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 State of Michigan

	Entity Name:
	     

	Review Dates:
	     

	Reviewed By:
	     


REVIEW GUIDE FOR:
ENTRANCE AND EXIT

CONFERENCE
 FORMDROPDOWN 
 CYCLE  FORMDROPDOWN 

The Entity is:

A Michigan Works! Agency



The Fiscal Agent of:
     



A Service Provider of:
     

Introduction












OBJECTIVE

The purpose of this guide is to establish guidelines for entrance and exit conferences held during the on-site review.

ENTRANCE CONFERENCE

The on-site review begins with an entrance conference.  The entrance conference is held with the Entity’s director and/or their designee(s) and appropriate staff.  During the entrance conference the monitor will explain the topics to be reviewed and answer any questions the Entity has about the review and schedule the exit conference.  The monitor will also obtain from the Entity the location of documents and have the Entity identify staff that will be sources of information during the monitoring process.  The monitor must plan how interviews will be organized to maximize the availability of entity staff.
EXIT CONFERENCE

At the completion of the on-site review, the monitor will hold an exit conference with the Entity’s director and/or their designee(s), and appropriate staff.  During the exit conference the monitor will discuss with the Entity all known findings and/or administrative recommendations found during the review.  If additional research is needed before it can be determined if a finding or administrative recommendation is warranted, the monitor will explain these open issues during the exit conference and conduct the necessary research upon returning to the office.  Once a determination has been made regarding any outstanding issues, the monitor will contact the Entity and provide them with an opportunity to discuss the added finding(s) or administrative recommendation(s).  Any follow-up discussions with the Entity are also to be documented in this guide.

Under no circumstances will findings or administrative recommendations be altered or added to the monitoring report without first providing the Entity with an opportunity to discuss the changes.  An unanswered voicemail or email does not fulfill this requirement.

ACRONYMS

MWA

Michigan Works! Agency      
N/A
Not Applicable      
LEO
Department of Labor and Economic Opportunity
WD
Workforce Development

Field Review












Entrance or exit conferences can be waived by the Entity, or held via teleconferencing due to travel constraints, scheduling difficulties, etc.

     
ENTRANCE CONFERENCE

Discuss the following:

· Topics to be reviewed during the visit.

· Identify the appropriate staff you will need to contact for information.

· Identify location of records needed for the review.

· Schedule the Exit Conference.

· Any other issues the Entity would like to discuss relative to the review.

Comments:
     
EXIT CONFERENCE

Discuss the following:

· Findings documented during the on-site review.

· Administrative recommendations observed during the on-site review.

· Outstanding issues that will require additional research.

· Any other issues the Entity would like to discuss relative to the review.

· Thank the Entity’s staff for their cooperation.

Comments:
     
Entrance and Exit Conference Dates and Attendees




Date the Entrance Conference was held:
     
Date the Exit Conference was held:
     
     
(Complete as necessary and/or attached a separate sign-in sheet.) 

	ATTENDED
	ATTENDEE

	Entrance
	Exit
	

	
	
	Name:
     
Title:
     
Agency:
     
Phone:
     
Email:
     
     

	
	
	Name:
     
Title:
     
Agency:
     
Phone:
     
Email:
     
     

	
	
	Name:
     
Title:
     
Agency:
     
Phone:
     
Email:
     
     

	
	
	Name:
     
Title:
     
Agency:
     
Phone:
     
Email:
     
     

	
	
	Name:
     
Title:
     
Agency:
     
Phone:
     
Email:
     
     

	
	
	Name:
     
Title:
     
Agency:
     
Phone:
     
Email:
     
     

	
	
	Name:
     
Title:
     
Agency:
     
Phone:
     
Email:
     
     


Follow-Up Contact











Date of Contact:
     
Person(s) Contacted:
     
Method of Contact:
 Telephone

 Email (Attach a copy of the email.)

 Other:
     
Reason for Contact:
     
Outcome/Comments:
     
Date of Contact:
     
Person(s) Contacted:
     
Method of Contact:
 Telephone

 Email (Attach a copy of the email.)

 Other:
     
Reason for Contact:
     
Outcome/Comments:
     
Date of Contact:
     
Person(s) Contacted:
     
Method of Contact:
 Telephone

 Email (Attach a copy of the email.)

 Other:
     
Reason for Contact:
     
Outcome/Comments:
     
LABOR AND ECONOMIC OPPORTUNITY


Compliance Section


Victor Office Center, 4th Floor


201 N. Washington Square


Lansing, Michigan 48913
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