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CHAPTER 5. MONI TORI NG TECHNI CAL ASSI STANCE PROJECTS

5-1. SCOPE. This chapter provides guidance on nonitoring

actual performance of TA contractors and recipients.

This chapter is to be used in conjunction with chapter

4 of Handbook 2210.17, and chapter 3 of Handbook 2210. 13.

5-2. OBJECTIVES. Monitoring performance of TA contractors

and recipients is conducted by CPD to:

a. Ensure that technical assistance funds are expended in
compliance with applicable statutory and regul atory
requirenents.

b. Detect early potential or actual perfornmance probl ens
in nmeeting the technical requirements of contracts,
cooperative agreenents, or grants to avoid waste,

m smanagenent, or fraud.

C. Promote efficient and effective contractor or
reci pi ent performance.

5-3. MONITORING I n general, nonitoring neans to observe,

wat ch, or check for a specific purpose. It is the

princi pal nmeans by which the technical staff provides

progress or oversight of TA project/program

activities.

a. Responsi bilities.

(1) GTRFGIM Each Headquarters/ Regional office is
responsi ble for the technical progress nonitoring
of assigned projects via assignnment of a GIR
The GIR/ GTM nonitoring responsibilities are
described in chapter 3 of Handbook 2210.3 for
procurenent, and chapter 4 of 2210.17 for
assi stance. Al so, see Handbook 2210. 13, paragraph
1-6 for the designation of a GIR/ GTM and par agr aph
3-4 for duties and responsibilities not del egable
to the GIR/ GIM
The GIR provides quarterly reports on the status
of contracts, cooperative agreenents, and grants,
under his or her administration to the Director
Techni cal Assistance Division, Ofice of Technica
Assi st ance.
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(2) TAS. Since many GIRs are working fromoffices
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other than the Technical Assistance Division
(TAD), oversight/progress nonitoring is
conducted by a Techni cal Assistance
Speci al i st (TAS)

The TAS is responsible for ensuring that:

(a)

(b)

(¢)

(d)

(e)

(f)

(9)

GIR project status reporting (HUD
For m 24005) requirements are net.

Per f ormance problens cited by the GIRs
are being or have been resol ved.

Del i ver abl es (products/reports) are
recei ved.

Revi sed Project Managenent Plans (HUD
Form 441.1) are received, accurate, and
signed by the GIR and contracti ng,
cooperative agreenent, or grant officer

GIR performance assessnent forns
(HUD- 24003 for interimand HUD 24002 for
final) are subnmitted by the GIR

Proj ect summaries are prepared for
di ssem nation for departnental and
public use.

Mai nt enance of the Techni cal Assistance
Managenent | nformati on System (TA/M S)
on key aspects of TA projects and awards
in Headquarters and the Regions for
generating the foll ow ng:

1 Report of all projects with overdue
GIR project status reporting for
foll owup and corrective action
pur poses.

2 Report on untrained GIRs for training
pur poses.

3 Report of TA projects in execution
with problenms for early intervention
and resol uti on purposes.

4 Report of contractor/recipient
performance ratings with a
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description of performance

successes/failures, for providing a
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hi story of perfornmance
characteristics of organizations for
on-goi ng staff use.

5 Report on project products
obt ai ned/ produced under each TA
project, noting the general and
speci al i zed val ue of docunents for
use by a wider audience.

6 Annual CPD Notice on all TA projects
for use by Headquarters and
Regional /Field Ofice staff.

HANDLI NG CONTRACTOR/ RECI PI ENT PERFORMANCE PROBLEMS. The
GIR handl es contractor or recipient problens and takes
corrective action in accordance with Paragraphs 3-7 and 3-8
of Handbook 2210. 13 for procurenment, and Paragraph

4-8 of Handbook 2210.17 for assistance.

The GIR coordinates contractor or recipient perfornmance
problems with the Technical Assistance Division director and
the Contracting, Gant, Cooperative Agreement O ficer
(GGEFCAO in atinely manner. The GIR should coordinate all
proposed corrective actions with the ¢/ G CAO prior to
suggesting themto the contractor/recipient. Only the

C/ G CAO has the authority to change the ternms of the
agreenment between HUD and the recipient/contractor. The GIR
reports action taken to correct the problemto the Ofice of
Techni cal Assistance, Attention: Director, Technical

Assi stance Division via the GIR Project Status Report (HUD
Form 24005) with a copy to the Contracting, Cooperative
Agreenment, or Gant Oficer as deenmed necessary.

MONI TORING VISITS. At times, it may be necessary for the
the GIR, a TA Program staff nenber, the C G CAO

or a project teamto nmake a site visit, if required, to
check on the perfornmance of a contractor or recipient.

The visit may include, but may not be linmted to, a check
on the foll ow ng:

a. Contractor or recipient compliance with the TA
statutory and regul atory requirenents.

b. CDBG reci pi ent benefits from TA provi ded.

C. Actual performance versus schedul ed or reported
per f or mance.
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d. Changes in technical performance which may affect



financial status, personnel, etc.

e. For cost reinmbursenent projects, verify the nunber and
type of personnel charged and are actual working under
the contract, cooperative agreenent, or grant.

5-6. SITEVISIT CRRITERIA. Projects will be selected for a site
visit on a case by case basis. Criteria to be considered
i ncl ude:
a. Known or potential performance problens,
b. compl exity, or size of project,
C. I nsufficient project progress,
d. Lack of conpliance with agreenent terns including the
need for a CDBG nexus,
e. No on-site review during the previous year
5-7. TIMNG OF SITEVISIT. The nonitoring visit should be near
the md-point or early enough during the project while
time remains to take appropriate corrective action. Also,
visits may be made at other times as warranted.
5-8. SITEVISIT. An on-site nonitoring visit has three stages:
previsit, visit, and post-visit.
a. Previsit. During the previsit, preparation for the
on-site nmonitoring visit is made. This stage includes:

(1) Preparation of an agenda (at least two to
three weeks) prior to the visit.

(2) Notification of the contractor, recipient,
and/ or agency.

(3) Project information review, such as, the
proposal / application, statenment of work
requi renents, perfornmance/financial reports,
vouchers/invoi ces, and any out st andi ng
audits.

(4) communi cation with the CPD representative
contracting, cooperative agreenent, or grant
of ficer, and/or other appropriate personnel
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b. Visit. The actual site visit should include the

fol | owi ng:

(1) A nmeeting with appropriate project officials



to explain the purpose and scope of the
visit.

(2) A review, as appropriate, of project
material s (including workshops and trai ni ng)
generated by the contract, cooperative
agreenent, or grant.

(3) A review of work progress being nade by the
contractor/recipient, or subcontractor.

(4) An interview of nenbers of staff to discuss
proj ect performance.

(5) A closing neeting to discuss prelimnary
conclusions resulting fromthe visit.

Post-Visit. After the on-site visit, the visitor or
team prepares a witten report and takes the necessary
corrective and/or followup action to see that problens
or concerns have been corrected. The site visit report
shoul d include, but may not be limted, to the
fol | owi ng:

1. Nanme(s) of visitors, timefrane of the visit,
nane of the organization visited, and the
contract, cooperative agreenent or grant

nunber .

2. Pur pose and the scope of the visit.

3. An overview of the project activities.

4. Hi ghlights of nonitoring visit.

5. Fi ndi ngs, concl usions, and recomendati ons.

6. Fol | ow-up and/or corrective actions to be
taken to correct violations or perfornmance
probl ens.

7. Si gnature(s) and date.
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DI STRIBUTION OF SITE VISIT REPORT. A copy of the site
visit report is placed in the GIR file and distributed to
the O fice of Technical Assistance, Attention

Di rector, Technical Assistance Division, and to the
Contracting, Cooperative Agreenent or Gant Oficer in
Headquarters or the Region

FI NAL ASSESSMENT/ PRQJECT CLCSEQUT. When all services
products, and requirements of a contract, cooperative
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agreenent, or grant have been conpleted, the GIR proceeds
to nake a final project assessnment and cl oses out the
project in accordance with paragraph 3-13 in Handbook
2210. 13 for procurenent and paragraph 4-13 in

Handbook 2210.17 for assi stance.

The GIR submts copies of final (technical/financial)
reports and the final project assessnent to the Technica
Assi stance Division, Ofice of Technical Assistance.

Fi nal products are assessed and project sunmmaries are
submtted to HUD user for w der use
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