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[bookmark: _Toc519264491]Alternative Formats
This guide is available in alternative format(s) upon request. To arrange to receive this guide in an alternative format, please contact:
[bookmark: _Toc469296327][bookmark: _Toc469296371][bookmark: _Toc469483450]Name of Contact:	Karen Lilledahl
Email:	karen.lilledahl@state.mn.us
Phone Number:	651-259-7089
[bookmark: _Toc519264492]Introduction
The purpose of this guide is to assist in determining whether the Grantee and, if applicable, its subgrantee(s) is/are conducting the Jobs Bill Pathways to Prosperity (P2P) Grant in accordance with the approved work plan, federal, local, and state policies.
Since the administration and program approach of Grantees and, if applicable, its subgrantee(s) may vary widely, this review activity will be flexible. The DEED program monitor must ascertain the unique structures of each program prior to a more detailed analysis.
The onsite visit will be preceded by a desk review of all project material available at DEED's offices, including WorkForce One. The provider/Grantee will be contacted and suitable arrangements will be made as to the date, time of the visit, and appropriate staff involvement. Confirmation of these details will be made by the program monitor via email.
The typical agenda for an onsite visit consists of:
1. An entrance Conference – The DEED program monitor will meet with staff to review plans, discuss the desk review, and obtain basic overview information about the project. 
2. A Financial Reconciliation – The DEED program monitor will meet the Grantee’s fiscal staff to complete the Financial Reconciliation. 
3. A File Review – A sample of selected files will be reviewed. The list of files to be reviewed during the visit is sent prior to the visit. Please make all documentation and case notes available. 
4. An Exit Conference – The DEED program monitor will reconvene with staff at the end of the visit once the file review and financial reconciliation are complete. At this time the program monitor will present all tentative findings. 
· Any additional information the Grantee and/or its subgrantee(s) can provide should be incorporated at this point. 
· Technical Assistance – At any point during the visit, but generally at the Exit Conference, the monitor may provide technical assistance to the Grantee. In addition, the Grantee is encouraged to bring forward questions or concerns related to the execution of the grant. 
· A review of Applicable Sections of the Law, Federal Regulations, and State Policies may occur during either the entrance or exit conferences.
A final report and cover letter will be prepared by the monitor after completion of the onsite review.
[bookmark: _Toc468775974][bookmark: _Toc469296202][bookmark: _Toc469296328][bookmark: _Toc469296372][bookmark: _Toc469483451][bookmark: _Toc519264493]Instructions
Return the completed guide to the Monitor listed on the cover page of this guide. The Grantee must complete all sections unless otherwise instructed.
[bookmark: _Toc468775975][bookmark: _Toc469296329][bookmark: _Toc469296373][bookmark: _Toc469483452][bookmark: _Toc519264494]Staff, Comments, Questions
[bookmark: _Toc468775976][bookmark: _Toc469296330][bookmark: _Toc469296374][bookmark: _Toc469483453][bookmark: _Toc519264495]Staff
[bookmark: _Toc468427447][bookmark: _Toc468775977]List the Grantee staff completing this guide.
1. [bookmark: StaffField1]Name:      
[bookmark: StaffField2]Title:      
[bookmark: StaffField3]Email Address:      
2. [bookmark: StaffField4]Name:      
[bookmark: staff_field5]Title:      
[bookmark: staff6]Email Address:      
3. [bookmark: staff7]Name:      
[bookmark: staff8]Title:      
[bookmark: staff9]Email Address:      
[bookmark: _Toc469296331][bookmark: _Toc469296375][bookmark: _Toc469483454]If you have any questions, comments, or concerns at this or any time, please contact your Monitor or Program contact, as indicated in the grant Terms and Conditions. 
[bookmark: _Toc519264496][bookmark: _Toc468427448]Comments from the Provider/Grantee
What comments do you have for DEED staff?
[bookmark: Staff10]Enter comments here
[bookmark: _Toc468775978][bookmark: _Toc469296332][bookmark: _Toc469296376][bookmark: _Toc469483455][bookmark: _Toc519264497]Questions for DEED staff
What questions do you have for DEED staff?
[bookmark: staff11]Enter questions here
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[bookmark: _Toc469296333][bookmark: _Toc469296377][bookmark: _Toc469483456][bookmark: _Toc519264498]General Information
Fill in the following information:
· [bookmark: Text63]Grantee (Agency) Name:     
· Grant Number:     
· Project Name:     
· Start/End Dates:      to      
· Date(s) of Monitoring Visit:     
· Monitored by:     
· Funding Level:     
· Modification Summary:     


[bookmark: Check164][bookmark: info2]Are any (additional) modifications currently in process or anticipated?	|_| Yes	|_| No
[bookmark: info3]If yes, Explain here.
[bookmark: _Toc469296334][bookmark: _Toc469296378]
[bookmark: _Toc469483457][bookmark: _Toc519264499]Monitoring Needs
The monitor may request copies of the following in advance: local policies, subgrantee agreements, or other information as determined necessary.
[bookmark: _Toc444256078][bookmark: _Toc469296335][bookmark: _Toc469296379][bookmark: _Toc469483458][bookmark: _Toc519264500]Persons Interviewed
List the staff that will participate in the monitoring visit. 

1. [bookmark: interview1]Name:     
[bookmark: interview2]Title:     
[bookmark: interview3]Representing:     
2. [bookmark: Interview4]Name:     
[bookmark: interview5]Title:     
[bookmark: interview6]Representing:     
3. [bookmark: interview7]Name:     
[bookmark: Interview8]Title:     
[bookmark: interview9]Representing:     
4. Name:     
Title:     
[bookmark: _Toc444256104][bookmark: _Toc469296337][bookmark: _Toc469296381]Representing:     

[bookmark: _Toc469483460][bookmark: _Toc519264501]Participant File Review—Equity Grants (P2P)
[bookmark: _Toc427569215]To the Grantee—This information is filled in by the DEED monitor when they are reviewing participant files. Please review this list to determine what is required in each participant file. The Acceptable Participant File Documentation contains a list of acceptable forms of documentation for each eligibility requirement.
Grantee organization:
Participant’s Name:
Verification of:
· Is the participant a member of the grant target population? (See P2P Target Population list) 
· Citizenship (self attestation)
· Proof of Right to Work 
· Birth Date (waiver is needed if under age 18)
· Selective Service registration (for individuals born male after 12/31/59)
· Social Security Number
· Equal Opportunity is the Law/How we Use Your Personal Info - Updated 10/2017 (find links here)
· Veteran (DD214) – (documentation required if participant is identified as a Veteran in WF1)
· MJSP – Applicant Statement of Income 
WorkforceOne (WF1):
· Enrollment Date
· Case Notes
· 30-day Contact, Yes/No
· Gaps in Contact, Yes/No 
· Activities
· Individual Plan Development (required)
· Assessment (required)
· Retention (if provided)
· Credentials (copy is required)
· Support Services
· Exited from program sequence when the participant is no longer receiving grant-funded services, or by the grant end date, whichever is first. 
· Exit reason in WF1 must match information in file
Review of Individual Employment/Action Plan (See DEED’s IEP policy here):
· Is it Complete/Incomplete?
· Is it Dated?
· Has it been Updated? (335-395 days after original signature)
· Has it been Signed and dated – by the client?
· Has it been Signed and dated – by a staff member?
· Does it list the participant’s full legal name?
· Does it state the Employment Goal? (If applicable for the grant)
· Is there documented justification for Employment Goal?
· Does it list Objectives - short term?
· Does it list Objectives - long term?
· Do objectives have projected start and completion dates?
· Is there an Objective Assessment in file?
· Is there a Reading/Math assessment in file?
· Are Support Services plans/expenditures documented?
· Is there documentation in file to support Training?
· Is training aligned Industry Sector(s) named in the Work Plan?
· Skill Gaps to support Training
· Labor Market Information to support Training
[bookmark: _Toc444256080][bookmark: _Toc469296338][bookmark: _Toc469296382][bookmark: _Toc469483461][bookmark: _Toc519264502]Project Overview
[bookmark: _Target_Population_and][bookmark: _Toc444256081][bookmark: _Toc469296339][bookmark: _Toc469296383][bookmark: _Toc469483462][bookmark: _Toc519264503]Target Population and Priority of Service
Legislation requires participants to meet one of the following eligibility criteria. Please review the Demographic Report in WF1 to determine whether you are serving adults who face one of the specified barriers to employment. Select all that apply.

[bookmark: _Toc444256082][bookmark: _Toc469296340][bookmark: _Toc469296384]
[bookmark: TargetPopulation1][bookmark: TargetPopulation12][bookmark: TargetPopulation4]|_| Criminal Record	|_| Individual with a Disability	|_| Lacking Stable Housing
[bookmark: TargetPopulation5][bookmark: TargetPopulation3][bookmark: TargetPopulation7]|_| Long Term Unemployed (15 wks+)	|_| At or below 200% FPG	|_| Individual of Color
[bookmark: TargetPopulation11][bookmark: TargetPopulation10]|_| No High School Diploma or GED	|_| Limited English or Math Proficiency 
In addition, the work plan in the executed contract may have additional requirements for who will be served through the grant. Review the demographic report to determine whether you are serving adults who face one of the specified barriers to employment. Please list the additional target population requirements: 
[bookmark: Text72]|_| Other:     	|_| Other:     	|_| Other:     
		

[bookmark: _Toc469483463][bookmark: _Toc519264504]Eligibility
1. The following information and/or documentation is required for project eligibility. Check all elements that you obtain and maintain in participant files:

[bookmark: Eligibility1][bookmark: Eligibility2][bookmark: Eligibility3]|_|	Birth Date	|_|	Right to Work	|_|	Veteran Status (DD-214)
[bookmark: Eligibility4][bookmark: Eligibility5][bookmark: Eligiblity6]|_|	Citizenship	|_|	Selective Service Compliance	|_|	State Residency
[bookmark: Eligibility7][bookmark: Eligibility8][bookmark: Eligibility10][bookmark: Eligibility11]|_|	Social Security Number	|_|	MJSP-Income Form	|_|	Enter other here
2. [bookmark: Eligibilty12]If documentation is not obtained, explain.      
3. [bookmark: _Toc444256083][bookmark: _Toc469296341][bookmark: _Toc469296385][bookmark: Eligibilty13][bookmark: Eligibility14]Have any participants been under the age of 18 at enrollment? |_| Yes |_| No
[bookmark: Eligibility15][bookmark: EligibilityEnd]If yes, have you obtained an age waiver from DEED? |_| Yes  |_| No
[bookmark: _Toc469483464]
[bookmark: _Toc519264505]Sites or Specialized Centers
[bookmark: CentersOnly]What sites or specialized centers provide program services?      
[bookmark: _Toc444256084][bookmark: _Toc469296342][bookmark: _Toc469296386][bookmark: _Toc469483465][bookmark: _Toc519264506]Project Goals, Services and Activities 
Describe how the 7 required components for P2P programming are being provided according to the approved work plan. Please only fill out the Pathway Model this P2P grant operates within. 
Component 1 – Industry Sector Strategy: Skilled training must be in the participants’ region industry sector as identified in the Regional Workforce Development Area Plans under WIOA. 
What Region does your grant provide skilled training?  
[bookmark: Check163]|_|Region 1 – Northwest		|_|Region 2 – Northeast		|_|Region 3 – Central 	
|_|Region 4 – Twin Cities /Metro	|_|Region 5 – Southwest	|_|Region 6 – Southeast
Which industry sector training(s) does your grant provide training?
|_|Agriculture 	|_|Business Services	|_|Construction	
|_|Healthcare	|_|IT		|_|Manufacturing	
|_|Professional/Technical Services	|_|Public Sector 	|_|Transportation	
|_|Wholesale Trading

Pathway Model 1: On-Ramp to Bridge
· Component 2: Please describe the Multiple Entry and Exit Points for Participants:
· What are the multiple entry and exit point for participants?     
· [bookmark: Text73]Please describe how participants are assessed at or below a 6th grade level:     
· Component 3: Please describe Partner Involvement in:
· Has there been changes in your Partnership Chart? |_| Yes |_| No
If yes, please explain:     
· Describe course(s) developed with partners:     
· How are the partnerships functioning so far in the course of this P2P grant? (Employer partner, Educational Institution, and Workforce Development Agency)     
· Component 4: Please describe Participant Certificate attainment:
· What are the certificate(s) offered and the industry sector(s) they are geared towards?     
· Please describe successes and/or issues with Participant Certificate attainment:     
· Component 5: Please describe Comprehensive Support Services provided:
· Who provides the central point of contact and wrap around services?     
· Are formal support services provided (example: transportation)? |_| Yes  |_| No
· Component 6: Please describe the Navigation Strategy:
· Who provides navigation services?     
· Describe the pre-employment services provided to participants?     
· Component 7: Please describe Contextualized Education provided: 
· Who provides contextualized services?     
· Describe how contextualized instruction provided to participants builds foundational academic skills:     
OR
Pathway Model 2: Bridge to Integrated
· Component 2: Please describe the Multiple Entry and Exit Points for Participants:
· What are the multiple entry and exit point for participants?     
· Please describe how participants are assessed at or above a 7th grade level for foundational education (reading, writing, and math) and skilled training grade level:     
· Component 3: Please describe Partner Involvement in:
· Has there been changes in your Partnership Chart? |_| Yes |_| No
If yes, please explain:     
· Describe course(s) developed with partners:     
· How are the partnerships functioning so far in the course of this P2P grant? (Employer partner, Educational Institution, and Workforce Development Agency)     
· Component 4: Please describe Credential Attainment offered in this P2P grant:
· What are the credentials(s) offered and the industry sector(s) they are geared towards?     
· Do credentials meet the definition by the US Department of Labor (DOL)? |_| Yes  |_| No
If no, please explain:     
· Please describe successes and/or issues with credential attainment:     
· Component 5: Please describe Comprehensive Support Services provided:
· Who provides the central point of contact and wrap around services?     
· Are formal support services provided (example: transportation)? |_| Yes  |_| No
· Component 6: Please describe the Navigation Strategy:
· Who provides navigation services?     
· Describe how the participant is introduced to the foundational concepts within specific career pathways?     
· Component 7: Please describe Contextualized Education provided: 
· Who provides contextualized services?     
· Describe how contextualized instruction provided to participants builds foundational skills in reading, writing, and math within the context of the identified occupational sector(s):     
OR
Pathway Model 3: On-Ramp to Bridge to Integrated
· Component 2: Please describe the Multiple Entry and Exit Points for Participants:
· What are the multiple entry and exit point for participants?     
· Please describe how participants are assessed for readiness for post-secondary skilled training:     
· Component 3: Please describe Partner Involvement in:
· Has there been changes in your Partnership Chart? |_| Yes |_| No
If yes, please explain:     
· Describe course(s) developed with partners:     
· How are the partnerships functioning so far in the course of this P2P grant? (Employer partner, Educational Institution, and Workforce Development Agency)     
· Component 4: Please describe Post-Secondary Certificates, Diplomas, and/or Degrees that lead to employment in offered in this P2P grant:
· What are the credentials(s) offered and the industry sector(s) they are geared towards?     
· Do credentials meet the definition by the US Department of Labor (DOL)? )? |_| Yes  |_| No
If no, please explain:     
· Please describe successes and/or issues with credential attainment:     
· Do credential(s) result in college credit(s) in the career pathway?     
· Component 5: Please describe Comprehensive Support Services provided:
· Who provides the central point of contact and wrap around services?     
· Are formal support services provided (example: transportation)? |_| Yes  |_| No
· Component 6: Please describe the Navigation Strategy:
· Who provides navigation services?     
· Describe the pre-employment services provided to participants?     
· Component 7: Please describe Contextualized Education provided: 
· Who provides contextualized services?     
· Describe how contextualized instruction provided to participants builds foundational academic skills:     


[bookmark: _Toc444256085][bookmark: _Toc469296343][bookmark: _Toc469296387][bookmark: _Toc469483466][bookmark: _Toc519264507]Assessment
1. 
2. [bookmark: Assessment1]What methods of evaluation are used to assess the participant’s basic language, math, and computer skills?     
3. [bookmark: Assessment2]What assessment tool(s) is/are used, and why. Are the results documented in the participant file?     
4. [bookmark: Assessment3]How are participants skills determined to be obsolete?     
5. [bookmark: _Toc330971823][bookmark: assessment4]How do you track “educational gains” as determined by standardized assessments? What standardized assessment is used?     
[bookmark: _Toc444256086][bookmark: _Toc469296344][bookmark: _Toc469296388][bookmark: _Toc469483467]
[bookmark: _Toc519264508]Training
If Training is part of this grant, complete the following. If training is not part of this grant continue to the Job Search section.
1. 
2. [bookmark: Check62][bookmark: Check63]Does your project utilize internships/work experience? 	|_| Yes	|_| No
If Yes:
[bookmark: Check64][bookmark: Check65]	Are participants paid?		|_| Yes|_| No
[bookmark: Check66][bookmark: Check67]	Will participants be hired by the worksite?		|_| Yes	|_| No
2. [bookmark: Text55]Which occupations have been selected for participant training?     
3. [bookmark: Text56]What specific job skills were/are being developed?     
4. [bookmark: Text57]What Labor Market Information is used to select training that leads to targeted high-growth and high-wage demand-driven occupations?     
5. [bookmark: Text58]What is your procedure for verifying credential (degree, diplomas, certificates, licenses, etc.) attainment?     
6. [bookmark: Text59]How many participants have achieved credentials and in what field(s)?     
7. [bookmark: _Job_Search:][bookmark: Text60]Does the training provided offer opportunities to earn college credits?     
[bookmark: _Job_Search:_(completed][bookmark: _Toc444256087][bookmark: _Toc469296345][bookmark: _Toc469296389]
[bookmark: _Toc469483468][bookmark: _Toc519264509]Job Search
[bookmark: COST][bookmark: JobSearch]If Job Search is part of this grant, complete the following. If Job Search is not part of this grant continue to the Unsubsidized Employment section.
1. Describe the method used to provide the following activities:
a. 
b. Job Training:     
c. [bookmark: JobSearch1a]Work Experience:     
d. Internship:     
e. [bookmark: JobSearch1b]Job Search Techniques and Activities:     
f. [bookmark: JobSearch1c]Assessment of support and career/educational plans:     
2. [bookmark: JobSearch2]What is included in the Job Search curriculum?     
3. [bookmark: JobSearch3]How does program staff collaborate with existing programs and services available from the WorkForce Centers (for example – Minnesota Works and/or workshops?)     
[bookmark: _Toc444256088][bookmark: _Toc469296346][bookmark: _Toc469296390]
[bookmark: _Toc469483469][bookmark: _Toc519264510]Unsubsidized Employment
If Unsubsidized Employment is part of this grant, complete the following. If Unsubsidized Employment is not part of this grant continue to the Support Services section.
1. 
2. [bookmark: UnsubEmp1]How is the increase in employability or employment opportunity measured?     
3. [bookmark: UnsubEmp2]Who is responsible for developing the employment opportunities?     
4. [bookmark: UnsubEmp3]What methods are used to track 12 month job retention following exit into Unsubsidized Employment?     
5. [bookmark: UnsubEmp4]What is your procedure for verifying that a client has entered employment?     
6. At what point are participants exited into Unsubsidized Employment or lack of participation?     
[bookmark: _Toc258402056][bookmark: _Toc330971826][bookmark: _Toc444256089][bookmark: _Toc469296347][bookmark: _Toc469296391]
[bookmark: _Toc469483470][bookmark: _Toc519264511]Support Services
If Support Services are part of this grant, complete the following. If Support Services are not part of this grant continue to the next section.
1. 
2. [bookmark: Support1]What Support Services policy has been developed to ensure service coordination and consistency, including procedures for referral? Please provide the monitor with a copy.     
3. Has the Grantee established limits on the amounts and duration of funds for Support Services?
[bookmark: Support2Y][bookmark: Support2N]|_| Yes	|_| No
[bookmark: Support2YConditional]If yes, what are the limits? What is the duration?     
4. [bookmark: Support3]What Support Services have been provided to job search participants?     
5. [bookmark: Support4]What Support Services have been provided to individuals already employed or in training?     
6. [bookmark: Support5Y][bookmark: Support5N]Are Support Services entered into WF1? |_| Yes |_| No
[bookmark: Support5NConditional]If they are not, how are they tracked?     
7. [bookmark: Support6Y][bookmark: Support6N]Is Support Services information/documentation maintained in participant files?	|_| Yes	|_| No
If they are not, where are they maintained?     




[bookmark: _Toc444256090][bookmark: _Toc469296348][bookmark: _Toc469296392][bookmark: _Toc469483471]
[bookmark: _Toc519264512]Analysis of On-The-Job Training (OJT) Contract 
[bookmark: _Toc131477706][bookmark: _Toc330971816]
[bookmark: OJT1Y][bookmark: OJT1N]Do you use OJTs? 	|_| Yes	|_| No

If No, proceed to Project Expenditures & Financial Reconciliation.
[bookmark: _Toc444256091][bookmark: _Toc469296349][bookmark: _Toc469296393][bookmark: _Toc469483472][bookmark: _Toc519264513]General Information
Grantee, please read. The following will be completed by the Monitor.
· Employer: 
· Contract Period: 
· Contract Amount: 
· Type of contractor: Private Sector / Private Non-Profit / Public
[bookmark: _Performance_Requirements:_(complete][bookmark: _Toc131477707][bookmark: _Toc330971817][bookmark: _Toc444256092][bookmark: _Toc469296350][bookmark: _Toc469296394][bookmark: _Toc469483473][bookmark: _Toc519264514]Performance Requirements
These question will be answered by the Monitor based on their examination of the OJT.
Does the OJT Contract provide in clear and unambiguous terms the following elements:
· Is the training outline consistent with the training objective? Yes/No
· Length of training determined in accordance with the O*Net, NAICS or an equivalent tool? Yes/No
· The hourly wage to be paid the participant by the employer? Yes/No
· Are the benefits the same as for other employees? Yes/No
· The method and amount of reimbursement to the employer? Yes/No
· Is the reimbursement amount equal to or no more than 50% of the wage rate paid to the participant? Yes/No
· The number of participants to be trained? Yes/No
· Union concurrence if applicable? Yes/No
· Provisions for monitoring? Yes/No
[bookmark: _Toc131477708][bookmark: _Toc330971818][bookmark: _Toc444256093][bookmark: _Toc469296351][bookmark: _Toc469296395][bookmark: _Toc469483474][bookmark: _Toc519264515]Fiscal Control and Accountability
Does the OJT Contract adequately and clearly specify requirements for the following:
· Record keeping requirements, including tracking of participant time and attendance and maintenance of payroll records, including canceled payroll checks? Yes/No
· Invoicing requirements, including frequency of billings and required supporting documentation? Yes/No
[bookmark: _Toc131477709][bookmark: _Toc330971819][bookmark: _Toc469296352][bookmark: _Toc469296396][bookmark: _Toc469483475][bookmark: _Toc519264516]General Provisions, Assurances and Certifications
Does the OJT Contract contain clearly stated general provisions, assurances, and certifications related to:
· Compensation of the participant at the highest of the Federal, State, or local minimum wage or the prevailing wage rate of similarly situated employees? Yes/No
· Workers' Compensation? Yes/No
· Health and safety in work and training situations? Yes/No
· Child Labor Laws and Fair Labor Standards Act? Yes/No
· Records maintenance, retention, and access including monitoring? Yes/No
· Adherence to the (if appropriate) WIOA Law, regulations and/or all applicable State policies and procedures? Yes/No
· Subrecipient compliance with all applicable business licensing, taxation, and insurance requirements? Yes/No
· Termination conditions, including non-performance and lack of funds? Yes/No
· Liability, sanctions, and debt repayment? Yes/No
· Modification conditions and requirements? Yes/No
· Non-discrimination? Yes/No
· Prohibition against sectarian activities/religious worship? Yes/No
· Prohibiting displacement of other employees? Yes/No
· Prohibition against political activity, the Hatch Act, and association with union organizing? Yes/No
· Prohibiting use of funds to encourage business relocation? Yes/No
· Data Privacy Act? Yes/No
· Minnesota Right-to-Know Act? Yes/No
· Americans with Disabilities Act? Yes/No
· Debarment, Suspension, Exclusion, Lobbying? Yes/No
· Grievance Procedure? Yes/No
· Nepotism? Yes/No
· Hold Harmless against Lawsuits and Claims? Yes/No
[bookmark: _Project_Expenditures_&][bookmark: _Toc444256094][bookmark: _Toc469296353][bookmark: _Toc469296397][bookmark: _Toc469483476][bookmark: _Toc519264517]Project Expenditures and Financial Reconciliation
Cost Category Spending (%): To calculate take the “Actual Cost Category” amount divided by the “Actual Total” amount. (Example: “Actual Subgrant Admin” / “Actual Total”)
[bookmark: Text75]Subgrant Admin 		     %
[bookmark: Text76]P2P Direct Customer Training	     %
MJSP Direct Customer Training	     %
[bookmark: Text77]Direct Services 			     %
[bookmark: Text78]Support Services		     %
[bookmark: _Toc97705317][bookmark: _Toc98648101][bookmark: _Toc98648217][bookmark: _Toc98648758][bookmark: _Toc98649331][bookmark: _Toc98652665]Current Budget and Spending: To calculate “% Achieved” take the “Actual Cost Category” amount divided by the “Planned Cost Category” amount. (Example: Actual Subgrant Admin / Planned Subgrant Admin )
	Blank cell, heading row
	[bookmark: Text79]Planned (     Qtr)
	[bookmark: _Toc97705321][bookmark: _Toc98648105][bookmark: _Toc98648221][bookmark: _Toc98648762][bookmark: _Toc98649335][bookmark: _Toc98652669]Actual
[bookmark: Text82]FSR/RPR 
MM/YY:     
	% Achieved

	[bookmark: _Toc97705323][bookmark: _Toc98648107][bookmark: _Toc98648223][bookmark: _Toc98648764][bookmark: _Toc98649337][bookmark: _Toc98652671]Subgrant Admin (10% maximum)
	[bookmark: Text64]     
	     
	     

	P2P Direct Customer Training
	     
	     
	     

	MJSP Direct Customer Training
	     
	     
	     

	Direct Services 
	     
	     
	     

	Support Services 
	     
	     
	     

	[bookmark: _Toc97705325][bookmark: _Toc98648109][bookmark: _Toc98648225][bookmark: _Toc98648766][bookmark: _Toc98649339][bookmark: _Toc98652673]TOTAL
	     
	     
	     



Please answer the following questions about this grant’s Project Expenditures: 
1. Will all grant funds be expended by grant’s end?	 |_| Yes	|_| No
2. Are expenditures in line with the approved Budget? 		|_| Yes	|_| No
3. Is a budget modification required to meet planned outcomes? 	|_| Yes	|_| No 
4. [bookmark: Text65]What is the total amount of leveraged funds obtained for the project? $     
[bookmark: Text66]What is their source?     
[bookmark: _Toc444256095][bookmark: _Toc469296354][bookmark: _Toc469296398][bookmark: _Toc469483477][bookmark: _Toc519264518]Financial Reconciliation
[bookmark: _Toc131477692][bookmark: _Toc330971811]Grantee, please read. This is to be completed by the Monitor.
The Monitor will conduct a financial reconciliation with the Grantee’s fiscal staff. Minnesota’s Office of Grants Management (OGM) policy 08-10 requires at least one financial reconciliation for a grant award over $50,000. 
Financial Reconciliation process includes but is not limited to:
· A review of the grant’s financial transactions that support the total Accrued Cumulative Expenditures.
· Program Monitor will select the Reimbursement Payment Request (RPR) of Financial Status Report (FSR) for a specified time period and request the information in advance of the on-site review. 
· The Grantee will be notified of the selected time period prior to the on-site review.
· Cost categories on RPR/FSR will be compared to service provider’s financial transaction report.
· Program Monitor will request/obtain supporting documentation for each cost category to trace back to initial invoice. 
Documents required for this process:
· The financial transaction report that supports the total expenditures for given period
· The RPR/FSR selected for review
· The financial detail that supports the expenditures in all cost categories of the RPR/FSR selected for review
· Documentation including initial invoices to support randomly selected expenditures from the various cost categories.
· Documentation to support the amount of Unspent Obligations shown on the RPR/FSR for the selected time period.
[bookmark: _Property_Procurement:][bookmark: _Toc444256096][bookmark: _Toc469296355][bookmark: _Toc469296399][bookmark: _Toc469483478][bookmark: _Toc519264519]Property Procurement
1. 
2. [bookmark: Property1Y][bookmark: Property1N]Has property and/or equipment been purchased by the 
Grantee with DEED project funds?	|_| Yes	|_| No
[bookmark: Property1YCondit]If Yes, list here:     
If Yes, review appropriate documentation. (Monitor will secure an inventory list of purchases of $1,000 or more; approval is needed for purchases of $5,000 or more.)
3. [bookmark: Property2]How is loss, damage, or theft of equipment investigated?     
4. [bookmark: Property3Y][bookmark: Property3N]Does the Grantee have an equipment disposition procedure?	|_| Yes	|_| No
[bookmark: _Toc444256097][bookmark: _Toc469296356][bookmark: _Toc469296400][bookmark: _Toc469483479][bookmark: _Toc330971814]
[bookmark: _Toc519264520]EEO/Program Complaint
1. 
2. [bookmark: Check158][bookmark: Check157]Are all participants asked to sign a copy of the DEED form "How We Use 
Your Personal Information/Equal Opportunity is the Law" (revised October 2017)? |_| Yes |_| No
3. [bookmark: Check159][bookmark: Check160]Have any formal or informal program complaints been filed specific to this grant?  |_| Yes |_| No
4. [bookmark: Check161][bookmark: Check162]Have you submitted the EO/ADA Assessment Tool? |_| Yes |_| No
[bookmark: Property3YCondit]If Yes, when was it submitted? If no, explain:     
[bookmark: _Audit_Review:][bookmark: _Toc330971828][bookmark: _Toc444256098][bookmark: _Toc469296357][bookmark: _Toc469296401][bookmark: _Toc469483480]


[bookmark: _Toc519264521]Project Performance
[bookmark: PROJECT][bookmark: _Toc444256099][bookmark: _Toc469296358][bookmark: _Toc469296402][bookmark: _Toc469483481][bookmark: _Toc519264522]Project Participant, Activity, Performance Standards 
[bookmark: Text69][bookmark: Text70]Date of WF1 Report: From grant start date      to present     .
	Work Plan
	Planned
[bookmark: Text74]Quarter:     
	WF1 Actual
	% Achieved 

	Total Participants Served
	[bookmark: Text67]     
	     
	     

	# of Participants with a Measurable Skills Gain: Educational Functioning Level Gain
	     
	     
	     

	Training Completed
	     
	     
	     

	On-Ramp Instructional Method Certificates attained (if applicable)
	     
	     
	     

	Bridge & Integrated Instructional Method Credentials attained
	     
	     
	     

	Exits to Employment
	     
	     
	     

	All Exits
	     
	     
	     


Actual ÷ Plan % = % of plan achieved
1. [bookmark: Text68]How many participants have obtained a credential?     
2. Are outcomes meeting planned expectations? |_| Yes |_| No 
[bookmark: Text71]If no, please explain:     
3. What is the average wage at placement?     
[bookmark: _Toc444256101][bookmark: _Toc469296359][bookmark: _Toc469296403][bookmark: _Toc469483482][bookmark: _Toc519264523]Reporting
The following list contains the reports required to be submitted throughout the lifetime of the grant by the grantee. 
· Request for Reimbursement (RPR)/Financial Status Reports (FSR) – submitted by the 20th of the month following activity whether or not there are expenditures.
· Quarterly Progress reports 
· Modifications (required whenever the work plan or budget changes from what was initially planned)
· Yearly narrative
Has the Grantee provided complete and timely reports?  |_| Yes |_| No
[bookmark: Text81]If no, please explain:     
[bookmark: _Toc444256102][bookmark: _Toc469296360][bookmark: _Toc469296404][bookmark: _Toc469483483][bookmark: _Toc519264524]WorkForce One (WF1):
1. [bookmark: WF1]Who enters data into WF1?     
2. [bookmark: WF2]What formal training was provided to the staff who enter data into WF1?     
3. [bookmark: WF3]What concerns or difficulties has staff had/is staff having entering data into WF1?     
4. What WF1 activities are consistently utilized (example: Career Counselling, Job Search)?     
5. Who monitors the data entered into WF1?     

[bookmark: _Participant_File_Review]Thank you.
Produced by:
MINNESOTA DEPARTMENT OF EMPLOYMENT AND ECONOMIC DEVELOPMENT
Employment and Training Programs Division
1st National Bank Building
332 Minnesota Street, Suite E-200
Saint Paul, Minnesota 55101-1351
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