Chapter 10
MONITORING

A. On-Site


SAA staff or designated representative may make at least one on-site visit to each sub-grant program during the project period to monitor the performance of grant-supported activities.  Site visits will:


1.
Determine progress made toward achieving project goals and objectives;


2.
Determine compliance with all terms, conditions, and purposes of grant;


3.
Identify technical assistance needs; and


4.
Provide guidance of future design or funding of similar projects.


A formal monitoring report will be prepared and filed in the official sub-grant file, as well as distributed to the sub-grantees. The report will outline the findings of the monitoring visit. An example of the monitoring report can be found in Appendix A.  If significant discrepancies and/or areas of concern are discovered, these discrepancies will be communicated to the SAA Point of Contact as well as the Homeland Security Advisor to determine appropriate corrective action to be implemented. 
The SAA will conduct monthly desk monitoring of all sub-grant projects and if needed schedule an on-site monitoring visit if the need presents itself or if a sub-grantee requests a monitoring visit.
B. Desk


The SAA desk monitoring is a monthly process in which the SAA reviews and processes the following reports for each sub-grantee: Progress Report, Financial Report, Request for Reimbursement and Equipment Listing.  This process ensures that the SAA only issues checks to the sub-grantee on a reimbursement basis after the financial report has been reviewed for accuracy and all supporting documentation such as invoices and proof of payment has been reviewed for allowability.  This process ensures complete compliance with guidelines and no expenses are supported with the program which are not allowable.

Due to the fact that desk monitoring ensures complete expense accountability, the on-site monitoring focuses on equipment management and utilization as well as how well records are maintained and organized.  


