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GENERAL INSTRUCTIONS
FOR MONITORING PLANS

The purpose of these instructions is to assist the tribe or tribally designated housing entity (TDHE) in conducting monitoring reviews and to further explain the Monitoring Plans that will be used in these reviews.

There is a Monitoring Plan for each of the areas that could be reviewed, including the following:

	APR and IHP Compliance
	Organization and Structure 

	Environmental Review Compliance
	Other Programs (ICDBG, ROSS, RHED/RIF)

	Financial and Fiscal Management
	Procurement and Contract Administration

	Labor Standards
	Relocation and Real Property Acquisition

	Lead-Based Paint Compliance
	Section 504 Accessibility Compliance

	Maintenance and Inspection
	Self-Monitoring

	Admissions and Occupancy
	Subrecipient Agreements


It is recommended that the reviewer develop a monitoring strategy prior to conducting a monitoring review.  The strategy should be based on the activities and projects funded with HUD funds and identify the monitoring plans best suited for the review.  Therefore, the reviewer may not be using every Plan to conduct a monitoring review.

When reviewing the Indian Community Development Block Grant (ICDBG), Rural Housing and Economic Development/Rural Innovation Fund (RHED/RIF), and Resident Opportunity and Self-Sufficiency (ROSS) programs, the reviewer will use the Other Programs Monitoring Plan for that part of the review that is specific to the program requirements, as well as, those Plans that pertain to applicable review areas, i.e., Procurement and Contract Administration Monitoring Plan, Environmental Monitoring Plan, etc.  
OVERVIEW OF THE MONITORING PLANS
The Monitoring Plans are considered “living” documents in that they may be revised and updated based on actual experience during Area ONAP monitoring reviews.  It is essential for the reviewer to use the current versions of the Plans so that each monitoring review is conducted consistently and reflects the latest approaches to determining a tribe/TDHE’s capacity, capability, compliance, and performance.  Therefore, the reviewer should always use the Monitoring Plans posted on the Code Talk site located at http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/ih/codetalk
The Monitoring Plan table consists of five columns:

· The first column gives direction on how and/or what to review and provides questions that should be asked during the review in order to reach a conclusion whether the tribe/TDHE is complying with the requirements.
· The second column, entitled “Regulatory/Statutory Citation” provides the regulatory and/or statutory citation(s) in order to identify the requirements for the program or activity to be reviewed.  Note that if the same citation applies to several items in succession, the citation will only be listed for the first item.

· The third column, entitled “Other Tools” lists PIH Notices, Program Guidances, and/or other tools to assist in conducting the review.

· The fourth column, entitled Reference Page, is where the reviewer enters the appropriate page number(s) of documentation that supports the conclusion that the tribe/TDHE is complying with the requirements or that a problem has been identified.  

· The reviewer will use the last column, entitled “Remarks”, to enter any notes, comments, or remarks on specific items, again, to assist in developing the monitoring report. 
Each Monitoring Plan has the same standard sections:  Purpose, Pre-Review Preparation, Review, and Summary, with some standard language in each.

· Purpose.  This section summarizes the purpose of the review in that area to be monitored.  It may also explain the program requirements.
· Pre-Review Preparation.  This section identifies what documents should examined prior to conducting the monitoring review.  In order to do this, the reviewer will examine documentation contained in the tribe/TDHE’s records.  Specific instructions on how to review these documents is covered in the Review Section of each Plan. 
· Review.   This section identifies what to examine and how to conduct the review.  There may also be questions that the tribe/TDHE will be required to answer, which will assist the reviewer in reaching a conclusion on compliance in that monitoring area.  If a topic or item is not applicable to the tribe/TDHE (i.e., questions on investments when the recipient has not been approved for investments), the reviewer should so indicate as such in the “Remarks” section of the Plan.

· Other Sections.  There may be additional sections that follow the “Review” section.  These additional sections normally break the review into different types of subreviews that the tribe/TDHE may be performing.  For instance, the Procurement and Contract Administration Monitoring Plan has additional sections on the Sealed Bids, Competitive Proposals, Noncompetitive Proposals, and the Small Purchase Methods of Procurement, and the Contract Administration Review.  While these are additional sections, they are still a part of the “Review.” 
· Summary.  This is where the reviewer summarizes the conclusions of the review.  It should include a summary of the problems identified and corrective actions that should be taken to address the problems.  
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Reviewers.  Reviewers are not expected to be experts in all areas or programs; similarly, tribe/TDHE staff are not expected to be professional inspectors or auditors.  Rather, the reviewer should base the review on his/her observations made during the review.  If the reviewer  has questions or concerns about a particular area, it is recommended, therefore, that the reviewer consult with those in the tribe/TDHE that have the expertise in order to complete the review.   The reviewer should gather as much information as possible while conducting the review.
Programmatic concerns.  The regulations at 24 CFR §§ 1000.508 and 1000.510  describe what happens if the tribe/TDHE (recipient) identifies programmatic concerns  as a result of monitoring.  The regulations are described below. 
· 1000.508: If the recipient’s monitoring activities identify areas of concerns, the recipient will take corrective actions which may include but are not limited to one or more of the following actions:

· (a) Depending upon the nature of the concern, the recipient may obtain additional training or technical assistance from HUD, other Indian tribes or TDHEs, or other entities.

· (b) The recipient may develop and/or revise policies, or ensure that existing policies are better enforced.

· © The recipient may take appropriate administrative action to remedy the situation.

· (d) The recipient may refer the concern to an auditor or to HUD for additional corrective action.
· 1000.510: The Indian Tribe shall have the responsibility to ensure that appropriate corrective action is taken.  
Systems analysis.  Other than in the area of environmental review, the reviewer should be completing a systems analysis of the program area reviewed.  This means that, of a random sample being reviewed, if there are a minimal number of instances where the tribe/TDHE has not complied with the program requirements, it would not be an overall systems error, and thus, would not be a programmatic concern.  It would only be a programmatic concern if there were several instances of noncompliance which would indicate a problem with the system in question.  When reviewing for environmental compliance, all instances where the tribe violates the regulations or statute would be programmatic concerns.  Corrective actions must be taken to address a programmatic concern.  

If it is unclear whether a deficiency is a systems error, and thus, a programmatic concern, the reviewer should discuss it with the tribe/TDHE.  The reviewer should not be making judgment calls because they can result in incorrect or inappropriate conclusions and/or recommendations.

High risk recipients or those where enforcement has been started.  If a tribe/TDHE has been determined to be “high risk” by HUD, in accordance with 24 CFR § 85.12, the reviewer should verify whether the tribe/TDHE is meeting those provisions identified in the grant agreement.  Similarly, if HUD has entered into some type of Voluntary Agreement with the recipient (once the enforcement process has started), the reviewer should verify whether it is meeting the conditions in the agreement.  If remedies have been imposed, the reviewer will determine whether the noncompliance issues that justified the remedies have been adequately resolved.  
Scope of review.  Generally, the reviewer should examine the tribe/TDHE’s program(s) starting at the beginning of the last review conducted or 2 years back, whichever is shorter.  An exception would be made if the reviewer discovers a problem that goes back farther.    
Sampling techniques.   The basic rule that the reviewer should follow when selecting a statistically reliable sample size is that, if there are fewer than 10 total transactions, the reviewer should look at all of them.  If there are complaints in a specific area, the reviewer should examine those complaints.  Also, the reviewer should focus on those types of transactions that have a higher level of risk.  For instance, the sealed bid method of procurement would have a higher level of risk than the small purchase method. 

There are different methods or tools the reviewer can use when determining a sampling of projects, transactions, or files to review.  Other than simply picking a sample, there are two tools the reviewer could select that would provide a random way of sampling.  One of these tools is called EZ Quant, which can be downloaded at www.dcaa.mil.  EZ Quant is a statistical analysis tool used by Defense Contract Audit Agency auditors to conduct regression analysis, improvement curve projections, and statistical sampling.

The reviewer could also use the sampling method contained in the PIH Occupancy Audit Handbook, located at www.hud.gov/offices/adm/hudclips/handbooks/pihh/74652/index.cfm.  While this Handbook does not pertain to NAHASDA, the sampling method contained in Section 2-9 of Chapter 2 is another method that can be used when determining the sample size.

Interviewing tribe/TDHE staff.  The reviewer should interview appropriate tribe/TDHE staff when conducting the review.  Even though a tribe/TDHE’s policy may be in compliance with the requirements, the reviewer should verify with the appropriate staff that the practices they are actually following are also in compliance.  While interviewing staff, the reviewer may also find out problems that may not have been discovered by reviewing the documentation.
Workpapers.  As discussed above, the reviewer will request and examine documentation prior to the review.  If not received, the reviewer will make copies of this and other documents to support the monitoring conclusions, whether the tribe/TDHE is or is not in compliance with the requirements.  

Investments.  If a tribe/TDHE has been approved for investments and the monitoring review identifies programmatic concerns, particularly in the area of financial and fiscal management that would affect the tribe/TDHE’s continued administrative capacity and controls to responsibly manage the investments, the reviewer should discuss this with the appropriate senior-level staff of the tribe/TDHE.  However, a tribe/TDHE’s investment authority cannot be revoked based on programmatic concerns in this area.  Only audit findings can affect a tribe/TDHE’s investment authority.  But the reviewer should examine the tribe/TDHE’s next audit to see if the auditor identifies these same findings, in which case, the investment authority could be revoked.  
Indirect Costs.  If the tribe/TDHE does not have an indirect cost rate or cost allocation plan but the review reveals that it should, the tribe/TDHE can contact its Area ONAP on who to contact to provide technical assistance in developing one.  This will be the responsibility of the tribe/TDHE’s cognizant or oversight agency.  If HUD is the cognizant or oversight agency, the appropriate office to refer the recipient to is the Office of Departmental Grants Management and Oversight.  Their web addresses is:  http://www.hud.gov/offices/adm/grants/dgms/index.cfm.
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