

	Monitoring Tool Template

	Grantee name:

	Grantee authorized representative:

	Grant Period:
	Program/Project:

	Grant Amount:
	Funding Type: 

	Date of Visit:
	

	State staff present:
	

	Grantee staff/participants present: 
	

	If applicable, dates of previous site visits:


	List add’l information here:

	If applicable, describe additional monitoring required by pre-award risk assessment:



	Grantee Description

	If grantee is a nonprofit: 
· List name, mission, location, etc. – i.e. include organization website
· Include link to current governance/board of directors

	If grantee is a local unit of government:  
· Reference the type (city, county, etc.)
· Reference if the local unit has a governing board/body

	How are grantee stakeholders, constituents, or participants involved in the decision-making of the organization or program/project?


	Program
Provide a description of the grant project(s) and refer to approved grant contract agreement work plan/projects

	Grant Project(s) Purpose:


	What barriers have been encountered? How were they resolved?


	Target Population:

	Geographic location of program/project:

	Participant Information:


	Additional participant information:

	How are participants referred to the program?


	Are participants involved in shaping program/project content? If so how?






	Activities

	List grant-funded activities:


	How often and where are they provided?

	Are the activities producing the desired results?


	Evaluation
Discuss the goals and objectives (work plan); is there an evaluation plan?

	What is the status of grant outcomes?


	What is the status of grant outputs?


	Are there significant changes in what the grant proposed and what is actually taking place?



	What factors are impacting grant performance?



	How does the organization determine that it is meeting its goals and objectives?



	What data is gathered?  From whom and how?



	Is the data analyzed internally or externally?



	Who is responsible for gathering data?



	What is done with the results?



	
Staffing

	Is there adequate staffing?  Are grant-funded positions referenced in approved work plan and budget current? 

	What qualifications or experience do the staff have relevant to the programming or target population(s)?


	How long has program/project staff been involved in the program?


	Are volunteers involved?

	Is there staff and volunteer representation from diverse populations, including the targeted population(s)?


	What training is provided for staff and volunteers?


	[Agency customizes and adds questions based on grant deliverables, projects, work plan, etc.]

	Collaboration

	Describe, if applicable, the status of the organization’s collaborations/collaborative partners referenced in the approved grant work plan 


	Has the organization or program/project developed any new collaborations with other agencies or programs?


	Discuss community involvement with the program/project.


	Financial

	Status of the Grant Budget:
· Do you have any questions or concerns regarding your financial reporting? 
· Does your budget need a revision?  
· Spending according to plan?
· Spending slow due to ________________________________________________________

	How are grant expenses tracked?


	If projects are funded by multiple sources, how do you track which source should be charged?


	How are financial transactions processed?

Who’s involved?



	What are the procurement procedures?


	Verify if the organization has fulfilled the match requirement, if applicable


	List other non-government funders of the program/project, if applicable.


	Is there any other state funding supporting the program/project?  If so, what is its status?


	Has the program/project received state agency funding in the past?


	What happens when the grant ends - is the program/project sustainable beyond this grant funding?


	Are you experiencing any challenges with managing grant finances?






	Training and Technical Assistance

	What training or technical assistance needs (if any) do you have that the agency can assist with?






	Additional grantee feedback

	What should I know that I haven’t asked you?


	Is there anything that you feel I may have misunderstood?


	Do you have any feedback or suggestions for our agency?


	





	State Staff Comments

	What are the strengths and weaknesses of the program/project?


	Are reimbursement requests and progress reports submitted on time whenever possible?

	Were any other issues or problems discovered?


Is follow up needed?



	List technical assistance or training needs if applicable:
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