Subgrantee Monitoring
Handout 3

Overview of Financial Site Visit Monitoring Process

1. Pre-Visit Preparation

e Coordinate with program officer and others
e Coordinate with subgrantee fiscal officer, program director, and others as appropriate
e Notify subgrantee in writing of:
O Visitation date / time
0 Purpose of review
0 Necessary Information you will need
0 Include monitoring tool or instrument you will use
e Review materials in grant file:
0 Subgrantee proposal/application
0 Approved budgets
0 Financial reports
e Examine documents and information from desk reviews: e.g., financial reports, payment
requests, audits, correspondence, emails, previous site visit reports and issues
e Develop and distribute site visit agenda

2. On-Site Review

e Conduct entrance meeting with subgrantee program director, fiscal officer, others

e Meet with administrative, fiscal, and other staff

e Review appropriate policies, procedures, documents, information and materials
(develop and use monitoring tool, instrument, or checklist)

e Ask questions, seek clarifications, get explanations, review examples, discuss as needed

e Conduct exit meeting and discuss findings with program director, fiscal officer, and
others

3. Post-Site Visit

e Prepare timely report describing findings and recommendations

e Distribute to subgrantee program director, fiscal officer, and others

e Request corrective action plan, with due dates, if needed

e Review and agree to corrective action plan and dates with any needed changes

e Arrange for training and technical assistance, as requested or appropriate

e Follow-up on items in corrective action plan ensuring subgrantee has taken appropriate
action

e Consider appropriate sanctions if subgrantee fails to implement appropriate actions

e Ensure that site visit documentation, findings, report and follow-up materials are
maintained in appropriate files
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