ESG MONITORING PROTOCOL
[bookmark: _GoBack]IF the Fiduciary and HARA are DIFFERENT:

MSHDA will send a notification letter detailing the specifics of the monitoring and a packet of review questions to the Executive Director at both the Fiduciary and HARA. MSHDA will copy the CoC Chair and/or Coordinator with the notification. The monitoring visit will be scheduled approximately four weeks in advance and MSHDA will require the Fiduciary and HARA to do the following before the visit:

· Fiduciary
· Must monitor ALL sub-grantees and have the monitoring packet and monitoring letter used for the monitoring available by the date of the monitoring visit.
· Must complete the packet of review questions sent by MSHDA and return to MSHDA before the monitoring visit.
· HARA
· Must provide billing receipts which correlate to the FSR being reviewed if the Fiduciary does not already have them.
· Must bring ALL client files which correlate to the FSR being reviewed to the Fiduciary office by the date of the monitoring visit.

NOTE: While transporting client files, ALL files must be physically secure. Never leave paper files, computers, electronic devices, or portable media in plain sight in an unattended vehicle. If you must leave it in a car, lock it in the trunk so that it is out of sight. Do not leave your paper files, computers, electronic devices, or portable media in your car overnight.

During the monitoring visit, MSHDA will go over the review packet with the Fiduciary and monitor ten percent of ALL client files which correlate to the FSR being reviewed. MSHDA will also go over the sub-grantee documents to make sure everything is in compliance.

After the monitoring visit, MSHDA will send both the Fiduciary and HARA a letter detailing the visit and copy the CoC Chair and/or Coordinator. The letter will identify the client files monitored (identified by HMIS number and initials), findings and corrective action needed, and whether follow-up technical assistance is recommended. The Fiduciary must respond to findings by the end of the month following the date of the monitoring visit (i.e. monitored 3/14, response due by 4/30).

· MSHDA Homeless Assistance Specialist’s will visit ALL shelters and HARA’s in their Regions for basic standard compliance and will notify each before they come out. They will also copy the CoC Chair and/or Coordinator on the date and time of the visit. Once the visit has been completed, the MSHDA Homeless Assistance Specialist will provide each an update on the visit and if they had any findings or recommendations.

ALL letters, notifications, and emails will be documented in the grant file and uploaded to the MATT 2.0 system. 












IF the Fiduciary and HARA are the SAME:

MSHDA will send a notification letter detailing the specifics of the monitoring and a packet of review questions to the Executive Director at the Fiduciary. MSHDA will copy the CoC Chair and/or Coordinator with the notification. The monitoring visit will be scheduled approximately four weeks in advance and MSHDA will require the Fiduciary to do the following before the visit:

· Must monitor ALL sub-grantees and have the monitoring packet and monitoring letter used for the monitoring available by the date of the monitoring visit.
· Must complete the packet of review questions sent by MSHDA and return to MSHDA before the monitoring visit.
· Must have ALL client files which correlate to the FSR being reviewed at the Fiduciary office by the date of the monitoring visit.

NOTE: While transporting client files, ALL files must be physically secure. Never leave paper files, computers, electronic devices, or portable media in plain sight in an unattended vehicle. If you must leave it in a car, lock it in the trunk so that it is out of sight. Do not leave your paper files, computers, electronic devices, or portable media in your car overnight.

During the monitoring visit, MSHDA will go over the review packet with the Fiduciary and monitor ten percent of ALL client files which correlate to the FSR being reviewed. MSHDA will also go over the sub-grantee documents to make sure everything is in compliance.

After the monitoring visit, MSHDA will send the Fiduciary a letter detailing the visit and copy the CoC Chair and/or Coordinator. The letter will identify the client files monitored (identified by HMIS number and initials), findings and corrective action needed, and whether follow-up technical assistance is recommended. The Fiduciary must respond to findings by the end of the month following the date of the monitoring visit (i.e. monitored 3/14, response due by 4/30).

· MSHDA Homeless Assistance Specialist’s will visit ALL shelters in their Regions for basic standard compliance and will notify each before they come out. They will also copy the CoC Chair and/or Coordinator on the date and time of the visit. Once the visit has been completed, the MSHDA Homeless Assistance Specialist will provide each an update on the visit and if they had any findings or recommendations.

ALL letters, notifications, and emails will be documented in the grant file and uploaded to the MATT 2.0 system. 
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