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INTRODUCTION

Welcome to the Grant Management System (GMS) Grant Monitoring User’s Guide for grantees. This
guide provides DOJ grantees with step-by-step instructions and screenshots to help you manage
your grant monitoring site visits within the GMS Grant Monitoring Module and in compliance with
federal monitoring requirements and deadlines.

Grant monitoring is a critical component of grant management because it allows grant managers to
observe compliance with requirements and progress against project goals, identify opportunities to
provide technical assistance, and ensure that adequate controls are in place to improve
accountability of federal funds.

The GMS grant monitoring module was designed in an effort to support the full monitoring lifecycle,
provide monitoring workflow, and enhance the communication between grant managers and
grantees during site visit planning and follow-up.

KEY TERMS

Pre-Site Visit Letter: Letter sent to the grantee as a formal confirmation of the date of the on-site
monitoring visit; also lists the awards associated with the scheduled visit.

Post-Site Visit Letter: Letter sent to the grantee upon completion of a site visit indicating that no
issues were identified during the site visit. Upon receipt of this letter, no further action is
required by the grantee.

Post-Site Visit Letter with Issue(s): Letter sent to the grantee upon completion of a site visit
indicating that issues were identified during the site visit. Upon receipt of this letter by the
grantee, the grantee must respond with a plan to resolve the identified issue(s) (see p. 6).

Issues for Resolution: Issues identified by the grant manager that need to be resolved by the
grantee. Issues for resolution are listed in the post-site visit letter and require both
acknowledgement and resolution action by the grantee.
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How To...
ACCESS THE GRANT MONITORING MODULE

1.

Go to https://grants.ojp.usdoj.gov, the Grants Management System (GMS) main page (A). This
page can be used to sign in and register as an applicant or financial point of contact.

Click the GMS Sign-In button (B) in lower left corner.

Enter your user ID and password (C) and click the Sign-In button (D). This will open the GMS
Home page (E).

To access Grant Monitoring, click on the Grant Monitoring link (F) on left side bar. The system
will display the site visit issues page and list all issues associated with the grantee.

Al Office of Justice Programs

Applicant Sign In

User ID:
Password:

Click hare for Training Matarial

e oppartunities or to start a new application click on Funding Opportunities.
[ Awards
Funding OVC FY 08 VOCA Victim Assistance Formula
Opportunities Year Application No. Status Correspondence Action
) » Application submitted and last updated on Nc Messages
S AL 2008 | 2008-40517-ND-VA 08/16/2008 View
T Composs message
F | Grant Monitoring
Financial Status OVC FY 08 VOCA Victim Compensation Formula
Reports E—— :
| P Year Application No. Status Correspondence Action
I Closeouts ‘ + Application submitted and last updated on 2 Mew Message(s)
2008 2008-40115-ND-VC 06/21/2008 View
s s
| Reports Compose message
 oedle
Profile - .
[ s OVC FY 07 VOCA Victim Assistance Formula
I Change Password ‘ Year Application No. Status Correspondence Action
[ | & Application submitted and last updated on Mo Messages
[ Log OFf 2007 | 2007-40354-ND-VA 07/18/2007 View
Compose message

Grant Management System Home

All programs you are currently participating in are listed below. To reduce the size of pro[Dfficial Seal of The Office of Justice Progr
Manage Users . .
[ sl s the following criteria and press the Refresh button.
Applications

Year Solicitation

Vietim Jar T Al B Refresh |

Compensation
Certification

Office of Justice Programs has many other funding opportunities that you may be eligible for. To review these

—  ———————— ——— eVNyClrlnm ]
T —— . |\/| 0 ")t O 1 ]
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5. Alternatively, click the Awards link (G) on the left sidebar. This will open a list of individual
awards and actions that may be taken (H).

6. Selectthe Grant Monitoring link (I) to the right of the selected award.

Grant Management System Awards Home
| Manage Users OVC FY 08 VOCA Victim Assistance Formula
el il B
| Year Award Number Status Grant Manager Correspondence Action
[ Applications
— Wiew Award
Victim Instructions
Compensation T
Certification Eerformance
. Report
G Awards # Grantee Motified
On 08/15/08 Name: Stultz, Shadine 5 Subgrant
| - s & New Message(s)
Opportunities Other: S Wl Financial
Status
. R ris (SF-
| Grant Adjustments EPQCEQ;S
—
I crant Monitaring |
Grant Manitaring Grant
| Menitoring
Financial Status BEEET
g

PRE-SITE VISIT NOTIFICATION

When your OVW program specialist schedules a monitoring site visit, you will receive an email
notification indicating that a letter has been posted in GMS. This letter will confirm that a site visit has
been scheduled, indicate the date of the visit, and list the awards associated with the visit. To view the
letter in PDF format, you will need to access itin GMS.

How To...
VIEW A PRE-SITE VISIT LETTER

1. After clicking on the Grant Monitoring link (or individual award Grant Monitoring link) the Grant
Monitoring screen will appear (A).

2. Thelssues for Resolution page will be the default. Click the Letters link (B) on the sidebar to
access the Letter details.

Grant Monitoring

Site Visit Issues
Grant Monitering

This handbook allows you to review issues for Grant Monitoring.
Issues for
Resolution You are required to formally acknowledge all Issue(s) for Resolution® associated with your grants. Select the Issue
[ 1D to see the Acknowledgement page and submit a response to the issue.
B I | Letters

*Issue(s) are synonymous with Issue(s) for Resolution in this module

Help
Issue | Site Visit | Site Visit Start | Site Visit End Associated Status
A Catego Status
Frequently Asked Questions D D Date Date Awards gory Date
Grant Monitoring Home =] 24336 03/30/2009 04/02/2009 2008-VC-GX-0005 | Financial |Resolved | 04/03/2009
GMS Home
L og Off

e OIV1S G
I Monitoring I
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3. Alist of letters will appear (C). If the Grant Monitoring sidebar link was chosen, all letters for the
current user will appear. If this list was accessed through an individual award, only letters for that
specific award will be displayed.

The columns on the Site Visit Letter listing (C) identify information about the letter and
associated site visit:

Letter ID: GMS generated number linked to the site visit letter.
Site Visit ID: GMS generated number for the associated site visit.
Site Visit Start/End Date: Start and end dates for the site visit.

Letter Type: Pre-site visit letter, post-site visit letter, or cancellation letter (letter cancelling
the site visit).

Posted/Approve Date: Date program manager posted/approved the letter.
4. Click on the Letter ID link (D) of the appropriate letter.

5. Follow the prompts (E) to open or save the PDF document.

Letter | Site Visit Site Visit Start Site Visit End Posted/Approved

C Letter Type pp

ID ID Date Date Date

59 24334 03/25/2009 03/30/2009 SEVEILETIE BIIT 04/03/2009

Letter

55 24336 03/30/2009 04/02/2009 pGSt'S'tIeS;’L'IS;FS SEIEET- 04/02/2009

53) P 2433 073/20/2009 04/02/2000 f|  Pre-site visit Letter || 04/02/2000

27 24335 03/25/2009 03/30/2009 Pre-Site Visit Letter 03/25/2009

26 24334 03/25/2009 03/30/2009 Pre-Site Visit Letter 03/25/2009

rile Download LII

Do you want to open or zsave this file?

ﬁkl Mame: dizplayGmlLetter. pdf
] Type: Adobe Acrobat Document

From:  ojprdoweb01t ojp.uedoj.goy

Open Save

harm pour computer. [F pou do not trugt the zource, do not open or

l--"?j While filez from the Internet can be useful, some files can patentially
save this file. 'hat s the sk ?

e GIVIS Grant
I Monitoring I
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SITE VISIT CANCELLATION

If your site visit needs to be cancelled or rescheduled, you will receive formal notification from your
OVW program specialist in the form of a cancellation letter. This letter will be posted in GMS, and you
will receive an email notification directing you to login and view the letter.

How To...

VIEW A VISIT CANCELLATION LETTER

1. After clicking on the Grant Monitoring link (or individual award Grant Monitoring link) the Grant
Monitoring screen will appear (A).

2. Thelssues for Resolution page will be the default. Click the Letters link (B) on the sidebar to

access the letter details.

Grant Monitering

; '_. Grant Monitoring

Site Visitlssues

This handbook allows vou to review issues for Grant Monitoring.

Issues for
Resolution You are required to formally acknowledge all Issue(s) for Resolution® associated with your grants. Select the Issue
= 1D to see the Acknowledgement page and submit a response to the issue.
B i Letters |
*Issue(s) are synonymous with Issue(s) for Resolution in this module
Help
Issue | Site Visit | Site Visit Start | Site Visit End Associated Status
Catego Status

Frequently Asked Questions D D Date Date Awards gory Date
Grant Monitoring Home =T] 24336 03/30/2009 04/02/2009 2008-VC-GX-0005 Financial |Resolved | 04/03/2009
GMS Home
Log Off

3. Alist of letters will appear (C). If the Grant Monitoring sidebar link was chosen, all letters for the
current user will appear. If this list was accessed through an individual award, only letters for that
specific award will be displayed.

4. Click on the Letter ID link (D) of the appropriate letter.

5. Follow the prompts (E) to open or save the PDF document.

C Letter | Site Visit | Site Visit Start Site Visit End Letter Type Posted/Approved
ID ID Date Date Date
24334 03/25/2009 03/30/2009 Site Visit Cancellation 04/03/2009
Letter

24336 03/30/2009 04/02/2009 GSE'E'EIES:L'ISE' - stier - 04/02/2009

A Bl *40/2000 04/02/2009 Pre-Site Visit Letter 04/02/2009
POCTD CEI D (R @l D LD (M E 5/2000 03/30/2009 Pre-Site Visit Letter 073/25/2009
'E e Cpl el 5/2009 03/30/2009 Pre-Site Visit Letter 03/25/2009

| Type: Adobe Acrobat Document

From:  ojprdeweb(1t. ojp.usdaj. gov

Open Save

Cancel

a

sawe this file. whal s the nsk?

While files from the Intemet can be useful, some files can potentially
harm pour computer. If you da nat trust the source, do not open or

A SssssTsssssEssseennnnnnnns M S Grant

Monitoring
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POST-SITE VISIT ACTIVITIES

After the site visit, your OVW program specialist will complete a post-site visit letterin GMS
summarizing the site visit and any follow up requirements. If there are any issues requiring
resolution, these will be tracked individually through GMS.

You will need to view the post-site visit letter and acknowledge any issues for resolution that have
been identified. Once you have acknowledged any issues, you may be required to work with your
grant manager to develop a resolution plan. Once the issue has been resolved, you will submit a
request for resolution in GMS, and your grant manager will update the issue status accordingly.

Note: You will not be able to complete the required closeout for an award until all open issues have
beenresolved in GMS.

How To...
VIEW A POST-SITE VISIT LETTER

1. After clicking on the Grant Monitoring link (or individual award Grant Monitoring link) the Grant
Monitoring screen will appear (A).

2. The Issues for Resolution page will be the default. Click the Letters link (B) on the sidebar to
access Letter details.

Grant Monitoring

Site Visit Issues
Grant Monitoring

This handbook allows you to review issues for Grant Monitoring.
Issues for

Fesolution You are required to formally acknowledge all Issue(s) for Resolution™ associated with your grants. Select the Issue

e — 1D to see the Acknowledgement page and submit a response to the issue.
B I Letters |
*Issue(s) are synonymous with Issue(s) for Resolution in this module
Help
Issue | Site Visit | Site Visit Start | Site Visit End Associated Status
: Catego Status

Frequently Asked Questions D D Date Date Awards gory Date
Grant Monitoring Home =lu} 24338 03/30/2009 04/02/2009 2008-VC-GX-0005 Financial |Resolved | 04/03/2009
GMS Home
Log Off

. GIVIS Grant

I Monitoring I
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3. Alist of letters will appear (C). If the Grant Monitoring sidebar link was chosen, all letters for the
current user will appear. If this list was accessed through an individual award, only letters for that
specific award will be displayed.

4. Click on the Letter ID link (D) of the appropriate letter.

5. Follow the prompts (E) to open or save the PDF document.

C Letter | Site Visit | Site Visit Start Site Visit End Letter Type Posted/Approved
ID ID Date Date Date
50 14334 03/25/2009 03/30/2009 site Visit LETIE TIIT 04/03/2009
etter

i 55 ; 24336 03/30/2009 04/02/2009 pGSt'S'tIeS;’L'ISe'Z e 04/02/2009
53 \| 24336 03/30/2009 04/02/2000 Pre-Site Visit Letter 04/02/2009
27\ 24335 03/25/2009 03/30/2009 Pre-Site Visit Letter 03/25/2009
26 |\ 24334 03/25/2009 03/30/2009 Pre-Site Visit Letter 03/25/2009

File Download 1"
Do you want to open or save this file? E

@ Name:  dizplayGrletter. pdf
< Type: Adobe Acrobat Document

From: ojprdeweb01t.ajp.usdoj. goy

Open Save

harm pour computer. If pou da nat trust the source, do not open or
save this file. What's the rizk?

I €1V Y ] g
I Monitoring I



ACKNOWLEDGING AND RESOLVING ISSUES

Issues for Resolution are issues identified by the program specialist throughout the monitoring
lifecycle that need to be resolved by the grantee. Issues for resolution are listed in the post-site visit
letter, and require both acknowledgement and resolution action by the grantee using GMS. Both
actions will be forwarded to the program specialist for review.

Issues for resolution can have the following statuses in GMS. Those with an asterisk (*) require action
by the grantee.

*Open: An issue has been created and the grantee receives first notification in the post-site visit
letter. An issue also has an "Open” status when the grant manager change requests an
acknowledgment requiring an additional or amended response from the grantee.

Acknowledged: The grantee formally acknowledges the issue and submits a preliminary
response which should summarize a resolution plan and/or timeline.

*Accepted: The program specialist has accepted the grantee acknowledgement, thereby
approving the grantee’s plan for resolving the issue. The issue then becomes available for the
grantee to submit a request for resolution. An issue also has an “Accepted” status when the
grant manager change requests a resolution submission.

Submitted: The grantee has submitted a response, signaling that they have taken action to resolve an
issue.

Resolved: The program specialist has received sufficient documentation from the grantee and

considers the issue resolved. An email will be sent notifying the grantee that the issue has
been resolved.
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How To...
ACKNOWLEDGE AN ISSUE FOR RESOLUTION

1. After clicking on the Grant Monitoring link (or individual award Grant Monitoring link) the Grant
Monitoring screen will appear (A). The default screen will be Issues for Resolution.

2. Lookfortheissue associated with the appropriate award/site visit (the status should be Open),
and click the corresponding Issue ID (B).

3. Thelssues Acknowledgement page will appear (see p. 10), and the grantee will have to check the
Acknowledgement box (p. 10, C), enter aresponse (p. 10, D), and click the Submit button (p.
10, E).

A

Grant Monitoring
Site Visit Issues
Grant Monitoring
This handbook allows vou to review issues for Grant Monitoring.
Issues for
Resolution You are required to formally acknowledge all Issue(s) for Resolution™ associated with your grants. Select the Issue
[ — ID to see the Acknowledgement page and submit a response to the issue.
[ Letters
*Issue(s) are synonymous with Issue(s) for Resolution in this module
Help
Issue | Site Visit| Site Visit Start | Site Visit End Associated Status
v A i Catego Status
Frequently Asked Questions D D Date Date TrEniE gory Date
Grant Monitoring Home 46 24328 04/24/2009 04/24/2009 2008-RT-BX-0009 |Programmatic |Resolved | 04/24/2009
24328 04/24/2009 04/24/2009 2008-RT-BX-0009 |Administrative 04/24/2009
GMS H P P . P
otletome B 48 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 | Programmatic ] Open [ 04/24/2009
Log Off 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 | Administrative 04/24/2009
53 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 Financial Open | 04/24/2009
51 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 Financial Open | 04/24/2009
49 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 Financial Cpen 04/24/2009
45 24320 04/23/2009 04/23/2009 2008-RT-BX-0009 |Programmatic |Resolved | 04/23/2009

. GIVIS Grant
I Monitoring I



Grant Konitaring

Grant Monioring Home
GhiS Homs
Lea Off

Grant Monitoring

Issues Acknowledgement

Instructions: Thes process tracks responses and resolutions to issues for resslubon™ wentified dunng programmatic
monitonng of your organization's grant(s). On this page you are reguired to fermally acknowledge any ndradual
issue(s) associabed with grant{s] by selecting the Grantee Ackngwi ment checkiox and providing a response,
After submithng a response, the grant manager will formally accept the response or submit a change request. If
your response i accepted by your grant manager, you will then have the ability to submit documentation to resolve
tha issus.

"[ssue(s] are synonymous with Issua(s) for Resolution i this madule,
Hote: You must eomplets this process for each issue for resolubien identified.

Issue [D: |50
Site Visse ID: (24227
Sita Visit Start Date: | 04/24/2009
Site Visit End Date: |04/24/2000
Associated Awards: ?EDE-RTrEH~ﬂﬁD9
Description: | "5

“Granted | ™ 1 hereby acknowledge that [ have received and thoroughly read the above-
Acknowledgement: |referenced rmsue, [ understand that acknowladgement of ths iSsue does Aot Mdicats
apresment with the issus. [ further undarstand that T must provide either a plan to
correct the msue identdfied or provide a response to document concems. with this issue n

thie bet b grm-lu:led balaw.

Instructions: Prior bo submitting your acknowladgament, please include a namative in tha baxt box balow that
includes anticipated action i.e., a comective action plan) and a proposed timeframe for resehang this isswe, You
may wish to inchude other relevant detals at this bme.

If you have concams about this ssua, please documant those concems in the text box balow

Upon completon of this required submission and acceptance by the grant manager you will have tha option to
subimat your isue and any related attachments fer resolution.

“Grantea Response ﬂ
veu have SO0 sharmctars lafe
D

|
Acbens: |
udit Trail;
[ Desergbar; asle: Uer; Timastamg: T Hate:
Dpen Sregram Manager Liwery, Tarrands [oarzaraoes 11:47 aM yw Hte
=l

/]

e e e R g e

1 m— Monitoring 1 m—




How To...
SUBMIT A RESOLUTION

1. After clicking on the Grant Monitoring link (or individual award Grant Monitoring link) the Grant
Monitoring screen will appear (A). The Issues for Resolution page will be the default screen.

2. Lookfortheissue associated with the appropriate award/site visit (the status should be Open),
and click the corresponding Issue ID (B).

3. This will re-open the Issues Acknowledgement screen (see p. 12).

4. If you believe the issue has been satisfactorily resolved, select the checkbox in the Submit for
Resolution section (C). Enter a response in the space provided (D) and add any additional
attachments (E) needed to support your response. If relevant, you should reference the response
you submitted when acknowledging the issue.

5. Click the Submit button (F) to send the resolution to the program specialist for review.

6. If you are not ready to submit your response to the program specialist, click the Cancel button
(F). This action will delete the information you have entered and you will need to re-enter your
response and attachments before submitting.

Grant Monitoring
Site Visit Issues
Grant Monitoring
This handbook allows vou to review issues for Grant Monitoring.
Issues for
Resolution You are required to formally acknowledge all Issue(s) for Resolution™ associated with your grants. Select the Issue
s ID to see the Acknowledgement page and submit a response to the issue.
| Letters
*Issue(s) are synonymous with Issue(s) for Resolution in this module
Help
Issue | Site Visit| Site Visit Start | Site Visit End Associated Status
v A i Catego Status
Freguently Asked Questions D D Date Date TrEniE gory Date
Grant Monitoring Home 24328 04/24/2009 04/24/2009 2008-RT-BX-0009 |Programmatic 04/24/2009
B 24326 04/24/2000 04,/24/2000 2008-RT-BX-0000 | Administrativel Accepted | 04/24/2000
e — 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 | Programmatic == o4 /54/2000
Log Off 50 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 |Administrative| Open | 04/24/2009
53 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 Financial Open | 04/24/2009
a1 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 Financial Open 04/24/2009
49 24327 04/24/2009 04/24/2009 2008-RT-BX-0009 Financial Open 04/24/2009
45 24320 04/23/2009 04/23/2009 2008-RT-BX-0009 |Programmatic |Resolved | 04/23/2009

— WCVNNCchay —
. \/] O ) 1O I 1 (] —



GrantMonitoring

lssues Acknowledgement

Instructions: This process tracks responses and resolutions to issues for resclution® identified during pregrammatic
monitoring of your organization's grant{s). On this page you are required to formally acknowledge any individual
izsue(s) as=ociated with grant(s) by =electing the Grantee Acknowledgement checkbox and providing a response.
After submitting @ response, the grant manager will formally accept the response or submit a change request. If
your response is accepted by your grant manager, you will then have the ability to submit documentation to resolve

: P | the issue.
*Issue(s) are synonymous with Issue(s) for Resolution in this module.
Help Mote: You must complete this process for each issue for rezolution identified.

Iz=ue ID: (47

Grant Monitoring Home

Site Visit ID: (24326

GMS Home Site Visit Start Date:  |04/24/2003

Site Visit End Date: |04/24/2003

Associated Awards:  |2008-RT-EX-0003

Rk testz
Description:

*Grantee [F | hereby acknowledge that I have received and thoroughly read the above-
Acknowledgement! | cferenced issue. I understand that acknowledgement of this issue does naot indicate
=greementwith the issue. [ furtherunderstand that I must provide sitherz planto
correct the issue identified orprovide a response to document concerns with this issuein

the text box provided below.

Instructions: Prior to submitting your acknowledgement, please include a narrative in the text box below that
includes anticipated action (i.e., a corrective action plan) and a proposed timeframe for resolving this issue. You
may wish to include other relevant details at this time.

If vou have concerns about this issue, please document those concerns in the text box below

Upon completion of this required submission and acceptance by the grant manager vou will have the option to
submit your issue and any related attachments for resclution.

*Grantee Response |[test

Instructions: When you are ready to submit documentation to resolve this issue, select the "Submit Issue for
Reszolution' checkbox. You must enter a response and may upload an attachment to support your submission. You
may wish to contact your grant manager directly to discuss the iszue or potential rezolutions beyond those reported
on this page.

Mote: This information will be carefully reviewed by the grant manager assigned to this grant, and GMS3 will send a

e jcc jc = =

*Submit for Resclution: T Based on the response provided and any associated attachments, I believe thisissue
c has been addressed and would likethe issue to be considered for resclution.
— — E—

*Grantee Response: A
Yzu have 500 harasters =7t

e

E Add Attachment |

Acticns:
F =I=] ¢
Audit Trail:

Description: Role: Uszer: Timestamp:
Accepted Program Manager Lawery, Torrance 04/24/2009 11:40 AM
Acknowledged External Drawdown Role Brackett, Timothy 04,/24/2009 11:40 &AM
Cpen Frogram Manager Lawery, Torrance 04/24/2009 11:22 AM

— — WeNCchiy

T Monitoring T
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