
 

1 
Emergency Solutions Grant – 1.22 v.1 

  



 

2 
State Monitoring – 6.2023 v.2   

Table of Contents 

 

 

 

SECTION 1: Introduction ................................................................................................................ 3 

Purpose ................................................................................................................................................ 3 

Definitions ........................................................................................................................................... 3 

SECTION 2: Guiding Policy ............................................................................................................ 4 

Policy Introduction .............................................................................................................................. 4 

SECTION 3: OHS Monitoring Introduction .................................................................................. 5 

Overview ............................................................................................................................................. 5 

Monitoring Responsibilities ................................................................................................................ 5 

SECTION 4: State Monitoring Procedure ...................................................................................... 5 

Monitoring Activities .......................................................................................................................... 5 

New Agencies ...................................................................................................................................... 5 

Existing Agencies................................................................................................................................. 5 

Post Monitoring ................................................................................................................................... 6 

Developing a Monitoring Plan ............................................................................................................ 7 

SECTION 5: Remaining State Monitoring Procedures ................................................................. 7 

Monitoring Documentation ................................................................................................................. 7 

Program Monitoring Communication ................................................................................................. 7 

Quality Control of Monitoring Activities ............................................................................................ 7 

Program Monitoring  .......................................................................................................................... 7 

Fiscal Monitoring ................................................................................................................................ 7 

Appendices ......................................................................................................................................... 9 

 

 



 

3 
State Monitoring – 6.2023 v.2   

 

Section 1: Introduction 

   

 

A. Purpose 
 

This document is designed to outline the standard process for ensuring state funded contracts with the 

State of Utah Department of Workforce Services (DWS), Office of Homeless Services (OHS) are 

monitored correctly. Ensuring state funded contracts are monitored correctly allows OHS Contract 

Owners to provide the highest level of customer service to awarded agencies. The creation of this 

document was informed by the following:  

• DWS Contract Monitoring Policy  

• DWS Contract Monitoring Procedure  

 

B. Definitions 
 

Agreement: For purposes of this policy and the associated procedures, an agreement is a written 

document that defines the terms of a DWS award to an agency. An agreement is also referred to as a 

contract. 

  

Centralized Repository: The identified location for contract documents to be stored, as determined by 

the department. The storage is located on the I:drive or Webgrants. 

 

Contract Analyst: DWS personnel responsible for assisting the OHS Contract Owner through the 

contract process. The Contract Analyst has oversight of the technical aspects of the contract process. 

 

Contract Owner: DWS personnel responsible for ensuring the agreement or contract is in compliance 

with requirements and that performance expectations are being achieved. The Contract Owner is the 

primary person responsible for state monitoring. The Contract Owner is also referred to as the Program 

Specialist. 

 

Contract: For purposes of this policy and the associated procedures, a contract is a written document 

that defines the terms of a DWS award which can include a memorandum of understanding/agreement 

or another agreement not determined to be an awarded agency. A contract is also referred to as an 

agreement. 

 

Existing Agency: Agencies that have previously been allocated state-appropriated funds from the OHS. 

If the existing agency does not have any outstanding monitoring concerns and/or findings from the 

previous DWS-OHS monitoring, the OHS Contract Owner is required to conduct at least one virtual 

monitoring per contract year. If the agency has outstanding monitoring concerns and/or findings from 

the previous DWS-OHS monitoring, the OHS Contract Owner is required to conduct at least one site 

visit with a full and limited scope, preferably done onsite at the onset of the contract. An existing 

agency is referred to as an existing organization in DWS’ Contract Monitoring Procedure. 

 

Fiscal Grant Manager: DWS personnel responsible for ensuring the agreement or contract is in 

compliance with fiscal requirements. The Fiscal Grant Manager is the primary person responsible for 

fiscal monitoring.  

 

Fiscal Monitoring: Any set of activities designed to determine compliance with fiscal requirements. 

  

Invoice Review: Review of invoices by the OHS Contract Owner and Fiscal Grant Manager to 

determine if the rates and services are allowable per the contract. May include a review of supporting 

documents to adequately support the request for payment. 
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Monitoring Activities: Any activity or review that is designed to ensure the agreement is used for 

authorized purposes, in compliance with statutes, regulations, and terms and conditions of the 

agreement, and that performances are achieved. Monitoring includes both programmatic and fiscal 

activities. Monitoring activities will be primarily performed by the OHS Contract Owner. 

 

Monitoring Tools: Designed forms or checklists used to perform and/or document monitoring activities.  

 

New Agency: Agencies that have not previously been allocated state-appropriated funds from the OHS 

where the OHS Contract Owner is required to conduct at least one site visit with a full and limited 

scope, preferably done onsite at the onset of the contract. A new agency is referred to as a new 

organization in DWS’ Contract Monitoring Procedure. 

 

Quarterly Performance Reviews (Desk Reviews): Reviews of reports submitted by the awarded agency 

to the OHS. The OHS Contract Owner review actual performance against the contract requirements, 

actual expenditures to the approved budget, and current reporting period to prior periods. Referred to as 

desk reviews in DWS’ Contract Monitoring Procedure. 

 

Site Visit (Full and Limited Scope): Full scope site visits are scheduled visits to the organization’s place 

of business/physical location of service provided. Limited scope site visits typically focus on a 

particular problem.  

 

State Component Unit: All public colleges and universities, including the applied technology colleges, 

are component units of the State. Local governments and school districts are not considered State 

Component Units.  

 

Virtual Visit: A virtual visit utilizing technology approved by DWS may be conducted, rather than a 

physical site visit, if the OHS Contract Owner believes the contract can be effectively evaluated or if 

other reasonable monitoring methods are not available. Refer to the DWS’ Guidance for Virtual 

Contract Monitoring.  

 

Section 2: Guiding Policy 

 

 

A. Policy Introduction  
 

Any state funds appropriated to an agency’s contract (i.e., Homeless to Housing, Pamela Atkinson 

Homeless Trust Fund, Homeless Shelter Cities’ Mitigation) must be monitored in accordance with 

DWS’ Policy and Contract Monitoring Procedure.  

 

For all state-appropriated funds, the assigned OHS Contract Owner and other DWS personnel will 

monitor program performance via technical assistance (TA), quarterly performance reviews (desk 

reviews), and claim/reimbursement reviews (invoice reviews) at a minimum of once each fiscal year. 

Not every contract will require the same level of monitoring, as monitoring activities are based on 

whether the agency is new or existing. 

 

This policy satisfies the requirements as outlined by DWS’ Contract Monitoring Policy, including any 

applicable required waivers from that policy that are available and/or required. 

 

For guidelines on monitoring policies and procedures for federally funded contracts, refer to the OHS’ 

Federal Monitoring Policy handbook. 
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Section 3: OHS Monitoring Introduction 

  

 

A. Overview 
 

The type and frequency of monitoring is determined by the funding source, relationship with the 

awarded agency, whether the agency is new or existing, the contract amount, and the type of contract. 

Monitoring activities will include programmatic and fiscal activities as outlined below (see Appendix 

A). In summation, state monitoring activities can include but are not limited to the following:  

• Claim/reimbursement request processes 

• Client grievances 

• Agency participation in local homelessness coordination efforts (Local Homeless Council 

[LHC] and Continuum of Care [CoC])  

• Policy and procedures 

 

To assist the OHS in carrying out monitoring activities, the OHS has created monitoring tools that 

integrate the guidance described in Section 2 (see Appendix A and B). These tools will be reviewed and 

updated on an annual basis to ensure ongoing compliance. 

 

B. Monitoring Responsibilities 
 

Monitoring is initiated, organized, and performed by the OHS Contract Owner. Other DWS personnel 

will also be involved in monitoring activities as deemed necessary to provide reasonable assurance of 

compliance.  

 

Fiscal monitoring is performed by the Fiscal Grant Manager and may also include the OHS Contract 

Owner and any other DWS personnel as deemed necessary. 

 

When monitoring activities are conducted by a third party, the OHS Contract Owner must outline the 

monitoring responsibilities for the third party through a memorandum of understanding (MOU) or 

contract. Monitoring activities performed by a third party must demonstrate that the awarded agency 

has achieved the significant outcomes and deliverables in the agreement.  

 

Section 4: State Monitoring Procedure 

 

 

A. Monitoring Activities 
 

New Agencies: As noted in Section 1, new agencies are defined as entities that have not previously 

been allocated state-appropriated funds from the OHS. In this instance, the OHS Contract Owner is 

required to conduct at least one site visit with a full and limited scope, preferably done onsite at the 

onset of the contract. Refer to Section 1 B for the definition of site visit (full and limited scope). The 

OHS Contract Owner in collaboration with the Division Director or designee will prioritize onsite site 

visits for new agencies. However, it is up to the discretion of the OHS Contract Owner and the Division 

Director or designee if a virtual monitoring (site visit) is done instead. Refer to Section 1 B for the 

definition of a virtual site visit. 

 

Existing Agencies: As noted in Section 1, existing agencies are defined as entities that have previously 

been allocated state-appropriated funds from the OHS. In this instance and if the awarded agency does 

not have any outstanding monitoring concerns and/or findings from the previous DWS-OHS 

monitoring, the OHS Contract Owner is required to conduct at least one virtual monitoring. Refer to 

Section 1 B for the definition of a virtual site visit. If the agency has outstanding monitoring concerns 
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and/or findings from the previous DWS-OHS monitoring, the OHS Contract Owner is required to 

conduct at least one site visit with a full and limited scope, preferably done onsite at the onset of the 

contract. Refer to Section 1 B for the definition of site visit (full and limited scope). 

 

The OHS Contract Owner in collaboration with the Division Director or designee reserves the right to 

deviate from the site requirements listed above. However, all deviations (and the associated approval) 

must be discussed with Internal Audit (IA), documented, and stored in a central repository. 

 

Claim/Reimbursement Request Reviews (Invoice Review) 

The OHS Contract Owner reviews each claim/reimbursement request to determine whether: 
o Items/services are provided within the agreement period 
o Amounts do not exceed agreement budget categories 
o Items/services listed are allowable per the agreement 
o Items/services and amounts are necessary and reasonable for the program/project 
o Required supporting documentation has been submitted 

 

For more information on OHS’ claim reviewal procedure, refer to OHS Claim Policy and 

Procedure handbook and/or the invoice review definition in Section 1 B. 

 

The Fiscal Grant Manager reviews claims/reimbursement requests to determine the following:  
o Agrees to the awarded agency’s general ledger 
o Items/services listed are allowable per agreement and state award 
o Funds requested for reimbursement do not exceed the total agreement budget 

 

For fiscal monitoring activities, the Fiscal Grant Manager reviews 

claims/reimbursement requests once per grant year or agreement period. If an 

agreement is less than a year, the Fiscal Grant Manager completes a review of 

supporting documentation to validate claims/reimbursement requests. 

 

Technical Assistance 

The OHS Contract Owner conducts technical assistance at least once annually. The 

awarded agency will be contacted two weeks prior to the monitoring to notify them of 

and schedule a technical assistance meeting. 

 

During the monitoring, the assigned OHS Contract Owner will complete the OHS TA 

Form Template (see Appendix A) by asking the agency questions included but not 

limited to on the form.  

 

Quarterly Performance (Desk Review) 

The OHS Contract Owner in conjunction with a Homeless Management Information 

System (HMIS) Program Specialist will perform a review of any reports submitted by 

the awarded agency to HMIS or the OHS. This review will examine the actual 

performance of an awarded agency compared to contract requirements, expenditures to 

the approved budget, and current reporting period to prior periods. For more 

information, refer to the quarterly performance (desk review) definition in Section 1 B. 

 

B. Post Monitoring  
 

Once the OHS Contract Owner has completed claim/reimbursement request reviews (invoice reviews), 

technical assistance, and quarterly performance reviews (desk reviews), the OHS Contract Owner and 

awarded agency will establish follow up expectations to verify that any concerns deemed from 

monitoring activities are adequately resolved.  
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Additionally, OHS Contract Owners shall document any follow up in the DWS-OHS Contract 

Administration and Monitoring Tracking Sheet. 

 

C. Develop a Monitoring Plan 
 

To assist the OHS Contract Owners in carrying out monitoring activities, DWS-OHS has created a 

worksheet to complete during scheduled technical assistance meetings (see Appendix A).  

 

The content covered in the TA form captures the three components of required state monitoring 

activities: claim/reimbursement requests (invoice reviews), technical assistance, and quarterly 

performance reviews (desk reviews). 

 

     Section 5: Remaining State Monitoring Procedures 

 

 

A. Monitoring Documentation 
 

The OHS Contract Owners keep detailed records of monitoring activities and results. Sufficient detail is 

documented in a manner that monitoring results can be recreated. Documentation should include, but is 

not limited to, the following:  

• Monitoring procedures performed, documentation reviewed, results of monitoring, follow up 

activities, and whether compliance requirements have been met 

• Who monitored and the dates that the monitoring occurred 

• Written justification for any deviation from DWS’ Monitoring Policy 
o Requires prior approval from the Division Director or designee 

 

The OHS Contract Owner shall store all monitoring documentation in the central repository monitoring 

folder within 30 days after each monitoring activity. Invoices and associated supporting documents 

should be stored in the state’s centralized accounting system (FINET) and are not stored in the central 

repository.  

• Whenever possible, the OHS Contract Owner has 45 days from when the contract expires to 

complete monitoring and move the contract folder into the Division’s Archive Folder. 

• All monitoring documents must be retained for a minimum of six years after agreement 

termination or until all audits/litigation concerning the agreement have been completed, 

whichever is later. 

 

B. Program Monitoring Communication 
 

Awarded agencies must respond to monitoring correspondence within 10 business days. After the 10 

day limit, the OHS Contract Owner reserves the right to follow contract terms related to agreement 

termination and/or default. 

 

C. Quality Control of Monitoring Documentation 
 

Program Monitoring: The Division Director or designee conducts quality control reviews of program 

monitoring activities as considered necessary.  

• If deficiencies in program monitoring activities are found, the Division Director will work with 

the OHS Contract Owner to ensure compliance with monitoring and documentation 

requirements. 

• Results of the quality control reviews are documented and stored with the performance records 

for the OHS Contract Owner. 

 

Fiscal Monitoring: The Finance Director or designee conducts quality control reviews of fiscal 

monitoring activities as considered necessary. 
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• If deficiencies in fiscal monitoring activities are found, the Finance Director or designee will 

work with the Fiscal Grant Manager to ensure compliance with the monitoring and 

documentation requirements. 

• Results of the quality control reviews are documented and stored with the performance records 

for the Fiscal Grant Manager. 
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Appendix A 

TA form 
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Appendix B 

Eligible Expense Guide 
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