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DATE
CONTACT PERSON, TITLE
INSIDE ADDRESS
Re:   FY [INSERT SF YEAR Division of Administrative & Financial Management (DAFM) Contract Monitoring

 
AGENCY/VENDOR NAME
Dear CONTACT PERSON:

The Contract Performance Section is conducting the monitoring of the above-referenced contract by desk review.  The monitoring is divided into two parts, represented by the following monitoring tools, attached:

1) [INSERT FY Administrative/Fiscal Monitoring Tool; and
2) [INSERT FY Child Support Monitoring Tool.
Each tool sets forth a list of items, which is based on the contract’s terms and conditions.  Please review the lists carefully.

The desk review requires action on the part of the agency.  In order for the agency to perform its portion of the desk review, you must:

1) Complete the top portion of the first page of each tool.  Please provide:

a. Agency Representative Contact Providing Documentation;

b. Title of Agency Representative Contact Providing Documentation;
c. Phone Number of Agency Representative Contact Providing Documentation; and
d. Email Address of Agency Representative Contact Providing Documentation.
2) Provide a response, evidencing compliance with each applicable item listed on each tool. Please

feel free to provide whatever response you believe best evidences compliance with the contract. NOTE:  Usually, monitors look for some sort of DOCUMENTATION evidencing contract compliance. There are two different deadlines for submission of evidence of contractual compliance:
a. Please submit copies of your staff listing on or before (INSERT ACTUAL DUE DATE – ALLOW 7 CALENDAR DAYS).  Timesheets and payroll information will be requested from this listing.

b. For Item 9 on the Administrative/Fiscal Monitoring Tool, “Accounting records are supported by source documentation”, please submit copies of the ledger (or printout), monthly billings and billing source documentation (invoices, cancelled checks, etc.) for (INSERT MONTHS AND YEARS), on or before (INSERT ACTUAL DUE DATE – ALLOW 21 CALENDAR DAYS).
c. Please submit agency responses to all other monitoring tool items, on or before (INSERT ACTUAL DUE DATE – ALLOW 21 CALENDAR DAYS).
Be certain that all responses are clearly identified to correspond with both the Tool itself and each item NUMBER on the tool.  Responses should be stapled, in order, to the back of the appropriate tool.

If a complete response is not received by the above-referenced deadline to all applicable item(s) on the monitoring tool, your agency may be considered in non-compliance with the contract, a corrective action plan may be requested, and any other action may be taken as appropriate.  Upon receipt of your response, I will review documentation and provide you a monitoring report.

If you have questions, please do not hesitate to contact me at the above-referenced telephone number.

Thank you in advance for your help in this matter.

Sincerely,

Jeff Wright










  

Internal Policy Analyst 
cc:  Leslye Robertson, Section Supervisor, Contract Performance Section
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