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Subject:  Monitoring Policy 

 

Purpose  

I. The purpose of this policy is to provide guidance on the internal monitoring process for 
the Workforce Innovation and Opportunity Act (WIOA) Title I Program. 

 

II. The purpose of monitoring is to ensure the integrity of the Title I Program through the  
review of performance measures, compliance with policies and identify successful 
methods and practices that serve to enhance the system through continuous 
improvement. 

 
Programmatic Monitoring Process 

I. Monitoring will be conducted on-going, informally throughout the year per the 
activity/service approval process that includes, but not limited to, a review of participant 
files, documentation, case notes and reports. Issues or concerns related to monitoring 
may be communicated via emails, staff discussions, and staff meetings and should be 
addressed immediately. 

II. In addition, formal monitoring will be conducted at least annually to include a  
comprehensive review of programmatic and financial documentation by Iowa Workforce 
Development. 

III. Active File Reviews, of no less than 10% of the Active Caseload, will be conducted  
monthly by the Title I Program Coordinators. Reviews will be conducted in accordance 
with the Monitoring File Review Checklist Tool provided by Iowa Workforce 
Development.  
A. Following each monthly review, Title I Program Coordinators will document  

findings on a Monthly Active Caseload Review tool and share with the Title I 
Program Manager and leadership team. 

B. In addition, the Title I Program Coordinators will do a monthly review of data  
entries that relate to key performance indicators and document findings on a 
tool shared with the Title I Program Manager and leadership team. 

 
 
 
 



Fiscal Monitoring Process 

I. Invoices and documentation for payment requests are reviewed and approved by the 
Title I Program Manager and sent to Title I Program Coordinators for final approval and 
submission to the Finance and Accounting Division for process and distribution of funding. 
 
Attachments 

• Iowa Plains Title I Program Monthly Manager Report (Template).xlsx 
• File Review Checklist_PY24 Master 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Equal Opportunity Program / Employer – Auxiliary aids and services available upon request 
for individuals with disabilities 

https://iowamac-my.sharepoint.com/:x:/r/personal/nicolas_valentine_iwd_iowa_gov/Documents/Shared%20Documents/Iowa%20Plains%20Title%20I%20Program%20Monthly%20Manager%20Report%20(Template).xlsx?d=w514fc15c00114e5f98f158002c0b05a7&csf=1&web=1&e=uhCTml
https://iowamac-my.sharepoint.com/:x:/r/personal/nicolas_valentine_iwd_iowa_gov/Documents/Downloads/Monitoring/PY24-25/Iowa%20Plains%20Title%20I%20Program%20File%20Review%20Checklist%20(PY24-25).xlsx?d=w3dd7060b081543a7943944f53259a0b6&csf=1&web=1&e=4QaABS
Valentine, Nicolas [IWD]
Update with PY24-25 File Review Checklist�
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