish and maintain a centralized recordkeeping system to track all steps of claim processing so that the current status of each claim can be quickly identified, and all required processes are completed
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Program managers’ review
	RA: Identify whether the program managers or another SHSO staff member is responsible for reviewing the vouchers submitted by subrecipients for accuracy, appropriateness and completeness 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	3. Separation of duties for internal control
	RA: Establish internal controls to provide an adequate separation of duties between program and financial management staff or provide necessary oversight to ensure sufficient checks and balances
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: Ensure that accounts payable and accounts receivable are administered by two different staff. Program managers should not be only individual to review and process the payment of vouchers.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


III – B: Grant Payments-Vouchers
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Deadlines for submitting vouchers – monthly/quarterly
	F: Submit required GTS voucher by the 15th working day of the month for every month (unless qualify for quarterly voucher) including first month of new fiscal year (can be for old or new fiscal year) and complete fiscal year closeout by December 31 

Resources: 23 CFR § 1300.33(d)
GHSA Policies and Procedures Manual, See Ch. VI 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Notify the NHTSA Regional Office promptly and request a time extension if it appears that circumstances may prevent the SHSO from completing the fiscal year closeout by December 31
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Reconcile and verify that appropriate documentation exists to support match requirements in each applicable project and consistently from project to project and track to ensure compliance
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Designate backup staff to be trained to perform GTS responsibilities for assigned staff using documented standard procedures
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1. GTS VOUCHER REVIEW by MR TEAM
	The NHTSA Regional Office also conducts a first and last voucher review in every State each fiscal year after closeout and no later than mid-March. If the three required voucher reviews in each FY were previously conducted, no additional voucher reviews are required during the MR unless additional voucher reviews are warranted.
Resources: NHTSA Program Managers Letter on First and Last Voucher Reviews, NHTSA Sample First and Last Voucher Review Form 

	1a. Trace funds to expenditures for compliance with restrictions 
	F: Implement internal and external controls and procedures to ensure that all expenditures are documented, can be tracked to source documentation within the SHSO, or within the subrecipient if periodically monitored, that such funds have not been used in violation of the restrictions and prohibitions of applicable statutes and that they reconcile with SHSO GTS submissions

Resources: 2 CFR Part 200.302(a) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: If source documentation for subrecipient claims is not submitted to the SHSO, monitor financial source documentation at the subrecipient site periodically or through random requests for documentation to be submitted to the SHSO for compliance examination 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Resolve GTS error notices as they occur to ensure timely corrections are made
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1b. Claimed costs adequately documented and documentation available for review
	F:  Ensure that all costs are documented, and that the documentation is available for review, such as, cancelled checks, paid bills, payrolls, time and attendance records, etc.

Resources: 2 CFR Part 200.403(g)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Establish a policy that requires all subrecipient and contractor claims, invoices and related documentation be reviewed for adequacy and approved by SHSO staff before funds are drawn down through GTS 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Periodically have staff sample the GTS voucher amount to compare the applicable receipts and deposits in the State accounting system to ensure that they reconcile
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish checks and balances within the SHSO claim approval system to validate all claim approvals
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Where subrecipients have multiple Federal/State grants, ensure that all charges to highway safety are correctly proportioned based upon documentation to ensure the program is charged appropriately. If subrecipient has an approved indirect cost rate, determine if costs incurred for a common or joint purpose could be classified as an indirect cost.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Indicate the date received and the date the claim was paid on all submitted claims to track the timeliness of claim processing
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Document all errors detected during claim reviews in writing in the claim file, how they were corrected, how the corrections were communicated to the subrecipient and the reviewer’s name and the date of the review
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1c. Reconciliation of vouchered amounts with permitted time periods for costs
	F: Ensure that the amounts vouchered to GTS comply with the time period allowed for incurring costs and the expiration of the right to incur costs 
Resources: 23 CFR § 1300.40(a)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	1d. Allowable costs
	F: Establish a systematic process for the review of all claimed subrecipient expenditures to ensure that Federal funds are reimbursed only for allowed highway safety related costs (e.g., necessary, reasonable, allocable and in accordance with the applicable regulations and guidance and have not been used in violation of the restrictions and prohibitions of applicable statutes

Resources: 2 CFR Part 200 Subpart E 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that costs are planned and charged only to the appropriate funding source in compliance with the restrictions prescribed for their use e.g., Section 164 used only for alcohol-impaired driving countermeasures or law enforcement or related to enforcement of alcohol-impaired driving laws
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that reimbursed claimed costs of subrecipients do not constitute supplanting such as, reimbursement for an individual’s salary while pursuing training unless the salary is already supported under an approved project or the training is for law enforcement officers or prosecutors whose activity hours are funded under a grant project (August 13, 2019)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: When a project has components both related and unrelated to highway safety, ensure that the Federal share is based proportionately on the projected use for the Federal grant purpose 

Resources: NHTSA Highway Safety Grant Resources 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Conduct regular training for staff specifically on allowable use of federal grant funds including incentive funds.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Develop a travel policy for subrecipients and include pre-and post-travel requirements in grant agreements, require prior approval of travel requests and projected costs associated with conferences and consider requiring trip reports and agendas be submitted with the claim
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	1e. Time elapsed between transfer of funds and disbursement minimized
	RA: Institute procedures including an internal performance goal (i.e., number of days between claim receipt and payment) to ensure high priority to the prompt payment of subrecipient claims after the Federal reimbursement is received by the SHSO 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	1f. Handling of Program Income (if any)
	F: Monitor all grants to identify if the SHSO and/or their subrecipients generate program income and if so, ensure the handling of program income by the subrecipient and the SHSO complies with the federal regulations 
Resources: 2 CFR § 200. 307 and 2 CFR Part 1201.80, GHSA Policies and Procedures Manual, See Ch. V Sec. J
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Ensure that the SHSO policy on program income acknowledges that donations (monetary or in-kind) are considered program income if funds received are directly generated or earned as a result of the grant agreement
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Establish a policy to define, detect and track program income until fully expended (may also be deducted from total allowable costs to determine net costs) and ensure that conditions are imposed in the grant agreement to require accountability and reporting of all program income by subrecipients
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Identify in the annual HSP any projects which are planned to generate program income
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Track and audit applicable subrecipients claims and reports periodically to ensure proper accounting and expenditure of program income 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA Tip:  Program income may be added to the funds committed to the HSP/project to further the objectives of the program under which it was generated.
	
	

	2. HSP Funding Considerations

	2a. SHSO projects listed in the HSP as amended
	F: Ensure that all SHSO projects for which costs are vouchered are listed in the HSP as amended
Resources:23 CFR Part 1300.32 (b) and .33 (e)   
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2b. Obligated Federal funds committed to projects within reasonable time 
	RA: Establish and implement a policy that provides for the process, responsibility and a reasonable timeframe for prompt commitment by the SHSO of all obligated funds to approved projects
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Document the specific rationale and anticipated timeframe for expenditure of any Federal funds which are not going to be promptly obligated
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. Disposition of unexpended balances
	MC: Examine periodically the SHSO history of large unexpended balances to avoid notification by NHTSA of possible deobligation of funds. Identify and address challenges that may be preventing timely expenditure for possible improvements
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


III – C: Audits **CAVEAT: In many States, an agency or sub agency other than the SHSO has primary responsibility for ensuring the State’s compliance with the Single Audit Act. Even in those cases, the SHSO will be held ultimately accountable by NHTSA for compliance with the provisions of the Single Audit Act by subrecipients receiving NHTSA funds.  The following section is worded using the assumption that either a State agency with the SHSO ensuring their compliance, or the SHSO itself is ensuring that each action is being completed with regard to NHTSA funded subrecipients.
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	Findings from last State audit report to determine action taken in instances of noncompliance with Federal laws and regulations
	F: Review the findings for the A-133 audit for the State during the MR period and determine that any corrective actions indicated which resulted in noncompliance with Federal regulations have been fully corrected and documented in writing
Resources: 2 CFR Part 200.521(c)(d),  2 CFR Part 200.331(d)(3),  
GHSA Policies and Procedures Manual, See Ch. VI, Sec. F
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Ensure that each sub recipient is informed of the Single Audit requirements and the information method used by the SHSO is documented i.e., grant agreement, certification, award letter, etc. 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA:  Determine the completion schedule and track the completion of the State’s A-133 audits
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1. Has the State as a pass-through entity performed the following:

	1a. Ensure subrecipients of $750,000 or more have met requirements 


	F:  Ensure that subrecipients expending $750,000 or more) in Federal awards during the subrecipient’s fiscal year have met the audit requirements of OMB Circular A-133 for that fiscal year

Resources: 2 CFR Part 501(a) 
	
	

	
	RA:  Ensure that the SHSO is checking for audit compliance prior to contract negotiations and grant execution each year 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Monitor the activities of subrecipients as needed to ensure that Federal awards are used for authorized purposes in compliance with laws, regulations and the provisions of contracts or grant agreements and that performance goals are achieved

Commendation: Illinois, Kansas, Maine, Minnesota, North Carolina, South Dakota
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Create a list (or ensure that the responsible State agency has done so) of all subrecipients annually and track their response to the Single Audit certification requirement to ensure full compliance

Commendation:  North Carolina, Washington
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1b. Issue a decision of audit findings
	F: Issue a management decision on audit findings within six months after receipt of the subrecipient’s audit report and ensure that the subrecipient takes appropriate and timely corrective action

Resources: 2 CFR Part 200.521(c)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Develop an audit finding monitoring system to track all audit findings from Single Audits that relate to NHTSA grant fund activities
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Check the Federal Excluded Parties List System or collect a certification from the subrecipient, or add a clause or condition to the covered transaction (2 CFR Section 180.300 – an OMB requirement)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA TIP: The SHSO is not responsible for resolving cross-cutting audit findings, just those affecting the highway safety program.
	
	

	1c. Adjust pass-through entity’s records
	F: Determine whether subrecipient audit results, on-site reviews or other monitoring require the adjustment of the pass-through entity’s records

Resources: 2 CFR Part 200.332(a) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	1d. Subrecipients permit access to records 
	F: Ensure that SHSO has a policy that subrecipients are required to permit the SHSO and auditors access to all applicable records and financial statements

Resources: 2 CFR Part 200.332(g)  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Federal Audit Clearinghouse web site 
	RA:  Check regularly the Federal Audit Clearinghouse web site, or a similar State website, for postings to determine if a report is available for current subrecipients
Resources:  Federal Single Audit Database 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


III – D: Matching Funds 
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. (a-b) Compliance with matching rates for each funding source (except Planning and Administration, see III-F)
	F:  Document and maintain on file for each fiscal year the SHSO’s source of eligible program-related actual funds for aggregate match in accordance with the specific requirements. Under the FAST Act Section 402 is minimum 20% (or sliding rate for Section 402) and 20% for Section 405 and 1906 programs. States have the option of providing the 20 percent match by program area. No match required for Section 154 and 164

Resources: 23 USC Part 120(b), 23 CFR § 1300.20(f), 
23 USC Chapter 4, Section 402(d), GHSA Policies and Procedures Manual, See Ch. VI, Sec. A
Commendation: Oregon
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that the documented matching funds are eligible State or political subdivision expenditures under Section 402 or any of the Section 405 programs (NHTSA Guidance 8-13-19)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Reconcile at fiscal year close out the actual amount of program match supported by documents within the project files with the program match entered into the GTS system so that the amounts are in full agreement
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Notify outside agencies that when certifying program match for the SHSO to document that the same funds are not being used for any other State program, within or outside of the SHSO, as program match for other Federal programs
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Provide match documentation as a formal letter between the agencies to serve as an agreement the funding will not be used for other Federal programs and is not paid by the Federal government and that is signed by an authorized official of the granting agency
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	NHTSA Tip: Verify that the match amounts in financial and program documents are at least as much as the State included in the final GTS voucher for the fiscal year. Ensure SHSO has financial records that can be used to reconcile and document any related correspondence such as official letters offering match
	
	


III – E: 40% Local Share (aka local benefit requirement)
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Documentation of the 40% local benefit requirement for Section 402
	F: Trace local share documentation to ensure the correct amount has been obligated and entered as actually expended into the GTS system to meet the 40% local benefit requirement (pertains to Section 402) NOTE: BIA local benefit is 95 percent and DC, Puerto Rico and the Territories are exempt
Resources: 23 CFR Part 1300 Appendix C, GHSA Policies and Procedures Manual, See Ch. II, Sec. M 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Where no political subdivision has had an active voice, include an option to request the benefit of the program to be claimed as local benefit as evidence of advance consent to receive the benefit of State expenditures as part of the local program.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Periodically determine that the supporting source documentation for the 40% local benefit reconciles fully with the entries made to obligated funds in the HS 217 Cost Summary (Federal Share to Local) and in the GTS system 
Resources: NHTSA Guidance on Local Benefit 12-1-11
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Periodically monitor actual local grant expenditures during the fiscal year (and no later than the third quarter) to ensure that amounts designated for local benefit are actually and fully expended and be prepared to take corrective action if needed
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Be aware that when using grants to State agencies to demonstrate compliance with the local benefit requirement, the State agency grants become subject to audit for compliance
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Report a dollar amount of local benefit expenditures in GTS by March 31 each year and reconcile at closeout to ensure full compliance when preparing the final voucher
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: If on March 31 local benefit appears significantly low, research to determine and document the cause and take corrective action if needed
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	2. Active voice of local government entities 
	F: Ensure that source documentation that verifies local consent: active voice in the initiation, development and implementation of the program, or acceptance is available annually in each State grant file designated “local share” (not required for direct grants to local agencies)

Resources: 23 CFR Part 1300 Appendix C (c) (3) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Ensure required documentation evidencing local consent and acceptance is in place before any work is carried out if the State proposes to use the salary and benefits of a State employee toward meeting the local benefit requirement

Resources: NHTSA Highway Safety Grant Resources-Political Subdivision Guidance
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	NHTSA Tip: If a direct award, the project agreement is the documentation. If claiming through a subaward directly to a State agency, the SHSO must have on file documentation as evidence of the local government entity’s active voice participation. The State may not arbitrarily ascribe State agency expenditures are of local benefit.
	
	

	3. Documentation of local benefit for Section 154 and 164 funds if used for SHSO alcohol-impaired driving programs
	F: Trace local benefit documentation entered into the GTS system by March 31 and full entry by fiscal year close out annually to determine full reconciliation with source documentation to meet the 40% local benefit requirement (pertains to Sections 154AL and 164AL)

Resources: 23 USC Part 154 , 23 USC Part 164, NHTSA Highway Safety Grant Resources-Grants Funding Guidance IID; Appendix A, and Section 154 and 164 Guidance
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


III – F: Planning and Administration (P&A) and Program Management (Both terms are defined at beginning of this MR Element. P&A: 23 CFR § 1300 Appendix D(b). Program Management: 23 CFR § 1300 Appendix D(b).
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Verify all P&A and program management expenditures are consistent with sound management practices and documentation supports P&A minimum 50% match (or sliding rate) Section 402 and 410
	F: Ensure that the SHSO P&A grant annually documents fully the P&A expenditures and the required match of State or local funds in the amount of 50% (or the applicable sliding scale rate) of the costs claimed for eligible P&A functions. P&A applies to Sections 402, 154 and 164 and SAFETEA-LU 406 and 410.
Resources: 23 CFR § 1300 Appendix D(b), GHSA Policies and Procedures Manual, See Ch. IV Sec. H
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that the SHSO has documented all program management expenses to be consistent with sound management practices and regulations
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: At the end of the fiscal year, carry over and plan to spend any unexpended P&A funds provided the funds were originally programmed in GTS no later than September 30
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Verify Federal contribution for P&A does not exceed 15 percent 
	F: Ensure that each fiscal year the Federal funds contribution for P&A activities does not exceed 15 percent of the total Section 402 funds received each fiscal year by the State (and total funds for sections 154 and 164 when used for 402 purposes)
Resources: 
23 CFR § 1300 Appendix D,  23 USC Part 154,
 23 USC Part 164 
FHWA Final Rule Open Container 23 CFR Part 1270 and FHWA Final Rule Repeat Intoxicated Driver 23 CFR Part 1275
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. Documentation for P&A tasks reconciliation with HSP
	F: Develop and provide documentation that verifies an annual reconciliation of the P&A tasks and related costs with those required to be described in the P&A module of the HSP

Resources:  23 CFR Part 1300.13 (a)(2)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	4. Indirect costs as P&A match and application
	F: Ensure that there is appropriate written evidence of indirect costs used as P&A match funds by the SHSO and ensure that it is applied only to P&A expenditures

Resources:  

23 CFR § 1300 Appendix D(b)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	5. Salaries and other costs charged to P&A
	F: Ensure that only direct and indirect expenses for salaries and other costs that are attributable to the overall management of the State's HSP and necessary to carry out its functions are charged to P&A

Resources: 
23 CFR § 1300 Appendix D 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that all related P&A costs, such as travel, equipment, supplies, etc. are charged to P&A and not directly to programs
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	6. Salaries and costs charged to program management
	F: Ensure that only direct and indirect expenses for salaries and other costs that are attributable to the program management functions of the SHSO programs and necessary to carry out its functions are charged to program management and to the specific program area

Resources:  

23 CFR § 1300 Appendix D 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Periodically examine the cost data to ensure continued accuracy and amend the data when significant changes occur
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Determine that only highway safety related time is being charged to the highway safety program
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	7. SHSO Time and attendance
	F: Ensure that SHSO time and attendance documentation procedures are being consistently followed to ensure charges accurately reflect the work performed. Be prepared for timesheets to be sampled. 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


III – G. Project Equipment

	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. System for tracking, managing and disposing of acquired equipment
	F: Use, manage and dispose of equipment acquired with Federal funds in accordance with the State’s law and procedures (including value threshold) and Federal regulations – this provision applies to the SHSO, subrecipients and contractors

Resources: 23 CFR § 1300.31(c),GHSA Policies and Procedures Manual , See Ch. V, Sec. G, NHTSA Equipment Management Q & A, State Law/Policy: XXXXX
Commendations: Nebraska
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	F: Ensure that the type of equipment proposed to be purchased with Federal funds is an allowable cost 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	MC: Track the full market value of the equipment and the percent Federal share as separate values in the equipment tracking system so that the total value of the inventory can be determined
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	2. State’s inventory requirements for tracking SHSO and subrecipient equipment
	F: Document, manage and track the equipment acquired with Federal funds in full compliance with the State’s law and procedures (including frequency and value thresholds) and Federal regulations – this provision applies to SHSO, subrecipients and contractors

Resources: 2 CFR Part 200.313(a)(3) 
Commendations:  Michigan
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Develop and implement an effective equipment tracking system to be used by the SHSO for tracking both SHSO and subrecipient-acquired equipment and ensure that it is used for the authorized purpose
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that all fields in the SHSO equipment system are complete and update the system to track the use and cost/value of the equipment. 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA:  Reconcile the SHSO equipment inventory with property records at the interval required by State policy.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3. NHTSA approvals requested and received for acquisition and disposal of equipment $5,000 or more
	F: Establish and implement a policy to ensure that prior written approval from the NHTSA Regional Administrator is obtained either in the annual HSP or by a letter for the purchase or disposition by the SHSO or a subrecipient of each equipment item (including software/information technology systems) valued at $5,000 or more including the cost of any accessories necessary to make the item operational ($5,000 or more is based upon TOTAL cost of equipment, not just the Federal share)

Resources:  2 CFR §§ 200.33, 200.58, 23 CFR § 1300.31(d)
GHSA Policies and Procedures Manual, See Ch. IV, Sec. E
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Ensure that subrecipients are informed of the Federal requirement that they must receive prior written approval from the SHSO (and NHTSA) before acquiring or disposing of equipment valued at $5,000 or more 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Develop and implement a policy defining useful life by equipment type 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Require and verify when possible (or require subrecipients certify compliance) that subrecipients use their own procurement procedures which reflect applicable State and local laws and regulations, and, which conform to applicable Federal law and standards
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	
	RA: Recommend that equipment purchased in whole or in part with traffic safety funds be appropriately tagged by the subrecipient to indicate the item was acquired with Federal traffic safety funds
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	4. Compliance by SHSO and subrecipients with disposition requirements
	F: Require prior written approval from the Regional Administrator is obtained prior to equipment disposition. If prior written approval from the Regional Administrator for equipment disposition was not received, ensure equipment is listed on a useful life schedule in accordance with State laws and procedures
Resources: 23 CFR § 1300.31(d)(2)
State Law/Policy: XXXXX
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


III – H: Contracts and Professional Service Agreements

	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. State procurement laws, regulations, etc., on contracts and professional service agreements
	F: Develop and implement a policy to establish a SHSO procedure to ensure that State procurement laws, regulations, rules, policy and guidelines are followed by the SHSO regarding contracts and professional service agreements (and not just for grants)
Resources: 2 CFR Part 200.317 
 State Law/Policy: XXXX 

GHSA Policies and Procedures Manual , See Ch. III, Sec. E   
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	2. Grantees and subrecipient procurement procedures
	F: Develop and implement a policy to require that grantees and subrecipients use their own procurement procedures for grant-funded contracts and professional service agreements that reflect applicable State and local procurement laws and regulations and that they conform to applicable Federal, State and local law and regulations 

Resources: 2 CFR Part 200.318 
GHSA Policies and Procedures Manual , See Ch. III, Sec. E
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	2a. State and subrecipients following established procedures
	F: Monitor periodically the SHSO and all subrecipient contracts and professional service agreements to verify compliance with the established State and/or local procurement procedures 

Resources:  2 CFR Part 200.1
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	3. State purchase orders and contracts contain required Federal clauses
	F: Ensure that each State purchase order or other contract includes all clauses required by Federal statutes and executive orders

Resources: 2 CFR Part 200.318 - 200.327, GHSA Policies and Procedures Manual, See Ch. II, Sec. P
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


III – I: Indirect Costs 
	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	Indirect costs if claimed are correct rate and appropriately documented
	F: If the SHSO wants to claim Federal funds to pay SHSO indirect costs, or, to reimburse subrecipients (State or local government agency or non-profit organization or Institutions of Higher Education) for indirect costs, ensure that appropriate evidence is available as outlined within Federal regulations and that the correct rate is charged 

Resources: 2 CFR Part 200.332.(a)(4)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish annually a list (or use electronic grants system to flag) of all subrecipients approved to charge indirect costs pursuant to an approval letter from a Federal cognizant agency and track the list to determine that copies of all required letters are maintained with the SHSO files
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Ensure that claims received from subrecipients which include indirect costs are determined to be charged accurately 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     

	NHTSA TIPS:
	
	
	

	1.State or local government receiving more than $35 million in total Federal funds in a FY
	F: Verify that the SHSO has on file a copy of the indirect cost rate approval letter. If there is a negotiated indirect cost rate with federal government, the rate must be used. The SHSO may not request or require subrecipient to offer a lower or zero indirect cost rate. 
Resources: 2 CFR Part 200 Appendix VII D (1) (b), NHTSA Indirect Cost Rate Requirements of OMB 2 CFR Part 200 July 2013
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	F: Ensure that the SHSO has on file a copy of the ICR approval letter from the Federal cognizant agency
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	2. Non-profit organizations (NPO)
	Ensure that the SHSO has on file a copy of the ICR approval letter by the Federal cognizant agency
Resources: 2 CFR Part 200 Appendix IV  
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	3.Institutions of Higher Education (IHE)
	Ensure that the SHSO has on file a copy of the ICR approval letter from the U.S. Department of Health and Human Service or U. S. Department of Defense
Resources: 2 CFR Part 200 Appendix III B (11) (a) (1)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	4.Indian Tribe
	If the Indian Tribe has an approved Federal rate, ensure that the SHSO has on file a copy of the approval letter from the U.S. Department of Interior
Resources: 2 CFR Part 200 Appendix VII D (1) (c)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	5.State or local government or NPO with State-negotiated rate receiving less than $35 million in total Federal funds with a SHSO negotiated rate
	If a non-federal entity only receives Federal funds as a subrecipient of the SHSO, the SHSO or other responsible State agency is responsible for negotiating an ICR with the entity (subject to the reasonable test), the SHSO must ensure that there is documentation of the negotiated rate and that it has monitored the indirect cost claims (or another qualified State agency which would negotiate and monitor on behalf of the SHSO)

Resources:  2 CFR Part 200 Appendix VII D (1) (b), 2 CFR Part 200 Appendix IV and 2 CFR Part 200.332.(a)(4) 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	If the subrecipient has a federally negotiated indirect cost rate, ensure that the SHSO has documentation showing it has accepted the rate and that the rate is clearly stated
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	State interagency services
	If the subrecipient is a State agency and is receiving interagency services (indirect costs) in lieu of determining actual indirect costs, ensure that the allowed 10 percent standard indirect cost allowance is applied ONLY to direct salary and wage costs excluding overtime, shift premiums and fringe benefits

Resources: 2 CFR Part 200.417
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Separately and clearly note within interagency agreements to which budget item the 10% was applied to ensure application only to direct salary and wage costs (excluding overtime, shift premiums and fringe benefits)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	
	RA: Establish annually a list (or use electronic grants system to flag) of all subrecipients approved to charge indirect costs pursuant to an approval letter from a Federal cognizant agency and track the list to determine that copies of all required letters are maintained with the SHSO files
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	De minimus rate
	Ensure that the 10 percent de minimus rate is only applied to Modified Total Direct Costs (MTDC) including limiting the first $25,000 of each subaward or subcontract (maximum of $2,500 indirect cost reimbursement) being awarded by the subrecipient regardless of the period of performance of the subawards– to be eligible and receives less than $35 million in total Federal funds NOTE: The subaward referenced here is a subaward of the non-federal entity receiving the de minimis rate. Certain items are excluded specifically from the MTDC.
Resources: 2 CFR Part 200.68 and 2 CFR Part 200.414(d)(1)(b) and 200.414(f) and 2 CFR Part 200.1
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     


III – K: Paybacks

	MR Element
	(F) Required Action (RA) Recommended Action  

Resources/Commendations
	Criteria Met?
	SHSO Response and Timeline

	1. Procedure followed by SHSO for paying back any funds to the Federal agency 
	Determine if the SHSO has documentation and resolved all paybacks from prior audit or Management Review Findings, unallowable costs, overpayments or errors. Address possible solutions to avoid future problems. (Caution: MR may be used as vehicle to advance collection.)
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	     


IV – Project File Review

	A. Using the NHTSA MR Project Review Checklist Form, or a form developed by the SHSO, periodically assign SHSO staff to select projects based upon the NHTSA MR Element Project File Review Non-Statistical Sampling Procedure including a representation from each of the various NHTSA program areas and grant programs in which significant amounts of funds were expended during the time period. For FY21, if conducted in the first or second quarter of the fiscal year, the previously three fiscal year files are reviewed.  If the third or fourth quarter, the current year plus the two previous years are reviewed. See MR Elements for the non-statistical sampling method that may be used by NHTSA during the MR. 

	B. Refer to the MR Elements for the 6 steps of the Project File Review Process which will be used by NHTSA during the MR. Additional items are listed which should be examined during the project file review.

	
	(RA) Recommended Action  
	Criteria Met?
	SHSO Response and Timeline

	(i).
	RA: Establish and implement a policy to provide for the periodic review of the SHSO subrecipient project files using the prescribed sampling method to select projects and a standard checklist form to conduct the review 

Resources: NHTSA Project File Review Checklist Form 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(ii).
	RA: If recurring problems are identified, expand the review as appropriate to determine the overall scope and impact of the problem
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(iii).
	RA: Summarize major issues identified during the Project File Review, take corrective action where needed to resolve all identified problems, fully document the action (date, action, employee signature) and provide update training for SHSO staff to prevent future similar errors
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(iv).
	RA: Develop and maintain an organized and current project filing system to ensure that all documentation to support the subrecipient applications, claims and SHSO monitoring activity is kept current and easily accessible 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
	     

	(v).
	RA: Assign a (or all) SHSO staff responsibility for controlling and managing access to project files to ensure they are available, complete and organized
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 N/A
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