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Wednesday, February 13, 2013

Contact Name

Grantee Agency

Street Address

City, State, Zip
SUBJECT:
Fiscal Monitoring/Financial Reconciliation



(Name of Grant Program), Grant #
Dear: Contact Name
We need your assistance to complete the fiscal monitoring for your (add name and grant # here), as required by the Minnesota Department of Administration Policy on Grant Monitoring, #08-10. 
Attached is the Fiscal Monitoring Tool and Excel workbook that must be completed and returned with all required supporting documentation. The Fiscal Monitoring Tool includes a section for financial reconciliation of identified expenditures reported on a previous invoice. In completing the financial reconciliation section you will be asked to provide documentation (e.g. purchase orders, invoices, receipts, cancelled checks, payroll records, etc.) to support the expenditures reported. The monitoring tool also covers several administrative and accounting operation questions designed to help identify and support appropriate grant management. 
Instructions for completing the Excel workbook and submitting source documentation are on tab one of the workbook, labeled “Instructions”.
Please complete the attached monitoring tool and Excel workbook and return it along with all required supporting documentation within 3 weeks of receipt. A conference call to discuss the monitoring tool will be scheduled for 1-2 weeks after your completed materials are received. You will be contacted with the date and time. If you have questions, please contact me at (GS phone), (email).

We look forward to receiving your information and the opportunity for review and discussion.

Sincerely,

Grant Specialist Name

Title
Grant Services Unit

cc: Superintendent or Exec. Director
      MDE Authorized Representative  
