IDPH lowaGrants Site Visit Component Guide

Purpose: This guide provides guidance on the use of the site visit component in lowaGrants,
as well instructions to all users of IDPH lowaGrants sites (internal and external to IDPH) for
completion of and fulfillment of the site visit component form.
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Overview

Programs shall use the Site Visit Component to conduct a review to assess and monitor contractor compliance to the
project/contract requirements. The use of the Site Visit Component does not exempt continual, regular monitoring of a
contractor’s performance through progress reports, claims, technical assistance, and other activities. Reviews may occur
on-site or off-site per the following definitions:

Type of Review

On-Site Review- This type of review occurs at the Contractor’s (grantee) site of operations.
Off-Site (Desk) Review- This type of review does not occur at the Contractor’s (grantee) site of operations.

Recommendations for use

The Type of Review used (on-site vs. off-site) and the frequency shall be at the discretion of the program, based on
Service Contract Policy, Administrative Rules, Federal Requirements, and potential risk.

Examples of items to review
Examples of items a program may consider including in a review could be, but are not limited to the following:

Administrative Rules compliance

Personnel items: qualifications and FTE levels

Expenditure support documentation/receipts for a claim

Evidence of completion of activities for work and services- ‘above and beyond’ progress report monitoring
Compliance with any applicable IT Standards

Policies or compliance with data storage, confidentiality, and protection

Policies in place for processes such as hiring, procurement, data, record retention
Policies and practices for subcontracting- how do they monitor subcontractors?
Inventory Control/Equipment

Verification of Licenses, whether it be professional or business

For Clinic Visits/Direct Care: Chart audits/visit
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Scheduling

The first step is Scheduling a review with a specific Grantee/Contractor via the Site Visit Component of lowaGrants. Upon
scheduling a review, this initiates the process. IDPH staff must have the following items prepared and available when
scheduling:

Determine the Type of Review

Know the dates for the planned review (whether on-site or off-site)

Know the date for completion of the review/closure

A review notification letter

Knowledge of who at the Grantee/Contractor agency should receive notification of the review, as well as check if
these individuals are registered and linked to the specific contract/grant site.

e Documents, forms, and report templates

Scheduling the review is the prompt to the system to activate the form, see below. Upon scheduling, the form is live to
all parties assigned.

Form/Review Structure and Summary

A single site visit component review form with multiple sections will be used for fulfilling a site review process within the
Site Visit Component. The form has multiple sections, some will be completed by IDPH staff (Internal User), and some of
the fields/sections will be completed by the Grantee/Contractor (External User). This form will be used for the entire
review process. Summary of steps are listed here, refer to the specific instructions and steps, including screen shots
further down in this guide:

1. Review Type and Scheduling Information and Documentation Templates:
a. Immediately upon scheduling a review the IDPH staff will complete the two sections of the form

identifying information such as a review notification letter, and other documentation/templates and
details about the review that the contractor (grantee) needs to know.

b. NOTE: Internal User staff will NOT mark the form as complete (until the entire review is complete and
you are ready to approve the site visit). Marking it as complete too early will lock the contractor
(grantee) out and they will not be able to complete their areas.

2. Review Acknowledgement and Requested Documentation: This step (these two sections of the form) are
completed by the Contractor (Grantee). It is a review acknowledgement and submission of required documents,
as applicable to instructions provided by IDPH.

a. NOTE: The Contractor will access a scheduled Site Visit through this Component located on their Main
Menu (and not from within their grant site)

b. NOTE: the Contractor (Grantee) MUST mark the form as complete in order to submit this information to
IDPH.

c. If, upon IDPH’s review of this portion of the review form, information is found to be incomplete, IDPH will
negotiate the form to the Contractor (Grantee) to fix and resubmit.
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3. Results: The next step is completion of the Results section of the form by IDPH; after completion of the review
process. IDPH staff will upload a review report (identifying results/requirements and the corresponding letter, as
well as any other items that need documented).

a. NOTE: IDPH staff will access the form from within the Contractor’s grant site by clicking on the Site Visit
component.

b. After completing the results section of the form, IDPH staff must then negotiate the form to the
contractor (grantee) for them to respond in the next section of the form.

4. Grantee/Contractor Response: This section of the form is completed by the Contractor (Grantee) following the
review and upon IDPH uploading the results. The Grantee/Contractor must respond in the manner directed by
IDPH in the Results section.

a. The Contractor will access the review form/Site Visit through the ‘My Site Visit’ Component located on
their Main Menu (and not from within their grant site)

b. The site visit will be in Correcting status.
Upon completion of this section of the form per IDPH instructions in the Results, the Grantee/Contractor
MUST mark the form as complete and submit it to IDPH.

d. If, upon IDPH’s review of this portion of the review form, information is found to be incomplete, IDPH will
negotiate the form to the Contractor (Grantee) to fix and resubmit.

5. Internal Use Only: There is a section of the form where IDPH staff can make notes or comments that are visible
only to internal staff. This is available throughout the entire site review process.

6. Negotiations: After the Grantee/Contractor submits the form to IDPH (following their completion of the Review
Acknowledgement and Requested Documentation sections), IDPH staff must use the “Negotiate” function of the
form to open it to the Grantee/Contractor. This is the function that puts the form into ‘Correcting’ status.

a. Note: When the form is in Correcting status, it is unavailable for editing by IDPH staff.
b. The Grantee/Contractor must mark the form as complete and submit to IDPH after every completion of
each requested activity/section.

7. Closure: When the IDPH staff is satisfied with the response/follow-up provided by the Grantee/Contractor, the
review is ready to ‘Close’ and approve the review.

a. |IDPH staff will upload a closure letter into the form.

8. Site Visit Approval:

a. Do not approve until all items are satisfactory, but be careful about selecting Not Approved; this will not
allow any further editing or processing. It will end the site visit and record it permanently as Not
Approved.

b. IDPH staff will ‘Approve’ the Review/Site Visit. This will officially close the visit and it will only be
available as a view-only, flat version.

c. Both Internal and External Users will have continual access to a view only version of the
submitted/approved review/site visit within lowaGrants.
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Additional Tips/Reminders:

Internal and External Users:

Use this guide to schedule reviews until you are comfortable working within the component and form.

Do not provide or request identifiable health information of clients in the form. If a Grantee/Contractor inputs PHI
(protected health information), IDPH staff shall have them remove it immediately.

Add your name and the date to any comments that you input throughout the form throughout the process.

Do not delete any documents or comments input by another person unless specifically directed to do so in writing from
an IDPH staff; throughout the entire process.

Internal Users:

IDPH staff must schedule the site visit for each Grantee/Contractor individually for each review.
IDPH staff will NOT mark the form as complete or submit the form throughout the process.
IDPH staff accesses the site visit form from within the grant site.

IDPH Staff must have all documents, templates, notification letter, and due dates ready upon scheduling a review via Site
Visit.

External Users:
The Grantee/Contractor accesses the site review form from their main menu ‘My Site Visit’.

The Grantee/Contractor MUST mark the form as complete and submit after fulfilling each required step/section of the
form in the process.
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his guide to schedule and complete a review within the Site Visit Component of lowaGrants.

rnal User: Scheduling a Review
Log in to the grant/contract in lowaGrants that you want to schedule the visit for.

Click on Grant Tracking:

\Wirg
S A2 lowaGrants.gov
e //":" \ |

@ Menu | JB Help | ¥ Log Out <3 Back | | I
@ Welcome

Main Menu
Click Help above to view instructions.

B8 People

s Organizations

Q; Awards
fa Funding Opportunities

S% Grant Tracking

Search/find the grant site you want to schedule the review for by entering the Contract number into the
Grant/Project Number field or any other means of opening the grant site for the review to be scheduled.

\Ii.’/,
~

iy,

= /A lowaGrants.gov
N
@y Menu| [ Help | i Log Out <y Back | | P Add | | |
Q Search Grant/Projects

Search Sub-Components Claims | Status Reports | Contract Amendments | Site Visits

Search Grant/Projects
Enter one or more search criteria below and click the Search link. You can search for sub-components directly by ciicking on a component above.

Search Fields

Grant/Project
Number:
Status: [A]l v
Grantee's |
Last Name:

Organization: | |

Program |ADE - Acute Disease Epidemiology

Area: |ANAGIFT - Anatomical Gift Program N
CDPT - Chronic Disease Partnership (]
CDP - Chronic Disease Prevention
Funding
Opportunity: ‘ hd

Title:

Program
Officer's Last
Name:
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Open the grant site by clicking on the Grant Title:

lowaGrants.gov

@ Venu| B Help | ¥ Log Out <3 Back | (& Print| | _ JE

. S‘)q Grant/Project Tracking

Search Criteria
Program Areas: Al
Grant Number: Test W|C
Showing 1-1of 1
Grant/Projects
The Grant/Projects that match alow. You can click on the Grant/Project title to view the details.

Grant Progigm P Program s a
Number Status Ye: Are) Organization  Grantee Officer Funding Opportunity Budget Total
Stacey Hewitt . 77411 - lowa WIC Program (Special Supplemental
TestWIC Underway 201K TEST for WIC  Nutritio B:hgm‘;ﬂ"&m‘”ﬂ ag‘;fuy“ Eﬁfﬂ Nutrition Program for Women, Infants, and Childran) $3,600.00
pre-post p Request for Application (RFA) Federal Fiscal Year 2015

Showing 1-10f 1

Select the Site Visits Component:

@ Menu | JB Help | 4 Log Out <3 Back | {8 Print| _ i ("
. 5”)] Grant Tracking

Grant/Project: Test WIC - Stacey Hewitt TEST for WIC pre-post - 2015
Status: Underway
Program Area: Nutrition
Grantee Organization: Public Health, lowa Department of
Program Officer: Bruce Brown
Awarded Amount: $3 600.00
Last Site Visit: 12/11/2014

Instructions
The grant forms appear below.

Associated Forms Status Report | Site Visit | Contract Amendment

Grant/Project Components Alerts | Copy | Annotations (0) | Export Grant/Project Data
The components below are associated with the current Funding Opporfunity. You can change these components in the Funding Oppariunity module.
You may associale specific forms in the Associated Forms section above. You can define your own alerts in the Alerts section. You can make notes by clicking Annotations. You can
copy this grant and you can export the raw data.

Component Last Edited
General Information 11M12/2014
Claims
Appropriations 09/15/2014
Contract Holds
Authorized Official and Fi ial Contact Inf i 07/31/2014
WIC Kev Personnel 10M15/2014
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To create a review, click Add within the Site Visit grant component:

%Menu | a Help | @Log OQut

ik Grant/Project Tracking

lowaGrants.gov

<y Back| (B Print|

Grant/Project: Test WIC FY16 - WIC FY16 TEST- Official - 2016

Status:

Program Area:
Grantee Organization:
Program Officer:

Awarded Amount:

Underway

Nutrition

Public Health, lowa Department of
Stacey Hewitt

$263 47500

Site Visits
D Type Status Title Due Date
Test WIC FY16 - 01 Comprehensive On-Site Visit Editing Test New Site Visit form 06/01/2015
Test WIC FY16 - 02 Comprehensive On-Site Visit Editing admin on-site Bruce 06/30/2015

Complete all the fields that open in the General Information Component:
0 Site Visit Type: The only option for this field is: Comprehensive Site Visit. This selection will tell the
system to use the standard/universal form created for IDPH.

Add
Site Visit Date Assigne®Jo
05/26/2015 Bof Tester
05/28/2015 Jill Lange

Last Edited By

0 Assigned To: Select the green arrow to open the entire People Database. Type the last name of the
desired Grantee/Contractor staff person to whom you wish to assign the form in the search box in the
right hand corner of the screen. Highlight the correct name which will take you back to the previous
screen. Note: the person you wish to assign the site visit must be registered in lowaGrants and attached
to the Grant Site. If the person you assign is not the Executive Director of the Grantee/Contractor
Agency, you need to inform them of the review/visit via another means, preferably through lowaGrants

Site Visit Date: Assign the site visit date, as applicable — the actual date you will be at the agency (on-site
review) or the due date/deadline for submissions from the external grantee/contractor (off-site review).

Due Date: Assign a due date — the due date should be when you expect all steps of the entire visit to be
complete (this may be 30-60 days following the actual on-site visit).

Correspondence.
o
0 Site Visit Status: Always keep in editing status.
o
o]

Title: Add a title to further identify the review as applicable to your program or terminology. (i.e.: Clinic
Visit/Review, Office Visit/Review, Administrative Review/Visit, Chart Audit, Service Note Review, etc.)

Upon clicking save, this will generate an email alert to the external local agency user that was assigned the
review/visit. The Review/Site Visit is now scheduled and set up in the system for this grant site/contractor.

9 | Page
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lowaGrants.gov

@Menu | aHeIp | 'ﬁLog Out QiBack| | | P I
i Grant Tracking

General Information

Site Visit Type:* | Gomprenensive Site Review ¥

nedtor |Tester, Bof | a
_ Site Visit Date: ﬁ
Site Visit Status:*
Due Date ﬁ

— Title*

|\nser1 a title here: On-site review test

lowa.gov — The Official Website of the State of lowa. Dulles Technology Partners Inc.

| H Save
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A. Internal User: (IDPH) Modifying the scheduled review/site visit details

If you need to edit the due date or other information after the review/site visit is created, return to the General

Information component of the site visit.
Open the Grant Site

Open the Site Visit Component

Click on the Site Visit ID

Click Edit

lowaGrants.gov

L
@rwmenu| [ Heip | i Log Out <) Back | /% Print | [

L, Site Visits
Instructions
Print o PDF will convert the Site Visit plus any FDF affschments info a single POF file. Edit Approval alfows infemal spproval. Negodiafion will aftew you fo uniock ane or mare

zecfions of the Site Vizit and route the Site Viei back fo the Site Vieitor for further edifing. Versions will dizplay all component verzions thaf were created sz a resulf of fhe negotiation
procezs. Withdraw changes the sfsfus of fhe Site izt fo Withdrawn and removes the Site Vizit from further proceszing.

Site Visit Details Print to PDF | Negotiation | Versions | Withdraw
Test WIC FY16-WIC FY16 TEST- Official

Nutrition
Site Visit ID: 03 Status: Editing
Site Visit Date: 0B/01/2015 Approved Date:
Assigned To: Bof Tester Approved By:
Due Diate: 0B/30/2015 Approval Notes:
Submitted Date:
Title Test Mew Form for Site Visit- Office Visit
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Click on the General Information Component link.

@) Menu | B Help | ¥ Log Out Gy Back | \)g Print |
2, Site Visit
Site Visit: 01

Grant: 199767-PREP TEST Addie Rasmusson
Status: Editing
Program Area: Family Health
Grantee Organization: Public Health, lowa Department of

Program Manager: Elizabeth Host-Buchmeier
Submitted Date:

Components Preview | Submit

me Complete? Last Edited
General Information v 09/21/2017
IDPH Comprehensive Si
Opportunity
Application

Click Edit.

©Menu | B Help | 'ﬂLog Out '\}iBack|

1 Grant Tracking

General Information Return to Components
ID: 229403
Site Visit Type: Comprehensive Site Review
Assigned To: Bof Tester
Site Visit Date: (0/29/2017
Due Date 10/06/2017

Title*  Insert a title here: On-site review test
Last Edited By: Stacey Hewitt, 09/21/2017
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Make the changes in the fields and click Save.

©Menu | a Help | Log Out

i Grant Tracking

General Information

Site Visit Type:* | Gomprenensive Site Review ¥

lowaGrants.gov

{yBack | [ | [

Assi d To:*

|Tester, Bof

Site Visit Date: [jg,90/9017 ﬁ
Site Visit Status:*
bue Date [10,062017 | ¥

Title* |\nsert a title here: On-site review test

lowa.gov — The Official Website of the State of lowa.

Dulles Technology Partners Inc.

| H Save
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Il. Internal User: IDPH Selection of Review Type and additional scheduling information/working within the form

Upon scheduling a review through the site visit component, IDPH staff shall immediately complete the first two sections
of the form.

A. Open the Form within the Site Visit Component, if not already open.

Open the Grant Site

Open the Site Visit Component
Click on the Site Visit ID

Click Edit

Click on the form title

B. Complete the Review Type and Scheduling Information section of the form.

Type of Review Selection:
Open the form
Click edit
Select the type of review from the drop down field in accordance with the definitions:
e On-Site Review- This type of review occurs at the Contractor’s (grantee) site of operations.
e Off-Site (Desk) Review- This type of review does not occur at the Contractor’s (grantee) site of
operations.

Review Notification Letter: This letter shall serve as official notification to the agency/contractor in regards to the
review and any required action on their behalf. While in Edit mode, click on ‘Choose File’ button, browse your
files for the electronic letter, select the document, click open. Be sure to save. The letter should now be
attached.

IDPH Comments: This field is optional. If comments are inserted, add your name and the date.
Click save.
C. Complete the Documentation Templates section of the form, as applicable.
Click on the ‘Add’ button on the right side of the section title to upload any templates for assessments or
documents required to be completed by the Grantee/Contractor for this review process.
In the fields that open: Provide a description of the document. Then click on ‘Choose File’ button, browse your

files for the electronic letter, select the document, click open. Click save. Repeat as many times as necessary to
input all necessary templates and documents.
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These sections of the form will now be complete and look something like this:

Instructions
This form will be used by both the contractor/grantee and IDFH employee(s). Foilow the Site Visit Component guide for additional instructions/assistance.

This is a mulfi-section form with multiple methods for inputting information into the sections and fields. Some information will be input by clicking on the Edit button at the top of the form,
some information will be input by clicking on the Add butfon next fo the section, and to upload documents/attachments, click on the Green Flus Sign icon next to the field.

NOTICE: Do not provide identifiable health information of clients in this form.

Review Type and Scheduling Information Create New Version | Mark as Complete | Return to Components

IDPH staff will select either On-Site Review or Off-Site (Desk) Review in compliance with the following:

QOn-Site Review- This type of review occurs af the Contractor's site of aperations.
Off-Site (Desk) Review- This fype of review does not occur at the Confractor's site of operations.

IDPH will also upload the Review Notification Letter and insert any applicable comments about the upcoming visit immediately upon scheduling a Site Visit Review:

NOTE: IDPH Staff shall NOT mark this form as complete (this action will lock out the Grantee/Contractor).
Type of Review*  On-Site Review
Upload the official letter notifying the agency of the upcoming review and any reguired action.
Review Notification Letter (from IDPH 0042 0tor A Site Review Notification Letter Sept 2017.docx

to Contractor)
If applicable, input comments about the reviewsscheduled site visit and include your name and date of the comment(s). Do not delete previously submitted comments.

IDPH Comments Please read the notification letter, download the form templates, and complete the
acknowledgement by September 28. Thanks, Stacey Hewitt 9/21/17.

Documentation Templates, if needed Add
IDPH will use this section only if there are templates or forms the grantee/contractor needs to complete. If there are forms in this section, the grantee/contractor shall click on the
document to open it and save if to their computer. Grantee/Contractor will complete the necessary forms and upload them in the ‘Requested Documentation’ section of this form.

Description Documentation

TEMPLATE.docx

Template A- for Test
TEMPLATE.docx

Template B- for test

L Review Acknawlednement

D. Internal Use Only Section: Optional, adding comments to the Internal Use Only section of the form.

There is a section at the bottom of the form titled ‘Internal Use Only’. Comments and notes entered into this

field are NOT visible by the Grantee/Contractor. IDPH Staff may enter notes or comments into this field at any

time the form is editable to IDPH staff during the review process. This field/section is not required.

To insert comments: Open the form, click edit, and insert comments. If comments are inserted, add your name

and the date. Do not delete previously inserted comments.

Revised September 2017
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Internal Use Only
ernal Use Only. All Comments and notes entered into this section are only vi
1to this field at any time the form is editable fo IDPH staff during the site v

1his Secl

notes or cof

staff. Contractor/Grantee will nof see these comments.

le by internal staff. The Grantee/Cantractor can NOT see them. IDPH staff may enter
ocess. This field/section is not required.

Internal IDPH Notes only:  Comments in this section are optional and will only be visible to internal IDPH

Last Edited By: Stacey Hewitt, 09/21/2017

NOTICE: INTERNAL USER/IDPH staff will NOT mark this form as complete!

Marking it complete at this stage will lock the Grantee/contractor out and they will not be able to input their

information as required.

The information just entered and uploaded into the form is immediately available to the Grantee/Contractor

(except the internal use only section information).

IDPH staff may choose to send a correspondence to the appropriate Grantee/Contractor staff regarding the
assignment of the Site Review and prompt for any required action for their completion.

It is now the Grantee/Contractor’s responsibility to provide information within the form. Refer to the External
User guidance below as necessary to assist them; otherwise, continue to the next Internal User guidance

sections of this guide.

16 | Page

Revised September 2017



lowa Department
of Public Health

lll. External User: Grantee/Contractor’s steps in Review Acknowledgement and Required Documentation sections:

The Site Visit Component information entered into the form initially by the IDPH staff is immediately available to the
Grantee/contractor upon scheduling. There are three sections of the form that will be completed by the
Grantee/Contractor:

1. Review Acknowledgement
a. This section of the form will need to be completed by the Grantee/Contractor right away. It is a
confirmation that they are aware that the review is occurring.
2. Requested Documentation
a. Typically this section of the form will be completed in the early stages of the review process, along with
the Review Acknowledgement section and will be based on direction provided by the IDPH within the
notification letter.
3. Grantee/Contractor Response
a. This section of the form will be completed by the Grantee/Contractor after IDPH conducts the review
and completes the Results section of the form.

A. Access to the Site Visit Information in lowaGrants by the Grantee/Contractor:

The Grantee/Contractor will access the site visit via the “My Site Visits” link on their main menu — DO NOT go in
through the grant tracking (My Grants) area.

Log in to lowaGrants. From the Main Menu, click on ‘My Site Visits’:

Wi,

S = lowaGrants.gov

&) Menu | 8 Help | ¥ Log Out $Back | | I | |
@) Welicome
Main Menu

Click Help above to view instructions. Go to "My Profile "to reset password.

\j Instructions

8 My Profile

‘(:a Funding Opportunities
@ My Applications

‘5}: My Grants
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Click on the applicable Site Visit ID:

@y Menu | F Help | Ji]Log Out
), Site Visits
Site Visits

Organization
Public Health, lowa
Department of
Public Health, lowa
Department of
Public Health, lowa
Department of
Public Health, lowa
Department of
Public Health, lowa
Department of
Public Health, lowa

0_Test WIC FY16-07

0_Test WIC FY16-06
0_Test WIC FY16-05

0_Test WIC FY16-04

150921-01 eyt o
154902.01 PR
17678901 e
19627701 B oo
199767-01 Public Health, lowa

Department of
Public Health, lowa

1_Test WIC Edgerton FO-
01 Department of

1_TESTTESTTEST-01  Test Company IDPH only

Area Substance Abuse
Council Inc_

Public Health, lowa
Department of

5887T517-01

CFy Test FY16-03

lowaGrants.gov

Grant Title
WIC FY16 TEST- Official
WIC FY16 TEST- Official
WIC FY16 TEST- Official
WIC FY16 TEST- Official
WIC FY16 TEST- Official
FY17 Tobacco CP - TEST Lucille
Test 2 - FY17 MH, CAH & |-Smile - Lucille
Title X Test Application DENISE WHEELER
DianeKAnderson Test

PREP TEST Addie Rasmusson

Stacey Hewitt WIC REPOST for Edgerton pre-post
TEST

Residential Treatment for Pregnant and Postpartum
Women
Tobacce Community Partnership FY17

Care For Yourself TEST SH FY16

Program Officer
Marilyn Jones
Marilyn Jones
Marilyn Jones
Marilyn Jones
Marilyn Jones
Sieglinde Prior

Elizabeth Host-
Buchmeier

Misty Cook

Diane M Anderson

Elizabeth Host-
Buchmeier

Stacey Hewitt
Jennifer Robertson
Sheri Stursma

Lindsey Jones

Submitted Site Visits

Site Visit Type

Comprehensive Site
Review
Comprehensive Site
Review
Comprehensive Site
Review

Internal Monitoring Site

isit
Comprehensive Site

Comprehensive Site

Comprehensive Site
Review
Comprehensive Site
Review
Comprehensive Site

eview
Comprehensive Site
Review
Comprehensive Site
Review
Comprehensive Site
eview
Comprehensive Site
Review
Comprehensive Site

Stat Due
Date

Editing

Editing 11/07/2016

Correcting
Editing

Correcting 06/15/2015

Editing
Editing 11/13/20186
Editing
Editing
Editing 10/06/2017

Correcting 11/21/2014
Correcting 04/01/2016
Editing

Editing 11/2472015

Click on the Form title to open it.

@rmenu | B Help | ¥ Log Out

), Site Visit
Site Visit: 01
Grant:
status: Editing
Program Area: Family Health

Grantee Organization:
Program Manager:

Submitted Date:

Components

Name
General Information
IDPH Comprehensive Site Review Form
Opportunity
Application

lowaGrants.gov

<3 Back | (B Print| [

199767-PREP TEST Addie Rasmusson

Public Health, lowa Department of

Elizabeth Host-Buchmeier

Preview | Submit
Last Edited

02172017
09/21/2017
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Contractor/Grantee shall review the Notification letter and information entered by the IDPH Staff.
To open the Notification letter, click on the title of the form. The form will download to your computer.
Open it to view it.

Contractor/Grantee shall download any necessary templates and forms provided by IDPH within the form
(Documentation Templates section)

Click on the document title to open it.

The form will download to your computer.

Open it to view it and save it to your electronic files for completion.

Grantee/Contractor may rename the document.

The Grantee/Contractor must complete any tasks requested in the letter by the deadlines provided.
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B. External User: Instructions for the Grantee/Contractor to complete the Review Acknowledgement section of

the form.

After reviewing the information provided by IDPH staff, the Grantee/Contractor shall complete the
Acknowledgement section of the form.

Open the form.

Click Edit at the top of the form.

Complete the fields of the Review Acknowledgement section of the form.

0 Grantee shall mark ‘Yes’ that they have read the review notification letter and acknowledge the

visit.
0 Grantee may input comments, if applicable.
0 Click Save at the top of the form.

g}l\v‘lenu | 8 Help | '@Log Out C@Back| |

% Site Visits

Site Visit: 01
Grant: 199767-PREP TEST Addie Rasmusson
Status: Editing
Program Area: Family Health
Grantee Organization: Public Health, lowa Department of
Pragram Manager: Elizabeth Host-Buchmeier

Submitted Date:

Instructions
This form will be used by both the contractor/grantee and IDFPH employes(s). Follow the Site Visit Component guide for additional insfructions/assistance

This is @ mulfi-section form with mi
some information will be input by

king on the Add button next to the section, and to upload documents/atiachments, click on the Green Plus Sign icon next to the field.

NOTICE: Do not provide identifiable health information of clients in this form.

1DPH staif will select either On-Site Review or Off-Site (Desk) Review in compliance with the following:
An. Sita Dowvigiw, Th

Thic huna nf raviaw necire at Hh nntrartnrie eita nf nnaratinn

ltiple methods for inputting information into the sections and fields. Some information will be input by clicking on the Edit button at the top of the form,

Review Type and Scheduling Information Create New Version | Mark as Complete | Return to Components

Review Acknowledgement
Grantee/Contractor shal' read the informafion enfered by [DPH and complefe this section
To complete this section, click Edit at the top of the form, complete the fields that apen in this section and click Save.
I have read the review notification
letter and acknowledge the review Yeog MNo
process

Input comments if desired. Include your name and date of the comment(s). Do nof delefe any prior comments entered.

Comments, if applicable:
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C. External User: Instructions for the Grantee/Contractor to complete Requested Documentation section of the
form.

As instructed by the IDPH, the Grantee/Contractor shall submit all requested documentation, forms, information,
etc. in the Requested Documentation section of the form. This must be completed in accordance with any
templates and deadlines provided.

Make sure the form is open (refer to guidance above).

Click on the ‘Add’ button on the right side of the section title.

In the fields that open:
® Provide a description of the document.

Click on ‘Choose File’ button.

Browse your files for the electronic file and select the document.

Click open.

Input any comments desired and as applicable into the Comments field.
e C(lick save at the top of the form.

Repeat as many times as necessary to input all requested documents.

Requested Documentation Add

This section is for the grantee/tcontractor fo upload any requested information/assessment(s) from IDPH as outlined in the notification letfer or comment section above. Uise al
templates required by IDPH, as applicable. If templates or specific forms are required, they will be available for you to download by clicking on the attachment included in the
Daocumentation Templates section above.

When the Grantes/Confractor has completed their acknowledgement and uploaded any requested documentation (if applicable), they will click on Mark as Complete, and Submit the
form.

To complete this section, click Add and enter a brief description of the upload document and comments, I applicable. Click Save. Then click on the green plus sign icon and
attach/upload the document.

Description Upload/Attachment Comments, if applicable
Required document using Template A TEST.docx This is the completed template. Thanks.

These sections of the form will now be complete and look something like this:

Review Acknowledgement
Grantee/Contractor shall read the information enfered by IDPH and complefe this seclion
To complete this section, click Edit at the top of the form, complete the fields that open in this section and click Save

I have read the review notification
letter and acknowledge the review Yes
process

Input comments if desired. Include your name and date of the commeni(s). Do nof delefe any prior comments entered.

Comments, if applicable:  \We will complete the requested templates and upload by the deadline provided.
Contract User Name %/22/17

Requested Documentation Add
This section is for the grantee/tontractor fo upload any requestfed information/assessment(s) from IDPH as oullined in the nofification letter or comment section above. Use any
templates required by IDPH, as applicable. If templates or specific forms are required, they will be available for yvou to download by clicking on the attachment included in the
Documentation Templates section above.

When the Grantee/Contractor has completed their acknowledgement and uploaded any requested documentation (if applicable), they will click on Mark as Complete, and Submit the
form.

To complete this section, click Add and enter a brief description of the upload document and comments, if applicable. Click Save. Then click on the green plus sign icon and
attach/upload the document.

Description Upload/Attachment Comments, if applicable
Required document using Template A TEST.docx This is the completed template. Thanks.
Test 2 TEST.docx
Test3 TEMPLATE.docx
Daocults A
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D. External User: Grantee/Contractor must mark the form as complete and submit the form.

Upon fulfilling all the requirements of IDPH and completing the required sections of the form; the
Grantee/Contractor must mark the form as complete and submit the form to IDPH for review. Only complete the
sections of the form requested by the IDPH. For example, do not complete the Response portion of the form
until after IDPH conducts the review and uploads information into the Results section.

Clicking submit will notify the state office of the Grantee/Contractors fulfillment of the required activities thus
far for this review process.

® When you click submit, a verification screen will pop up. If you are ready to submit, click Okay.

® A confirmation screen will then appear.

Notice: When the form is in Submitted Status it is NOT editable by the Grantee/Contractor. It must be in Editing
or Correcting status to be modified by the Grantee/Contractor. Once the form is initially submitted by the
Grantee/Contractor, and each time the Grantee/Contractor submits the form to IDPH; the Site Visit Review will
not display in your My Visits listing and you will not be able to edit or input information again until IDPH staff
negotiates it to you for additional information (either to update one of the first sections or to move on to the
Response section).

‘% Site Visits

Site Visit: 01
Grant: 199767-PREP TEST Addie Rasmusson
Status: Editing
Program Area: Family Health
Grantee Organization: Pyblic Health, lowa Department of
Program Manager: Elizabeth Host-Buchmeier

Submitted Date:

Instructions
This form will be used by both the contractor/grantee and IDPH employes(s). Follow the Site Visit Component guide for additional instructions/assistance

Il be -'?putb.ftu-cr.--g on the Edit button at i !'s.J of the form,

jgn Icon next to the field.

n into the sections and fields. Some information wi
ection, and to upload documents/attachments, click on the Gre

=

is & multi-section form with
some information will be ir

NOTICE: Do not provide identifiable health information of clients in this form.

Review Type and Scheduling Information Mark as Complete | Return to Components
'JFn"' i Ject either On-Site Review or Off-Site (Desk) Review in compliance with the following
il ».Sll This lype o ew occurs af the Contraci ite of oper;
""S..e (Desk) Review- This type of review does not occur at the Contractor s site of operations.

IDPH will also upload the Review Notification Letter and insert any applicable comments about the upcoming visit immediately upon scheduling a Site Visit Review:

NOTE: IDPH Staff shall NOT mark this form as complete (this action will lock out the Grantee/Contractor).
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Q Site Visit

Site Visit: 01

Grant: 199767-PREP TEST Addie Rasmusson
status: Editing

Program Area: Family Health

Grantee Organization: Public Health, lowa Department of

Program Manager: Elizabeth Host-Buchmeier

Submitted Date:

Components
Name Complete?
General Information v
IDPH Comprehensive Site Review Form v
Opportunity
Application

Preview | Submit

Last Edited
0972172017
0972172017

lov/siteVisitComponents.do?documentPk=1506007932676

ted From Il

www.iowagrants.gov says:

Submitting the Site Visit will lock all sections from further editing. Have
you completed all sections? Are you sure you are ready to submit this Site

Visit?

P ——

lowaGrants.gov

@Menu | 3 Help | iﬁLog Out <:9Elack| | |

i} Contracts

Site Visit Submitted Confirmation

You have successfully submitted your Site Visit numbered 08 for Grant titled: Stacey Hewitt TEST for WIC pre-post. You can return to the Grant forms by
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E. Review Form Corrections or Negotiations throughout the Site Visit Review Process

Throughout the process (after the Grantee/Contractor’s initial submission when the review process starts), the
IDPH may ‘negotiate’ the form to the Grantee/Contractor for additional information, clarification, or to complete
the next section within the form. The Grantee/Contractor is expected to provide this information in a timely
manner.

The Grantee/Contractor will access the Site Visit Review form via the “My Site Visits” via the main menu. The
“negotiation” will put the form in Correcting Status for the Grantee/Contractor. When the form is in Correcting
status it is unavailable to IDPH staff for editing.

Follow the instructions in this guide and within the form to edit the form and provide all requested information
per IDPH’s negotiation directions. The Grantee/Contractor must always mark the form as complete and submit it
to the IDPH every time they have fulfilled a correction/negotiation or upon fulfilling a section requirement.

F. External User: completion of the Grantee/Contractor R nse section of the form.

Upon IDPH’s review of all information submitted by the Grantee/Contractor, and following IDPH’s fulfillment of
the review (on-site or off-site); the state will upload a results letter and other documentation (as applicable) in
the Results section of the form.

The Grantee/Contractor shall review the Results letter and complete the Response section of the form from
within the Site Visit Component. This section is where the Grantee/Contractor will comment and upload a
response letter, correction action plan, or other documentation or action as requested by IDPH as a result of the
review and as outlined in the Results section of the form.

Access the form and review the Results:
Access the form by logging in to lowaGrants and enter through the ‘My Site Visits’ on the main menu.

Open the Site Visit form by clicking on the ID (Note, the form will be in correcting status).
Open the form by clicking on the title.
The Grantee/Contractor will review the completed Results document(s) by clicking on the blue link to the

document in the Upload/Attachment column. Do NOT remove/Delete any documents or comments from this
form!
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Complete the Grantee/Contractor Response section of the form.
The Grantee will now complete the Grantee/Contractor Response portion of the form by clicking on the Add
button next to that section title.
In the fields that open:
e Response Upload field:
o Click on ‘Browse’ button.
o Browse your files for the electronic file and select the document.
o Click open.
e Comments field: Add Comments.
e Click Save at the top of the form.
Repeat as many times as necessary to input sufficient response and all requested information.

GranteefContractor Response Add

This secfion is for the Grantee/Contractor to upload comments and response or corrective action plan, as a result of IDPH findings presented in the Results section and letter. Fields in
this section will open by clicking on the Add butfon next to the section. If there are no findings for the Grantee/Contractor to report/respond to, the Grantee/Contractor shall insert a
comment to acknowledge receipt of the findingsfesults.

To complete this section, click Add and enter a comment, if applicable. Click Save. Then click on the green plus sign icon and aftach/upload the document.
After all response documents and comments are included by the Grantee/Contractor, click on Mark as Complefe, and Submit the form.

1DPH will negotiate this form to the Grantee/Confractor, if needed, until the response is satisfactory. Once the response is safisfactory, IDPH will complete the Closure section befow.
Response Upload Comments
Response.docx Here is the requested response.

After all response documents are included, the Grantee/Contractor must mark the form as complete and submit.

G. Closure

The final section of the form is completed by IDPH once the entire review is considered satisfactory by IDPH.
Completion of this section will close this Site Review and it will be available as view-only in a flat copy version.
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IV. Internal User: IDPH Review of initial submissions and negotiation

A. |DPH Review of Grantee/Contractor’s Acknowledgement and Documents

After the Grantee/Contractor completes their initial sections of the Site Visit form and submits it; it is then
available for IDPH staff to review. The status of the Site Visit must be ‘Submitted’. If it is ‘Editing’, this means the
Grantee/Contractor has not submitted the form.

lowaGrants.gov

@y menu | B Heip | ¥ Log Out <3 Back | (B Print | |

.k Grant/Project Tracking

Grant/Project: Test WIC FY16 - WIC FY16 TEST- Official - 2016
Ststus:  Lnderway
Program Ares:  Nutrition
Grantee Organization: Public Health, lowa Department of
Program Officer:  Stacey Hewitt
Awarded Amount:  $263 475 00
Last Site Visit  05/29/2015

Site Visits Add
1D Type Status Title Due Date  Site \isit Date  Assigned To
Test WIC FY16 - 01 Comprehensive On-Site Visit Submitted Test New Site Visit form oami20$1s D&28/2015 Bof Tester
Test WIC FY16 - 02 Comprehensive On-Site Visit admin on-site Bruce 0832015 De23i2015 Jill Lange
Test WIC FY16 - 03 Comprehensive On-Site VWisit Correcting Test New Form for Site Wisit- Office Wisit avrs2o1s DEM52015 Baof Tester
Last Edited By-

At this phase, IDPH is reviewing the Grantee/Contractor’s acknowledgement and document uploads, as
applicable. IDPH staff may negotiate it back to the Grantee if there are required edits. Otherwise, it is ready for
IDPH to upload/ input information in the next section of the form following completion of the review: Results. If
negotiation at this stage is not required, skip to section V.
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B. Negotiation steps (If necessary):

To negotiate the form back to the Grantee/Contractor to make edits, IDPH staff enters the Grant Site by clicking
on the Site Visit Component within the grant. Click on the Site Visit ID to access the specific visit form. Then

click ‘Negotiation’.

NOTE: if the Negotiation button is not available, this means the Grantee/Contractor has not submitted the form.

You must have them submit.

lowaGrants.gov

Menu | Help | Log Out 4 Back | 1 Print | | | =X Edit |
) =

), Site Visits

Instructions

Print to PDF will convert the Site Visit plus any PDF attachments info a single PDF file. Edit Approval allows infernal approval. Negotiation will allow you to urlock one or more
sections of the Site Visit and route the Sife Visit back fo the Site Visitor for further editing. Versions will display all component versions that were created as a resulf of the negofiation
process. Withdraw changes the status of the Site Visif fo Withdrswn and removes the Sife Visit from further processing.

Site Visit Details Print to PO
Test WIC-Stacey Hewitt TEST for WIC pre-post

dit Approval | Versions | Withdraw

| Negotiation | §

Nutrition
Site Visit ID: 08 Status: Submitted
Site Visit Date: 12/08/2014 Approved Date:
Assigned To: Bof Tester Approved By:
Due Date: 01/30/2015 Approval Notes:
Submitted Date: 12/11/2014
Primary Contact and Organization
Primary Contact Organization Information
AnA User Id STACEY HEWITTTEST@IOWAID Organization Public Health, lowa Department of
MName:* !
First Name® StaceyM Hewitt .
First Name Middle Nam= Last Nam= Organization State Government
Type:=
Title:
Tax ID: 1-42-6004571-A3
Email:* i i i
mai Stacey.hewitt@idph.iowa.gov DUNS: 20-634-5920
Address:® 3407 Ash Drive SW Organizati
VJE;;E? on http:/fwww_ idph_state ia.us/
Address: 321 E. 12th 5t
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(Negotiation, continued)

Unlock the forms for the grantee by checking the boxes.

Set the alert.

Insert a message for the negotiation. Provide specific instructions for the edits you are requesting.

Click Save (this will notify the Grantee).

@Menu | B Help | '{'-]Log Out
ik Grant/Project Tracking
MNegotiation

Unloek Section:

Alert:

Message:

The Site Visit Status has now changed to Correcting. This means the form is editable by the Grantee/Contractor

\:-E)Bat.kl | i._;l.’iave

Select the components you wish fo unlsck. Unchecked components will remain locked. To sefup a due date nofificstion slerf for the granfee, enfer a negofiation due dsfe. Enter a
meszage for the granfes, the granfee will receive this message vis email. Also, you may upload s file which will reach the granfee wia email.

Il General Information
IDPH Comprehensive Site Visit Form

¥ Send alert if no responze in days

Input =pecific instructicns for the =dits that are nesded by the
Grantee/Contractor.

and will not be editable by IDPH staff until resubmitted by the Grantee/Contractor.

28 | Page

Revised September 2017




lowa Department
of Public Health

|3 Grant/Project Tracking

@Menu | B Help | @Log Out

Program Area:
Grantee Organization:

Program Officer:

QgBack | @Print |

Grant/Project: 199767 - PREP TEST Addie Rasmusson - 2018

Status:

Underway
Family Health
Public Health, lowa Department of

Elizabeth Host-Buchmeier

Awarded Amount: $46 587 00
Last Site Visit: 09/25/2017
Site Visits Add
D Type Status Title Due Date Site Visit Date Assigned To
199767 - 01 Comprehensive Site Review Correcting Insert a fitle here: On-site review test 1000672017 09282017 Bof Tester

Last Edited By:

The Grantee/Contractor shall now make requested edits to the document, mark all the forms as complete and
submit.

Once the fixes have been made and the form re-submitted, then IDPH staff will review and can either move to
the next stage (see below) or negotiate the form again. Negotiation can occur until the form sections under
review are satisfactory to IDPH.
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V. INTERNAL USER: COMPLETING THE RESULTS SECTION
A. Internal User: IDPH Staff Completion

Once the Review Acknowledgement section and the Required Documents section is satisfactory to IDPH; IDPH
staff will complete the review.

After completing the review, the state staff will upload the Results report identifying review results, as well as
any other document.

IDPH Staff enters the Grant Site by clicking on the Site Visit Component within the grant/contract site.
Click on the Site Visit ID to access the form.
Open the Form by clicking on the title (Note, it will be in Submitted status)
Click Edit

Click on the Add button next to the Results section to upload the report and any additional documents. You may
add as many documents as needed.

In the fields that open:
e Report Name: Enter a name for each report/document.
e Report Description: Enter a brief description of the document/report.
e Upload/Attachment:
o Click on ‘Browse’ button.
o Browse your files for the electronic file and select the document.
o Click open.
e Comments: Add comments as desired.
Click save at the top of the form.
Repeat as necessary until all ‘Results’ reports/documents are uploaded. Each report must be uploaded and saved

separately.

TES 3 TEMPLATE.QOCX

Results Add | )
This section is used by IDPH to report the findings/resultsfrequirements of the grantee/tontractor following the ‘Review” (whether it is On-Site or Off-Sife Review). IDPH will upload &
Results letter, as well as any other additional items fo be documented.

After all review information is uploaded, the IDPH employee negofiates the form back to the local agency for their response. Refer to the next section.
Report Name Report Description Upload/Attachment Comments

Results of review completed Please refer to the attached report for items resulting from this Please respond by 10.15.17 with items as outlined in
02517 review. RESULTS.docX  goloter
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Example of open fields:

Resuits

This section is used by IDPH to report the findings/results/requiraments of the granteefconiractor following the ‘Review (whether it is On-Site or Of-Site Review). IDPH will upioad a
Resuits letter, as well as any other additional items fo be documented.

After all review information is uploaded, the IDPH employee negotiates the form back to the local agency for their response. Refer to the next section.
Provide a report name. Example: "ABC Clinic Visit (date)”

Report Name® | Raglts of review completed 9.25.17

Optional, brief descripfion of report contents. Example; “Flease refer fo the attached report for items resulfing from this review.”

Report Description |please refer to the attached report for items

resulting from this review.

Upload/Attachment | (\|Users\shewitt\Deskiop\RESULTS docx Browse. ..
Provide any additional comments as desired. Example: “As outlined in the attached lefter, action is required by (insert date).”
Comments (plesse respond by 10.15.17 with items as outlined
in the letter.
Return to Top
After all visit information is uploaded to the Results portion of the form, the IDPH staff negotiates the form back

to the local agency for them to complete the Response portion. Refer to the Negotiation section above.

If the site visit site is open, click the negotiation button.

If not, log in to the Grant Site, click on Site Visit component and click on the Site Visit ID.
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VI. INTERNAL USER: IDPH Review of the Grantee/Contractor Response and Closure of the Site Visit

A. Internal User: IDPH Review of Grantee/Contractor Response

Once the Response section is completed and the form is submitted by the Grantee/Contractor, the IDPH staff will
access the form and review the information. If Grantee/Contractor Response is not satisfactory, the IDPH may
negotiate the form to the Grantee/Contractor for fixes (refer to the Negotiation section of this guide if
necessary), or IDPH staff may opt other measures to address unsatisfactory results as applicable.

If the Response section is satisfactory, the IDPH staff will proceed to Closure, refer to the next section.

Access the Site Visit Review form
IDPH Staff enters the Grant Site by clicking on the Site Visit Component within the grant/contract site.
The status of the Site Visit must be ‘Submitted’. If it is ‘Editing’, this means the Grantee/Contractor has
not submitted the form.

Click on the Site Visit ID to access the form.
Open the Form by clicking on the title (Note, it will be in Submitted status)

IDPH staff will review the completed Response section information and document(s) included by clicking
on the blue link to the document in the Upload/Attachment column. Do NOT remove/Delete any
documents or comments from this form!

Proceed with Negotiation or Closure

Add

panse or corrective action plan, as a result of IDPH findings presented in the Results section and letfer. Figlds in
If there are no findings for the Grantee/Contractor fo reportfrespond to, the Grantee/Contractor shall insert &

dingsiresults.

To complete this section, click Add and enter a comment, if applicable. Click Save. Then click on the green plus sign icon and altach/upload the document.
After all respanse documents and comments are included by the Grantee/Contractor, click on Mark as Complete, and Submit the farm
IDPHibagantiafe this form to the Grantee/Contractor, if needed, until the response is satisfactory. Once the response is safisfactory, IDPH will complete the Closure section below.

Response Upload Comments

Here is the requested response.

Response.docx
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B. Internal User: IDPH completion of the Closure Section of the form

If the state is satisfied with the response and review results, proceed with completing the Closure section of the
form.

The review form must be open.

Click Edit at the top of the form. Note: clicking Edit at the top of the form will open additional fields previously

completed during the process. Do not change any of the previous comments or information.
Scroll to the Closure section.

In the fields that open:
e Closure Letter Upload field:
o Click on ‘Browse’ button.
o Browse your files for the electronic file and select the document.
o Click open.
e Comments field: Add Comments.
Click save at the top of the form.

Here is an example of what this section of the form will look like when completed:

Closure

When the IDPH emplayee is satisfied with the response/follow-up provided by the Grantee/Contractor, the visit is ready to ‘Close’ and approve the review/visit/form

IDPH employee will upload a closure

letter for the review; and provide any comments as appiicable.

After this section is completed, the IDPH employee will ‘Approve’ the visit, which will officially close it

Closure Letter Closure Letter.docx

Comments Please refer to the attached closure letter. Thank you for your participation in this
review.
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C. Internal User: IDPH Approval of the Review/Site Visit

Approving a site visit closes it completely for any revisions by the Grantee/Contractor and IDPH staff. IDPH staff must

verify all information is correct and appropriate before entering approval of the review/site visit.

From within the form click on Return to Components:

lowaGrants.gov

), Site Visits

Site Visit: 01
Grant: 199767-PREP TEST Addie Rasmusson
Status: Submitted
Program Area: Family Health
Grantee Organization: Public Health, lowa Department of
Program Manager: Elizabeth Host-Buchmeier
Submitted Date: (09/25/2017

Instructions
This form will be used by both the contractor/grantee and IDPH employee(s). Follow the Site Visit Component guide for additional instructions/assistance.

for inputting information into the sections and flelds. Some information will be input by clicking on the Edit bulign

This is @ i ticn form with thod.
e fieid.

some information will be input by cfrr:kmg on the Add button next fo the section, and to upload documents/attachments, click on the Green Plus Sign icon next t3

NOTICE: Do not provide identifiable health information of clients in this form.

Review Type and Scheduling Information
IDPH staff will select either On-Site Review or Off-Site (Desk) Review in compiiance with the following

On-Site Review- This type of review occurs af the Coniractor’s site of gperations.
Off-Site (Desk) Review- This type of review does not occur at the Contractor's site of operations.

IDPH will also upioad the Review Notification Letter and insert any appiicable comments about the upcoming visit immediately upon scheduling a Site Visit Review:
NOTE: IDPH Staff shall NOT mark this form as complete (this action will lock out the GranteesContractor)
Type of Review* (On-Site Review
Upload the official letter notifying the agency of the upcoming review and any required action

= I A Lﬂzﬁré‘::’t'r';:g::;' Contractor A Site Review Notification Letter Sept 2017.docx

reduwled site visit and include your name and date of the comment(s). Do not defete previously submitted comments.

If applicabie, input co, about the

Create New Version | Versions | Return to Components
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Click on Preview:

@Menu | B Help | ﬁLog Out C@Bac“ ngrinu
) Site Visit

Site Visit: 01
Grant: 199767-PREP TEST Addie Rasmusson
Status:  Submitted
Program Area: Family Health
Grantee Organization: Public Health, lowa Department of
Program Manager: Elizabeth Host-Buchmeier
Submitted Date: (9/25/2017

Components Preview | Submit
Name Complete? Last Edited
General Information 'd 0@i21.2017
IDPH Comprehensive Site Review Form v 09725/2017
Opportunity
Application

Click on Edit Approval:

@Menu | B Help | ﬁLog Out (L..aElack| f:’gPrinq | | \ngdiq
) Site Visits

Instructions

Print to PDF will convert the Site Visif plus any PDF affachments info a single POF file. Edit Approval ailows internal approval. Negotiation will allow you to unlock one or more
seclions of the Sife Visit and route the Sife Visit back to the Site Visitor for further edifing. Versions will display all component versions that were created as a result of the negatiation
process. Withdraw changes the status of the Site Visit to Withdrawn and remaoves the Site Visit from further processing.

Site Visit Details Print to PDF | Negotiatio! ersions | Withdraw
199767-PREP TEST Addie Rasmusson
I
Family Health
Site Visit ID: 01 Status: Submitted
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Select Approved from the dropdown menu and enter notes/comments if applicable and click Save. Once
approved the review/visit is officially closed.

Note, be careful about selecting Not Approved; this will not allow any further editing or processing...it will end
the site visit and record it permanently as Not Approved.

Menu | Help | Log Out ) Back | | | | | k] save
.

[k Grant/Project Tracking

Site Visit: 01
Grant: 199767-PREP TEST Addie Rasmusson
Status: Submitted
Program Area: Family Health
Grantee Organization: Public Health, lowa Department of
Program Manager: Elizabeth Host-Buchmeier
Submitted Date: (J9/25/2017

Site Visit Approval

Site Visit: Approved v

Notes: |peyiew fully completed and approved by IDPH on (insert

date). |

Last Edited By:
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Flat version view:

?}}Menu | B Help | ﬁLog Out
(), Site Visits

Instructions

Site Visit Details

<y Back | (& Print| | | &2 Edit|

199767-PREP TEST Addie Rasmusson

Print to PDF will convert the Site Visit plus any PDF atfachments info a single PDF file. Edit Approval allows infernal approval. Negotiation will allow you to uniock one or more
sections of the Site Visit and route the Sife Visit back to the Site Visitor for further edifing. Versions will display all component versions that were created as a result of the negofiation
process. Withdraw changes the stafus of the Site Visit to Withdrawn and removes the Site Visif from further processing.

Printto PDF | Negotiation | Versions | Withdraw

Family Health
Site Wisit ID: 01 Status:
Site Visit Date: 09/29/2017 Approved Date:
Assigned To: Bof Tester Approved By:
Due Date: 10/06/2017 Approval Notes:
Submitted Date: 0g/25/2017
Due Date 10/06/2017
Title* Insert a title here: On-site review test

IDPH’s view within the Grant Site specific for this grant/contract:

Approved
09/25/2017
Stacey Hewitt

Review fully completed and approved by IDPH on
(insert date)

@Menu | B Help | ﬁLog Out

[ Grant/Project Tracking

Status:
Program Area:
Grantee Organization:

Program Officer:

9Back | () Print | | | |

Grant/Project: 199767 - PREP TEST Addie Rasmusson - 2018

Underway
Family Health
Public Health, lowa Department of

Elizabeth Host-Buchmeier

Awarded Amount: $46 537 00
Last Site visit: (09/25/2017
Site Visits
ID Type Status Title
199767 - M Comprehensive Site Review Approved Insert a file here: On-site review test
199767 - 02 Comprehensive Site Review = Test to look at form

Add
Due Date Site Visit Date Assigned To
10/06/2017 09/29/2017 Bof Tester
Bof Tester
Last Edited By:
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Grantee/Contractor access to the approved site visit:

Once approved, the Site Visit will only appear in ‘Submitted Site Visits’ from the Grantee/Contractor ‘My Site Visits’
component from the main menu.

Contractor View:

, lowaGrants.gov
TR T —
~?‘]Menu | B Help | ﬁLog Out |

<) Welcome

\.-iBﬁCk|

Main Menu
Click Help above to visw instructions. Go to "My Profiis” to resst password,

3 Instructions L% My Site Visits

My Profile
Funding Opportunities

@ My Applications
& My Grants

Click on Submitted Site Visits:

, lowaGrants.gov
% -'/*{" _
@Menu| 3Help| ﬁLog Out '\,-iBack| : |

s& Site Visits

Site Visits Submitted Site Visits
Site Visits assigned to you personally appear below.

D Grant Title Grantee Site Visit Type Status Due Date
TEST G2 County-12  TEST G 2 County Test Company [DPH only Internal Monitoring Site \isit  Editing  11/26/2014
TEST G 2 County-11 TEST G 2 County Test Company IDPH only Internal Meniteoring Site \isit  Editing  11/25/2014
TEST G 2 County-10  TEST G 2 County Test Company IDPH only Internal Monitoring Site \isit  Editing  11/25/72014
TEST G 2 County-09  TEST G2 County Test Company IDPH only Internal Monitoring Site \isit  Editing  11/24/2014
TEST G 2 County-08  TEST G2 County Test Company IDPH only Internal Monitoring Site \isit  Editing  11/30/2014
TEST G 2 County-0F  TEST G 2 County Test Company IDPH only Internal Meonitoring Site \isit  Editing  11/26/2014
TEST G 2 County-06  TEST G2 County Test Company IDPH only Internal Menitoring Site \isit  Editing  11/27/2014
TEST G 2 County-05  TEST G2 County Test Company IDPH only Internal Menitoring Site \isit  Editing  11/29/2014
TEST G 2 County-04  TEST G2 County Test Company IDPH only Internal Meonitoring Site \isit  Editing  11/28/2014
Test WIC-03 Stacey Hewitt TEST for WIC pre-post Public Health, lowa Department of Comprehensive On-Site Visit  Editing  12/09/2014

Test WIC Edgerton FO-01 Stacey Hewitt WIC REPOST for Edgerton pre-post TEST Public Health, lowa Department of Comprehensive On-Site Misit  Editing  11/21/2014
Showing 1 - 11 of 11
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Click on the ID to view the entire form in read-only.

lowaGrants.gov

_

@Menu | B Help | 'ﬁLog Out \.iBau:k | |
, Site Visits
Submitted Site Visits Pending Site Visits
peUisits assigned e, vou personally sppear below.
1o} Organization Grant Title Program Officer Site Visit Type Status Due Date
est for Training S TEST application and site for training eocordinators and Grant Coordinator Comprehensive On-Site o T
ot Test Company |DPH only managers Tester Vistt . Submitted 027277 2015
TEST G 2 County-12 Test Company IDPHonly  TEST G 2 County John MeMullen Intemal Monftoring St Approved 11/2612014
Test MCHFP-08 E;E:fw“:::”;f'm Pre-post TEST for MCHFP RFA Stacey Hewitt Andrew Connet Comprehensive Or-S12. approved 02/27/2015
Test WIC-16 E::I-Ial.crlrrl-::{“;f ) Stacey Hewitt TEST for WIC pre-post Bruce Brown mmprer'e\r;_lssze L1 Approved 017302015
Test WIC-13 E;E:;rrlt:r:flm Stacey Hewitt TEST for WIC pre-post Bruce Brown a.,ompr-:lr'-:lxr;_lsslr Cn-Site Submitted 017237201
Public Health, | 5 o G hensive On-Site 1 1
Test WIC-10 D:p:nmrlaf e Stacey Hewitt TEST for WIC pre-post Bruce Brown LOmpre e\r;_lss._ﬁe r - Approved 01732015
Test WIC-0% Emﬁr;lm Stacey Hewitt TEST for WIC pre-post Bruce Brown wmpl—:'r'-:'xr;_;;l-:' DP'STL Approved 1273172014
Test WIC-08 E:-E:.crlrrl-:i:{“{;f lowa Stacey Hewitt TEST for WIC pre-post Bruce Brown memheﬁiﬁe On-Site Approved 017302015
Public Health, | . ~ C ehensive On-Site
Test WIC-05 D;-paH:1mE'r1 of e Stacey Hewitt TEST for WAC pre-post Bruce Brown ampr .\:.:: r Approved 0171872015
Public Health, lowa - - Comprehensive On-Site - A R
Test WIC-02 Department of Stacey Hewitt TEST for WIC pre-post Bruce Brown P Visit Submitted 11/187.2014
Public Haalth, lowa ~ s - - Comprehensive On-Site T
Test WIC FY16-03 Deparment of WIC FY'18 TEST- Official Stacey Hewitt skt Approved 0T/ 1572015
Public Health, lowa J— . y Comprehensive On-Site AT
Test WIC FY16-01 Department of WIC Fr 16 TEST- Official Stacey Hewitt isit Submitted 06/0172015
Showing 1 - 12 of 12

Note that the uploaded documents and letters may be opened from the view-only version (flat copy) by clicking
on the document:
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Review Type and Scheduling Information

Type of

Review: On-Site Review

Unkosd the oMicial ietter nodfjing the agency of the ugcoming revisw and any reguired aciion

Review .

Motife sticn Click on the document
Letter (from Contractor A Site Review Notificstion Letter Sept 2017 _doecx .

IDPH ta name to view the letter or
Contractor)

[ — uploaded documentation

TEIENE STEWOL,

P COmments about the reviswEchedied S8 wiST and incluge Four name Snd dste of the commg
SULMITIEE COMMESNIE.

Comments acknowledgement by September 28. Thanks, Stacey Hewitt 2/21/17.

IDFH Please read the motification letter, download the formn templates, and complete the ||

locumentation Templates, if needed

Description Documentation
Template A- for Test TEMFLATE.docx
Template B- for test TEMPLATE docx
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