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Part 0.  Weatherization Program Administrative Review Process – Overview & instructions
A. Purpose
1. This section introduces the Administrative Review Process and parts that follow.

2. Specific instructions and highlights of the process are included.
B. Overview

1. The overall goal of administrative monitoring is to verify that the local agencies that deliver weatherization services have the managerial and technical capacity to help as many qualified low income households as possible to save energy.   The stable and on-going delivery of quality services in a manner that is integrated, available, accessible and efficiently delivered is critical to meeting the energy needs of our customers.

2. Quality assurance administrative monitoring has multiple purposes – all of which are addressed through the Administrative Review Process:
a) identify best practices; 
b) assess capacity and risk, and identify the risk of non-compliance;

c) assess compliance and identify areas of concern; and 
d) identify areas of need for training and technical assistance.

C. Capacity & risk assessment

1. The review of information to assess capacity by analyzing trends, identify the potential for competing interests and potential areas of risk helps lay the foundation for making strategic decisions regarding allocations and reallocations.  This information is critical to customers and the future of the weatherization program in Wisconsin.  It will give decision-makers the ability to be pro-active rather than re-active as the program moves forward.

2. In addition to assessing capacity and risk, this process is designed to identify best practices.  This knowledge will reinforce the ability of the state weatherization program and grantees to be proactive.
D. IMPORTANT:  In advance of the review
1. Provide all requested information to the person that will be conducting your administrative review; by email, if specified and/or requested.
2. You will be required to complete specific portions of the review and submit them prior to the review (Part 6-rev., Parts 1-4,etc.).
3. Complete the Excerpt from Table 5.3 (Part 5) and email this information.  DOA will enter this information into the Excel Table 5.3, along with other information from WisWAP and provide to grantee prior to scheduled review.

4. Provide DOA with a copy of most recent grantee annual report (if one exists).

5. ADVANCE REVIEW of audit working papers and permanent file - To reduce potential duplication and save time for grantees, DOA staff will contact the grantee in advance of the visit to determine the grantee’s interest in utilizing this avenue to assess information.  The purpose for visiting the grantee’s audit firm and reviewing audit files is to eliminate or significantly reduce the time spent with the grantee going through Part 7.

E. GENERAL INSTRUCTIONS/ information for all parts
1. Grantees are contractually-bound to comply with a wide range of state and federal requirements and laws; not all items are covered in the Administrative Review.

2. Where applicable, specific sections from the weatherization manual are referenced (chapter.section.letter; e.g., 7.Q.2).
3. All questions are directed to the grantee, unless indicated otherwise.
4. Tables and questions for use by DOA staff include “DOA staff” in the table name or response area.  
5. Unless otherwise indicated, tables are located within each file/part.
6. Shaded cells (tables) indicate that DOA will provide the information (WisWAP, other).
7. ON-SITE means the section has one or more items that are best acquired through an on-site visit and the grantee should prepare materials for the visit, unless indicated otherwise.  Site visits may be scheduled to obtain or follow-up on any information.
8. Much of the information requested will be used to establish a PERMANENT FILE for each grantee.  This means that in subsequent reviews 'provide' will likely be changed to 'has anything changed?'
9. User-friendly formatting provides an indicator (Response) as to where the grantee should type in their response.  The context of the question or request determines if a response or optional comment is warranted.  Documents will be provided via email in advance of the review.  In Word, turning ‘on’ the Formatting Show/Hide button (located on standard toolbar) will make it easier to work within this format.

10. Note that Minimum Administrative Guidelines will be developed to use in conjunction with this review tool.
F. BACKGROUND:  This document and process were restructured to:
1. Make it easier to use – the document was broken apart and grouped topically (mirroring the order of topics in the Weatherization Manual).

2. Eliminate duplication – field-testing and grouping by topic helped eliminate duplication.

3. Provide data when available (DOA).  Where information is available in WisWAP, DOA may compile the information in advance of the review.

4. Clarify intent – the purpose is identified in each part and, where applicable, by specific questions (e.g., informational in nature, seeking best practices, assess compliance).
5. Increase the flexibility of the process – sections are designated as ON-SITE when that is the preferred (or only) method of collecting and verifying information.  All grantees will receive an on-site administrative review; however, DOA may consider other ways to collect some types of information in advance of, or after the visit.

6. Make the process less time-consuming for grantees – grantees have the option of giving DOA staff permission to review audit materials.  (See section D, above.)
G.   Guide to organization of all parts - by electronic filename
	Part 0: Filename: Wx_Grantee_Adm_Review_Instructions-Feb’06.doc

	Tab 0
	Part 0 - Administrative Review Process - Overview & instructions


	Parts 1 - 4: Filename: Wx_Grantee_Adm_Review_Parts 1-4_Programmatic-Mar’06.doc

	Tab 1
	Part 1.  Grantee resources, risk & miscellaneous


A.
Purpose/other

Table 1.1 Grantee completes prior to visit

B.
Grantee resources in weatherization/ housing 

Table 1.2 Grantee-run weatherization/ housing programs

C.
Staff retention/hiring 

D.
Weatherization staff 

E.
Subcontractor training & safety 

F.
Training

G.
Health & safety

Table 1.3 Health & safety equipment/ materials
H.
Vehicles & miscellaneous
	Tab 2
	Part 2 - General management & rental policy


A.
Purpose/other

B.
Deferral/denial 

C.
Applicant appeal process 

D.
Quality control system 

E.
Open records/public records 

F.
Limited proficiency customers 

G.
Conflict of interest policy 

H.
Weatherization of rental units 

	Tab 3
	Part 3 - Outreach & eligibility


A.
Purpose/other

B.
Intake & workflow process  

Table 3.1 Grantee source for applicants & waiting list #s
Table 3.2 Grantee process for application outreach/ intake - for discussion (end) 
C.
Outreach

D.
Priority policy & implementation

E.
Client files and records 

Table 3.3 DOA staff: Permanent intake/disposition log required information

	Tab 4
	Part 4  Property


A.
Purpose/other

B.
Property - Records

For DOA staff use:  Table 4.1 DOA staff: Property checklist (end)


Table 4.2 Required equipment - Inventory & Maintenance (end)
C.
Consumable materials

	Part 5: Filename: Wx_Grantee_Adm_Review_Part 5_Production-ops-capacity-Apr'06.doc

	Tab 5
	Part 5  Production/ operations/ capacity


A.
Purpose/other

B.
Production capacity

Table 5.1 Grantee Weatherization Program unspent funds 
C.
Production capacity, staffing & trends - weatherization program

Table 5.2 Grantee Weatherization staff position information (separate Excel file).  PRIOR to review, DOA will contact grantee regarding completion of this table.


 Excerpt from Excel Table 5.3 (completed by grantee in advance of review)
Table 5.3 DOA staff: Production capacity - trends (separate Excel file) DOA staff completes table using information sent by grantee and brings to review.  This is NOT sent electronically to the grantee.
D.
Reporting


Table 5.4 (DOA staff) Production & customer service (separate Excel file).  DOA brings table to review (completed prior to review using WisWAP data). 
E.
Work flow analysis/ discussion 

Table 5.5 Duties by work flow - Who performs the following tasks & in what order? (end)

F.
Quality assurance/ corrective action(s)

For DOA staff use: Table 5.6 DOA staff: WisWAP data entry time tracking
Table 5.7 Data analysis - final inspection process – current contract
	Part 6-rev: Filename: Wx_Grantee_Adm_Review_Part 6-REVISED-….Apr'06rev.doc

	Tab 6
	Part 6  Weatherization Program Financial


A. Purpose/other

B. General information
Table 6.1 Grantee program activity (annual) 
C. Partial billing
D. Control environment
E. Complexity of grantee - assessment of organizational capacity

F. Weatherization Program labor rate 
G. Weatherization equipment-sharing 
H. Checking costs of bringing monitored units into compliance 

I. Fiscal expenditure tracking & vendor payment 
Table 6.2 DOA staff - separate Excel file
J. Insurance
Table 6.3 Insurance summary - separate Word file
K. Claims

L. Pollution Occurrence Insurance - moved to Part 6b

Table 6.4 Subcontractors utilized in the weatherization program current contract 

	Part 7-rev: Filename: Wx_Grantee_Adm_Review_Part 7-REVISED-….Apr'06rev.doc

	Tab 7
	Part 7-rev.  Financial, risk & internal control


A. Purpose/other

B. Grantee financial/fiscal control & accounting procedures
C. Grantee cost allocation plan

D. Procurement procedures
Table 7.1 DOA staff:  Procurement approvals as required by grantee policies 
E. Records & record-keeping 

F. Inventory
G. Grantee financial/fiscal control & accounting procedures
H. Financial transactions

I. Control environment

J. Risk assessment - assessment of grantee capacity

K. Segregation of duties

Table 7.2 Fiscal duties - staff name & title 
L. Expenditure and source documentation
Table 7.3 DOA staff & grantee: Tracking documentation of funding source (end)
M. Job cost reduction 

N. IRS Form 990

O. Financial audit
	Part 8: Filename:  Wx_Grantee_Adm_Review_Part 8_Procurement-Feb’06rev.doc

	Tab 8
	Part 8  Procurement


A.
Purpose/other

Table 8.1 Grantee staff roles for sealed bid process

B.
Cost & needs analysis

C.
Purchases of $5,000 through $25,000 

Table 8.2 DOA staff: Vendor selection ($5,000 through $25,000)

D.
Procurement $25,000-plus - Request for Bid (RFB) 

For DOA use:  Table 8.3 DOA staff: Checklist for procurement records review (end)
E.
Requirements related to subcontractor files

For DOA use:  Table 8.4 DOA staff: Subcontractor file checklist (end)
F.
Verification of technical specifications & Standards for Conformance

G.
Procurement $25,000-plus - Affirmative steps outreach & bid design 
�





�









