September 27, 2012
«Agency»
«First_Name» «Last_Name»
«Title»
«Address»
«City» «State» «Zip»  

RE:  New Mexico Energy$mart Program Monitoring
Dear «Greeting»
New Mexico Mortgage Finance Authority staff will be performing an on-site monitoring review of «Agency» «Monitoring_Days» «Monitoring_Dates».  We will arrive at approximately «Arrival_Time» on «Arrival_Day» «Arrival_Date» and expect to finish by «Departure_Time» on «Departure_Day» «Departure_Date».  We will be monitoring the current DOE, State, LIHEAP, NM Gas and PNM grants year-to-date.  This visit will include financial management and inventory.
In order to expedite the monitoring, please have the following available for our review:
1. Cash Receipts, Disbursement Journal and Bank Reconciliations:

2. Program Reports (financial and unit data)

3. Minutes from the last three Board Meeting

4. Labor and Materials Procurement Records

5. Payroll Registers, Time Sheets & Personnel Files

6. Cost Allocation Plan

7. Inventory and Property Management Procedures

8. Certificate of Liability for Insurance, Invoice and copy of the cancelled check that paid the policy 

9. Travel Policy

10. A copy of your most current lease and proof NM Energy$mart’s allocated portion 

11. Most Current Financial Audit Report

12. Financial Operations Manual

13. Program Operations Manual

Please have the appropriate staff available to answer questions regarding the above.  MFA requires the attendance of the Executive Director, Program Manager and accountant (if applicable) at the Entrance and Exit Interviews.  A copy of the Monitoring Instrument is enclosed.  Please complete it as appropriate and return to me 1 week prior to the visit.  An exit interview will be conducted at the end of the monitoring visit.
If you have any questions or need additional information, please contact me at «Phone» or toll-free at (800)444-6880.
Sincerely,
«Program_Specialist»
«Title1»
