*HWAP Administrative* 

Review Instrument
Agency_____________Grant No._________ Field Rep_______________ Date_______              
Date of most recent visit__________________Type of visit______________________            

ODOD Pre-Visit Review  

1. Review previous field reports, responses, and OEE correspondences.  (OEE Files)

Issues:

2. What has the Grantee purchased (items needing OEE’s approval) in the last 12 months?  

      (i.e. vehicles, computer hardware and software).

3. Has the Grantee requested permission to dispose of excess or damaged property in the last 

      12 months?  (i.e. equipment and/or materials)

4. Review current Fiscal Reports, Financial Audits & Data Systems.  (i.e. over expenditures, cash on hand, production reimbursements, etc.)

Issues:

5. Are monthly financial and production reports accurate and received in a timely manner?

6. What energy conservation or housing rehab programs exist besides HWAP? (G/PMP, and Office of Community Services, OHCP, Utility Programs)

Programs:

7. Is the financial procedures manual current?  (Audit Office)

When was manual last updated?

8. Obtain the HWAP fiscal codes

9. Review past materials accountability assessments for the previous 12 months.

Variances:

Closed out?

Other:

10.   Has the program achieved their goals at this point during the current program year?

  Annual Planned Units _​​_____ Planned Units to date _______ Actual Units_______

11.   Review staffing from the management plan.  (look for names, positions and percentages)

12.   Review the client priority codes in the management plan.

13.   Review summary of client feedback.

Staffing & Organization
14. Are current agency & program staffing levels & patterns consistent w/ the approved plan?
Y - N 
If no, what are the changes and why isn’t it consistent?                                                                                                                                                                                                                                                                                   

15. Are key program functions adequately staffed?                                                                
Y - N 

Are actual duties/authority levels consistent w/ job descriptions?

                                Y - N 
Are job descriptions current & adequate?







Y - N 
If no, what is needed?
16. With what other energy conservation programs does the agency administer &/or coordinate with HWAP?                                                                                                                                                          

If there are other programs-please answer 60 & 61                                                                                                                                                                                                                                                17. How are eligible applicants obtained? 

Internal

External

Joint Application (Energy Assistance Programs) 

Is it effective? 









                   Y - N
What specific problems have been encountered?

18. Are job scheduling & work assignments planned in advance?



      
Y - N  

Is progress towards goal completion tracked against production schedules?                         
Y - N If no, what is needed?                                                                                                                                                                  

19. Does the program have a sufficient backlog of work at the following stages:

- App’s waiting for certification                           
       
Y - N 
- App’s waiting for inspection                           
       
Y - N 
- Jobs waiting on HU repair/H&S
                                
Y - N 
- Jobs ready for crews                           

        
Y - N 
- Jobs that are in-progress                           
       
Y - N 
- Jobs completed for the month                                
Y - N 
- Jobs completed for the year                           
      
Y - N 
How are the applications on file managed?

20. Are the client file & monthly reporting functions adequately staffed & organized to provide accurate, complete & timely information?









Y - N 
If no, what is needed?                                                                                                                              
21. Are pertinent current documents maintained in the program's administrative files?
           Y - N

- HWAP Policy & Procedures Manual


Y - N 
- Weatherization Program Standards


Y - N 
- Grantee/Provider Management Plan 


Y - N 

- HWAP Grant Agreement




Y - N 
- HWAP Insurance Policies



Y - N 
Are they accessible to the coordinator & other staff as appropriate?
                                           Y - N 
22. When was the last salary enhancement awarded?                                                                                                                                                                 

23. How is employee performance evaluated?

Training

24. Do employees have access to needed and applicable training?


           
Y - N
If no, Please explain.

25. How are training needs determined?

Who coordinates training?
Client Files 

26. Are required forms for client files present & complete?                                                        
Y - N  

If no, what is needed?                                                                                                                               
27. Is client file information accurate?                                                                                           Y - N If no, what is needed?                                                                                                                            

28. Is the filing system organized for easy retrieval for information?                                    
Y - N  

If no, what is needed?                                                                                                                              
29. Is additional, in-house (not required) documentation present as necessary?


Y - N 
If no, what is needed?                                                                                                                              
30. If a contracted job, is additional documentation present as necessary?


           Y - N 

If no, what is needed?                                                                                                                              
Client Services
31. Who is responsible for Consumer Education?                                                                                   

Have they been through training?








           Y - N 

What was the training?                             Where?                          Date?

Are Consumer Education activities occurring as required?





Y - N 

If no, what is needed?                                                                                                                              
32. Are outreach functions adequately staffed & organized to provide applications in sufficient numbers & in a timely & complete fashion?                                                                                 Y - N      

If no, what is needed?                                                                                                                                                                                                                                                                                             
33. Do HWAP outreach activities cover the entire geographic service area and inc. all types

of fuel suppliers?










         Y - N
If no, what is needed?                                                                                                                              
34. Does the client priority system adequately rank populations as required & is it used 

Consistently?
                                                                                                                     Y - N
If no, what is needed?                                                                                                                              
35. Are clients promptly notified of eligibility status & provided with routine information regarding time frames & procedures?










Y - N 

If no, what is needed?                                                                                                                              

36. Does the time involved to deliver program services appear reasonable?


Y - N 

If no, what is needed?                                                                                                                              

37. Does a written appeals procedure exist in accordance with the state plan?


Y - N 
If no, what is needed?                                                                                                                              
38. Does an adequate procedure exist for resolving client complaints at the local level?

Y - N 
If no, what is needed?                                                                                                                                
Procurement
39. Does the agency have all current reference documents & are they available to appropriate staff?










      




               
                  
    - Federal OMB Circular A-87 (Government)  




Y - N 
                                    - Federal OMB Circular A-102 (Government)                                   
Y - N 

                                    - Federal OMB Circular A-110 (Non-Profit) 




Y - N 

                                    - Federal OMB Circular A-122 (Non-Profit) 




Y - N

                                    - Federal OMB Circular A-133 






Y - N

                                    - CDD Cost Principles                                   




Y - N 

If no, what is needed?                                                                                                                              
40. Does the agency follow all of the correct procurement procedures for purchases?

Y - N 
Are the aggregate costs of goods & services tracked to determine if formal bid procedures must be used?  












Y - N 

If no, then what is needed?                                                                                                                                                                                                                                                                                     
41. Are there any transactions with "related parties” or "less-than-arms length" relationship?
Y - N 
If so, have they been handled in accordance with the guidelines?




Y - N 
If no, what is needed?                                                                                                                              
42. Are adequate internal controls present to prevent unauthorized purchases?


Y - N 
If "open" P.O.'s exist with local vendors, are controls present?




Y - N 
If no, what is needed?                                                                                                                              

43. Who is responsible for the following duties: (name &/or position)

Initiating purchases                                                              
Signing P.O.'s                                                                       
Soliciting bids                                                                       
Reviewing bids                                                                       
Selecting vendors                                                                       
Verifying receipt of goods and services                                                                       
Reconciling P.O.'s with vendor invoices                                                                       
Authorizing payment                                                                       
Signing checks                                                                       
From the above, does there appear to be an adequate segregation of duties?


Y - N 
If no, what is  needed?                                                                                                                             
44. Is it possible to trace materials from the point of purchase to the point of

installation?










           
Y - N 
If no, what is needed?   

PO#_________ PO Date________ Vendor ________________ Invoice #_______

Invoice Date ________ Material ___________Unit Cost ________ Total $_______

Job #________Check #________ Check Date ___________
PO#_________ PO Date________ Vendor ________________ Invoice #_______

Invoice Date ________ Material ___________Unit Cost ________ Total $_______

Job #________Check #________ Check Date ___________
PO#_________ PO Date________ Vendor ________________ Invoice #_______

Invoice Date ________ Material ___________Unit Cost ________ Total $_______

Job #________Check #________ Check Date ___________
45. Is there a monthly inventory done?                          





Y - N 
If no, what is needed?                                                                                                                              
Are HWAP and Health and Safety inventories recorded separately?




Y - N
46. Are procedures in place for cost-effective procurement?





Y - N 

Are prompt payment discounts taken advantage of?

47. What, if any, services are contracted?                                                                                              

                                                                                                                                                               If applicable, does the agency have a system for evaluating contractor performance?

Y - N 
If yes, what is it?                                                                                                                              

Are evaluation results used to make improvements in program performance?


Y - N 
If no, what is needed?                                                                                                                                    

48. Are factors other than price used for selection of vendors?




Y - N 
If yes, are they generally stated, in procurement guidelines, or specific to each purchase?                         Are they adequately documented?








Y - N 
If no, what is needed?                                                                                                                              
49. Are an adequate number of vendors contacted & is competition kept open?

           Y - N 
If no, what is needed?                                                                                                                             
50. Is cellulose insulation competitively bid according to federal procurement regulations & HWAP program requirements?










Y - N 
If no, what is needed?     

Fiscal

51. Are HWAP funds maintained in an interest bearing account?




Y - N 

If no, what is needed?                                                                                                                              
52. Does the program retain records in a safe place for the required time?


  
Y - N 

If no, what is needed?                                                                                                                              
53. Are employees that receive, hold, & disburse assets bonded?




Y - N 
If no, what is needed?                                                                                                                              
54. Are fiscal staff cross-trained so that work continues despite absences?



Y - N 
If no, what is  needed?                                                                                                                             
55. Who has access to unsigned checks?                                                                                               
Are records and checks secure from unauthorized use?





Y - N 
If no, what is  needed?                                                                                                                             
56. Does the energy coordinator receive and understand monthly financial reports?

Y - N 
If no, what is needed?

57. Are purchases assigned to the correct budget category & line item?



Y - N 
If no, what is needed? 

58.  Are there detailed materials accountability records that track materials usage?                  Y - N
If no, what is needed?
59. Are daily time sheets & attendance records maintained on all staff?



Y - N 
If no, what is needed?                                                                                                                             
60. For HWAP staff that work on other programs, are time & salaries properly charged to the 

programs & does clear documentation exist?







Y - N 
If no, what is  needed?                                                                                                                             
61. Is HWAP reasonably reimbursed for labor, materials, tools, & equipment used by other 

programs ?












Y - N
If yes, what is the system & procedure to accomplish this?

Is the reimbursement occurring monthly?







Y - N
If no to either question above, what is needed?                                                                                                                                                                                                                                                                                                                                                                                                                      Communications                                                                                                                                                               
62. What is your primary source of HWAP info?

63. Are technical publications made available to the technical staff? 

                  Y - N
If yes, what information is made available?

How is it made available?

64.  Are ODOD and/or OEE publications or updates distributed to all staff?                            Y - N
(eg. financial information, OEE Residential Update)

65. How frequently are HWAP staff meetings held? 

Management Information Systems

66. What are your computer capabilities?

(eg. hardware/software)

Is there a plan for updating your computer capability and what is it?

67. Is there Internet access to all staff?                                                                                       Y - N
If no, what is needed?

68. Do you have MIS staff or consultants to address computer needs and staff questions?      Y - N
If yes, who handles this function?

69. Is MIS training for all staff available to help operate and understand computers?                Y - N
If yes, please explain.

If no, what is needed?
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