Attachment CHAP M001-I
McDowell County Partnership for Children & Families, Inc.
PROGRAMMATIC Direct Service Provider Monitoring Instrument 
	Activity Title:
	
	
	Direct Service Provider:
	

	Fiscal Year(s) Monitored:
	
	
	Date(s) of Site Visit
	
	
	Monitor(s)
	



	SECTION 1.  PREPARATION
	Completed By (Initials)
	Supporting Documentation
	Notes/Comments

	Note:
	Much of this section may be completed at the Partnership prior to the visit.
	
	
	
	

	
	
	 
	
	 

	a.
	Review copy of Direct Service Provider (DSP) contract, including logic model, budget and budget narrative, and any revisions and amendments.  Also, compare the DSP’s contract activity description (CAD) to the LP’s CAD in contract with NCPC for consistency.
	
	 
	
	  

	
	
	 
	
	 

	b.
	Notify DSP contract administrator, in writing, of date(s) of monitoring visit and request any documentation that may be completed prior to the visit.
	
	 
	
	 

	
	
	 
	
	 

	c.
	Notify Partnership staff of scheduled monitoring visit and inquire regarding any known issues/concerns.
	
	 
	
	 

	
	
	
	
	

	d.
	Review prior monitoring reports for issues which required follow up.
	
	
	
	

	
	
	
	
	

	e.
	Review most recent evaluation report(s) (annual evaluation reports, counts, previous year outcomes).
	
	
	
	

	
	
	
	
	
	

	f.
	Discuss with the DSP any issues noted during preparation and document DSP’s explanations.
	
	 
	
	 

	
	
	 
	
	 

	g.
	Obtain schedule of matching cash and in-kind contributions reported by the DSP.
	
	 
	
	 


	SECTION 2.  COMPLIANCE WITH CONTRACT ACTITIVY DESCRIPTION
	Completed By (Initials)
	Supporting Documentation
	Notes

	a.
	From the DSP’s copy of the most recent contract activity description (CAD) obtained during preparation, compare with the Partnership’s CADs in contract with both NCPC and the DSP.  Document any discrepancies.
	
	 
	
	 

	
	
	 
	
	 

	b.
	Prepare a list of requirements of the DSP’s CAD and Logic Model, as applicable.  Obtain documentation to substantiate that the DSP is in compliance with CAD and Logic Model requirements.
	
	 
	
	 

	
	
	 
	
	 

	
	Consider the following questions, as applicable:
	 
	
	 

	
	1.
	Does the activity operate to address the identified need as intended?
	
	 
	
	 

	
	2.
	Is the identified target population (i.e., who) being served as projected? 
	
	 
	
	 

	
	3.
	Are the services provided and/or available as projected? 
	
	 
	
	 

	
	4.
	Is the activity on track to meet projected outputs and outcomes for the fiscal year?
	
	
	
	 

	
	5.
	Have staffing qualifications been maintained in accordance with requirements? (review resume, application, training records, job descriptions, etc.) 
	
	
	
	 

	
	6.
	Have staffing levels been maintained in accordance with requirements?
	
	
	
	 

	
	7.
	Are employees working hours and performing tasks in accordance with contractual requirements? 
	
	
	
	 

	
	8.
	Are employees working hours that are consistent with the personnel costs reimbursed by the Partnership?
	
	
	
	 

	
	9.
	Has the activity met all contract requirements as specified in the LP/DSP contract?
	
	
	
	 

	SECTION 3.  CASH AND IN-KIND CONTRIBUTIONS
	Completed By (Initials)
	Supporting Documentation
	Notes

	From the schedule of cash and in-kind contributions obtained in Section 1, select a sample.
	
	 
	
	

	
	
	
	
	
	

	a.
	Determine that reported contributions are allowable (supporting Smart Start activities, not derived from other state funds, etc.).
	
	 
	
	

	
	
	
	 
	
	

	b.
	Determine that records include documentation to support type, value, valuation method, hours, rates, square footage, etc. as appropriate based on the current NCPC “Cash and In-Kind Contributions Manual.”
	
	 
	
	

	
	
	
	 
	
	

	c.
	Determine if DSP has met required cash and in-kind match under contract with the LP. 
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