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	CONTRACTOR:

PROJECT NAME:

CONTRACT NUMBER:

CONTRACT TYPE:
Cost Reimbursement, Fixed price or Hybrid
	CONTRACT TERM:

CONTRACT ADMINISTRATOR: 

EXISTING CONTRACTOR:

NEW CONTRACTOR TO HHSA:


	This plan is based on the Monitoring Assessment Checklist and will comply with policy: HHSA-G-4.2 Monitoring Assessment.

	MONITORING ASSESSMENT - CATEGORY RATING:
	Category A (High) – 12 monitoring activities and must include four site visits.
	Category B (Moderate) – Eight monitoring activities and must include two site visits.
	Category C (Low) – Four monitoring activities and must include one site visit.

	MONITORING ACTIVITIES INCLUDE:

	2
	In depth invoice reviews

	1
	Site Visit(s)

	monthly
	Review of contractor achievement of process or outcome objectives – desk review

	Ongoing
	Quality management review of contractor work

	Ongoing
	Progress meeting(s) to discuss performance

	Ongoing
	Review of contract deliverables

	Ongoing
	Other activities/trainings

	Contract items listed below will be monitored.  Additional items may be monitored if compliance concerns are identified during routine monitoring.

	1. Outcome measures (if applicable)
2. Process objectives
3. Quality management
4. Client records (if applicable)
5. Management Information System Database 




Type and frequency of monitoring reviews:
In-Depth Invoice Reviews:
Two in-depth invoice reviews will be conducted by selecting two monthly claims submitted by Contractor to the County for reimbursement by date 2013.  One site visit will be conducted in completing the invoice reviews. The in-depth invoice review will include a review of Contractor’s back up documentation of expenditures identified on the claim (e.g. timesheets, invoices, GL ledger, etc.) and  exclusion/debarment/medi-cal sanctions check process and back-up documentation.

Site Visits
One site visit will be completed by the Contract Administrator (CA) by date 2013. Other site visits may be scheduled as deemed necessary or appropriate.  All site visits shall be documented.  The purpose of the site visit is to review Contractor’s goals and objectives, assess progress and discuss program status.  In addition to verify data that was submitted in the monthly reports and invoices.  Contract Administrator will review findings of site review with contractor to ensure Contractor is in compliance with the Scope of Work and to identify needs for training and technical assistance.  

Desk Reviews
Reports:
A review of contractor’s achievement of outcomes will be conducted on a monthly basis by analyzing narrative and statistical reports and data to determine contractor’s compliance and performance in meeting the contract objectives.  

Information on reports reviewed shall include:
· All information on the previous month’s activities relevant to this contract (meetings, trainings, etc.)
· All statistical information for the previous month and contract year to date (process objectives)
· Samples of materials created during the month

Fiscal Claims:
Review and approval of monthly fiscal claims to ensure expenditures are reasonable, allocable, and allowable; Documentation of statement certifying that no employee providing services under the terms and conditions of this contract is currently listed on the GSA Excluded Parties Listing or the OIG List of Excluded Individuals/Entities; and contractor signed invoice. 

Other Reviews
Agency Contract Support (ACS) may schedule a site visit to review accounting practices, verify fiscal viability and audit financial records.  Reviews will be performed every one to three years, depending on ACS’s schedule.  If serious allegations come forth during the contract term, the Program Chief may request a special review by ACS, County Counsel, Purchasing and Contracting, and Compliance Office to address the allegations.  Other compliance issues may be addressed through information and assistance provided by the Contracts Threading Group within the Health and Human Services Agency.

Completed by:  ____________________________________	Date:  ________

Approved by:	_____________________________________		Date:   ________

**Exclusion/Debarment Medi-Cal sanctions checks should be indicated under site visit or in-depth review, as appropriate.
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