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Monitoring Preparation Checklist
RSA has selected your agency for an upcoming monitoring cycle. Use this checklist in sequence to organize preparation, respond to document requests, participate in preparation calls, manage the onsite review, and complete post-visit requirements.
Phase 1: Organize Before the Review
Build the preparation team and work plan
☐  Read the current MTAG from beginning to end. Ensure the monitoring preparation team understands RSA's objectives, process, focus areas, appendices, and document instructions.
☐  Designate one monitoring point person. Select a highly organized staff member to coordinate communication, timelines, document flow, uploads, meeting logistics, and follow-up requests. When possible, this should not be the agency director.
☐  Assemble a cross-functional preparation team. Include program, fiscal, data and performance, quality assurance, policy, contracts and procurement, case management system, leadership, and field staff. A counselor can add an important front-line perspective.
☐  Name program/performance and fiscal track leads. Confirm who can explain agency practices, answer questions, and make or obtain decisions when sessions occur simultaneously.
☐  Assign note-takers and backup staff. Plan for consistent notes, request tracking, and coverage if key personnel are unavailable.
☐  Establish a preparation calendar and recurring internal meetings. Work backward from RSA deadlines and build in time for internal review, corrections, and leadership approval.
☐  Join the Monitoring Community of Practice and identify technical assistance partners. Engage the VRTAC, NTACT:C, or other appropriate technical assistance partners early and determine whether they will participate during the review.
☐  Review prior oversight and corrective actions. Examine the agency's previous RSA monitoring report, corrective action plan, and any open or recent State Single Audit findings. Confirm that corrective actions remain implemented and effective.
☐  Communicate with agency staff. Explain the purpose and anticipated timeline of monitoring, set a constructive tone, and refresh training on policies and procedures when appropriate.
Review the required focus areas and agency context
☐  Program and performance staff: read the MTAG focus area titled 'Performance of the State Vocational Rehabilitation Services and State Supported Employment Services Programs.' Review the related agency profile and performance tables and be prepared to discuss trends, service patterns, outcomes, policies, and data quality.
☐  Fiscal staff: read the MTAG focus area titled 'Financial Management of the State Vocational Rehabilitation Services and State Supported Employment Services Programs.' Review the related fiscal tables and be prepared to explain the agency's financial systems, internal controls, grant management, and fiscal data.
☐  Review the agency's current context. Be prepared to discuss organizational structure, staff capacity and vacancies, goals and priorities, economic conditions, labor markets, provider capacity, and other factors affecting performance.
☐  Identify questions and technical assistance needs. Develop a shared list of topics the agency wants to discuss with RSA during preparation calls and the review.
Communication tip: Do not assume agency staff and RSA use the same terminology. Explain State-specific titles, acronyms, system names, and processes in plain VR language. Clear explanations reduce the risk of misunderstandings.
Phase 2: Respond to the Document Request
Set up a controlled submission process
☐  Read every document-request instruction thoroughly. Review the request as a team, identify what each item requires, and ask the appropriate RSA representative to clarify anything that is unclear before assembling the response.
☐  Confirm the review periods and grant years. Make sure everyone understands the Federal fiscal years, awards, reporting periods, and other dates covered by each request.
☐  Use the secure submission method identified by RSA. Coordinate access for staff who will upload or review materials and verify that RSA can open the submitted files.
☐  Create a master document tracker. Track the request number, required item, responsible staff member, internal due date, file name, quality review, upload date, and any follow-up request.
☐  Follow RSA's labeling and organization instructions. Match file names and folders to the applicable Appendix B request numbers and organize fiscal information by Federal fiscal year when instructed.
☐  Submit accessible, searchable documents. Use the original electronic file when available, provide meaningful file names, use true headings and lists, and avoid image-only scans. If a scan is necessary, apply accurate optical character recognition and check the reading order.
☐  Use page numbers or other stable reference points. Make it easy for agency staff and RSA reviewers to locate the same information during discussions.
☐  Check for personally identifiable information. Remove or protect names, Social Security numbers, and other information that is not required for the review, consistent with RSA's instructions and agency policy.
☐  Use a second-person quality review. Confirm that each file is complete, readable, correctly labeled, accessible, and responsive to the request before upload.
☐  Address documentation gaps honestly. If a requested policy, procedure, record, or other item did not exist during the period under review, state that clearly. Do not create a document after the fact and present it as if it had been in place.
Submit complete contract sample sets
☐  Contact the SMPID review team's fiscal representative. Confirm which contract sample sets the agency must submit before gathering the files.
☐  For each requested contract sample, submit the complete record when applicable. Include all appendices, exhibits, attachments, and other materials incorporated into the contract so the agency and RSA are reviewing the same complete agreement. As applicable, include these items:
•  Announcement.
•  Request for proposal or bid materials.
•  Original contract, including appendices, exhibits, scopes of work, rate schedules, and referenced attachments.
•  All amendments and modifications.
•  Authorizations.
•  Invoices and payment approvals.
•  Monthly and quarterly reports.
•  Documentation verifying performance.
•  Corrective actions, if applicable.
•  Final output or deliverable.
•  Final reconciliation.
☐  Check the sequence and completeness of each contract sample set. Use a short index or cover sheet when the relationship among the solicitation, contract, amendments, invoices, reports, outputs, and reconciliation is not immediately clear.
Phase 3: Prepare for RSA Calls and the Onsite Agenda
Prepare for preliminary and pre-onsite calls
☐  Confirm the appropriate attendees. Ensure agency leadership, the monitoring point person, track leads, and staff needed for the planned topics are available.
☐  Prepare a concise agency overview. Be ready to explain organizational structure, staff capacity, agency priorities, key challenges, State-specific context, and recent changes.
☐  Prepare to discuss performance and fiscal trends. Know the information in the MTAG tables and be ready to explain significant trends, anomalies, limitations, and agency actions.
☐  Discuss technical assistance needs. Identify questions that would help the agency strengthen program, performance, fiscal, data, policy, or operational practices.
☐  Confirm proposed dates, participants, and participation methods. Identify onsite and virtual participants and raise scheduling conflicts, accessibility needs, or accommodation needs early.
☐  Document commitments and new requests from each call. Update the master tracker, assign owners, and confirm deadlines and submission methods.
Review and map the onsite agenda
☐  Review the onsite agenda as soon as it is received. Confirm that the right agency representatives and external partners are scheduled for each session. Ask the RSA team about missing or unclear topics.
☐  Plan for simultaneous program/performance and fiscal sessions. Map where the director and key staff are most needed, identify track leads with authority to speak for the agency, and assign backup coverage.
☐  Schedule stakeholder participation. Confirm the availability and roles of the Designated State Agency, State Rehabilitation Council, Client Assistance Program, WIOA partners, and other participants identified by RSA.
☐  Distribute the final agenda and instructions. Provide each participant with the session time, room or virtual link, purpose, expected role, materials to review, and contact person.
Phase 4: Prepare for and Manage the Onsite Review
Rooms, technology, and accessibility
☐  Designate appropriate meeting rooms. Reserve separate rooms for sessions that may occur simultaneously and a separate private room where the RSA team can meet throughout the review.
☐  Provide reliable guest Wi-Fi for the RSA team. Confirm access instructions, coverage, security requirements, and any needed guest credentials before the review begins.
☐  Provide working microphones in each meeting room. Use microphones that can capture the full-room discussion so virtual participants can hear everyone, not only the person nearest the computer.
☐  Test the complete hybrid meeting setup in advance. Test microphones, speakers, cameras, displays, virtual meeting links, screen sharing, power, adapters, and internet connectivity from each room. Include a remote participant in the test whenever possible.
☐  Confirm accessibility and accommodations. Check physical access, seating, lighting, acoustics, captioning, accessible electronic materials, virtual platform access, and any individual accommodation needs.
☐  Prepare backup options. Have alternative equipment, a call-in option, technical support contacts, chargers, and a plan for moving or reconnecting a session if technology fails.
☐  Consider onsite hospitality. Providing water and light snacks is optional, but monitoring days can be long. Follow agency rules and consider dietary and accessibility needs.
Systems, materials, and staffing
☐  Practice case management system demonstrations. Conduct dry runs using the equipment and virtual platform that will be used onsite. Confirm screen-sharing permissions, test accounts, navigation, and protection of personally identifiable information.
☐  Prepare a consistent working set of materials. Ensure agency participants can quickly locate the same versions, page numbers, and files previously submitted to RSA.
☐  Confirm session leads, note-takers, and backups. Make sure each room has staff who understand the topic, can explain the agency's process, and can capture questions and requests.
☐  Plan the director's participation strategically. Because sessions may occur simultaneously, decide where leadership presence is most important and empower track leads to represent the agency elsewhere.
Coordinate during the review
☐  Verify audio and access at the start of every hybrid session. Ask virtual participants to confirm that they can hear the room and see shared materials before substantive discussion begins.
☐  Use one request and decision log. Record each verbal or written request, the requesting RSA staff member, scope, owner, deadline, response, and upload location. Clarify ambiguous requests before staff begin work.
☐  Schedule internal coordination and debrief meetings. Because two sessions may occur simultaneously, build in at least one opportunity during the day and an end-of-day debrief to compare notes, identify inconsistent information, and assign follow-up work.
☐  Respond accurately and consistently. If staff do not know an answer, don’t make something up. You can say you will look into that and get back to the team. Avoid speculation or conflicting explanations across rooms.
☐  Complete same-day follow-up when feasible. Prioritize requests from the day's sessions, conduct quality review, and ensure all responses flow through the monitoring point person.
Phase 5: Complete Post-Visit Requirements
Close out requests and capture lessons
☐  Reconcile all open follow-up requests. Confirm owners, due dates, quality review, secure submission, and receipt. Keep the master tracker current until RSA closes each request.
☐  Hold an internal debrief. Document strengths, gaps, unresolved questions, lessons learned, and technical assistance needs while the review is still fresh.
Review reports and respond
☐  Plan for prompt review of the draft monitoring report. Note the response deadline in RSA's transmittal, schedule leadership and subject-matter review immediately, and coordinate one agency response.
☐  Focus the draft-report response on factual accuracy. Identify statements that are factually incorrect or incomplete and support corrections with clear evidence. Distinguish factual corrections from improvements made after the period under review.
☐  Review the final report and corrective actions with the full team. Assign accountable owners, internal milestones, evidence requirements, and leadership oversight for every required action.
☐  Engage technical assistance early when needed. Use the VRTAC, NTACT:C, or other appropriate partners to support corrective action planning, implementation, and sustainability.
☐  Share appropriate lessons through the Monitoring CoP. Peer exchange helps agencies in later monitoring cycles prepare more effectively and strengthens the broader VR community.
The contents of this checklist were developed under grant H264L250001 from the U.S. Department of Education (Department). The Department does not mandate or prescribe practices, models, or other activities described or discussed in this document. The contents of this checklist may contain examples of, adaptations of, and links to resources created and maintained by another public or private organization. The Department does not control or guarantee the accuracy, relevance, timeliness, or completeness of this outside information. The content of this checklist does not necessarily represent the policy of the Department. This publication is not intended to represent the views or policy of or be an endorsement of any views expressed, or materials provided by any Federal agency (EDGAR 75.620).
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