AGENCY______________________________  DATE_________  FIELD REP______________________
TECHNICAL MONITORING CHECKLIST

Property Management - Inventory - Materials Quality - Safety 

PRE-VISIT

1. The program had _______ actual completions compared to ______ planned completions as of the end of last month.

2. Name and job title of person receiving T/TA offset or N/A. ______________________________

3.
Have the inspection staff been to E/I training in the past 2 yrs?


YES
NO 

4. When did the EC last attend training and which course(s) did they take?___________________

5.
At least one staff member has been to training for:

AC/heat pump testing








YES
NO

Stove CO testing








YES
NO 

Electrical efficiency measures






YES
NO 

Full worst-case backdraft testing






YES
NO 

6.
All inspection staff have successfully completed:

Inspector Orientation (if applicable)

YES
NO

Est/Insp I-Initial Inspection


YES
NO

Est/Insp II or Update/Final Inspection

YES
NO 

Required

Mobile Home Wx



YES
NO 
NEAT training




YES
NO 

HU Insp or Update



YES
NO

Manual J




YES
NO

HU replacement



YES
NO 

Retention head repl.



YES
NO 

Recommended
HU maint. & repair



YES
NO 

AC/Heat Pump



YES
NO 

Standards review



YES
NO



CEE





YES
NO 

7.
All installation staff have successfully completed:

Blower Door




YES
NO 

Required

House Diagnostics



YES
NO

Mobile Home Wx



YES
NO

Analyzing residential duct systems

YES
NO

Duct sealing/Intro to Pressure

YES
NO

Recommended
Standards Review



YES
NO

SW tubing/siding removal


YES
NO

CEE





YES
NO

QUESTIONS TO ENERGY COORDINATOR

8.
Production goals and status are tracked and communicated to staff? 

YES
NO

9.
Actual T/TA activities match the uses outlined in the G/PMP?

N/A
YES
NO

10.
Staff have been X-trained so absences do not interfere with production? 

YES
NO

11.
The EC visits _________ job sites each week.

12.
Each member of the field staff has a copy of the new WPS. 


YES
NO

13.
The new WPS have been reviewed by the HWAP staff. 



YES
NO

14.
Agency has NEAT 8.2.7.6 version. 






YES
NO

Local weather conditions and costs have been entered into the NEAT software. 
YES
NO  

15.
Inspection staff do HU diagnostics. 






YES
NO

16.
The INSP - CREW - BOTH run blower door tests (1-point tests). 


YES
NO

17. Each crew has a MAGNEHELIC - DIGITAL - NEITHER gauge.  If neither, why not and when will they be purchased?_______________________________________________________________

18.
Are HWAP materials/tools/equipment used by any other programs? 

YES
NO

19.
Are adequate maintenance procedures in place for:

Vehicles?


YES
NO
_________________________________________

Does their condition hinder production?





YES
NO

Tools?



YES
NO
_________________________________________

Does their condition hinder production?





YES
NO

Blowers?


YES
NO
_________________________________________

Combustion Analyzers?
YES
NO
_________________________________________

Blower Doors?

YES
NO
_________________________________________

If no to any of these, what is needed?______________________________________________

________________________________________________________________________________________________________________________________________________________

20.
Does the agency have an adequate written tool/equipment accountability

YES
NO


policy?  If no, what is needed? ___________________________________________________


____________________________________________________________________________

21. Are tool/equipment purchases planned or as needed?_________________________________

22.
Are past program year files adequately stored and maintained for the

YES
NO

appropriate time period?

23.
Is a client database maintained?






YES
NO

24.
Are adequate property (tools/equipment >$100, last > 1 yr.) records 

YES
NO

maintained?  If no, What is needed?_______________________________________________

____________________________________________________________________________

____________________________________________________________________________

25.
Is a physical inventory (tools/equipment >$100, last>1yr.) taken at least

YES
NO


every 2 years?

26.
Is the materials ledger handwritten or computerized?   (circle one)

27.
Is the ledger posted daily? 







YES
NO

28.
Are "stocking levels" and "order points" present and used?



YES
NO

29.
Are "units of issue" present and reasonable?




YES
NO

30.
Is "truck stock" used? 








YES
NO

If yes, is it adequately tracked? 






YES
NO

31.
Are "unit costs" determined and are they accurate? 




YES
NO

32. How are small items (fasteners, etc.) tracked and charged to jobs?  ______________________
________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________


____________________________________________________________________________


____________________________________________________________________________

____________________________________________________________________________


____________________________________________________________________________

33.
A monthly inventory count is done? 






YES
NO

Who is involved? ______________________________________________________________

34.
Are over/short reports done monthly? 





YES
NO

Are they used to DISCOVER - RECONCILE - CORRECT discrepancies?

YES
NO

35.
Who is responsible for the following activities?

Posting ledger
_________________________________________

Issuing materials   ______________________________________

Receiving returned materials
_____________________________

Reconciling over/short reports   ___________________________

36.
Does the agency or HWAP have staff assigned for OSHA oversight? 

YES
NO

If yes, name & title _____________________________________________________________

If no, are there plans to do so? 






YES
NO

37.
What, if anything, is being done to assure OSHA compliance?___________________________

____________________________________________________________________________
____________________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________

38.
Is the Lead-Based Paint (LBP) Notification Policy being adhered to? 

YES
NO


Are copies of the Confirmation of Receipt of Lead Pamphlet included


within the files of homes that were built pre-1978?




YES
NO 

WAREHOUSE

39.
Are ledger totals an accurate reflection of materials on hand?


YES
NO

Perform random sample physical count.

PHYSICAL

	ITEM/COST
	LEDGER
	ADJUSTMENT
	COUNT
	VARIANCE

	A.
	
	
	
	

	B.
	
	
	
	

	C.
	
	
	
	

	D.
	
	
	
	

	E.
	
	
	
	

	F.
	
	
	
	


40.
Are reasonable amounts and types of materials present? 



YES
NO

If no, what is needed? __________________________________________________________

____________________________________________________________________________

41.
Are the materials appropriate and cost-effective for their intended use? 

YES
NO

If no, what is recommended? ____________________________________________________

____________________________________________________________________________

42.
Do materials meet quality specifications? 





YES
NO

If no, what is needed?__________________________________________________________

____________________________________________________________________________

43.
Is a complete MSDS file present?   






YES
NO

44.
Are facilities and systems maintained to prevent loss, damage, and/or theft of
YES
NO  tools/equipment and/or materials? If no, what is needed?____________________________

____________________________________________________________________________

____________________________________________________________________________

45.       Are excess or damaged tools/equipment taking up needed space or causing
YES
NO

a problem?  If yes, do HWAP staff understand the proper procedure?  

YES
NO

If no, refer to PPM, Vol II, Chapter F. ______________________________________________

46.      Are excess or damaged materials taking up needed space or causing

YES
NO

a problem?  If yes, do HWAP staff understand the proper procedure?

YES
NO

If no, refer to PPM, Vol II, Chapter F. ______________________________________________

DCF AND/OR IN-PROCESS

47.
The crews are doing pressure pan tests. 





YES
NO

If no, why not? ________________________________________________________________

48.
The crews are doing at least the simple backdraft test before they leave the
YES
NO

home every day. If no, why not?___________________________________________________

49.      The crews are doing room-to-room pressure testing when there is a central

YES
NO

return. 

50.      The crews are doing zone pressure testing. 





YES
NO

51.
The Inspector is doing a moisture audit on every unit. 



YES
NO

52.
Describe the policies/procedures for documenting decisions made as to what was done- not done to the unit. ______________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

53.
Work seen on-site was in compliance with the WPS?



YES
NO

54.
Diagnostic equipment was being used correctly and decisions 


YES
NO

were based on diagnostic tests whenever possible?




55.
Materials selected for use were allowable, appropriate, and cost-effective?

YES
NO

56.
Crews/contractors had the necessary paperwork on-site?



YES
NO

57.       The crews/contractors appear to approach the job in an organized and

YES
NO

systematic manner?

58.
The job site appeared to be safe?






YES
NO

59.
The crews/contractors appeared to have all necessary safety equipment?

YES
NO

If no, what is needed? __________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

60.
An adequately supplied first-aid kit is present on each vehicle?


YES
NO 

If no, what is needed?  _________________________________________________________

____________________________________________________________________________

61.
Each vehicle had a recently charged fire extinguisher?



YES
NO

62.
Materials reported as installed were found to be present?



YES
NO

63.
High density insulation was achieved, where necessary, on a consistent basis?
YES
NO 

64.
The OVERALLS level was achieved in reasonable air leakage reduction?

YES
NO

65.
Has POI been purchased?  Was the policy available for review?


YES
NO

66.
Are Plate Pals being given to clients?





YES
NO
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