Monitoring - Plan Development

Objective

The objective of this exercise is to help staff identify the necessary input for, and draft, a sub-recipient monitoring plan.  At least the first draft of a monitoring plan must be attached to every sub-agreement document.
Tasks

1. Review Table 1 - Required Sub-Recipient Monitoring Elements below.  As the title implies, this table provides the minimum items / data points (or ‘elements’) that must be monitored for ALL sub-agreements, unless otherwise specified in the table.
2. Review the elements stated in the award terms and conditions that pertain to sub-recipient monitoring requirements.  These include key areas of accountability with which CARE is required to comply; as it will therefore be necessary for CARE to ensure (through monitoring) that sub-recipients also comply.
· In the blank rows at the bottom of Table 1, record any ‘elements’ listed in these terms and conditions that do not already exist in the table.
· Make any required changes to information listed in the Frequency column based on award terms and conditions.  Please note: the ‘frequency’ of monitoring various elements presented in the Table below are ‘minimums’.  More frequent monitoring may be required for sub-recipients with ‘medium’ or ‘high’ risk rankings.
· Keep in mind monitoring requirements may be different for ‘types’ of sub-recipients in the award.  It may be necessary to complete a ‘Table 1’ for each type of sub-recipient.
3. Review all CO specific program objectives that impose sub-recipient requirements which must be monitored (e.g. program quality initiatives, CO Strategic Plan).   In the blank rows at the bottom of Table 1, record any ‘elements’ listed in these requirements that do not already exist in the table.
4. Develop indicators for each element (elements originally on Table 1 as well as those added above).  If an award-level monitoring plan has already been designed, it will be necessary to insure there is consistency in indicators used.
5. Record indicators on a standard monitoring plan format (see the Sample Plan provided on the page 4).  Once all columns on the standard monitoring plan format are completed, staff will have a ‘generic’ monitoring plan for all award sub-recipients.
6. To complete an individual sub-recipient monitoring plan:
· Add to the ‘generic’ monitoring plan any pertinent elements specified in the Special Provision section of the sub-agreement with the sub-recipient in question. 
· Adjust the frequency of monitoring activities to reflect the risk ranking of that sub-recipient.  The frequency is generally stated in the sub-agreement document.
· Jointly with the sub-recipient, finalize indicators for all elements.
	What Must Be Monitored?
	Suggested Method
	Frequency 

	
	
	

	a. Achievement of performance goals (actual progress compared to set targets / implementation plan) or milestones (for performance-based agreements)
	Desk review of Performance Report 
	Monthly or Quarterly

	b. 
	Formal and informal Site Visit to confirm actual implementation
	Monthly or Quarterly ( more frequently as needed)

	c. Expenditures consistent with completed program activities & budget
	Desk review / comparison of Performance Report to corresponding Financial Report
	Monthly or Quarterly

	d. Constraints encountered / changes in working environment that impact performance
	Desk review of Performance Report; Observations recorded during site visit.
	Monthly or Quarterly

	e. Progress on Capacity Improvement Plan (if applicable)
	Site visit to confirm actual implementation
	Monthly or Quarterly

	f. Eligibility of individuals or groups receiving services or other benefits through the sub-agreement
	Site visit to review documents
	Monthly or Quarterly

	g. Quality of the partnership / sub-recipient support satisfaction with support from CARE
	Site visit
	Quarterly

	h. CARE and sub-recipient’s adherence to CI Program Principles
	Site visit
	Quarterly

	i. Lessons learned
	Formal exercise
	End of Project

	j. Progress on Capacity Building activities, (if a stated objective of the sub-agreement)
	Training documents, field visit reports.
	As needed

	k. Validity / allowability of expenditures, i.e. funds are used in compliance with the approved purpose(s), budget, and regulations
	Desk review of Financial Report
	Monthly or Quarterly

	l. 
	Random / surprise site visit to spot check accounts / books, procedures, internal control, supporting documents
	Quarterly

	m. Burn rate reconciled to progress
	Desk review of Financial Report
	Monthly

	n. Matching, Level of Effort, Earmarking  (if applicable)
	Desk review of Financial Report; Site visit to spot check accounts / books
	Monthly

	o. Program Income (if applicable)
	Desk review of Financial Report; Site visit to spot check accounts / books
	Monthly

	p. Cost share requirements  (if applicable)
	Desk review of Financial Report; Site visit to spot check accounts / books
	Monthly

	q. Equipment & Property Management (including fixed assets, inventory and vehicle management)
	Desk review of Financial Report; Site visit to spot check records / documentation; physical inspection
	

	r. Procurement (including suspension and debarment regulations)
	Site visit to spot check records / documentation; physical inspection
	

	s. Personnel, Travel & Consultants (USG funded projects)
	Site visit to spot check records / documentation
	

	t. NICRA (if applicable)
	
	Annually

	u. VAT report submission from sub-recipient (USG funded projects)
	
	Interim report due October 31;  final report due April 16 of the following year

	v. Plan of Action resulting from previous monitoring activities (including audits)
	Site visit to confirm actual implementation
	

	w. Review of sub-recipient monitoring plan
	Review meetings with sub-recipient
	Annually

	Additional terms and conditions stated in the donor award:

	
	
	

	
	
	

	
	
	

	Additional CO specific requirements:

	
	
	

	
	
	

	
	
	

	Sub-recipient specific elements (stated in the sub-agreement):

	
	
	

	
	
	

	
	
	


	Indicator
	Method
	Frequency 
	Person Responsible for:

	
	
	
	Data Collection 
	Data Analysis
	Approval
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