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Process Outline
e Call from Program Officer to schedule monitoring visit

 DOE Program Officer sends official letter to State Agency Director
announcing dates of monitoring and time of entrance briefing

e Prior to DOE monitoring visit, the Program Officer coordinates field
monitoring of three Subgrantee agencies in your state with their
technical support contractor, Simonson Management Services (SMS)
and your State agency
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e Technical support contractor monitors Subgrantee dwellings with
State Field Monitors (they are there to monitor the State monitors
work, not the Subgrantee)

* Prior to DOE monitoring a check list and questionnaire is sent to State
agency and State agency sends a Subgrantee check list and
qguestionnaire from DOE to be reviewed during the monitoring visit.
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Grant Number: EEQ006167

PRE-MONITORING PROGRAM MATERIALS CHECKLIST

Pre-Monitoring Program Materials:
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PRE-MONITORING PROGRAM MATERIALS CHECKLIST

Pre-Monitoring Program Materials:

* Grantee Program Materials to have available:

Grantee and Subgrantee most recent amended agreement

Completed Subgrantee Monitoring Reports

Monitoring Tool/Instrument

Procedural Manuals for Program Implementation (with technical reports)

Most recent Grantee support contract/training entities or other contracted activities

Procurement documentation related to the agreements

Inventory Tracking and Records
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* Subgrantee Program Materials to have available:

Current Grantee State Plan

Amended Award with the Grantee (most recent version)

Grantee's Weatherization Policies and Procedures Manual

Copies of files of homes to be visited

Inventory Tracking Materials (if applicable)

Subcontractor Contracts

Procurement documents to verify competition

Most recent documentation of grantee monitoring visit

Costs and Fixed Price Lists [Materials, Services (Audits, Inspections, etc.)]
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e State agency has all materials on check list available for DOE visit and
fills out the questionnaire and returns to DOE Program Officer prior to

visit
e Subgrantee has materials available for DOE monitoring visit and fills

out Subgrantee questionnaire to send to State agency to forward on
to DOE Program Officer for review prior to visit

 DOE Program Officer sends State agency a finalized agenda for their
monitoring visit
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* DOE monitoring visit
e Entrance briefing with State Weatherization staff, fiscal staff and agency
Director.
e Begin review of documents such as, policies and procedures, Subgrantee
monitoring reports and correspondence files, etc.

e Program Officer and State WAP Manager visit one Subgrantee agency office
and review items on Subgrantee checklist and questionnaire
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 DOE Program Officer continues meeting with State WAP staff
individually and reviewing documents

e Exit briefing with DOE Program Officer and State WAP staff, financial
staff and State Director
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* In approximately 30 days, DOE Program Officer sends the State
agency an “Onsite Monitoring Visit Report”

* The report can include findings, concerns, recommendations and
commendations
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PURPOSE OF REVIEW:

The Project Officer conducted the onsite monitoring assessmentvisitto fulfill compliance
monitoring and oversight requirements of the DOE WAP, and to provide technical assistance as
indicated during the visit. The objectives of the monitoringassessmentwere to:

Assessthe Grantee’sadherence to the State Plan.
Identify program strengths and areas for improvement.

Evaluate the Grantee’s monitoringand oversight of Subgrantees.
Verify compliance with Federal and State regulations, policies and procedures.
Identify accomplishments and success stories.

Determine how DOE can help the Grantee to implementthe WAP more successfully.
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e State agency has 30 calendar days to respond to findings, concerns
and recommendations

* Includes action items taken to address findings, concerns and
recommendations

* Timeline of addressing findings, concerns and recommendations

* |dentify needed training if necessary to address finding, concerns, or
recommendations
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 State agency response

 DOE follow-up on State agency response

e Approves State agency response; or
e Further discussion on addressing findings, concerns or recommendations until
resolved prior to approval of State agency response

 End of DOE Monitoring (Doesn’t mean it’s over!)

e DOE will revisit previous monitoring report to see if findings, concerns and
recommendations have been resolved on their next visit
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* E-mail from Project Officer to schedule visit six months ahead
of time.

e Two sub-grantees were selected by the Project Officer in the
initial contact.

e State staff coordinated with agencies to confirm dates.

* Once dates were confirmed, DOE sent an itinerary.




e The Monitoring Checklists

— One for Grantee

e 53 Questions

— One for each of the sub-grantees

e 22 Questions

Oregon Housing and Community Services .I-



Pre-Monitoring Program Materials:

* Grantee Program Materials to have available:

Grantee and Subgrantee most recent amended agreement

Completed Subgrantee Monitoring Reports

Monitoring Tool/Instrument

Procedural Manuals for Program Implementation {(with technical reports)

Most recent Grantee support contract/training entities or other contracted activities
Procurement documentation related to the agreements

Inventory Tracking and Records

0o00oan

* Subgrantee Program Materials to have available:

Current Grantee State Plan

Amended Award with the Grantee (most recent version)
Grantee's Weatherization Policies and Procedures Manual
Copies of files of homes to be visited

Inventory Tracking Materials (if applicable)
Subcontractor Contracts

Procurement documents to verify competition

OO0aoooo

Most recent documentation of grantee monitoring visit

¢ Costs and Fixed Price Lists [Materials, Services (Audits, Inspections, etc.)]

Oregon Housing and Community Services




 The questionnaire requires several back up documents to be
provided beyond the list.

— Organization chart

— File requirements

— Final Inspection form

— SHPO Agreement

— Any memos or guidance that backs up answers to questions.

Oregon Housing and Community Services .I-



e 60 days prior to the visit, sub-grantees returned
guestionnaires.

e 30 Days prior to the visit all questionnaires and backup
documentation E-mailed to PO.

PO reviewed and E-mailed list of questions to the state office.

 Through E-mail and conference calls all questions were
clarified.




 Choosing Projects: State monitor chooses projects based on:

— Scope of work

— Fuel Type

— Funding sources utilized

— Total funds expended

— Geographic location of project

 Three projects were chosen for field review at each agency.

Oregon Housing and Community Services .I-



 File Review:

— Each file was reviewed by the agency for completeness
— Scanned into a PDF file and forwarded to the State office for review

e Be aware of sensitive information and redact as necessary.

— After review, State office forwarded digital files to the PO.

Oregon Housing and Community Services .I-



e Meet with PO at State office for entrance interview.

— Review any documents the PO requests:
* Policy/Procedures
* Monitoring reports etc.
e Discuss the process of the visit.

Oregon Housing and Community Services .I-



* Travel to agency and conduct entrance interview with Agency.

— Review documents
— QOutline process for inspections
— Review files

Oregon Housing and Community Services .I-



* Follow your monitoring protocol.

— Review any finding or concerns from previous monitoring's for
corrective actions

— Review staff training records & Certifications
— Review contracts

— Review inventory etc.

— Review files for completeness

Oregon Housing and Community Services .I-



* Follow your normal inspection process:

— Note any discrepancies in work
— Verify all testing is correct
— Note any missed opportunities

Oregon Housing and Community Services .I-



e Conduct an exit interview between State Monitor and Agency
staff.

e Discuss issues identified and the correction process if
necessary.

Oregon Housing and Community Services .I-



* DOE Staff will complete an exit interview detailing initial
thoughts of visit.

 Within 30 days, the state will be provided a written report.

 The state has 30 days to respond to any concerns or findings.




e Communicate. Don’t make assumptions!
e Be clear with your PO how the visit will flow.
o Start early. Allow for plenty of time to prepare.

* Provide your sub-grantees with a copy of the state questions.
Review their answers.

e Don’tre-invent the wheel.

* Follow your monitoring process.




Steve Divan
503-986-0979
Steven.divan@QOregon.gov




Preparing for a DOE
Monitoring Visit

***

Bruce Hagen

ND Dept. of Commerce




Preparing for a DOE Monitoring Visit - Timeline

Notification and discussions about | I
timing of visit took place in early 2017 i

Sunday, October 15, 2017
Flight from Denver [DEM) to Bismarck [BIS)

— The PO picked 3 agencies to visit.

Drive to Hampton Inn Bismarck

Monday, October 15, 2017
Travel to DOC's Office
Hold Entrance Conference and perform document verification

Lunch

Fall of 2017 was decided on. | sent a

Drive to Hatpton Inn Bistmarck

Tuesday, October 17, 2017

series of possible dates we had open. i oo Tawoerean

00 AN 18:00 A0 Hold Entrance Conference and perform document verification
1800 AM 12:00 PR Field Monitoring of CAF?'s Service Territory
12:00 B 100 PA Lunch
10080 P 3:30 PM Field Monitoring of CAP?'s Service Territory
330 FM 500 BM Drive to Hampton Inn & Suites lamestown
The PO sent proposed dates at the end et o 03
#:45 AN LR Travel to CAPE's Office
00 AN 18:00 A0 Hold Entrance Conference and perform document verification
Of J u ne — Octo ber 16th th rou h the 10:00 AM - 12:00 PM Field Monitoring of CAPE's Service Territory
g 12:00 B 100 PA Lunch

10080 P 3:30 PM Field Monitoring of CAPE's Service Territory

zoth Was dECided On. FIOPM - 5:00 PH Drive to Homewood Suites Fargo

Thursday, October 19, 2017
Travel to SNDCAA's Office
Hold Entrance Conference and perform document verification
Field Monitoring of SNDCAA's Service Territory
Lunch
Field Monitoring of SNDCAA'S Service Territory

The PO sent a draft itinerary for the

. . Friday, Octaber 20, 2017
VI S It O n J u I 7t h 10000 AM 1030 AM Hold Exit Conference via conference call from hotel
y (] 18:30 AN 4:40 BM Eat lunch, drive to airport, return rental car, and wait for flight

440 FM 5:38 PM Flight from Fargo [FAR) to Denver [DEN)

www.NDCommerce.com Wp 4@
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Preparing for a DOE Monitoring Visit - Timeline

Received the request for materials _

IN preparation 1or your Uploming wWeatnerizaton AssIstance Frogram onsite monitoring visit, this 1s a

t h ro u g h t h e Pa ge_ N Ot ifi Cat i O n Syste m quick reminder to please forward the requested materials (see below) to your Weatherization Project

Officer or upload into your PAGE Documents Library.

O n A u g u St 1 8th’ 20 1 7 . Sta rte d S e n d i n g Thank you if the requestad materials have already been submitted.
documents. S St e 10/17/2017

Planned End Date: 10/20/2017

GRANTEE MATERIALS:

The PO and I dECidEd to do a Ca” to go . g;:urrize;g;::;endedGrantee,r'Subgranteeagreements (with related procurement
over the monitoring checklist before

Most recent Grantee support contract/training entities or other contracted activities
Completed Subgrantee Monitoring Reports
Updated Monitoring Tool or Instrument
s o Procedural Manuals for Program Implementation (with technical reports)
t h e VI S It . Inventory Tracking and Records
Materials as listed on the Onsite Monitoring Checklist, Pre-Monitoring Section

SUBGRANTEE PROGRAM MATERIALS:

The PO sent monitoring checklists for
the visit on October 6th. We did the
call that morning.

Most recent Subgrantee Award (or revised version)
Grantee’s Weatherization Policies and Procedures Manual
Inventory Tracking Materials (if applicable)

Copies of Subcontractor contracts

Costs and Fixed Price Lists

www.NDCommerce.com WM
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Preparing for a DOE Monitoring Visit - Timeline

After the call, the monitoring checklists
were sent to the chosen subgrantees.
They were asked to begin filling them
out prior to the monitoring visit.

The visit began on October 16th at the
ND Department of Commerce.

We continued on the 17th, 18th, and
19th at three subgrantees.

The visit concluded with an exit
interview conference call with the PO
and our director.

www.NDCommerce.com

E[jmpurtant Tourrst use Adobe Acrobat or AdobeFeader to i1l out and sase this forrn. Other
CF software can cormpt the form and prevent PAGE from successfully importing the data

Grant Nurher:

Subgrantee Name:

SUBGRANTEE REVIEW

PRE-MONITORING QUESTIONS:

Subgrantee Materiak to Review at Grantee Office Prior to Visii:
l:‘ GranteefSubgrante e Contract and &rmendroents

|:| Grantee Policy and Procedures Iarmal

l:‘ Copies of Grantee Ionitoring Reports

l:‘ Produztion and Expenditre Report for Subgrantes

Sub graniee Materials to Review at Subgrantee Office:

l:‘ Girantee State Plan {most recent version)

l:‘ Arended fward with the Grantee (most recent version)
l:‘ Subgrantes Organization Chart

l:‘ Grantee's Weatherization Policies and Procedures Iarual
l:‘ Treve ntory Trac king Iaterials (if applicable)

l:‘ Contracts with subcontractors

l:‘ Procurerrent docurne uts to werify corape tition

l:‘ Ilost recent docwme ntation of Grantee ronitonng visit
|:| Cost and Fixed Price Lists [Tlaterials; Services (Audits, Inspections, ete.)]
l:‘ Subgrantes's [iventory List of Vehicles and Equipeas nt
l:‘ Copy of current Erergy fiudit or Priority List

l:l Copies of files of the hores to be visited

LEGENDARY




Preparing for a DOE Monitoring Visit - Timeline

We received the DOE Onsite

Monitoring Report on November 8th.

No follow-up was required.

www.NDCommerce.com

Department of Energy
Washington, DC 20585

MNaovember &, 2017

s Bonnie Malo

Cornrmmnity Services Director

Morth Diakata Department of Commerce — Division of Comronnity Services
1600 E. Century Ave., Suite 2

Bismnarels, MDD 58503

SUEBJECT: 2017 DOE WEATHER IZATION ONZITE MOMIT ORING ¥ISIT REFORT

Arard: DE-EEQOOTS40 CEDUA# 81042 - Weatherization A sd stance for Low-Ineome Persons

Dear Ms. Ivfalo:

From Oetober 168 through Oetober 2080 2017, Shawn I Green, 112, Department of Energy
(DOE) Project Officer, condusted an onstte monitonng assessment of the Morth Dakota
Weatherization Assistance Frogram (WAP) We would like to extend our appreciation to yon
and wyour staff for your availabiity and cooper ation provided during the wisit.

The momntornng assessment included a review of programmatic, fiscal, and adrimstrative aspacts
of the WAF program. The DCE Monitonng Report, which surnmarizes observations and
resorresndations made during the monitorng wisit, is enclosed. Bince the assessnents contained
within the Repart are already resalvead, thers is no additional follow-up required.

Flease contact Shawn 1f you have any questions or concerns about this report. He can be reached
at Shawn, Green@eedosgow, (T20-356G-1638).

We loak forward to contitmed interastion with yom and your staff in the effective implement ation
and operation of the Weatherization A ssistanes Program.

Bincerely,

Endear Bterdes

Eriea Burrin
Managing TeamLead
Weatherization and Intergovermmental Programns Office

Bruece Hagen, MD WA Program Ian ager
Andy Rittgers, DOE Contract Officer
Janice Callahan, DOE Grant Specialist

il Yt
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Preparing for a DOE Monitoring Visit — Requested Materials

From the Page-Notification System: Grantee

Any recently amended Grantee/Subgrantee
agreements (with related procurement
documentation)

Most recent Grantee support contract/training
entities or other contracted activities
Completed Subgrantee Monitoring Reports
Updated Monitoring Tool or Instrument
Procedural Manuals for Program
Implementation (with technical reports)
Inventory Tracking and Records

Materials as listed on the Onsite Monitoring
Checklist, Pre-Monitoring Section

www.NDCommerce.com

STATE OF NORTH DAKOTA

Division of Community Services — Monitoring Instrument
WEATHERIZATION ASSISTANCE PROGRAM

2016-17 SUB-GRANTEE MONITORING GUIDE

Agency Name

Contact Person Position

Address Telephone Number

Persons Interviewed

Date(s) of this Monitering Visit Date(s) of Last State Monitoring Visit

Problems from Previous Monitoring for Follow-up

Comments:

AGENCY CURRENT CONTRACT # | |

Where “provide copies™ is printed, electronic copies are acceptable.

LEGENDARY



Preparing for a DOE Monitoring Visit — Requested Materials

From the Page-Notification System: Subgrantee

. Most recent Subgrantee Award (or revised
version)

. Grantee’s Weatherization Policies and
Procedures Manual

. Inventory Tracking Materials (if applicable)

. Copies of Subcontractor contracts

. Costs and Fixed Price Lists

www.NDCommerce.com

STATEOFNORTHDAKOTA
WEATHERIZATION ASSISTANCE PROGRAM

DOE Policy and Procedures Manual
2016

North Dakota Department of Commerce
Division of Community Services

Bruce Hagen, Program Manager
1600 East Century Ave, Suite 2
Bismarck, Morth Dakota 58503
{701y 328-5300 Phone
{7011 328-2308 Fax
(7013 328-2404 TDD

May 2015

Mol
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Preparing for a DOE Monitoring Visit — Checklist

Significant Questions:

How is the Grantee tracking and verifying
employees are charging their time in proper
increments and segregating time between DOE
funding and other state or federal grant
programs?

What is the Grantee's process for executing their
Subgrantee awards?

Does the Grantee provide advances to their
Subgrantees? How does the Grantee reconcile the
advances?

www.NDCommerce.com

*Question 2

How is the Grantee tracking and verifying empb yees are c harging their time in prop er increm ents
and segregating time hetween DOE funding and other state or federal grant programs?

O Satisfies Recquirerents

O Mot resdewed at this tirme

Response and how was the response verified (doc umenta ton):

LEGENDARY



Preparing for a DOE Monitoring Visit — Checklist

Significant Questions:

Is the Grantee reporting on time and accurately
(e.g., changing Quarterly Performance Reports)? If
not, specify the causes for non-compliance. What
controls or corrective actions does the Grantee
use to assure it reports to DOE on time?

www.NDCommerce.com

*Question 53

Is the Grantee reporting on time and accwrately (e.g, changing Quarterly Performance Reports)?
If not, specify the causes for non-comp liance. What conirels or corrective actions does the Graniee
use to assure it reporis to DOE on time'.’l

() Finding

O Concern

O Recommendation

O Commendation

O Best Practice

O Satisfles Requirements
O Mot reviewe d at this time

Response and how was the response verified (doc umenta tion):

* - Denotes reguired guestion

Mol
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Preparing for a DOE Monitoring Visit — The Visit

Empnrtant Tou st use Adobe Acrobat or Adobe Reader to i1l out and save this formn, Other
DOF software can cormpt the form and prevet PAGE from successfull v itnporting the data

‘ Grant Nurher:

PRE-MONITORING PROGRAM MATERTAL S CHECKLIST

Pre-Monitoring Program Materials:

Day one — because of the call to go over the e e
checklist before the visit and submitting the P —

|:| Corapleted Subgrantee Monitoring Fe ports

needed documents ahead of time, the time spent ] veionng ot

|:| FProcedural Ivanmals for Program Irnple e ntation {with technical reports)

at the Dept. of Commerce was relatively short. [C] st G s g it ot st et

|:| Procurerent docume rtation related o the agree ments

|:| Treve rto vy Tracking and Records

* Subgrantee Program Maiteriak to have availahle:

|:| Crrrent Grantes State Flan

D Arended fward with the Grantee (most recent version)

|:| Grantee's Weatherization Policies and Procedure s Iannal

I:‘ Copies of files of homes to ke visited

[ ] mwvestory Tracking Materials (if applicable)

|:| Subcontractor Contracts

I:‘ Procurerrent docurne uts to werify corape tition

|:| Ilost recent docwme ntation of grantee monitoring visit

I:‘ Costsand Fixed Frice Lists [Ilaterials, Services (Audits, Inspections, ete.)]

www.NDCommerce.com WM
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Preparing for a DOE Monitoring Visit — The Visit

Days two, three, and four:

We met at the agencies and went over their
checklists first.

We then went out to homes that were chosen to
monitor.

The PO at this point simply shadows the State
Monitors to see their process.

File and Field review were completed on all
homes.

10/ E8 /200 T L

www.NDCommerce.com WM
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Preparing for a DOE Monitoring Visit — The Visit

Day five: G S0

We had a conference call-exit interview with the
PO and our Director. It was just a conversation
about what the PO had seen, what would be in
the report, and some other items that came up
during the discussion.

We received the report in just a couple weeks. It
was straightforward and contained no surprises.

Overall, | was pleased with the visit from DOE.

e BT P )
A L Fot.
Y e el S
www.NDCommerce.com WM
®
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Comments from our PO on Monitoring Visits

Completing the checklist ahead of time via telephone is very beneficial. It is not required
but if the Grantee and Subgrantee can complete them ahead of time it expedites the
process.

We greatly appreciate the opportunity to review supporting documentation prior to the
visit as well. | specifically like to do a deep dive into the client files and the audits.

| like to have an agenda so that everyone is on the same page.
We like to see a variety of housing types with differing fuel types and a variety of measures

performed. If possible, | like to see projects that are in different phases of the
weatherization process as well (in-progress, during inspection, etc.).

www.NDCommerce .com WM
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Comments from our PO on Monitoring Visits

Things that will slow down the monitoring process:

If the Program Manager (or other pertinent staff) has not at least reviewed the onsite
monitoring checklist questions prior to the visit.

Lack of (or ambiguous) supporting documentation to the monitoring questions.

Lack of (or ambiguous) policies and procedures regarding the oversight and execution of the
WAP.

Incomplete or disorganized client files.

www.NDCommerce .com WM
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Comments from our PO on Monitoring Visits

Things that will slow down the monitoring process:
Lack of pre-planning and scheduling of dwelling unit visits.

Unavailability of pertinent staff to answer questions that the Program Manager would
rather defer to others (e.g., Finance questions).

This can be unintentionally generated by any of the parties involved, but a general
atmosphere of defiance or antagonism toward the monitoring process. This makes me
automatically assume that the defensive party is reticent and trying to hide something,
which prompts me to dig in further even when it ultimately may be

unnecessary. Remember, this is a monitoring and not an audit (at least that is the intent).

www.NDCommerce .com WM
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In Conclusion

The best thing you can do is develop a solid relationship with your
PO. The more closely you work with them, the easier the monitoring
visit will go. There should be no surprises when they get there, just
as there should be no surprises when you go to your Subgrantees. A
good relationship will help in other areas like state plan preparation,
field guide submittals, etc. You may not always agree, but good
communication makes for much easier working relationships.

www.NDCommerce .com WM
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Questions? Comments?

Thank You!

Bruce Hagen
1401 College Dr. N
Devils Lake, ND 58301
bahagen@nd.gov
701-390-4806
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