Early Learning Coalition of North Florida
ECS Sub-recipient Contract Monitoring Schedule 

2015/2016
(Created 05/21/15)
Deadlines:

	Qtr/Period to be Monitored

(new subject areas may include previous quarters)
	Schedule Pre-Monitoring Meeting and begin monitoring docs:  

(have all mon. docs done & sent to Contractor 2-3 days before the pre-mon. meeting beginning target date)


	Pre-Monitoring Meeting

Target Dates 
(at least 2 weeks before notification letter, and before sampling)
	Request to run EFS Reports and upload to Share Point (for sampling) sent to ECS (Leighton/Alicia Baltzell)

(give at least one week’s notice)
	Sampling – begin by:
(at least 2 weeks before notification letter due)
(calculations, request/run EFS reports, sample, create spreadsheet and Fiscal samples sent from Coalition Fiscal Manager
	Notification  Letter– Due date

 (8 weeks’ notice) 

(with Request for Documents,  schedule, tools, fiscal samples sent, and sample spreadsheets uploaded to SharePoint – with full names.

	ELC Finance Mgr. to send ECS all fiscal samples (by 9:00 am, five business days before on-site monitoring)
	Monitoring Dates 

(2-3 weeks scheduled, but if finished before the 2 weeks are over, will adjust exit interview date/time and all subsequent due dates)
	Draft Report Due
(1 week after monitoring completed)


	Contractor Response to Draft Report (including tool comments and supporting documents)

(1 week after draft report)
	Final Report Due 

(1 week after contractor response to draft)
	Contractor Response to Final Report and CAP Due 

(1 week from

final

report)
	Coalition CAP Acceptance / Denial letter (with terms) 

(1 week from response)
	Receipt of all CAP items – deadline

(4 weeks from acceptance letter)
	Close-out Letter

(within 1 week of  CAP items received)

	1Q (July – Sept 2015)


	Late May 


	06/29/15 – 07/10/15
	07/24/15 

(July reports)
	08/18/15
	08/31/15
	10/19/15
	October 26 – November 6, 2015
	11/16/15 
(holiday)
	11/23/15
	12/01/15
(holidays)
	12/08/15

	12/15/15
	01/12/16
	01/20/16

	2Q (Oct – Dec 2015)


	Early September 
	10/05/15 – 10/16/15
	10/23/15
(October reports)
	11/12/15
	11/30/15
	01/15/16
	January 25 – February 5, 2016
	02/12/16
	02/22/16
(holiday)
	02/26/16
	03/04/16
	03/11/16
	04/08/16
	04/15/16

	3Q (Jan – Mar 2016)
	Early December


	01/04/16 – 01/15/16
	01/22/16
(January reports)
	02/16/16
	02/29/16
	04/18/16
	April 25 – May 6, 2016
	05/13/16
	05/20/16
	05/27/16

	06/06/16 (holiday)
	06/13/16
	07/11/16
	07/18/16

	4Q (Apr-June 2016)
	Early March
	04/04/16 – 04/15/16
	04/22/16
(April reports)
	05/16/16
	05/27/16
	07/18/16
	July 25 – August 5, 2016
	08/12/16
	08/19/16
	08/26/16
	09/02/16
	09/12/16
(holiday)
	10/10/16
	10/17/16

	4Q (June 2016)
	
	The Coalition’s Fiscal Manager will set dates for June’s non-direct cost review and 4th Qtr Contract Monitoring Tool review.  This will be a separate monitoring, as the Coalition will not receive the June non-direct costs invoice until August 15. 
	
	
	
	
	
	


· (areas of review and dates are subject to change)

Early Learning Coalition of North Florida
Sub-recipient Contract Monitoring Schedule 

2015/2016
(Created 05/21/15)
Subject Areas to be Monitored:
	Qtr
	Contract/Subject Areas to be Monitored


	Monitoring Dates

	
	
	
	

	1
	· Overall: All administrative and programmatic policies/procedures, job descriptions, org chart, etc. review/updates, and data security system updates
· SR & VPK: Attendance/Payment Validation (1/4 year’s sample - or whatever VPK child (and payment validations) are available for summer programs – then adjust sample numbers for the following 2nd – 4th Quarters to make up for any shortfall), Fiscal-1st Qtr samples (non-direct costs, including staffing allocation), 
· SR:  Eligibility and Enrollment (client files) (1/4 year’s sample)

· VPK:  Eligibility and Enrollment (child files) (1/4 year’s sample*)

· VPK:  Provider Services (provider files)(1/4 year’s sample)

· 2015 Coalition Plan Compliance:  None for this quarter
· OEL Scorecard: TBD
· Additional:  Annual Data and Data Security Systems Review and Annual OEL Attendance/Reimbursement Staff Interviews


	October 26 – November 6, 2015

	1-2
	· Overall: All administrative and programmatic policies/procedures, job descriptions, org chart, etc. review/updates,  and data security system updates
· SR & VPK: Attendance/Payment Validation (1/4 year’s sample), Fiscal-2nd Qtr samples (non-direct costs, including staffing allocation).

· SR:  Eligibility and Enrollment (client files) (1/4  year’s sample)

· VPK:  Eligibility and Enrollment (child files) (1/4 year’s sample)

· VPK:  Provider Services (provider files)(1/4 year’s sample)

· 2015 Coalition Plan Compliance: III. C. Inclusion

· OEL Scorecards: TBD 

-        Additional: None this quarter

	January 25 – February 5, 2016

	1-3
	· Overall: All administrative and programmatic policies/procedures, job descriptions, org chart, etc. review/updates,  and data security system updates
· SR & VPK: Attendance/Payment Validation (1/4 year’s sample), Fiscal-3rd Qtr samples (non-direct costs, including staffing allocation). 

· SR:  Eligibility and Enrollment (client files) (1/4  year’s sample)

· VPK:  Eligibility and Enrollment (child files) (1/4 year’s sample)

· VPK:  Provider Services (provider files)(1/4 year’s sample)

· 2015 Coalition Plan Compliance: II. B. SPE (Single Point of Entry)
· OEL Scorecard:  TBD
· Additional:  Contract Certifications/Assurances Verification


	April 25 – May 6, 2016

	1-4
	· Overall: All administrative and programmatic policies/procedures, job descriptions, org chart, etc. review/updates,  and data security system updates
· SR & VPK: Attendance/Payment Validation (1/4 year’s sample), Fiscal-4th Qtr samples (non-direct costs, including staffing allocation), 

· SR:  Eligibility and Enrollment (client files) (1/4  year’s sample)

· VPK:  Eligibility and Enrollment (child files) (1/4 year’s sample)

· VPK:  Provider Services (provider files)(1/4 year’s sample)

· 2015 Coalition Plan Compliance: None this quarter
· OEL Scorecard: TBD
· Additional:  Fiscal Overview (including review of Cost Allocation Plan, Policies and Procedures, Board minutes, and 4th Quarter Contract Monitoring Tool review for year-end, etc.)  

	July 25 – August 5, 2016
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