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Explanation of Volunteer Tennessee Monitoring Process 

 
 

Q. Why is monitoring done? 
A. OMB Circular A-133 - Audits of States, Local Governments, and Non-Profit 

Organizations (06/24/1997, includes revisions published in Federal Register 
06/27/03)1 
 

• Policy 2013 - 007 "Department of General Services Policy 2013 - 007, 
"Grant Management and Subrecipient Monitoring Policies and 
Procedures," was established effective May 28, 2013.” National standards 
require states to monitor sub grantees to assure that Federal and state 
funds are used appropriately.2 

 
Q. What are the objectives of monitoring? 
A. Our purpose for monitoring is not to surprise you or look for findings but to 

provide you feedback to help you improve your program. 
 
Monitoring objectives are: 
• To obtain reasonable assurance that the agency is a going concern  
• To assess the reliability of internal controls 
• To verify that program objectives are being met 
• To verify that civil rights requirements are being met 
• To test the reliability of the financial and programmatic reporting 
• To test if costs and service are allowable and eligible 
• To verify compliance with the contract and grant requirements and 

regulations 
 

Q. How are the contracts selected to be monitored each year? 
A. Volunteer Tennessee uses a risk-based approach, along with input received from 

program managers to select grantees for monitoring. 
 
Q. How frequently do the agencies get monitored? 

In general, all agencies get monitored at least once in every three years. A 
program that was “high risk” last year and received a monitoring visit does not 
automatically mean that it will not be high risk the next program year. Programs 
can get monitored twice during the three year grant cycle. 

 
Q. What is the process of scheduling monitoring visit? 
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A. The monitoring visit is scheduled at least 30 days in advance. Once the dates are 
agreed upon, the information/lists of items needed for the monitoring review are 
emailed to the appropriate personnel. 

 
Q. Can monitoring be rescheduled if unforeseen circumstances arise? 
A. Yes, please call the monitor at 615-869-9232 or email her at 

Neelam.Gupta@tn.gov. The monitor will try her best to accommodate to your 
schedule and expects the same from programs. 

 
Q.  When will the monitoring report be issued? 
A.  Monitoring report will be issued within 30 business days from the last date of the 

required information received.  
 
Q. When is the corrective action due and who receives it? 
A. A corrective action plan outlining strategies to correct findings is due no later than 

15 business days from the date of the monitoring report to Jim Snell, Executive 
Director.  
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Most Common Findings Noted During Last Monitoring Cycle 

 

Findings Possible Consequences Corrective Action 

Exit forms for members were 

submitted late.  

 

If programs fail to comply with 

federal grant provisions, they could 

be subject to a range of 

consequences including suspension 

from eligibility for future grant 

awards. 

Develop protocols to 

ensure that you will be 

able to meet the 

requirements to exit 

members within 30 days 

of the last day of service.  

 

The program does not submit the 

required reports within the 

established timeframes. 

If programs fail to comply with 

federal grant provisions, they could 

be subject to a range of 

consequences including suspension 

from eligibility for future grant 

awards. 

Develop protocols to 

ensure that all required 

reports are submitted in a 

timely manner. 

The program uses incorrect 

education award amount in 

member service agreements.  

 

If programs fail to comply with 

federal grant provisions, they could 

be subject to a range of 

consequences including suspension 

from eligibility for future grant 

awards. 

Develop protocols to 

ensure member service 

agreements include 

correct information 

including education 

award amounts.  

The program does not meet all of 

its program goals as stated in the 

contract. 

If programs fail to meet its program 

goals as stated in the contract, they 

could be subject to a range of 

consequences including suspension 

from eligibility for future grant 

awards. 

Develop protocols to 

ensure that program 

meets its goals. 

 

Criminal History Checks 

The program did not conduct 

the nationwide NSOPW 

check before member/staff 

service/work start date. 

 

 

 

Auditors question costs based on 

the Enforcement Guide effective at 

the time of monitoring. 

Establish written 

monitoring procedures to 

check files and ensure all 

related personnel 

understand the 

background check 

requirements and 

develop written policies/ 

procedures for 

conducting background 

checks. Maintain 

documentation that a 

background check was 

done on all covered 



positions. 

First and last name on 

government issued photo ID 

does not match check. 

Auditors question costs based on 

the Enforcement Guide effective at 

the time of monitoring. 

Establish written 

monitoring procedures to 

check files and ensure all 

related personnel 

understand the 

background check 

requirements and 

develop written policies/ 

procedures for 

conducting background 

checks. Maintain 

documentation that a 

background check was 

done on all covered 

positions. 

The program did not document 

the members’ accompaniment 

when their checks were pending 

and/or did not document it 

contemporaneously. 

 

Auditors question costs based on 

the Enforcement Guide effective at 

the time of monitoring. 

Establish written 

monitoring procedures to 

check files and ensure all 

related personnel 

understand the 

background check 

requirements and 

develop written policies/ 

procedures for 

conducting background 

checks. Maintain 

documentation that a 

background check was 

done on all covered 

positions. 

Member timesheets revealed 

discrepancies and/or were not 

always signed by both the 

member and supervisor, and, in 

some instances, were dated prior 

to the service dates. 

 

Auditors question the portion of 

unearned living allowance and the 

entire education award earned by 

those members because they did not 

meet the requirements. 

Review timesheets and 

perform periodic 

reconciliations of 

completed timesheets 

with My AmeriCorps 

Portal certifications of 

hours completed.  

Staff salaries were charged based 

on budget estimates and/or did 

not account for all time worked 

by the employees whose salaries 

were charged to the grant and/or 

to the match 

 

Auditors question total salary costs 

because they can’t determine how 

much time was actually spent on the 

different grants.  

Ensure staff salaries 

charged to the 

grant/match based on 

actuals. Ensure 

timesheets record hours 

by activity or cost center 

to track the actual time. 

Expenses were not supported Auditors question Ensure expenses charged 
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with sufficient documentation. 

 

unsupported/inadequately supported 

expenses charged to the 

grant/match. 

to the grant/match 

adequately supported. 
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Volunteer Tennessee 
Program Monitoring Response Guide 

 
This guide is intended to help programs prepare responses to several common findings in monitoring 
reports. Look for the following symbols: 

 Tips for Responding—These sections provide general guidance about preparing your response. 
 Appropriate Program Responses—These are samples of responses that appropriately and fully 
address the finding. 
 Inappropriate Program Response—These are samples of responses that do not address the 
finding. 

If you have any questions as you develop your response, please contact your Program Manager. 
 
 
Sample Findings 

1. The agency did not have the required information in the AmeriCorps members’ files. The 
following discrepancies were noted: 

a. Members’ contracts were not signed by the agency’s staff in five (5) out of five (5) 
members’ files reviewed 

b. Member’s contracts were not signed by the member in one (1) out of five (5) members’ 
files reviewed 

c. Complete member contract in one (1) of five (5) files reviewed 
d. Written consent forms to release member information in publications in two (2) of five 

(5) members’ files reviewed  
e. Member enrollment forms in two (2) of five (5) members’ files reviewed 
f. Position Description was not included in three (3) of five (5) member contracts reviewed 
g. Incorrect participation start and end dates in three (3) of five (5) member contracts 

reviewed 
h. No end-of-term performance evaluations in three (3) of five (5) files reviewed 
i. No mid-term performance evaluation in one (1) of five (5) files reviewed 
j. Location of service activity was not included in five (5) of five (5) member contracts 

reviewed 
k. Requirements under the Drug-Free Workplace Act were not included in five (5) of five (5) 

member contracts reviewed 
l. Member Exit form in one (1) of five (5) files reviewed 
m. No adequate documentation for awarding partial awards to one (1) out of five (5) member 

files reviewed 
Attachment 5 of the contract states that the member files must contain the above information. 

 
 Tips for Responding 
The key to responding to findings about member file documentation is acknowledging that the 
error will be corrected both in existing files for current members (where possible) and in future 
member files.  
 
For example, a program might respond to Finding 1.c. as follows: The program director will 
review all current member files to ensure that written consent forms are present in all member 
files and, if forms are missing, will obtain consent forms from any members who are currently 
serving. The program director will also revise the member file documentation checklist to 
include the written consent form to ensure that forms are on file for all future members. 

 
In responding to Finding 1.k., a program should state that contracts for members who are 
currently serving will receive attachments to their current contracts including requirements under 
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the Drug-Free Workplace Act, and that the member contract template will be revised to include 
these requirements. 

 
 Appropriate Program Responses 
Finding 1.a. and 1.b.—In 2005, the program gave each member a copy of the contract for review 
and printed an “official” copy of each member’s contract. Unfortunately, both copies were 
printed identically on white paper. During member orientation, we confused some of these 
contracts in the member files. This year, we printed the member’s copy of the contract on 
colored paper to alleviate any confusion. In addition, the 2005 contract had two signature 
pages and the members were confused about signing the contract. We have changed the format 
of the signature pages to help with this confusion. 
Finding 1.m.—The member’s file contained a memo describing the member’s medical condition. 
We have also obtained medical records from the member’s doctor and have added those records 
to the file. Copies of the file memo and the doctor’s statement will be faxed to Volunteer 
Tennessee as supporting documentation.  

2. Members’ contracts did not include all the requirements specified by the AmeriCorps provisions. 
The following discrepancies were noted: 
 
All “Prohibited Activities” as specified in the grant provisions were not included in five (5) of five 
(5) members’ contracts reviewed. 
 
Attachment 5 of the contract states that the Grantee must require that members sign contracts 
that, at a minimum, stipulate the above information. 
 
 Appropriate Program Response 
Members were given a copy of the list of prohibited activities and these were discussed in 
member orientation. The prohibited activities were in the contract, but one activity was missing. 
We have created an addendum for the 2005-06 member contracts. Each member has read and 
signed this addendum and it has been placed in their files. We have revised the 2006-07 contract 
so that this information will be included in next year’s member contracts. 

3. Member Enrollment and Exit Forms were submitted late. Several instances were noted where the 
agency did not submit required AmeriCorps documents within the established timeframe. See 
attachment for more details. 
 
AmeriCorps Special Provision C.1. states that the within 30 calendar days of the member's 
starting service, the program must complete and approve the enrollment form in the Portal. 
AmeriCorps Special Provision IV.N.2. states that exit forms must be submitted in Portal no later 
than 30 days after a member exits the program or finishes his/her term of service. 
 
 Inappropriate Program Response 
All current members were enrolled and/or exited within 30 days in the Portal. Corresponding 
documentation has been placed in the member files. 
 
 Appropriate Program Response 
The program has implemented a new member enrollment and member exit procedure at each of 
the participating sites. This policy will increase the timeliness of site approval on member 
placement and member completion of final responsibilities. This will allow the program to 
enroll and exit members within the required 30 days. [Note: This procedure was not in place for 
the 2006-07 member enrollment process. Upon implementing the new procedures, all 2006-07 
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member exit and all 2007-08 member enrollment forms have been submitted within the 
required 30 days.] 

4. One (1) half-time member received the education award without completing the required number 
of service hours. The reported hours were 907 hours; however, 878 hours were confirmed.  
 
Attachment 5 of the contract states that members must complete the required number of hours to 
receive awards.  
 
 Tips for Responding 
For any finding that questions an education award, you should first state if you agree or disagree 
with the finding. 
 
If you state that you disagree with the finding, you must provide documentation that the member 
did complete the required number of hours. Documentation could include copies of timesheets 
showing calculation errors or verification of additional service hours. If it has been less than one 
year since the member’s start date, the program may offer the member the opportunity to 
complete additional service hours. 
 
If you state that you agree with the finding and the member’s one-year anniversary has passed, 
the member has no opportunity to fulfill the additional hours and Volunteer Tennessee considers 
this to be a compelling personal circumstance. In order for the member to receive a pro-rated 
education award: 

i. Your program manager will contact our National Service Trust Officer to request 
authorization to re-open the member’s exit form in the Portal. 

ii. The Trust Officer will provide authorization to re-open the exit form and will notify the 
program manager if the member has accessed his/her education award. 

iii. The program director will provide the Trust Officer’s authorization to re-open the exit 
form to the Portal Help Desk. 

iv. The program director will delete the exit form, correct the total number of hours, create a 
new exit form, and notify the program manager that the exit form has been saved. 

v. If the member has not used his/her entire education award, the program director will 
notify the member of the change in the amount of the education award. If the member 
has used his/her entire education award, the program must reimburse the Trust for the 
difference between the prorated amount and the amount drawn by the member. 

 
Finally, you should describe systems established to ensure that member hours are reported and 
calculated accurately. 
 
 Inappropriate Program Response 
We have created new timesheets that have separate sections for the member’s service hours, 
training hours, and allow space to document time for meals or other breaks. 
 
 Appropriate Program Response—Agreeing with Finding 
We agree with this finding. Because the member’s one-year anniversary has passed, we will 
begin the process to re-open the exit form so that we can correct the hours. 
 
 Appropriate Program Response—Disagreeing with Finding 
We disagree with this finding. This member did complete and exceed the required number of 
service hours. This finding was due to calculation errors on individual timesheets. Attached are 
all of the member’s timesheets highlighting where mathematical errors resulted in 15 hours not 
being counted. The half-time member was required to serve 900 hours to be eligible for the 



             
 

 

Volunteer Tennessee Program Monitoring Response Guide  Page 4 of 11 

education award; 907 hours were reported in the Portal, 18 hours were questioned, and 15 
hours were served but not counted, so the total confirmed hours for this member are 904 (907-
18+15=904). 

5. Member hours reported on the Portal did not agree with member timesheets. The reported hours 
for two (2) out of five (5) members for sampled weeks did not match the hours reported on the 
Portal. See Attachment for more details. 
 
Attachment 5 of the contract states that members must complete the required number of hours to 
receive awards. 
 
 Inappropriate Program Response 
All current member timesheets are checked for accuracy before being entered into the Portal. 
The members are given a copy of the timesheets to verify recorded time. 
 
 Appropriate Program Response 
We have developed a new electronic timesheet that automatically calculates time served on a 
daily, weekly, and monthly basis. This new timesheet will help ensure that hours are calculated 
correctly. We have also instituted a monthly file review process so the program director will 
compare each member’s electronic timesheet to the time entered in the Portal. 

6. Members’ performance reviews did not focus on all the factors required by the AmeriCorps 
provisions. These performance reviews did not focus on the factor of whether the member has 
completed the required number of hours. 
 
AmeriCorps provision 7g.Performance Reviews requires the Grantee to conduct mid-term and 
end-of-term written evaluation of each member’s performance focusing on the above-mentioned 
factor. 
 
 Appropriate Program Response 
We have revised the performance review form to include a discussion of whether the member 
has completed the required number of hours. A copy of the new form is attached. 

7. The program did not meet two of the performance measures as outlined in the contract. The 
following goals were not met: 

a. AmeriCorps members tutored 176 referred students and thirty-seven percent of the 
children improved their grades instead of 300 referred students as specified in Objective 
#1 in Attachment 2 of the contract.  

b. AmeriCorps members provided educational mentoring service to 188 students and only 
34% of the students had reduction in truancy. Objective #2 specified that all the students 
who will receive educational mentoring would have a reduction in truancy. 

 
 Appropriate Program Response 
During the program year monitored, the agency brought on a new partner site. This site was an 
after-school program rather than a school-based site. Because the objectives had been written 
several months before the start of the program year with the expectation that all sites would be 
school-based, these objectives were not a good fit for the new partner agency’s more limited 
schedule, but we tried to make them work. The agency should have requested a revision to the 
objectives when we realized that the objectives were not easily attainable with the limitations of 
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an after-school program. We have requested a modification to the objectives for the current 
year to make the objectives more realistic for the actual program we are administering. 

8. The agency’s financial management system does not identify costs by programmatic year. 
Expenditures attributable to last and present year’s AmeriCorps grant and PDAT grant are 
accounted for in one cost center. Errors can occur in proper accounting of grants when 
expenditures related to various grants are not separated. 
 
According to Attachment 3 General Provisions 4a.of the contract requires the Grantee to maintain 
a financial management system capable of distinguishing expenditures attributable to this Grant 
from expenditures not attributable to this Grant. This system must be able to identify costs by 
programmatic year and by budget category. 
 
 Appropriate Program Response 
The accounting system did not identify the AmeriCorps grant with a unique cost center. The 
system is set up to identify the grants, however each cost center is set up on a fiscal year (July 1 
– June 30) basis. This caused one cost center to accumulate expenses for two separate grant 
periods because the AmeriCorps program is on a calendar year cycle. The fiscal department is 
manually setting up cost centers for the AmeriCorps contracts to correct this. 

9. Public notice requirements were not met. The agency distributed a pamphlet related to the 
AmeriCorps Program; however, this pamphlet did not contain the language required by the 
contract. 
 
Section D.10 of the contract requires that all public notice, pamphlets or similar materials 
released by the Grantee shall include the statement, “This project funded under an agreement 
with the State of Tennessee,” and any such notice shall be approved by the State. 
 
 Appropriate Program Response 
The agency distributed several pamphlets to service sites with the AmeriCorps logo, but the 
pamphlets did not contain all of the language in section D.10. of the contract (“This project 
funded under an agreement with the State of Tennessee.”). This statement has been added to all 
brochures and will be printed on all future publications. 

10. Salaries and Wages charged directly to the Grant or charged to matching funds for three staff 
members were not supported by signed timesheets by employees. These timesheets were also not 
approved by supervisors. 
 
According to Section 4 c. of Attachment 3 of the contract, “Salaries and Wages charged directly to 
the Grant or charged to matching funds must be supported by signed time and attendance 
records for each individual employee regardless of position, and by documented payrolls 
approved by a responsible official of the Grantee...” 
 
 Inappropriate Program Response 
All timesheets have now been corrected to show supervisor’s signature. 
 
 Appropriate Program Response 
Previously, timesheets were occasionally forwarded to the finance department without 
signatures in order to meet payroll deadlines. All timesheets now must be submitted directly to 
the employee’s supervisor for review and signature before being forwarded to the finance 
department. Supervisors will not accept timesheets that are not signed by the employee. 
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11. Time and attendance records did not show the time distribution data for two employees who 
worked on more than one program or function. Salary expense for Program Director and 
Administrative Specialist was partially charged to the matching funds and to the Grant. 

 
Attachment 5 of the contract states that salaries and wages charged directly to the Grant or 
charged to matching funds must be supported by signed time and attendance records for each 
individual employee regardless of position, and by documented payrolls approved by a 
responsible official of the Grantee. Also time and attendance records for each individual employee 
must show appropriate distribution of the individual’s time to the different programs or 
functions.  
 
 Appropriate Program Response 
The agency’s personnel files reflect the amount of time each employee is to spend on each 
program and these costs are equitably distributed at each pay period. The employee timesheets 
did not show the distribution because these were automatically calculated based on the 
personnel/payroll distribution. All employees must now use timesheets to track hours worked, 
and we will maintain appropriate documentation showing time distribution. 

12. Financial Status Report for the quarter ended 6/30/06 was not submitted within the established 
timeframe. Our testing revealed that the agency did not comply with the submission deadline set 
by Volunteer Tennessee for the above mentioned financial status report. This report was due on 
7/17/06; however, it was submitted to Volunteer Tennessee on 7/21/06. 
 
AmeriCorps Grant Provision N.1. Financial Status and Progress Reports requires the sub grantees 
to comply with the reporting requirements set by their grantees. 
 
 Appropriate Program Response 
During the last program year, reporting requirements for different grants and contracts were 
tracked separately. We have since implemented a combined calendar to track all reporting 
requirements and assure timely report submissions in the future. 

13. AmeriCorps recruitment material and application forms did not include information on civil 
rights requirements. Also personnel policies and procedures manual included partial statement of 
Civil Rights requirements. 
 
AmeriCorps General Provision F.3. states that the Grantee must notify the program staff, and the 
public in recruitment material and application forms that it operates its program subject to 
nondiscrimination requirements. 
 
 Appropriate Program Response 
The agency has added a civil rights statement to all recruitment materials and application 
forms. The agency has also revised the personnel policies and procedures manual to include the 
full civil rights statement. The text of this statement is noted below. 

14. Travel claims were not always mathematically accurate and were not always approved by the 
supervisor. Our review of sampled travel related transactions revealed the following 
discrepancies: 

a. For one (1) member, seven (7) travel claims were not approved by the supervisor. 
b. For one (1) member, travel claims for the months January through November 2005 were 

approved in December 2005. 
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c. Two (2) travel claims were mathematically inaccurate. Questioned cost $87.48. See 
Detailed Schedule of Questioned costs for more details.  

d. Expenditures related to PDAT grant were erroneously charged to AmeriCorps grant. 
Questioned cost $213.76. See Detailed Schedule of Questioned costs for more details. 

Paragraph C.5 of the contract requires that reimbursement to Grantee for travel, meals, or lodging 
shall be in the amount of actual costs, subject to maximum amounts and limitations specified in 
the “State Comprehensive Travel Regulations”. 

 
As a result of this deficiency, we have questioned total costs of $301.24. 
 
 Tips for Responding 
For any finding that questions costs, you should first state if you agree or disagree with the 
finding. 
 
If you disagree with the finding, you must provide documentation relating to the cost, such as 
copies of travel claims showing calculation errors or additional source documentation (e.g., 
receipts or canceled checks). 
 
If you agree with the finding, you will need to refund the amount questioned and create a new 
PER and final FSR noting the adjustment. 
 
Finally, you should describe systems established to ensure that travel claims are processed 
correctly in the future. 
 
 Inappropriate Program Response 
A system has been devised for processing travel claims. All members must submit their travel 
reimbursement forms monthly, the expense is calculated based on the 1/3 and 2/3 split by the 
supervisor before it is submitted for disbursement. 
 
 Appropriate Program Response 
We agree with this finding. We have established an additional level of financial review to ensure 
that travel claims are calculated accurately, and travel claims will not be processed without a 
supervisor’s signature. We will refund the questioned costs of $301.24. 

15. The agency reported salary and supply expenditures incurred prior to the commencement of the 
contract. Our review of this agency’s sampled periodic expense reports (PER) revealed the 
following discrepancies: 

a. The agency reported $5,541.22 of personnel expenses and $3,414.63 of personnel fringe 
benefits on the PER for the period 08/28/04 through 09/30/04. This amount included 
the personnel expenses of $4,580.04, including all related payroll taxes and employee 
benefits for the month of July 2004. This period was not within the specified period of 
the contract. (See Schedule of Detailed Questioned Costs) 

b. Amount totaling $1,149.15 was reported as supplies on the PER for the period 08/28/04 
through 09/30/04. This amount was comprised of $362.98 of in-kind expenditures and 
$786.17 of cash expenditures. Out of $786.17 of cash expenditures, $261.13 of 
expenditures was for the month of July 2004. (See Schedule of Detailed Questioned 
Costs) 

According to Provision B1 Grant Term of the contract, “This Grant shall be effective for the period 
commencing on August 1, 2004 and ending on December 31, 2005. The State shall have no 
obligation for services rendered by the Grantee which are not performed within the specified 
period.” 
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 Appropriate Program Response 
We agree that these funds should have been charged to the previous year’s contract. We request 
that these funds be charged to the 2003-04 contract period, which had adequate funding 
remaining to support these costs. Attached is a revised FSR for the 2003-04 contract period. 
Additionally, the next 2005-05 FSR will be revised to remove the questioned costs. 

16. The agency over reported travel expenses for the AmeriCorps grant. The agency reported staff 
travel costs totaling $2,259.82 on the periodic expense report for the quarter ended 03/31/05 of 
which $1,343.79 was related to the PDAT Grant, and was reported to Volunteer Tennessee on the 
PDAT invoice. 
 
According to Provision C.3.Payment Methodology of the contract, “The Grantee shall be 
compensated for actual, reasonable, and necessary costs based upon the Grant Budget…” 
 
As a result, we questioned the expenses of $1,343.79. 
 
 Appropriate Program Response 
We agree with this finding. These expenses have already been deducted from the most recent 
AmeriCorps PER and the records are now accurate. We have since implemented better internal 
controls for identifying which expenditures should be charged to the AmeriCorps grant and 
which should be charged to the PDAT grant. We will refund the questioned costs of $1,343.79. 

17. The agency overcharged Volunteer Tennessee for members’ health care costs. The Grantee 
reported a total of $16,149.40 as Year to Date Expenses for health care costs for members to the 
Grant and to the match on the periodic expense report for the period 01/01/07 – 03/31/07; 
however, we verified $11,181.80 as health care costs for members.  
 
According to C.3 Payment Methodology of the contract, “The Grantee shall be compensated for 
actual, reasonable, and necessary costs based upon the Grant Budget…”  
 
As a result, we questioned the amount charged to Volunteer Tennessee beyond the actual 
expenses. (See Detailed Schedule of Questioned Costs). 

 
 Appropriate Program Response 
We agree with this finding. We have established a new system to reconcile and report health 
care costs. We will create a new PER and FSR to note the adjustment and will refund the 
questioned costs of $4,967.60. 
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Sample AmeriCorps Program Corrective Action Plan 
 

November 5, 2010 
 
Dear Mr. Snell: 
 
Below is the Sample AmeriCorps Program corrective action plan in response to the monitoring report 
issued on October 15, 2010.  We hope that this will sufficiently resolve the monitoring, but please 
contact me if you have any questions or concerns. 
 
Sincerely, 
Host ED 
 
 
 

Observations: 
Contract# 12345 
 

Observation 1: Our review of sampled members’ timesheets revealed that two members did not 
serve for a long period of time during their service term or served very few hours in several months 
but completed the required number of service hours during their whole term and received the full 
living allowance and an education award. Position descriptions included in the member contracts 
specify approximate number of hours required per week for each type of member; however, the 
members did not always complete the hours as specified in their position descriptions. If the member 
misses too many hours for a long period of time, the members should be suspended during the illness 
or absence. The member would not receive the living allowance or other benefits during the 
“suspension”.  

 
For example, one member completed 1730 service hours in total and served only 10.5 hours during 
the last two months of her service; this implies that she completed the required service hours two 
months before her originally agreed upon term; however, she stayed in the program and received 
living allowance during these two months.  The living allowance is designed to help members while 
serving the community; however, this scenario reflects that this member completed service hours on 
an abbreviated schedule and provided very little service to the site during the last two months but 
received the living allowance. This member either should have been in an active service or should 
have exited the program after completing the required service hours.  
 
Response: The position description specifies the approximate hours required per week for the 
member to stay on track and complete the required service hours. The actual number of hours per 
week will vary based on site service activities. Members are required to serve more hours during 
certain times of the year based on service activities and responsibilities at the site. Members are 
required to fulfill responsibilities at the site and to provide follow-up in addition to attending 
program meetings and training sessions. Sites verify the members are “actively” serving based on 
service responsibilities at the site during that period of time. 
  
Corrective Action: The Sample AmeriCorps program has added “active service verification 
statements” to the timesheets. These timesheets are signed by the member, the site supervisor, and 
AmeriCorps program staff. 
 
 
Findings: 
Contract# 12345 
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1. Two (2) members received the education award without completing the required 
number of service hours.  

• The agency reported 1700 hours of service for one full-time member (member A); 
however, we verified 1680.5 hours of service for this member. This full time member was 
required to complete 1700 hours of service to be eligible for an education award.  

• For another half time member (member B), the agency reported 900 hours of service, we 
verified 890 hours of service for this member. This half-time member was required to 
complete 900 hours of service to be eligible for an education award.  

 
Attachment 5 of the contract states that members must complete the required number of hours to 
receive awards. 
 

 Corrective Action: 
We have contacted the National Service Trust and corrected the hours for these two 
members.  Member A had not yet accessed the education award, so the education award 
was adjusted.  Member B had already used the entire education award, so we repaid the 
National Service Trust the $31 difference between the full award of $2,775 and the $2,744 
award based on 890 hours. 
 
In the future, member hours will be transferred to an excel spreadsheet at the end of each 
pay period. Periodic “file checks” will also be completed to identify timesheet and reporting 
errors. 

 
2. Members’ time and attendance records were not maintained properly. The 

following summarizes the discrepancies noted during the monitoring review: 
 

a) For two (3) out of seven (8) sampled members, it was noted that service hours as 
indicated on their timesheets for sampled periods were mathematically inaccurate.  

b) AmeriCorps members did not follow the lunch policy consistently. Several members 
served 8 hours plus on several occasions and there was no indication on the 
timesheet that it was a working lunch. 

 
AmeriCorps Special Provision C 4 states that the grantee is required to ensure that time and 
attendance recordkeeping is conducted by the individual who supervises the AmeriCorps 
member. This time and attendance record is used to document member eligibility for in-service 
and post-service benefits. Time and attendance records must be signed and dated both by the 
member and by an individual with oversight responsibilities for the member. 
 

Corrective Action:  In the future, member hours will be transferred to an Excel spreadsheet 
at the end of each pay period. Periodic “file checks” will also be completed to identify 
timesheet and reporting errors.  The Sample AmeriCorps program will also increase the 
amount of time spent on time sheets during member orientation and have periodic reviews 
of time sheet policies during monthly member meetings.  

 
3. The required AmeriCorps member related forms were not submitted within the 

established timeframes. We noted late submissions of Member Enrollment Forms, Member 
Exit forms.  

 
AmeriCorps Special Provision C 1 states that the grantee must notify the 
Corporation’s National Service Trust within 30 days of a member’s selection for, completion of, 
suspension from, or release from, a term of service. 
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Response: Slow site and member submission of enrollment and exit paperwork delayed the 
approval of enrollments and exits during this program year.  
 
Corrective Action: To ensure compliance with the 30 day time limit for enrollment and exit 
forms, the Sample AmeriCorps program director will add electronic calendar reminders each 
time a member is enrolled and exited. The program director will also conduct a policy review 
session with each site supervisor and stress the importance of timely submission of member 
forms. 

 
4. The Sample AmeriCorps program overcharged Volunteer Tennessee for living 

allowance and FICA costs for members. As a result of this discrepancy, we questioned 
cost amounting to $4,653.28. 

 
Corrective Action: We agree with this finding. Enclosed is a refund check for $4,653.28.  In 
the future, the Sample AmeriCorps program will closely monitor and compare the total 
living allowance paid to each member against the budgeted living allowance. 
 

5. Staff Travel Cost totaling $500.60 was erroneously reported as Member travel 
costs on the sampled periodic expense report for the quarter ended 3/31/09. 

 
      Provision C.5a Invoice Requirements of the contract states that each invoice shall clearly and 

accurately detail the following required information. 
 
  Response / Corrective Action: 

We agree with this finding. The $500.60 has been moved to the Staff Travel line. Enclosed 
is a budget revision request to move unspent supplies funds to the Staff Travel line to cover 
these unanticipated costs.  In the future, the Sample AmeriCorps program’s host agency 
Executive Director will conduct periodic reviews of the actual expenses for the program in 
comparison to budgeted expenses.  The Financial Director will also communicate with the 
program director when a line item has reached 90% of the budgeted amount.  We will 
initiate future budget revision requests as soon as we determine that unanticipated costs 
necessitate one. 



       

 

 

AmeriCorps Program Review Instrument 

 
Please find a copy of the Site Visit and Monitoring Tool in the Resources Folder in Basecamp. If your 

AmeriCorps program does not have access to Basecamp, please reach out to your AmeriCorps Program 

Manager. 

 

 



    
 

The mission of Volunteer Tennessee is to encourage volunteerism and community service. 

 
 

VOLUNTEER TENNESSEE BOARD SITE VISITS 
 

Volunteer Tennessee is the 25-member citizen board appointed by the Governor.  This board qualifies 

Tennessee to receive federal funds for AmeriCorps from the Corporation for National & Community 

Service.  Board members want to visit your program to check out their investment!   

 

Benefits of Board member site visits to your program: 

✓ Raise the profile of your program within your agency or institution. 

✓ Recognize AmeriCorps members. 

✓ Give members a chance to reflect, celebrate and demonstrate. 

✓ Get local media attention. 

✓ Develop an outside champion for your program who may be able to help with advocacy and/or 

funding. 

✓ Use the opportunity to invite state and/or federal legislators and other stakeholders to attend the 

site visit and see your program. 

✓ Get your good work recognized and appreciated! 

 

Steps for hosting a visit: 

❑ Think about when your AmeriCorps members could best show off what they do.  If possible, 

arrange for the Board member(s) to see your AmeriCorps members in action.  Work with 

members to develop a 10-15 minute presentation that explains your program.  How has the 

community changed as a result of AmeriCorps?  How have the members changed?  Can you 

include a visit with a service recipient who has a particularly compelling story about your 

program’s benefits to the community? 

❑ Alert your agency executive director and site supervisors. 

❑ Call your assigned Board member(s) to schedule the visit.  It is your responsibility as the 

program director to make the first call and to keep calling until the site visit is confirmed 

with all of the board members assigned to your program.  If you have more than one board 

member assigned to your program, do your best to find a single date and time that will work for 

everyone.  Make sure the time, location and directions are very clear and confirmed. 

❑ Facilitate an invitation from your agency’s board chair or other appropriate official to other VIP’s, 

like your state and federal legislators.  Be sure to coordinate this with your assigned Board 

member(s), because he/she may be the best person issue the invitation to other VIP’s. 

❑ Invite your local media, using the attached fill-in-the-blank media template. 

❑ Send your Board member your most recent progress report, current year performance measures, 

recent media coverage and other descriptive information about your program. 

❑ After the visit, ask the Board members for feedback to you and your members.   

❑ Keep their business cards and call if they can help in the future. 

 


