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As a Continuums of Care (CoC), Regional Task Force on Homelessness (RTFH) must establish and
maintain standard operating procedures for ensuring the regions CoC Program funds are used in
accordance with the requirement established in 24 CFR Part 578. All CoC funded programs must
be monitored for compliance with federal regulations, rules, guidelines, CPD Notices and should
also adhere to national best practices.
 
The goal of the RTFH’s monitoring process is to ensure that agencies are reaching their
performance targets and provide continuous quality improvement, quality assurance, to assist
organizations with technical assistance, and necessary to use corrective action and/or to report
serious issues to The U.S Department of Housing and Urban Development (HUD).
 
Through monitoring, RTFH will address and help resolve performance concerns related to policies,
procedures and outcomes. The following document contains a step by step procedure that we
have streamlined to make the procedure clear and efficient. We look forward to partnering with
agencies to improve our region's homeless response system.
 
If you have any questions on the following document the RTFH’s monitoring staff are here to
provide clarification and can be reached at the following:
 
 
Kat Durant
CoC Lead
kathryn.durant@rtfhsd.org
(858) 292-7627 x22
 
Anna Strahl
Data Analysis I
anna.strahl@rtfhsd.org
(858) 292-7627 x26

Introduction
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Step by Step Procedure 

Monitoring will take place over a period of 45 calendar days. The agency will
receive notification at least 2 weeks prior to the beginning of the monitoring
window.
Once the agency receives notification, it is recommended to begin preparing by
reviewing the questions in each monitoring component: grant overview
questionnaire, self-assessment, and desk audit.
The three tools which the agency will be required to complete and submit via 
 Alchemer are the grant overview questionnaire, desk audit, and self-assessment.
The agency will receive the link to each of these forms in Alchemer on day 1 of the
monitoring window.
On day 1, RTFH also begins working with the agency to schedule a date for a
conference call to discuss desk audit and self-assessment questions as requested
by the agency and interview project staff members (staff will be selected from the
list provided by the agency in the grant overview questionnaire.) 
The first deadline is the grant overview questionnaire, due in Alchemer by day 3. If
RTFH has any clarifying questions regarding the information in the questionnaire,
staff will reach out by email or phone, otherwise, there are no further tasks
related to this component. 
The second deadline is the desk audit, due in Alchemer by day 10.
The third deadline is the self-assessment, due in Alchemer by day 20.
RTFH will send the agency a summary report on day 30 that will contain the
results of the desk audit and self-assessment. 
Between days 31-35, a conference call will take place to discuss the desk audit,
self-assessment, the summary report, and develop a technical assistance (TA)
plan.
Technical assistance activities will occur between days 35-45 or will be scheduled
for future dates as necessary
Six weeks after the monitoring window ends, the agency submits a completed
form to update RTFH on any outstanding corrective actions taken to address
areas identified in the summary report. 

1.

2.

3.

4.

5.

6.
7.
8.

9.

10.

11.

It is recommended to reference actual deadlines, which are provided on the next pages
while reviewing the procedure outlined below.
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The goals of the San Diego City and County Continuum of Care Monitoring is as follows:

• Proactively assist CoC funded project with efforts to comply with the Department of 
   Housing and Urban Development (HUD) regulations.
• Provide guidance and Technical Assistance (TA) opportunities to CoC-Funded projects. 
• Address and help resolve performance concerns related to policies, procedures, and 
   outcomes.
• Ensure there is consistency in how agencies/projects implement their CoC-Funded 
   programs 

The Regional Task Force on Homelessness (the Collaborative Applicant), will establish and
maintain standard procedures for ensuring that Continuum of Care (CoC) Program funds are
used in accordance with federal requirements, and will establish and maintain sufficient records
to enable the U.S Department of Housing Development (HUD) to determine whether the
recipient and its sub-recipients are meeting the requirements of 24 CFR Part 578.

To support this role and responsibility, CoC Program monitoring activities will include financial
and program compliance outlined in 24 CFR Part 578 identified in this policy and the supporting
CoC Program Monitoring Checklist. The United States Department of Housing and Urban
Development (HUD) maintains responsibility for monitoring all CoC recipients, and this will
include monitoring a sample of sub-recipients when a recipient is selected for HUD program
monitoring. 

Monitoring Selection and Sampling: RTFH will select agencies to be monitored on a variety of
factors. RTFH will additionally provide an opportunity for agencies to self-identify interest in
receiving a monitoring visit. If interested they can send an email to the CoC Lead, 
Kat Durant at: kathryn.durant@rtfhsd.org

Introduction

Program Monitoring

Program Selection
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Due to the national pandemic, RTFH will utilize two monitoring components for 2021: desk audits
and self-assessments. If more than one project is selected from a single agency, the agency will
only be asked to complete the self-assessment and desk audit once. A grant overview
questionnaire is also utilized with each project.

Methods

Grant overview questionnaire: Each project will start the monitoring process by
completing a grant overview questionnaire containing questions that will provide RTFH
with the context and background needed to successfully complete the two monitoring
components. Questions will cover the history of the grant, special populations served,
family or individual project, project-based or scattered-site, and other funding sources.
RTFH will pre-populate information already available such as grant year, grant amount,
and budget lines. 
Desk audit: The desk audit is a tool used to evaluate policies and procedures in place
at the agency to ensure compliance with HUD regulations and local priorities. Because
there are many acceptable ways to operate a program, for each question the
agency/project provides a description of how they comply, followed by uploading
supporting documents/evidence or identifying whether supporting evidence may be
demonstrated best through an on-site visit or staff interview. The topics covered in
the desk audit include HMIS policies and procedures, staff training and support,
supportive services, resource linkages, and program management policies. The desk
audit PDF form is available for review and preparation purposes on the monitoring
page of RTFH’s website. 
Self-assessment: The self-assessment is an opportunity for the project to reflect on
performance and challenges related to practices that are priorities in our community. It is
an opportunity for the agency to self-evaluate their project and discuss areas in which
they would like to request technical assistance (TA). Topics covered in the self-
assessment include homeless and chronic homeless definitions and recordkeeping,
coordinated entry, enrollment, housing, eviction prevention, data collection, staff
development, service provisions, and grant management. Question types include
narratives, checkboxes, Yes/No, and rating scales. The self-assessment also provides an
opportunity for the project to identify additional TA needs related to performance on the
intent to Renew or the Local Evaluation. The Self-assessment PDF form is available on the
monitoring page of RTFH’s website.

To submit this component, the agency will receive a link to a Alchemer form once the monitoring
window begins. 
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 This is the schedule that will occur over the 9 weeks/45 business day monitoring window. If
needed, adjustments may be made to the schedule to ensure RTFH and the selected agency
are able to complete NOFA responsibilities.

Timeframe and Process for Selected Agencies
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After Desk Audit and Self-Assessment Monitoring

Within 30 calendar days of completing the desktop monitoring, the CoC will summarize the
monitoring review, document performance, and identify concerns and/or findings. If a
concern or finding is noted, the CoC staff will document the concern/finding in a Technical
Assistance Plan or Corrective Action Plan and submit the plan to the recipient within 30 days
of the onsite/final desktop monitoring visit.

A concern is a deficiency in program performance and may result in a finding
if the concern is not corrected by the requested date in the Technical
Assistance or Corrective Action Plan.

A finding is a deficiency in program performance based on material non-
compliance with a statutory, regulatory, or program requirement for which
sanctions or corrective actions are authorized. A finding depending on the
nature may be immediately reportable to HUD, or invoke other sanctions as
defined by 24 CFR 578, a Continuum of Care responsibilities.

 If needed, a Technical Assistance Plan will address concerns, with a list of
action(s) and measurable goals to correct the problem(s) within a reasonable
timeframe.

 If needed, a Corrective Action Plan will address all concerns and/or findings
with a list of actions and measurable goals to correct the problem(s)

 The CoC reserves the right to request immediate corrective action for
housing quality standards issues, or other issues that may affect the health
and safety of consumers, and reserves all rights under federal law in regards
to legal compliance.
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Your Name: ____________________________________________
Your Title: _____________________________________________
Your Email: ____________________________________________
Your Phone Number: ____________________________________
Agency Name: _________________________________________
Project Name: __________________________________________
HMIS ID: _______________

Introduction
The purpose of the grant overview questionnaire is to provide RTFH with the context and
background information about the HUD CoC grant which is needed to successfully
complete the two monitoring components. If an agency has multiple projects selected for
monitoring, the agency will submit a separate grant overview questionnaire for each
project.

Instructions
The agency receives the link to the grant overview questionnaire in SurveyGizmo on the
first day of the monitoring window. RTFH will pre-populate any information that is already
maintained about the project and request the agency to complete the missing information
and submit by day 3 of the monitoring window. If there are questions about the
information submitted. RTFH will reach out by phone or email for clarifications.

2021 Grant Overview Questionnaire
 

1. Grant Number (FY20 GIW): ____________________
2. Grant Start & End Date: _______________________

   3. HUD Program Model Type: _____________________
4. RTFH Program Type: __________________________
5. Grant Amount: _______________________________
6. Number of Units: _____________________________
7. Number of Beds: _____________________________
8. Budget Lines: ________________________________

_________ Leasing 
_________ Rental Assistance 
_________ Supportive Services 
_________ Operating Costs 
_________ HMIS
_________ Admin
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9.    How old is the grant? _______________
10.  Did the agency inherit the grant? If so, when? _________________
11.  Are any units dedicated to the chronically homeless? If so how many? ___________
12. Does the agency own the units? __________________
13. Is the housing project-based or scattered-site? ____________________
14. If the program has a rental assistance budget, is the rental assistance tenant-based,       
       project-based, or sponsor-based rental assistance? __________________________
15. Does this program combine funding from other sources? If so, please explain the 
       sources, what other funding supports, and if there are any conflicting funding 
       requirements.  _________________________________________________
16.  Does the program serve families? _____________________________
17. Does the program have a special population focus? If so, please describe.
      _________________________________________________________________
18.  Please provide any additional information you would like us to know about the project.
19. Upload a copy of the most recent executed grant agreement.  
 
  File Upload:
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2021 Desk Audit Tool
 

Your Name: ____________________________________________
Your Title: _____________________________________________
Your Email: ____________________________________________
Your Phone Number: ____________________________________
Agency Name: _________________________________________
Project Name(s) (list project(s) selected for CoC
monitoring):__________________________________________

Introduction
The questions included in this tool are based on HUD CoC regulations or priorities that have
been established locally. The San Diego CoC experts each program that received HUD CoC
funding to be able to demonstrate compliance with the questions.

Each agency that is being monitored will complete one survey even if multiple projects are
selected for CoC program monitoring. The majority of questions in the desk audit tool relate to
agency-level practices or policies. However, if a question is project-specific and the agency is
being monitored for multiple projects, a response will be required for each project. 

RTFH recognizes that each agency/project operated differently and that there is a range of
possible practices that may be acceptable for every question. Therefore, with many of the
questions there is an opportunity to write a narrative describing how the agency/project fulfills
the expected standards.

Instructions
The agency receives the link to the Alchemer desk audit tool on the first day of the monitoring
window, and it is due on day 10 of the monitoring window. The agency will receive a summary
report on day 30 which will contain the desk audit results. A conference call is scheduled
between days 31-35 to discuss the desk audit results and to develop a technical assistance (TA)
plan. TA activities occur days 36-45 of the monitoring window or are scheduled for future dates
as necessary

When uploading files, please only provide documentation that is specifically requested. When
submitting a policy manual to fulfill a requirement, please highlight the section that satisfies the
request. There is a limit of 8 file uploads per question and each document may exceed 2MB in
size. However, please notify RTFH if you have additional documentation you would like to
submit. 

Desk Audit Tool Page #1
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 Homeless Management Information System (HMIS) Policies and Procedures (2 questions)
Staff Training and Support (3 questions)
Supportive Services and Resource Linkage (5 questions)
Program Management (1 questions)

Sections

Desk Audit Tool Page #2
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