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City of Pittsburgh  

Subrecipient Monitoring Overview 

Your activity or program is funded with federal Community Development Block 

Grant (CDBG) funds from the U.S. Department of Housing and Urban Development 

(or HUD). One of the stipulations to receiving HUD funds is monitoring of 

subrecipient agencies in order to review an organizations performance using nine 

categories as defined by HUD.   

The overall goal of monitoring your program is to assist you in making sure that 

your program is successful while also meeting HUD guidelines for fiscal and 

program management.  It is an opportunity for us to better understand your program 

and some of the issues you may be facing implementing the program based on 

your submitted scope of services.  Technical assistance may be needed to assist 

you in implementing your program. 

The contract compliance monitoring performed by the City of Pittsburgh staff is 

different from an annual audit. Monitoring is not an audit of the subrecipient, but 

rather is focused on the “program” that is CDBG funded. Due to the current COVID-

19 epidemic, the City will conduct a “remote” monitoring visit, whereby the 

subrecipient is not visited, and their grant is monitored via a Microsoft Teams call 

arranged ahead of time. 

Your designated Planner will work with you to determine a date and time for the 

remote monitoring visit.  The remote monitoring will be preceded with a letter of 

notification and confirmation for a date and time at least 15 days before the 

monitoring visit sent to you via email. It will begin with an entrance conference, 

proceed with a review of required documentation and end with an analysis and exit 

conference. A follow-up email letter will be sent to the agency within a reasonable 

time to confirm what was discussed at the exit conference. 

Program Monitoring Goals: 

1. To review subrecipient agencies to determine if services are being delivered 

in accordance with contract requirements as to type of services and number 

of units of service. 

2. To review records of subrecipient agencies to determine if systems are in 

place to properly document the provision of services, client eligibility, and 

compliance with any other contract requirements. 
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Fiscal Monitoring Goals: 

1. To review subrecipient agencies to determine if expenditures of allocated 

funds are being made in accordance with contract requirements. 

2. To review records of subrecipient agencies to determine if systems are in 

place to properly document financial transactions, the use of allocated 

funds, use of program income, and any other contract requirements. 

Through the monitoring process the City will ensure the following: 

• All expenditures of federal funds are eligible under the CDBG, HOME, 

ESG, and HOPWA Programs Regulations 

• All purchase orders and contracts are in the files and in accordance with Federal Guidelines 

• Proper files are maintained and in place 

• An internal financial control system is in place and working properly 

• Accounting records are available and accurate 

• Periodic financial reports are maintained and available 

• All financial procedures are designed to avoid or eliminate waste, fraud, or abuse 

 of grant funds 

• The sub-recipient has a written policies and procedures manual in place 

• There are written accounting procedures in place that include approving 

and re- cording transactions, including regular reconciliation of records 

to check for completeness and accuracy 

• The personnel are capable of performing their responsibilities 

• Procurement of goods and services are in keeping with the Federal 

Regulations 

• findings that will require additional consultation with the project 

coordinator in order to close the monitoring review; 

• Secure additional information to solidify or resolve any preliminary 

findings or concerns; 

• Provide an opportunity for the subrecipient to correct any 

misconceptions or misunderstandings; 

• Establish timeframes for the resolution of any findings; and 

• If applicable, provide an opportunity for the subrecipient to report on 
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steps the organization may already be taking to address areas of 

noncompliance or nonperformance. 

• Subsequent to the on-site monitoring visit, any findings or concerns 

identified will be transmitted to the subrecipient in writing via e-mail with 

requests for corrective actions to be undertaken. The resolution of 

findings occurs informally between the subrecipient and the project 

coordinator prior to the issuance of the Monitoring Results Letter 

(report). Generally, the project coordinator should be in a position to 

draft the report within thirty days of the on-site monitoring visit. 

 

Monitoring  begins with an entrance conference between the City's monitoring team and key 

subrecipient staff, including the Chief Executive Officer, programmatic and financial staff. The 

purpose of the entrance conference is to ensure that the subrecipient has a clear 

understanding of the purpose, scope and schedule for the monitoring. 

 

Subsequent to the entrance conference, the monitoring team conducts its assessment of 

subrecipient file documentation to address assigned sections of the Monitoring Tool. 

Generally, the review will result in a determination that the subrecipient complied with a given 

section or that a finding or concern is identified. A finding is a condition where the subrecipient 

has violated an applicable regulatory provision. A concern is a condition that if not corrected, 

may lead to findings or may result in deficient program performance. Where appropriate, 

copies of documentation should be obtained to support any findings or concerns identified. 

 

Subrecipient staff should be interviewed during the assessment phase of the on-site 

monitoring visit to test their depth of understanding of the regulations and the terms and 

conditions of the CDBG written agreement. Staff interviews are the City's opportunity to 

assess how well the subrecipient knows the CDBG program regulations and how those 

regulations are applied in the implementation of the activity. The assessment of 

documentation and the information gained from staff interviews will assist City staff in 

determining whether or not additional technical assistance to the subrecipient is required in 

order to ensure proper implementation of each CDBG-funded activity. 

 

The Monitoring Results Letter will provide a significant history of the on-site monitoring visit, 

including details on all findings and concerns identified and how those findings and concerns 

were resolved between the subrecipient and the City. The Monitoring Results Letter is also 

an opportunity to recognize the successes of the subrecipient in the implementation of their 

CDBG-funded activities and how those successes contribute to the City's achievement of its 

5-year Strategic Plan goals.  
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At the conclusion of the assessment phase of the on-site monitoring visit, an exit conference 

should be conducted with the same attendees as the entrance conference. The purpose of 

the exit conference is to: 

 

• Present the preliminary results of the monitoring, including findings that 

will require additional consultation with the project coordinator in order to 

close the monitoring review; 

• Secure additional information to solidify or resolve any preliminary 

findings or concerns; 

• Provide an opportunity for the subrecipient to correct any 

misconceptions or misunderstandings; 

• Establish timeframes for the resolution of any findings; and 

• If applicable, provide an opportunity for the subrecipient to report on 

steps the organization may already be taking to address areas of 

noncompliance or nonperformance. 

• Subsequent to the on-site monitoring visit, any findings or concerns 

identified will be transmitted to the subrecipient in writing via e-mail with 

requests for corrective actions to be undertaken. The resolution of 

findings occurs informally between the subrecipient and the project 

coordinator prior to the issuance of the Monitoring Results Letter 

(report). Generally, the project coordinator should be in a position to 

draft the report within thirty days of the on-site monitoring visit. 

 

 


