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Monitoring Preparation Checklist
RSA has selected you for the next monitoring cycle. Consider these items as you prepare for your review.
PREPARATION IS KEY!
This comprehensive integrated checklist combines the foundational steps from your original materials with the updated requirements and focus areas from the current MTAG.
Foundational Planning & External Support
☐ Priority: Read the MTAG upfront. Ensure the entire prep team reads the MTAG immediately to understand RSA’s monitoring objectives.
☐ Join the Monitoring Community of Practice (CoP). Actively participate in the CoP facilitated by CSAVR and the VRTAC to share materials and learn from other states' experiences.
☐ Request Technical Assistance (TA). Proactively include staff from VRTAC and/or NTACT:C to support the agency throughout the monitoring process.
☐ Adopt a "journey" mindset. Approach the review as a continuous process of data-informed decision-making rather than a one-time event.
☐ Analyze historical context. Review your last monitoring report and recent Single State Audit findings to ensure all prior corrective actions are fully sustained. 
Communication Tip: Avoiding the Translation Trap 
Don’t assume you and RSA are speaking the same language. Be prepared to explain what you do and how you do it using universal VR terms. If you use state-specific shorthand, you risk a fundamental misunderstanding where RSA may document your processes incorrectly simply because the terminology did not align. To ensure the final report accurately reflects your work, aim for "radical clarity" by stripping away complexity to focus on actionable strategy.
Internal Team Coordination
☐ Designate a point person. Identify one staff member to handle all official communication and document flow with RSA.
☐ Assemble the internal prep team. Include fiscal managers, program leads, and a VR counselor for a front-line perspective.
☐ Assign dedicated note-takers: Designate one or two staff members to take detailed notes during every session to track RSA questions and verbal requests.
☐ Plan daily team debriefs, Schedule time at the end of each monitoring day to review notes and assign follow-up tasks immediately.
☐ Inform Agency Staff: Keep all staff updated on the process to demystify monitoring and refresh training on current policies and procedures.
Logistics Tip: The "Two-Track" Challenge 
RSA often conducts Program and Fiscal sessions simultaneously. Do not assume the Director or key leads can attend every meeting. Map out the schedule early to decide where the Director's presence is most critical and ensure the "Track Leads" have the authority to speak for the agency in the other room.
Readiness for Monitoring Prep Calls
☐ Confirm leadership Attendance. Ensure Agency Leadership and the Point Person are available for these preliminary sessions with RSA.
☐ Finalize visit logistics. Be ready to propose and finalize dates for the virtual or on-site monitoring visit.
☐ Prepare to discuss Agency context. Be ready to talk through:
Organizational structure and current staff capacity/vacancies;
State-specific economic conditions and local labor markets; and
Current agency goals, priorities, and unique challenges.
☐ Discuss performance trends. Be prepared to talk about any notable trends in your performance data.
☐ Be ready to discuss TA needs during prep calls. Be prepared to verbally identify your TA needs during the initial preliminary calls.
Appendix B Documentation & Information Flow
☐ Establish a submission portal. Coordinate with the RSA team early to set up a shared SharePoint site. This serves as the official bridge for document flow, ensuring RSA has real-time access to requested files and a professional platform for communication. 
☐ Follow MTAG labeling standards. Label each file according to the specific number in the Appendix B Document Request list.
☐ Organize by Federal Fiscal Year (FFY). Ensure all fiscal data is submitted based on the FFY (i.e. October 1 – September 30).
☐ Number all pages. Add page numbers to every submitted document to serve as a reference point for everyone during discussions.
☐ Sanitize for Personally Identifiable Information (PII). Conduct a final check on all documents to ensure no PPI (e.g., names, SSNs, etc.) is included.
☐ Address documentation gaps. For any requested policy or item that the Agency does not currently have in place, prepare a brief written statement explaining its absence.
Programmatic & Performance Readiness
☐ Mandatory: Read MTAG. Program leads must closely read the "Focus Area: Performance" narrative in the MTAG (Section III) to understand the areas RSA will discuss.
☐ Review "VR Agency Profile" tables. Analyze the performance tables in MTAG Appendix C to see the data RSA is using for evaluation.
Financial Management & Internal Controls
☐ Mandatory: Review MTAG. Fiscal leads must read the "Focus Area: Financial Management" narrative in the MTAG (Section IV) to understand the regulatory standards RSA will apply.
☐ Review the Agency fiscal picture. Analyze the fiscal tables in MTAG Appendix D to see the fiscal data RSA is using for evaluation.
Systems & Live Demonstrations
☐ Practice system walkthroughs. Conduct practice sessions of your Case Management System demonstration.
☐ Verify virtual presentation readiness. Ensure staff participating remotely are proficient with the necessary platform tools (e.g., screen sharing, audio/video) and can demonstrate agency software smoothly in a live environment.
Stakeholder Engagement (For the Visit)
☐ Notify external partners. Prepare the following for potential interviews or sessions during the actual monitoring week:
Designated State Agency (DSA) leadership;
State Rehabilitation Council (SRC) Chairperson;
Client Assistance Program (CAP); and
WIOA partners.
Post-Visit Requirements
☐ Prepare for information follow-up. Anticipate and plan for follow-up questions and requests for additional documentation immediately following the conclusion of the visit.
☐ Prepare for the 15-day clock. Ensure leadership is available to review the draft report immediately upon receipt, as you have only 15 calendar days to provide a written response.
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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