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BUREAU OF COMMUNITY ACTION & ECONOMIC OPORTUNITY
MONITORING PROGRAM GUIDE FOR COMPREHENSIVE AND ANNUAL REVIEWS

AGENCY NAME:	Choose an item.


MVID:								REVIEW:  Choose an item.	
								


			☐	COMMUNITY SERVICES BLOCK GRANT (CSBG)
			☐	DISCRETIONARY GRANTS (CSBG-D)
			☐	WEATHERIZATION ASSISTANCE PROGRAM (DOE)
			☐	LOW INCOME HOME ENERGY ASSITANCE PROGRAM (LIHEAP)
			☐	RESULTS ORIENTED MANAGEMENT AND ACCOUNTABILITY (ROMA)
			☐	OTHER:   


	Calendar Year of Monitor Visit: 	
		
Program Year:		
		
Fiscal Year:	   



Monitoring Start Date:	Click here to enter a date.	Entrance Conference Date:  Click here to enter a date. 	

Monitoring End Date:	Click here to enter a date.	 Exit Conference Date:   Click here to enter a date.

Monitoring Report Date:     Click here to enter a date.
(30-60 days after Exit Conference)
 
BCAEO Monitor:	Choose Below

Monitor Signature: 

Manager Signature:  





Programmatic Monitoring Review

Bureau of Community Action and Economic Opportunity Mission:

An ACT to create a Bureau of Community Services and a Commission on the economic and social opportunity within a state department to reduce the causes, conditions, and effects of poverty and promote social and economic opportunities that foster self-sufficiency for low income person. 
Programmatic Monitoring Purpose:
Programmatic monitoring addresses the content and substance of the programs.  It is a qualitative review to determine performance, innovation, and impact to moving low-income individuals and families to self-sufficiency.  It assesses whether approved activities are consistent with the work plan identified in the contract, ROMA goals and objective are accomplished, and are compliant with statutory regulations and other policy guidelines.  

Monitoring Tool & Working Papers:
Programmatic Monitors are to use the most recent Monitoring Tool and Working Papers in the shared drive Monitoring folder.  Using FACSPro, BCAEO Database, and the BCAEO shared drive to glean all available information assists monitors with conducting a comprehensive monitoring review.  Documents to be reviewed should include:  current Fiscal Year Agreements and Amendments, Annual Risk Assessments, Monitoring Guide, Monitoring Planning Schedule, CSPM 1300 Series, Monitoring Plan, and any other relevant documents. Taking these precautions will increase BCAEO efficiency and reduce the disruptions caused to an Agency during the monitoring review.  The Monitoring Tool and Working Papers will be updated as required. 

NOTE:	Check the Monitoring Concerns Folder in the shared drive prior to conducing reviews. Items in this folder are accessed by BCAEO staff to alert other staff to any concerns or issues.
Monitoring Reports
Programmatic Monitoring Reports should be submitted to BCAEO Executive Director for review within 30-45 days from the Exit Conference.  Reports should be submitted to the Community Action Agency within 60 days after review is completed. 
Monitoring Review Types

Onsite Monitoring Reviews

When conducting comprehensive onsite review, the programmatic monitor must complete the following:
a) Hold Entrance and Exit Conferences
b) Send Confirmation Memorandum, Agency Questionnaire, ROMA Questionnaire,  and Required Staff Interview template
c) Review the following (as applicable):
1. Prior BCAEO Monitoring Reports, Follow-Up Reports and Management Decision Letters 
2. Any existing Quality Improvement Plans, Technical Assistance Plans or Corrective Action Plans
3. Risk Assessments – Agency Risk Assessment and Weatherization Program Risk Assessment
4. Verify all Disallowed Costs have been repaid
5. Monitoring Concerns folder 
6. Organizational Standards reviews are conducted annually by Grant Managers – check with Grant Managers
7. Financial Monitoring is completed annually – check with Fiscal Monitors
	
Onsite Monitoring Reviews continued

d) Review case files for all CSBG/CSBGD funded programs as required, Weatherization (DOE & LIHEAP) funded programs and LCA-Deliverable Fuels or any State of Michigan funded programs as required in Section V.
e) Review Monitoring reports completed by other entities
f) Conduct all required interviews (unless all required interviews were conducted in the last  year)
g) Put forth genuine effort to attend any Management or Staff Meetings
h) Put forth genuine effort to attend a Board Meeting.

Desk Reviews

Note:  There may be times when an onsite review would be more beneficial than a desk review. 

When conducting desk reviews, the programmatic monitor must complete the following:
a) Hold Entrance and Exit Conferences
b) Send Confirmation Memorandum,  Agency Questionnaire and ROMA 
c) Review the following (as applicable):
1. Prior BCAEO Monitoring Reports, Follow-Up Reports and Management Decision Letters 
2. Any existing Quality Improvement Plans, Technical Assistance Plans or Corrective Action Plans
3. Risk Assessments – Agency Risk Assessment and Weatherization Program Risk Assessment
4. Verify all Disallowed Costs have been repaid
5. Monitoring Concerns folder 
6. Organizational Standards reviews are conducted annually by Grant Managers – check with Grant Managers
7. Financial Monitoring is completed annually – check with Fiscal Monitors
d) Review case files for all CSBG/CSBGD funded programs as required, Weatherization (DOE & LIHEAP) funded programs and LCA-Deliverable Fuels or any State of Michigan funded programs as required in Section V.

Follow-Up Monitoring Reviews 

Follow-Up Monitoring reviews are conducted on an as needed basis.  Generally, these types of reviews are conducted when there is a newly designated Community Action Agency (CAA) or to monitor the progress of a Corrective Action Plan, Technical Assistance Plan, or Quality Improvement Plan.

When conducting a follow-up reviews for a newly designated CAA, the programmatic monitor should follow the steps listed under the onsite monitoring reviews as applicable. 

When conducting a follow-up review due to a QIP, TAP or CAP, the programmatic monitor will focus on the items outlined in plans or any other outstanding issues.  The review steps as outlined above should be completed as applicable. 

Targeted Monitoring Reviews 
These types of reviews are conducted for special or extenuating circumstances.  They require a discussion with BCAEO Executive Director. 
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[bookmark: FACSPROandDATABASEGuide]FACSPRO and DATABASE Guide

The information below can be accessed on FACSPro prior to a Monitoring Review to enhance efficiency and decrease disruptions for the Agency. If the information below is missing or has discrepancies, discuss issues during review. 
	Items
	Information Location

	Agency Information:
	

	Agency Contacts  
	FACSPro – Documents

	
	

	Tripartite Boards:
	

	Board of Directors or Advisory Board
	FACSPro-By Laws

	Board By-laws
	FACSPro- - Documents, OS 5.0 series

	Board Roster
	FACSPro-BoardPro

	Vacancies - Required to be filled within 90 days.
	FACSPro-BoardPro, OS 5.0 series, CSPM 209

	Board Meeting Schedule for current year
	FACSPro-BoardPro, OSPro

	Last Meeting Minutes uploaded within 30 days of Board approval per CSPM? 
	FACSPro-BoardPro, OSPro

	Have there been Quorums at each of the Board Meetings? (If no, address during review )
	FACSPro-BoardPro

	Does the Conflict of Interest include Board Members?
	FACSPro-Documents, OS 5.3

	
	

	Employee Handbook 
	FACSPro – Documents, OS 7.1 & 7.2

	Criminal Background checks (SOR/NSOR/ICHAT/Central Registry (if applicable)
	Contract Language
Employee Handbook
FACSPro Documents

	CSBG & CSBG-D
	

	Review Contracts & Narratives/Plans
	Database; Shared Drive

	CSBG Files (if not available, request from Agency.)
	FACSPro – Ad Hoc

	CSBG-D Files (if not available, request from Agency.)  
	FACSPro - - Ad Hoc

	
	

	Weatherization
	

	Planned Production for DOE & LIHEAP
	Database; Approved Plan

	Pull 1071 DOE case list
	FACSPro – WX; S Drive-Reports

	Pull 1071 LIHEAP case list
	FACSPro – WX; S Drive - Reports

	Landlord Agreement Policy
	FACSPro - Documents

	Landlord Contribution  Policy (LIHEAP only)
	FACSPro-Documents

	SOEs for contract information 
	Database

	WAP jobs completed
	FACSPro - WX

	
	




[bookmark: PhoneCallDocumentation]
PHONE CALL DOCUMENTATION

AGENCY NAME:	Choose an item.

MVID#: 

[bookmark: _Hlk526407849]BCAEO Monitor:	Choose Below						Date:  Click here to enter a date.
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SECTION I - AGENCY DOCUMENTS

Agency Contact Persons List 								Page  7
Agency General Questionnaire 							Page  8
ROMA Coordinator Questionnaire							Page 13











References:

Administrative Rules
Agreements/Amendments 
CSPM Series


Review:
BCAEO Prior Monitoring Report
Monitoring Reports from other Agencies and Programs
Agency Agreements & Amendments
By-Laws
Narratives (Application)
Risk Assessment Results






[bookmark: AgencyContactPersons]

Agency Contact Persons

AGENCY NAME:	Choose an item.

MVID#: 

BCAEO Monitor:	Choose Below				Date:  Click here to enter a date.

Please complete and return the Agency Contact Persons List by the due date listed in the Confirmation Memorandum.

	Contact Person

	Staff Person
	Phone
	Email

	Main Point Person for Programmatic Monitoring Review:
	
	
	

	
	
	
	

	Executive Director

	
	
	

	Deputy Director/2nd :

	
	
	

	ROMA Contact

	
	
	

	Finance Contact

	
	
	

	CSBG Contact

	
	
	

	WAP Contact

	
	
	

	Other
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Agency Questionnaire
(You may attach a separate sheet with the information to this Questionnaire.)

AGENCY NAME:	Choose an item.

MVID#: 

BCAEO Monitor:	Choose Below			Date:  Click here to enter a date.

In an effort to increase efficiency of the programmatic monitoring review and decrease disruptions to the Agency during the review, please complete the following information and return to the Programmatic Monitor prior to begin date. If the information does not apply, please enter N/A.

This list of questions is a starting point for the BCAEO programmatic monitoring visit.  BCAEO monitors will begin with these questions, and will ask further, in depth questions based on the agency’s STAR assessment, the agency’s recent interactions with BCAEO, and any events that have taken place recently (e.g. turnover of a program manager or member of the executive team).”

	Programs:

	1. Please list the Agency’s CSBG Specific Assistance Programs (as applicable).  

· Are the programs listed in your current CSBG Plan?
· Are there any programs that have been added or dropped since plan was submitted?
· Do any programs have a start date after the monitoring review period?

(NOTE:  Include a case list for each CSBG Program broken down by Program, System ID, First Name and Last Name to Monitor.)

(Specific Assistance is considered to be anything of monetary value that is given to the client, i.e., cash, tokens, clothing, transportation, food, shelter, medical care, gas cards, etc.)

	

	2. Did the Agency provide Community Assistance without conducting income eligibility (CSPM 502)? 

· If yes, how was the program documented?
· Name of Program, Service Area, 
· Reason for income eligibility exclusion,
· Proof that the clients will be predominantly income-eligible (Census data, Community Needs Assessment, etc.)

· Please describe:
· % of predominantly eligible clients % of CSBG funds used for the program

	

	3. Please describe Agency Programs funded by CSBG-D dollars (as applicable).  This could include tax program, Home Repair, etc.…

· Do any of these programs utilize specific assistance dollars? 
· Are the programs listed in your current CSBGD Plan?
· Are there any programs that have been added or dropped since plan was submitted?
· Do any programs have a start date after the monitoring review period?

 (NOTE:  Include a case list for each CSBG Program broken down by Program, System ID, First Name and Last Name.)


	









	4. CSBG/CSBGD asset eligibility (as applicable):

· How often is CSPM 508 reviewed with staff?

· Does staff utilize the most current CSBG Asset Eligibility Checklist in FACSPro?

· Are staff including supporting documentation of assets (including documentation of MDHHS benefits) in the case file?
		
	

	5. How often is staff training conducted on the CSPMs for CSBG/CSBGD and Weatherization income (and/or asset) eligibility determination? 

· How does the Agency track the training staff receive?

		
	

	6. Are any programs entered into FACSPro using the mass entry option for reporting purposes?

· How do you capture demographic information for clients served?

· List all programs, systems, and type of customer files used for tracking data.



	

	7.  Does the Agency have any Sub-Contractor agreements for BCAEO funded programs?

· Please list the programs and Sub-Contractor name(s).
· How often does the Agency monitor the Sub-Contractor?

	

	8.  What is your Agency’s Weatherization Sustainability Plan? 



	

	9. Does the Agency have a Weatherization Manager Succession Plan in place?





	

	10. Describe the process the Agency implements for call-back/add-on work/rework.  




	

	11. How does the Agency ensure workers are following the latest Health & Safety and Field Guide requirements?


	

	12. Please explain the Agency’s process of ensuring the priority Weatherization Assistance Program customers are being served. 

· If there is no Waitlist, how does your Agency collect applications to meet WAP goals of production?


	

	13.  What impact does Deferrals have on the Agency’s ability to meet planned production goals?  

· How is the Agency ensuring there are enough homes weatherized to meet the Program Year Planned Production?



	

	14. Does the Agency perform any of the following work:  for-profit subsidiary, utility-based programs, or HUD?

· Does the Agency use Weatherization equipment and material?

· If yes, is it properly expensed and accounted for the WAP Program reimbursed?

	

	15. Does the Agency budget or spend any LIHEAP funds on Client Education?

· If yes, where and how do you track client data? (Classes, kits, etc.)

· How do you ensure the client is LIHEAP eligible?

	

	16. Expenditure and Planned Production:

· Does your Agency experience difficulties with meeting planned production goals?  If yes, please describe why.

· Does your Agency experience difficulties with meeting expenditure goals?  If yes, please describe why.


	

	Administrative:

	17. Have there been changes in key Management staff in the past three years?  

· What position(s)?

· Has this impacted the delivery of services and/or impacted the timeliness of submitting grant applications and expenditure reports for reimbursement?

· Are key positions cross-trained to fully support the Agency’s operational needs?

	

	18. Does the Agency/Board have a Succession Plan in place for the Executive Director/CEO?

· How often is the Executive Director/CEO evaluated by the Board of Directors?



	

	19. Personnel Policies:

· How does the Agency ensure all staff have access to the Personnel Policies?

· How often are Personnel Policies reviewed with staff (i.e., Whistleblower, Confidentiality, etc.)?

· Is New Hire training conducted within 60 days of hire?  Where is the policy located to support this?

· How often are performance evaluations conducted for staff?

	

	20. How does the Agency invest in staff professional development?  


	

	21. How are the Agency’s programs relative to the Mission Statement, Strategic Plan and ROMA framework?


	

	22. Are all Agency’s employees trained in ROMA?  

· Describe the Agency’s annual ROMA training plan. 

· List the name of your certified ROMA trainer or implementer. 

· How does your certified ROMA trainer or certified ROMA implementer support the implementation of your programs??  


	

	23. Please list the name of your System Administrator and the date they started in this role at your Agency.

· Please describe the role of the System Admin at your Agency.

· How does your System Admin share information with intake staff (i.e., CSPM updates, FACSPro income eligibility updates, etc.)?  


· Describe the process, frequency, evaluation of data integrity, and training completed by your System Admin.

· What training is needed to help develop the capacity of your System Admin?


	

	24. What types of training does Agency staff receive from MCAAA?

· What types of trainings would the Agency like to receive from MCAAA?



	

	Agency Board:

	25. Describe how the Board provides oversight of Agency activities. 

There are resources available to assist Boards on the internet such as CAPLAW, WIPFLi, National Community Action Partnership, USDHHS – Office of Community Services, and more!

	

	26. What role does the Board play in the development and implementation of the Community Needs Assessment?



	

	27. How does the Board participate in the development and implementation of the 
Strategic Plan? 


	

	28. Board Meetings:

· How far in advance of Board Meetings are the Agendas and written material distributed?

· Does the Board routinely meet the frequency of meetings and quorum requirements (51%) as stipulated in the CSPMS?

The minutes, at a minimum, should contain the following details:
· Date, Time, and Location; Regular or Special Meeting; Attendees; Quorum; Guests; Action on Minutes; Major Discussions; Major Proposals and Actions Taken; Financial Reports; Director’s Report; Committee Reports; Public Comments; New Business; Appointments and Resignations; Next Meeting details. 


	

	29. Board Training:

· How often is Board Training provided?

· How does the Board ensure each member receive the training if they are absent during the scheduled training?

· Does the Board utilize CAPLAW’s website as a resource for Board training? If no, what resources does the Board use for training purposes?

· New Board Members:  Is Orientation provided within six months of member being seated?  How is this documented?

	

	30. How often does the Board sign a Conflict of Interest?  
· Does the Board have guidelines or a policy to follow if a Board Member does declare a conflict?


	

	31. How often does the Board review and update the Bylaws?

· When was the last time an Attorney reviewed the Bylaws? 

· How often do Board Members receive a copy of the Bylaws?  (Note:  Please retain signature page for Organizational Standards documentation.)

	

	32. Does the current Agency’s Board Membership selection and composition align with the CSBG Act, Section 676B. Tripartite Boards? 

· Does your Board Memberships meet the requirements of your Agency’s By-Laws?  
· If no, please explain.


	

	33. If there are Board Member vacancies:

· What sector has vacant seats?
· Have the seats been vacant for more than 90 days?
· What steps are being taken to fill the vacant seats?
· What positive changes have you taken to improve your Agency’s ability to secure qualified Board Members?

	  

	34. Have there been any changes in Board Composition or Board Members that are not reported in FACSPro?  

· Are you within 30 days of annual elections or a change in the Chairperson/President of the Board?

	

	General:

	35. Please describe how low-income individuals participate with the Agency in addition to serving on the Board (examples:  Neighborhood Councils, volunteering, etc) .

	

	36. How does the Agency communicate activities, services, or programs to the Community?

· What are some examples of community partnerships the Agency is involved with?
	

	37. Does the Agency have a definition of what would be considered Self-Sufficiency? 


	

	38. Does the Agency have an internal policy and procedure for using the Self-Declaration of Income/No Income Statement?

	

	39. Are staff familiar with CSPM Item 505 “Referring Custodial Parents to Child Support Services”?

· Do you collect and/or report data on the number of customers referred to the Office of Child Support?

· Please describe the process staff uses to refer customers to the Office of Child Support. 

	

	40. Does your Agency refer customers who test positive for controlled substances to treatment or rehabilitation services?  
                           (See CSPM 505)


	

	41. How often does the Agency offer customers surveys and follow-up on results? 

· How are the results followed up on?

	

	42. What other funding source programs have been monitored in the past year?  

Note: For onsite reviews, please pull reports for review by monitor.


	

	43. Did any of the Monitoring Reports have Findings, Corrective Action Plans or other issues identified?  

· For what programs?

· Are these resolved?

	

	44. Has there been any type of reduction or termination of funding in the past two years for your Agency?

· If there has been a reduction in funding:
· For what program?
· Why was there a reduction in funding and for how long?
· Is the Agency under a corrective action plan?

· If funding was terminated:
· For what program?
· When did the termination occur?
· Why?

	

	45. Has the Government Accountability Office (GAO) or any other Federal Agency come to your Agency in the past three years?  (If applicable.)

· If yes, why?


	

	46.  Are you aware of any pending/ongoing legal, administrative, and/or investigative proceedings that have the possibility of legal action on Michigan Department of Health and Human Services (MDHHS) administered funds?

· Please describe.

 

	

	47. For Onsite Reviews:  

·  Does your Agency have wi-fi or a wired network connection Monitor can use while onsite?

· Is there a space reserved for Monitor to set up during the onsite review?

	





Signature: 				

Printed Name of Signee:		

Title:	

Date:									













[bookmark: SECTIONIIENTRANCECONFERENCE]SECTION II- ENTRANCE CONFERENCE

Entrance Conference Agenda					Page 17
Entrance Conference Summary				Page 18
Prior Monitoring Report Follow-Up				Page 19














Entrance Conference Agenda is to be sent 2-3 days prior to Entrance Conference.

References:

Monitoring Guide
BCAEO Prior Monitoring Report and any additional reports/plans as applicable
Monitoring Reports from other Agencies and Programs


[bookmark: EntranceConferenceAgenda]Entrance Conference Agenda

Agency Name:		Choose an item.	

Date of Entrance Conference:	Click here to enter a date.	Time:	

MVID#: 

BCAEO Monitor:	Choose Below				Review: Choose an item.


I. Introductions
II. 



[bookmark: ENTRANCECONFERENCESUMMARY]ENTRANCE CONFERENCE SUMMARY


Agency Name:		Choose an item.

Date of Entrance Conference:	Click here to enter a date.	Time:	

MVID#: 

BCAEO Monitor:	Choose Below					Review: Choose an item.
[image: ]

Attendees: 	

Topics Discussed:
	



















 
[bookmark: PRIORMONITORINGVISITFOLLOWUP]
PRIOR MONITORING VISIT FOLLOW-UP

Agency Name:		Choose an item.

BCAEO Monitor:	Choose Below						DATE:	Click here to enter a date.

Agency Contact Person:		

Review the most recent agency monitoring file for unresolved findings or findings which required resolution through procedural changes.

Prior Findings:

Correction Action (C/A) Response to MDHHS-BCAEO from Agency:

Has the Corrective Action been implemented? (Based on current Monitoring Review information):

Has the Corrective Action been effective in resolving the findings?   YES      		NO  
If no, describe what problems remain and any additional activities required:











[bookmark: SECTIONIIIAGENCYBOARDINFORMATION]SECTION III - AGENCY TRI-PARTITE BOARD INFORMATION

	Tri-Partite Board Requirements Reference Guide				Page 21
Board of Directors/Advisory Board Requirement Checksheet		Page 22
Board Meeting Observation Document					Page 23
Board Chair Interview								Page 26
















References:
Monitoring Guide
Community Services Block Grant (CSBG) Act
CSPM 209 & 210 (Tripartite Board Manuals)
CSPM 1300 series
Organizational Standards

Review:
By-Laws
FACSPro
Agency Questionnaire


PROGRAMMATIC MONITORING REFERENCE GUIDE
[bookmark: TriPartiteBoardRequirements]Tri-Partite Board Requirements


Community Services Block Reauthorization Act of 1998 Section 676B & IM-82

	Board Requirements per Administrative Rules
	Administrative Rules
	Organizational Standards

	Governing Boards 
	R 400.19403
	Section 5.1

	Board Member - Tripartite Board 1/3, 1/3, 1/3 requirements  
	 R 400.19411 & R 400.19105
	Section 5.1 and 5.2

	Democratic Process for Low-Income Representation 
	R 400.19411
	Section 5.2

	Meetings  
	R 400.19414 & R 400.19415 & R 400.19105
	

	Procedures
	R 400.19105
	

	By-Laws  
	R 400.19105
	Sections 5.3 and 5.4



	Board of Directors/Advisory Board Requirements
	CSPMs
	Organizational Standards

	Governing Boards (Board of Directors and Advisory Boards)
	209
	Sections 5.1

	By-Laws & Policies
	207, 209, 906
	Sections 5.3 and 5.4

	Tri-Partite Board, Vacancies – 90 Days
	209, 906
	Sections 5.1 and 5.2 

	Selection & Composition 1/3, 1/3, 1/3
	209, 906
	Sections 5.1

	Representation of for democratic low-income process
	209
	Section 5.2

	Conflict of Interest
	209
	Section 5.6

	Board Meetings – Open Meetings Act
	210, 906
	

	Submission of Board Minutes
	210, 906
	

	Quorums
	210, 906
	Section 5.5




*See Organizational Standards for Public Community Action Agency Advisory Board Requirements as a resource.*



[bookmark: TRIPARTITEBOARDREQUIREMENTSCHECKSHEET]TRI-PARTITE BOARD REQUIREMENTS CHECKSHEET
Agency Name:		Choose an item.

BCAEO Monitor:	Choose Below						DATE:	Click here to enter a date.
Board Type:  Choose an item.
Monitor - Complete the following questionnaire using FACSPro and the By Laws.
	Board of Directors/Advisory Board
	Information
	Notes

	
	
	

	Tripartite Board 1/3, 1/3, 1/3 requirements
	
	

	How many Members are required to be a full Board? (May differ than the number of current Board Members)
	
	

	Current Number of Board Members 
	
	

	Public
	
	

	Private
	
	

	Consumer
	
	

	
	
	

	Board Member Vacancies
	
	

	Have Board Member seats been vacant for more than 90 days?
	
	

	Are steps being taken to fill vacancies (see Agency Questionnaire)?
	
	

	
	
	

	Board Meetings
	
	

	Is the current Board Meeting schedule uploaded?
	
	

	How many meetings are required per annum, per Agency By Laws?
	
	

	How many Board Meetings have occurred in last year?
	
	

	How many Board Meetings had a quorum present in the last 12 months? 
	
	

	Did any meetings have business conducted when there was not a quorum present?   (If FACSPro has a “no” for quorum, but business was conducted – discuss at Entrance Conference.)
	
	

	Have Meeting Minutes been uploaded within 30 days of Board Approval?
	
	

	NOTES:
	
	





[bookmark: BOARDMEETINGOBSERVATIONDOCUMENT]BOARD MEETING OBSERVATION DOCUMENT

Agency Name:		Choose an item.

Meeting Date: Click here to enter a date.			BCAEO Monitor:	Choose Below		

1. Quorum:
a. Current Size of Board: 
b. Number of Board Members present: 
c. Quorum Achieved: 	Yes 		No 

2. Meeting Called to Order: 	Date: 				Time: 
 
3. Meeting Chaired By:	 Name:  					Title: 

4. Were the Meeting Notice, Agenda, and Minutes distributed prior to the Meeting? 	Yes	No
How far in Advance? 

5. Was Attendance (Roll Call) taken?	Yes 		No 
Name of Person responsible for attendance: 

6. Were the Minutes of the previous meeting reviewed and approved? 		Yes 		No 
Were corrections made to the previous Minutes? 				Yes 		No 
If yes, please describe:



7. Executive Director Report Presentation:		Written: 			Oral: 
Highlights of Report as Presented:



Recommendations for Board actions:




Did the Board seem engaged with the presentation of the Report?  Yes 			No 






Board Meeting Observation (Continued)

8. Were Organizational Standards discussed?	Yes 		No


9. Financial Report Presentation:			Written: 			Oral: 
Were financial statements prepared and distributed?  			 Yes 		No 	
Highlights of Report as presented:



Did the Board seem engaged with the presentation of the Report?  	Yes 			No 
10. Committee Reports:				Written: 			Oral: 
The following Committees presented reports:

Did the Board seem engaged with the presentation of the Report?  	Yes 			No 
11. Program Reports:				Written: 		Oral: 
Highlights of report as presented:



Did the Board seem engaged with the presentation of the Report?  Yes 			No 
12. Old/New Business:

Did the Board seem engaged with the discussions of the Agenda Items?  Yes 		  No 

PUBLIC AGENCIES ONLY

13. Was the Governing Board informed of the work of the Advisory Board?


14. Did the Board seem to demonstrate their ability to move items to the Governing Board?


15. Time Meeting Adjourned: 



Board Meeting Observation (Continued)
Monitor Observations & Comments:

	
	Item
	Exceeds Expectations
	
	Meets Expectations
	
	Below Expectations

	a)
	The Agenda is clear and concise. (Orderly-items of business clearly identified; topics were relevant to mission and goals of organization 
	5
	4
	3
	2
	1

	b)
	Board Members seemed prepared
	5
	4
	3
	2
	1

	c)
	Reports provided necessary and relevant information
	5
	4
	3
	2
	1

	d)
	Discussions were focused and time was used effectively
	5
	4
	3
	2
	1

	e)
	Meeting structure and leadership encouraged the right amount of participation among members
	5
	4
	3
	2
	1

	f)
	Board Members seem to value the contributions of all members
	5
	4
	3
	2
	1

	g)
	Appropriate information was available to support the Board in making informed decisions
	5
	4
	3
	2
	1

	h)
	Decisions are made based on what is best for all Agency Participants
	5
	4
	3
	2
	1

	i)
	Objectives of Agenda were accomplished
	5
	4
	3
	2
	1

	j)
	Meeting time, location and physical arrangements were appropriate
	5
	4
	3
	2
	1



Monitor Suggestions and Comments:




[bookmark: BOARDOFDIRECTORSADVISORYBOARDCHAIR]BOARD OF DIRECTORS/ADVISORY BOARD CHAIR INTERVIEW 

AGENCY NAME:	Choose an item.

Date: 		Click here to enter a date.				BCAEO Monitor:	Choose Below		

	Board Chair
	Sector Representative
	Length of Time on Board
	Current Phone Number & Email Address

	

	
	
	



Use the following questions as a guide while interviewing to assess the individual’s commitment, knowledge and involvement in serving on the Agency’s board of Directors.

	1. When did you originally join the Board?

	

	2. What do you see as your role on the Board? 

	

	3. What is the Board’s role in the development of the Strategic Plan?  


	

	4. What is the Board’s role in the development of the Community Assessment?  

	

	5. How does the Board use ROMA in conjunction with the Strategic Plan and Community Assessment development? 


	

	6. How does the Board ensure that the Agency stays focused on addressing poverty issues in the Community?


	

	7. What issues or problems have been identified as the most important to address this year? 

	

	8. How does the Board stay involved in ensuring the Agency addresses these needs?  


	


	9. How does the Board ensure the low-income population is involved with Agency activities?

	

	10. Has the Board approved any new funding sources for Agency or new programs to implement?

	

	Tri-Partite Board 

	11. What steps does the Board take to ensure compliance with the Tri-Partite Board requirements with regards to full Board Membership?

Note:  Vacancies over 90 days are an automatic Finding.

	

	12. Is the Board familiar with the requirements for a democratic selection for low-income Board Members?  Do you have a written procedure to support this?

	

	13.  Is the Board familiar with Bureau’s CSPM requirements for the Board (meetings, requirements, vacancies, etc.…)?

	

	14. Is the Board familiar with the Organizational Standards requirements?

	

	15. Is the Board familiar with the CSBG Act and Informational Memorandum #82?

US Department of Health & Human Services, Office of Community Services website

	

	16. A written succession plan is required to be in place for the ED/CEO.  Does the Board have a succession plan in place currently?  

	

	17. Does the Board conduct a performance review each year of the ED/CEO?  

· Does the Board review and approved of the ED/CEO’s compensation plan each year?

	

	18. How often does the Board review the Bylaws?  
· Are you aware the Bylaws are required to be reviewed by an Attorney every 5 years?

	

	19. The Board is required to sign a Conflict of Interest acknowledgement every two years.  How is this tracked?  

· Is there a written procedure to follow when a conflict is disclosed?


	

	20.  The Board is required to have training.  How often is training conducted for the Board?  
· If a Board Member is absent for trainings, how is this made up?

· Are new Board Members provided an orientation training within six months of joining?  How is this tracked?

· Are you aware of Board training resources such as CAPLAW or NCAP?

	

	Board Meetings

	21. How often do you, as the Board Chair, monitor the attendance of Board Members?

· What steps do you take to address Board Members who are not adhering to the attendance requirements?
	

	22. Board Meeting Minutes: 

Are the Board Meeting minutes uploaded within 30 days of approval as required in the CSPMS?

	

	23. What types of Board Committees are currently in place?

· What Board Committees do you participate in?

	

	24. How often are updates provided to the full Board from Committees?

	

	25. How far in advance do you receive documents for review prior to the Board Meetings?  

	

	26. How often does the Board receive updates of budget spending and/or financial reports from the Agency?  

	

	27. Do you think these documents provide you enough information to make decisions?  

	

	28. (Public CAAs) How does the Advisory Board keep updated on the Governing Board actions?

	

	General Questions

	29. How does the Board ensure the low-income population is involved with Agency activities?


	

	30. What do you see as the Agency’s strengths?

	

	31. Are there areas that need improvement in the Agency?

	

	32. Where do you see the Agency in five (5) years?


	

	33. What types of concerns have you received from the Agency staff (if any)?

	

	34. Have you or other Board Members attended the Bureau’s or MCA’s Conferences?

	

	35. Do you have any questions for me?


	


[bookmark: SECTIONIVADMINISTRATIVEINTERVIEWS]SECTION IV - ADMINISTRATIVE INTERVIEWS

Agency Interview List						Page 30
ROMA Cycle Reference					Page 31

Required Onsite Agency Interviews:
Executive Director Interview					Page 32
Supervisory Staff Interview					Page 34
Direct Services Staff Interview				Page 36
Human Resources Director Interview				Page 38
Weatherization Program Manager Interview













References:
Monitoring Guide
Community Services Block Grant (CSBG) Act
CSPM Manuals
CSPM 1300 series

Review:
Agency Agreements and/or Amendments 
By-Laws
Employee Handbook






[bookmark: AGENCYINTERVIEWLIST]AGENCY REQUIRED INTERVIEW LIST

AGENCY NAME:	Choose an item.				

BCAEO Monitor:	Choose Below				MVID#: 


The interview questions are a starting point for the BCAEO programmatic monitoring visit.  BCAEO monitors will begin with these questions, and will ask further, in depth questions based on the agency’s STAR assessment, the agency’s recent interactions with BCAEO, and any events that have taken place recently (e.g. turnover of a program manager or member of the executive team).”

Please complete the following form with a day and time that is convenient for the Interviewee.  Phone interviews may be conducted if needed.

Please allow 1 ½ hours between interviews. 

	Title
	Name and Phone Number
	Date
	Time

	Executive Director/CEO:

	
	
	

	Manager/Supervisor Staff (1):

	
	
	

	WAP Manager/Supervisor Staff (1):

	
	
	

	Direct Services Staff (1):

	
	
	

	Human Resources Director:  

	
	
	

	Board Chair/President:


	
	
	



For Onsite Reviews – For comprehensive all Interviews are required to be completed.





[bookmark: ROMACycleReference]
ROMA Cycle Reference


The ROMA Cycle graphic was developed by the National Peer to Peer (NPtP) ROMA Training Project, based on guidance regarding Core Activities for States and CSBG Eligible Entities provided by OCS Information Memo 49.
From Planning for Results © 2006, J. Jakopic and B. Mooney, Community Action Association of PA.  Curriculum developed with funding from the US Department of Health and Human Services – Office of Community.  Use is permitted with this footer.  All other rights reserved.
http://www.roma-nptp.org/
[bookmark: EXECUTIVEDIRECTORINTERVIEW]
EXECUTIVE DIRECTOR INTERVIEW

AGENCY NAME:	Choose an item.			

Date:  Click here to enter a date.				BCAEO Monitor:	Choose Below			

Name: 	

	1. How long have you worked at the Agency?

· What role did you start in?

	

	2. (If new within the last 2 years) Have you been trained in the skills needed to fulfill the requirements of your job description?

What (if any) additional tools are needed to do your job?

	

	3. What do you see as the primary function of your job?


	

	4. What role do you have in the creation and monitoring of the Agency wide budget?

· What is your role in creating and monitoring each BCAEO grant budget?


	

	5. How do you use ROMA to make programs more effective or responsive to client needs?



	

	6. Please describe how you lead staff to effectively administer the service delivery of programs.


	

	7. How do you communicate with staff on programmatic changes, new initiatives, policy updates, etc.?



	

	8.  How often are staff meetings held?


	

	9. How often do staff receive performance evaluations?  

· Are you aware per the Organizational Standards that a policy should be in place for regular written evaluations of employees?

	

	10. How often do staff receive or acknowledge receipt of Personnel Policies?

· Are you aware that the Organizational Standards require new hires to have a new employee orientation within 60 days of hire?

· Are there written job descriptions for all positions?  
·  Are job descriptions updated as least every five (5) years?
	

	11.  How often are Personnel Policies reviewed by an Attorney and approved by the Board?

	

	12. How does the Agency engage staff in professional development and trainings, including ROMA?


	

	13. What do you see as the role and function of the Board?




	

	14. How is the Board involved with the development and implementation of the Community Assessment, Strategic Plan and Mission development?

 



	

	15.  Do you have a strong relationship with the Board to move the Agency forward?

· Have there been, or are there any, issues with the relationship between Agency Management and the Board?


	

	16.  How do you receive feedback on your performance from the Board of Directors?
· How often?

	

	17. Are you involved in, or attend, Board trainings?

	

	18. What Community Partnerships or work groups are you actively involved in?


	

	19. How does the Agency ensure the low-income population participates with the Agency activities? 


	

	20. What is your relationship with MCAAA?


	

	21. What additional services would you like MCAAA to provide to your agency?

	

	22. Are you a member of the ROMA Collaborative?   Are you interested in joining?

	

	23. Are you aware of any pending/ongoing Legal, Administrative, and/or Investigative proceedings that could result in legal action on the Michigan Department of Health and Human Services administered funds, other funds, programs, or issues?  Please describe.

	

	24. Do you have any suggestions for improvements of policies and/or procedures for any of the DHHS-funded programs?

	

	25. Do you have any suggestions, questions or comments for me?

	

	


COMMUNITY SERVICE PROGRAMS
[bookmark: SUPERVISORYSTAFFINTERVIEW]SUPERVISORY STAFF INTERVIEW

AGENCY NAME:	Choose an item.			

Date:  Click here to enter a date.			BCAEO Monitor:	Choose Below				

Name & Title: 	

Ask the questions below and any others needed to determine how the Agency functions at the staff level.  Names will not be used in monitoring report.  
	1. How long have you worked at the Agency?


	

	2. What do you see as the primary function of your job?


	

	3. What is your role with the creation or monitoring of your program area’s budget?


	

	4. Do you actively utilize ROMA or ROMA reports to adjust programs throughout the year (if necessary) to monitor the outcomes or success of the program?

	

	5. Do you participate with the development and impletmentaiton of the Strategic Plan or Community Assessment?

	

	6. Do you collaborate with Community Partners or other CAAs to address poverty or the improvement of programs to help those in need of services?

· Have these collaborations helped to reduce duplication of services?
· Have these collaborations helped to improve on any programs?




	

	7. How does your department or program area contribute to the goals of helping people move towards self-sufficiency?


	

	8.  How often do you hold staff meetings?

	

	9. How are internal policy changes or updates communicated to staff?

	

	10. How do you communicate and implement BCAEO CSPM policy changes with staff?

· How often is training of the CSPMs conducted for staff who work with BCAEO funded programs?


	

	11. How do you lead staff towards effective and responsive service delivery of programs? 

	

	12. How do you promote a positive work culture for your staff?

	

	13. Are you a member of the ROMA Collaborative? 

	

	14. Do you regularly attend Board of Director Meetings?

	

	15. What types of trainings or conferences do you attend for professional development purposes?

	

	16.  Do you have any suggestions for the improvement of policies and/or procedures for BCAEO funded programs?



	

	17. Do you have any questions, suggestions, or comments for me? 


	





COMMUNITY SERVICE PROGRAMS 
[bookmark: DIRECTSERVICESSTAFFINTERVIEW]DIRECT SERVICES STAFF INTERVIEW

AGENCY NAME:	Choose an item.						

Date:  Click here to enter a date.				BCAEO Monitor:	Choose Below				
Name & Title: 	

Ask the questions below and any others needed to determine how the Agency functions at the staff level.    Names will not be used in monitoring report.  
	1. How long have you worked at the Agency?

· In what position did you start?
· What role are you in now?

	

	2. Do you work with BCAEO funded programs (CSBG, CSBGD, or Weatherization?


	

	3. What do you see as the main function of this position in a normal workday?  


	

	4. Does your Agency practice a holistic approach to assisting customers? 
· (i.e., referrals to other programs, one intake appointment, collecting documentation for all programs a customer may be qualified for in lieu of multiple appointments or requests?)


	

	5. What is one of the biggest challenges you face in helping people towards self-sufficiency other than funding?


	

	6. How do you define success with the work you are doing?

	

	7. How would you describe your working relationship with local Community Partners and other CAAs?


	

	8. Are you aware of the Agency’s Mission and Strategic Plan? 
· Have you participated on the development of either of these? 

	

	9. Are you familiar with the ROMA cycle and how it affects Agency programs?


	

	10. Are you familiar with the Community Services Program Manuals?

· Are you familiar with how to access resources for income (and/or asset) eligibility determinations?

· Do you know where to find these documents?

	

	11. How often do you receive training on the CSPMs or income eligibility determinations?

	

	12. Do you have any suggestions for improvement of policies and/or procedures for any of the DHHS-funded programs?

	

	13. Do you have any suggestions, questions or comments for me?

	




















[bookmark: HUMANRESOURCESDIRECTORINTERVIEW]


HUMAN RESOURCES DIRECTOR INTERVIEW
AGENCY NAME:	Choose an item.					

Date:  Click here to enter a date.					BCAEO Monitor:	Choose Below			
Name & Title: 

	1. How does the Agency store staff HR files?

· Do staff have access to their HR file?


	

	2. Can employees easily access to Personnel Policies (or Employee Handbooks)? 

· How are staff apprised of changes or updates to Personnel Policies?

· How often are staff required to acknowledge their receipt of the Personnel Policies (i.e., once per year are staff required to acknowledge the Conflict of Interest or Whistleblower policies)?

	

	3. Do new hires have access to New Hire Orientation training within 60 days of hire?

	

	4. How often is the Personnel Policies (Employee Handbook) updated?

· Are the policies reviewed by an Attorney every five (5) years?

· Does the Board approve the Personnel Policies prior to implementation?


	

	5. Are there written job descriptions for Agency positions?
· How often are job descriptions updated?


	

	6. Does the Board provide a performance review of the ED/CEO each year? 

· Does the Board review and approve of the ED/CEO’s compensation plan each year?


	

	7. Have any of the Management Team positions turned over more than once in the last three years?  

· If yes, what were the reasons?


	

	8. Does the Agency have a succession plan in place for Management staff?


	

	9.  Is there a plan to reduce negative impact when turnover is high in Management positions for staff?

· Is there a plan to reduce negative impact when turnover is high in Management positions for Agency Programs and client service delivery?


	

	10. Describe staff turnover in the past year, if any.  

· How has the turnover impacted the delivery of services and programs?

	

	11. How often are staff (including Managers) required to have a performance evaluation?

· What is your role to ensure Managers perform staff evaluations?


	

	12. How often is the opportunity for staff development and trainings offered (including ROMA training)?


	

	13. How would you rate employee morale?

	
	

	14. Does the Agency make investments to improve morale, if necessary?  How is this funded?  (CSBG funds do not allow for this.)


	

	15.  Does the Agency perform criminal background checks (ICHAT/SOR/Central Registry/NSOR) for each new employee, employee, subcontractor, subcontractor employees and/or volunteers?

This includes:  Persons who have direct contact with children and/or vulnerable adult populations or access to confidential information; 
Persons who are directly supervising volunteers that have direct contact with children and/or adult populations or confidential information; or 
Persons who have access to client confidential information regardless of supervision status?
	



COMMENTS:












WEATHERIZATION ASSISTANCE PROGRAM
WEATHERIZATION MANAGER INTERVIEW

AGENCY NAME:	Choose an item.			

Date:  Click here to enter a date.			BCAEO Monitor:	Choose Below				

Name & Title: 	

Ask the questions below and any others needed to determine how the Agency functions at the staff level. Names will not be used in monitoring report.  
	1. How long have you worked at the Agency?

· How long have you worked in the Weatherization Program?

	

	2. Are you responsible for other programs other than WAP?

· If yes, what are the Programs?


· What percentage of time is spent working on those separate than WAP?

	

	3. What do you see as the main function of your job as the Weatherization Program Manager?


	

	4. What role do you have in the creating and monitoring of your program area budget?


	

	5. How often do you meet with the Finance Director? 


	

	6. How often do you report the WAP Progress to the Executive Director?


	

	7. Do you monitor the monthly production and verify the accuracy of the 1071 report each month?

	

	8. What is your deferral rate?  

· If potential jobs are running low, how do you inform intake of the need for more qualified households?
	

	9. How do you track your average cost per unit? 


	

	10. How involved are you with Follow-Up or Call Back issues?

	

	11.  Have you completed any of the Home Energy Professional certifications (QCI, Energy Auditor, Crew Leader, and/or Retrofit Installer)?

	

	12. What other trainings or certifications have you completed in the last year?

	

	13. How many General Contractors do you work with?

· How are they selected?

· How are they paid?

· How are they evaluated?


	

	14. How many Mechanical Contractors do you work with?

· How are they selected?

· How are they paid?

· How are they evaluated?

	

	15. How often do the contractors update the price lists?



	

	16. How often do you go through the procurement to establish pricing?

	

	17. Does this Agency have Crews or utilize Contractors?


	

	18. For Crew Based Organizations:

· How many crew members do you have?

· How are they trained?

· How are they evaluated? 


	

	19. Do you know how to access the CSPMs on FACSPro, SharePoint, or the mobile SharePoint app?


	

	20. How do you approach the implementation of the CSPMS with your staff?


	

	21. Do you know how to access the Field Guide?

· Do you know how to access the SWS?

	

	22.  What type of Conferences or trainings would you like to attend for professional development purposes?

	

	23.  Do you have any suggestions for the improvement of policies and/or procedures for any of the DHHS-funded programs?



	

	24. Do you have any questions, suggestions, or comments? 



	




[bookmark: SECTIONVCLIENTFILEANDELIGIBILITY]SECTION V - CLIENT FILE AND ELIGIBILITY REVIEW
			
Community Services Block Grant (CSBG)
	Community Services Block Grant Review Information Sheet			Page 41
Community Services Block Grant – Discretionary Funds (CSBG-D)		Page 42

Weatherization Assistance Program
	WAP DOE & LIHEAP Review Sheet						Page 43
	LCA-LIHEAP Review Sheet							Page 44

		




References:
	Program Year – July 1st – June 30th 
	Fiscal Year – October 1st – September 30th 
	CSPM Manuals
CSBG Agreements and Amendments
CSBGD Agreements
Weatherization DOE & LIHEAP Agreements and Amendments, Service Plans
Weatherization Reports
Statement of Expenditures (SOE):  1st of Program or Fiscal Year and most current SOE


Working Papers
Working Paper A (Weatherization DOE & LIHEAP Case File Reads)
Working Paper B (CSBG and CSBG-D Program Case File Reads)
Working Paper C (LCA-LIHEAP Deliverable Fuel Case File Reads)
Working Paper D (Tax Program)
Working Paper E (Income Eligibility Exception)




[bookmark: COMMUNITYSERVICESBLOCKGRANTREVIEW]COMMUNITY SERVICES BLOCK GRANT REVIEW (CSBG)
AGENCY NAME:	Choose an item.			

Date:  Click here to enter a date.				BCAEO Monitor:	Choose Below		

FY20 Note:  Review FY19 Summer Fuel Program Case Files.

	Fiscal Year:

	

	Contract Number:

	

	1. Has the Agency reported any expenditures for Specific Assistance to individuals in the current CSBG contract year?
(If no, continue to CSBG-D Sheet.)
	

	2. Are there changes to the programs from last year?
  
	

	Use either Working Paper B or Working Paper E (Exception):

	3. Did the Agency provide Community Assistance without conducting income eligibility?
                      If yes, were the following documented:
a. Name of Program
b. Service Area
c. Reason for income eligibility exclusion
d. Proof that the clients will be predominantly income-eligible (Census data, Community Needs Assessment, etc...)
	



Pull case list for CSBG-D Programs from FACSPro, if available. If case list is not available from FACSPro, request case list from the Agency.  Review 10% or 10 files (for 100 or more) from each Agency Program.  
	Program
	Number of Clients Served
	Enter the # of cases to be reviewed.

	
	
	

	
	
	

	
	
	

	
	
	



USE WORKING PAPER B WHEN REVIEWING CSBG FILES

USE WORKING PAPER E FOR INCOME ELIGIBILITY EXCEPTION PROGRAMS

(Indicate on Working Paper B if you are reviewing CSBG Grant or CSBG-D Grant files.)

[bookmark: COMMUNITYSERVICESBLOCKDISCRETIONARYGRANT]COMMUNITY SERVICES BLOCK DISCRETIONARY GRANT REVIEW (CSBG-D)

AGENCY NAME:	Choose an item.					

Date:  Click here to enter a date.				BCAEO Monitor:	Choose Below	
	
	Fiscal Year:

	

	Contract Number:

	

	1. Has the Agency had a CSBG-D contract in effect this contract year?

	

	2. Was this program available in the prior year?  
	

	3. If CSBG-D funds were not used for program purposes in assisting low-income individuals out of poverty, describe how monies were spent. 
	

	Use either Working Paper B, Working Paper E (Exception)  or Working Paper D (Tax):

	4. Did the Agency provide Community Assistance without conducting income eligibility?
                      If yes, were the following documented:
a. Name of Program
b. Service Area
c. Reason for income eligibility exclusion
d. Proof that the clients will be predominantly income-eligible (Census data, Community Needs Assessment, etc...)
	



Pull case list for CSBG-D Programs from FACSPro, if available. If case list is not available from FACSPro, request case list from the Agency.  Review 10% or 10 files (for 100 or more) from each Agency Program.  
	Program
	Number of Clients Served
	Enter the # of cases to be reviewed.

	
	
	

	
	
	

	
	
	



USE WORKING PAPER B WHEN REVIEWING CASE FILES
(Indicate on Working Paper B if you are reviewing CSBG Grant or CSBG-D Grant files.)



[bookmark: WEATHERIZATIONASSISTANCEPROGRAMGRANTS]
WEATHERIZATION ASSISTANCE PROGRAM GRANTS – DOE & LIHEAP

AGENCY NAME:	Choose an item.						

Date:  Click here to enter a date.					BCAEO Monitor:	Choose Below		

DOE Program Year to be reviewed:  		
LIHEAP Fiscal Year to be reviewed:      
After pulling client lists in FACSPRO (1071 Reports) for combined DOE and LIHEAP Programs, complete the following information.  

Using the current combined Program Year and Fiscal Years reports (if possible), document planned production and jobs completed to determine amount of case files to be reviewed. 

10% of planned production case files are required to be read.
	Program
	Planned Production of WAP jobs to be completed:
	# of actual jobs completed to date
	# of Case Files to be reviewed         (Required 10%)

	DOE:
	
	
	

	LIHEAP:
	
	
	

	DOE & LIHEAP combined beginning October 1st of FY:
	
	
	




USE WORKING PAPER A WHEN REVIEWING WAP CLIENT FILES.
(Indicate if you are reviewing DOE only, LIHEAP only, or combined DOE & LIHEAP)

	Using Working Paper A- verify the following:

	Does the Agency have a Landlord Contribution Policy? (This is required for LIHEAP funding beginning January 1, 2015 and forward.  You cannot require if DOE is the only source.)
	

	Does the Agency have a Landlord Agreement Policy for rental units as required?
	

	Using Working Paper A, verify that the Agency is using the CSPM 611 Priority Points.  These should be included in each file.  Only the Priorities listed in CSPM 611 are allowable.  No more and less. (FACSPRO calculates Priority Points in the WXPro Que)


	Is the Agency following guidelines for application processing (30 day rule) as stated in CSPM 612?
	

	Is the Agency using the last 3 months of actual income (not 90 days) and annualized per CSPM?
	

	Is the Client application date being used for eligibility determination and services provided and not the FACSPro entry date?
	



[bookmark: LCALIHEAPGRANT]
FY20 MEAP GRANT

AGENCY NAME:	Choose an item.						

Date:  Click here to enter a date.				BCAEO Monitor:	Choose Below		

MEAP Fiscal Year to be reviewed:      
MEAP Contract to be reviewed:      

Complete the following information.  


	Program
	Total Number of Households Served
	# of Case Files to be reviewed   
[bookmark: _GoBack]      

	
MEAP
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Exit Conference
		Exit Conference Agenda							Page 46
	Exit Conference Summary							Page 47
	
Miscellaneous Information	
	Agency Review Notes								Page 48
	


















References:
Exit Conference Information
	Monitoring Guide
	CSPM 1300 Series












[bookmark: ExitConferenceAgenda]Exit Conference Agenda

AGENCY NAME:	Choose an item.			

Date of Exit Conference:	Click here to enter a date.	Time:	

MVID#:  

BCAEO Monitor:	Choose Below				Review: Choose an item.


I. 



[bookmark: EXITCONFERENCESUMMARY]EXIT CONFERENCE SUMMARY

AGENCY NAME:	Choose an item.			

Date of Exit Conference:	Click here to enter a date.      	BCAEO Monitor:	Choose Below		

MVID#:  


Attendees:


Topics Discussed:
























[bookmark: AGENCYREVIEWNOTES]AGENCY REVIEW NOTES
AGENCY NAME:	Choose an item.			

BCAEO Monitor:	Choose Below			MVID:  
	Review Notes, Observations, and Concerns
	Follow-Up Information
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ROMA Certified Trainor 

    ROMA Certified Implementer

http://roma-nptp.org/trainers.html
    http://roma-.org/implementer.html 


The ROMA Cycle graphic was developed by the National Peer to Peer (NPtP) ROMA Training Project, based on guidance regarding Core Activities for States and CSBG Eligible Entities provided by OCS Information Memo 49.
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