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Checklist for Part 5
	Part 5                                   Grantee checklist - Grantee provides:

	B.
May respond to this section using a separate attachment, if preferred.
C.
Table 5.2 (DOA staff) Grantee Weatherization staff position information (separate Excel file).  PRIOR to the review, DOA staff will contact the grantee to discuss the best way to complete this table.
C.
Excerpt from Excel Table 5.3.  Complete and provide (via email) to DOA staff person conducting your review AT LEAST ONE WEEK PRIOR to your scheduled review.

D.
Table 5.4 (DOA staff) Grantee Quarterly production & customer service (separate Excel file).  Identify ONLY the requested grantee information (G) for this table. TIMING: The grantee should identify the numbers for 1, 2, 4 & 6 as close to the site visit date as possible.  DOA staff will fill in this table based on WisWAP reports and bring the completed table to the site visit for discussion.
Revised instructions February 2006
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Part 5.  Production/ operations/ capacity
A. Purpose/other

1. The primary emphasis of this part is an assessment of capacity.  Production and operations are analyzed based on requirements from the Weatherization Manual and contract.  The discussion of work flow is primarily informational and the purpose is to identify best practices and assess production capacity of the grantee.
B. Production capacity

1. If given the opportunity, would the grantee accept additional funding during the period of the contract?  NOTE that responses to all questions in section B may be provided in a separate attachment, if preferred by the grantee.
Yes/ No
2. If ‘yes,’ what steps would the grantee need to take to produce additional units?

Response
3. If there were unspent funds in the prior contract, explain why such funds weren’t utilized.

Response 

	Table 5.1 Grantee Weatherization Program unspent funds

	Grantee name
	'03-04
	
	'04-'05
	 

	Total budget
	
	 
	
	

	Total unspent (after close-out):
	         
	%
	
	%


4. If there were unspent funds in the prior contract, identify actions the grantee could implement (or did) to prevent this in current and future contracts.

Response
C. Production capacity, staffing & trends – weatherization program                         ON-SITE
1. Provide a current organizational chart for the weatherization program.

2. Provide the requested information on Weatherization program positions using Table 5.2 Grantee Weatherization staff position information (separate Excel file).  DOA staff will contact the grantee prior to the visit regarding completion of this table.
3. DOA provides most of the information for Table 5.3 DOA staff: Grantee Production capacity - trends (separate Excel file, provided after it is complete).  This table will be used to discuss trends in weatherization program budgets, production goals, actual expenses and production, and staffing for the current and past 2 contracts.  
4. PRIOR TO REVIEW, email the following information to the person conducting your review.  DOA will enter the information you provide in the excerpt into Excel Table 5.3.

a) Grantee: Provide the total FTE (full-time equivalent) using the definitions provided.  Total FTE should reflect FTE counted by identifying program support time and direct labor (measure labor) time based on the definitions.
b) Grantee FINANCE QUESTION: Provide estimated amounts spent on subcontracting for weatherization services.

	Excerpt from Excel Table 5.3 (send to DOA): Grantee production capacity - trends

	
	'03-04
	'04-'05
	'05-'06

	Weatherization Program staff

	 
	 
	Estimated


	Direct labor (measure labor) staff - total FTE
	
	
	

	Program support staff - total FTE
	
	
	

	Direct labor: Program support staff ratio
	formula
	formula
	formula

	
	 
	 
	 

	Subcontracting

	$
	$
	$ 

	Subcontracting $: Operations $ ratio
	formula
	formula
	formula


5. DOA staff & grantee:  Discuss trends and how position-to-production ratios have changed during the past 2 years.  
<<<<<<<<<<<<<<<<<<Use 2 EXCEL tables here for DISCUSSION>>>>>>>>>>>>>>>>

Table 5.2 Weatherization staff position information

Table 5.3 DOA staff: Production capacity - trends (DOA staff completes & includes Excerpt from Table 5.3 provided by grantee)
a) Identify any changes in organizational structure and staffing (e.g., increased number of positions, etc.) during the past 2 years.  
Response
b) What changes in staffing and/or subcontracting were made to meet increased production goals?
Response
c) How has the level of subcontracting changed over the last 2 years and why?
Response
d) Are changes planned for the current contract cycle?
Response
D. Reporting (Chapter 9 & contract)
1. Are there discrepancies between the closed units reported in the WisWAP User Reports Menu: Closed Building List and the grantee’s records?
Yes/ No – if ‘yes,’ explain.
2. Are there discrepancies between the WisWAP Monthly Production vs. Contract Plan Report?
a) For production:  Yes/ No – if ‘yes,’ explain.
b) For expenditures:  Yes/ No – if ‘yes,’ explain.
c) List and discuss any problems or concerns regarding planned vs. actual production and/or expenditures.
Response
3. DOA staff will come to the review with Table 5.4 (DOA staff) Grantee: Production & customer service (separate Excel file, print landscape, legal-size paper).  
a) DOA staff:  Discuss table with grantee
b) Grantee will provide actual numbers during discussion.
Response
c) Provide estimates for the time span (average number of months) by housing type to be added to Table 5.4 as follows by building type:
	This information is required for Table 5.4

	
	Average number of months

	Estimated average time span from…
	Single family
	Mobile home
	Rental

	A.  signature on supplemental application to audit 
	
	
	

	B.  audit to completion 
	
	
	


d) If there are seasonal or other variations by housing type, please describe.
Response
E.  Work flow analysis/ discussion (Chapters 1, 2 & 9)                                                  ON-SITE
1. Discuss your work flow and identify which staff members perform identified tasks.  Table 5.5 Duties by work flow, located at the end of this document, will be used to guide this discussion.

Response/comment
DOA response
2. Are WisWAP entries made within the required time period?  

Yes/ No – if ‘no,’ explain.
3. DOA staff:  Use Table 5.6 DOA staff: WisWAP data entry time tracking (end of document) to track the actual time for several units from end-of-stage to data entry.

DOA response
F. Quality assurance/ corrective action(s)

1. Discuss quality assurance results and other performance information from the perspective of position duties and work flow.
Response
2. Regarding the on-site inspection results from the most recent DOA inspection, what corrective actions or changes have been made in the following areas, if necessary:

a) Quality control  

Response
b) Contractor management
Response
c) Staff – management and training
Response
d) Final inspection 

Response
3. Quality assurance – Final inspection:  Provide the following information for staff that perform the final inspection and obtain the owner sign-off:
Response
	Table 5.7  Data analysis - final inspection process – current contract

	Staff name
	Position title
	LOS

	# units inspected YTD
	# units failed initial inspection

	# units failing DOA inspection


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


4. Regarding the inspection results from the most recent DOA inspection in which corrective actions needed to be taken, what changes have been made relative to this position/staff or process that conducted final inspections during that time period?
Contract date last corrective action required:   xxxx - xxxx

Yes/ No – if ‘no,’ explain.
	Table 5.5 Duties by work flow - Who performs the following tasks & in what order?

	Task Order
	Instructions for Task Order:  # or indicate NA


	Responsibility for task (name)
	Back-up/ alternate

	
	APPLICATION
	
	

	
	A-1
	Application imported from WHEAP
	
	

	
	A-2
	Grantee creates Home Energy Plus Program application
	
	

	
	A-3
	Verify Home Energy Plus Program certification/ application completeness & customer eligibility
	
	

	
	A-4
	Verify Weatherization Supplemental application completeness & customer eligibility 
	
	

	
	A-5
	Verify eligibility of dwelling unit
	
	

	
	A-6
	Prioritize application/ maintain priority list
	
	

	
	W-1
	WisWAP data entry – assign applicant to building ID
	
	

	
	W-2
	
WisWAP data entry – recertification date
	
	

	
	ENERGY AUDIT
	
	

	
	B-1
	Schedule/indicate audit priority
	
	

	
	B-2
	Schedule energy audit with customer
	
	

	
	B-3
	Conduct energy audit
	
	

	
	B-4
	Client signature on work agreement 
	
	

	
	B-5
	· Decision to deny or defer unit
	
	

	
	B-6
	· Notify applicant of deferral/denial
	
	

	
	B-7
	· Notify applicant of eligibility status & estimated date of service
	
	

	
	W-3
	WisWAP data entry – assign job to building ID
	
	

	
	W-4
	Entry of audit information into WisWAP
	
	

	
	MEASURE INSTALLATION
	
	

	
	D-1
	Purchase orders to subcontractors
	
	

	
	D-2
	(Contractor expeditor) Subcontractor oversight/ 
	
	

	
	D-3
	Coordination of crew work flow w/subcontractor work
	
	

	
	D-4
	Work scheduling of crews
	
	

	
	D-5
	Install measures
	
	

	
	D-6
	Supervise installation of measures
	
	

	
	D-7
	Receive & verify invoices
	
	

	
	D-8
	Verify materials & labor for completed measure 
	
	

	
	W-5
	WisWAP - entry of job measure costs
	
	

	
	W-6
	WisWAP - ‘ready to invoice’ (partial billing)
	
	

	
	
	
	
	

	
	FINAL INSPECTION
	
	

	
	E-1
	Determine job is ready for final inspection
	
	

	
	E-2
	Final inspection
	
	

	
	E-3
	Good faith effort to attain owner sign-off
	
	

	
	W-6
	WisWAP - entry of job completion date
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	Table 5.6 DOA staff: WisWAP data entry time tracking

	
	WisWAP building ID:  
	Date of:
	Elapsed:

	
	A.  End-of-stage (completion of activity)/

B.  Entry of…
	A.       End-stage
	B. WisWAP
	# working days 

	1
	A.  Accept application (supplemental received date)/

B.  Entry of building & customer information
	
	
	

	2
	A.  Audit/

B.  Entry of audit information/generate WisWAP work order
	
	
	

	3
	A.  Receipt of invoices &/or cost information/

B.  Entry of materials & labor
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	                        Work-in-progress – average (several invoices)
	

	4
	A.  Final inspection/ good faith effort for signature

B.  Entry of completion date
	
	
	

	
	
	
	
	

	
	Average
	
	
	


	Table 5.6 DOA staff: WisWAP data entry time tracking

	
	WisWAP building ID:  
	Date of:
	Elapsed:

	
	A.  End-of-stage (completion of activity)/

B.  Entry of…
	A.       End-stage
	B. WisWAP
	# working days 

	1
	A.  Accept application (supplemental received date)/

B.  Entry of building & customer information
	
	
	

	2
	A.  Audit/

B.  Entry of audit information/generate WisWAP work order
	
	
	

	3
	A.  Receipt of invoices &/or cost information/

B.  Entry of materials & labor
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	                        Work-in-progress – average (several invoices)
	

	4
	A.  Final inspection/ good faith effort for signature

B.  Entry of completion date
	
	
	

	
	
	
	
	

	
	Average
	
	
	


	Table 5.6 DOA staff: WisWAP data entry time tracking

	
	WisWAP building ID:  
	Date of:
	Elapsed:

	
	A.  End-of-stage (completion of activity)/

B.  Entry of…
	A.       End-stage
	B. WisWAP
	# working days 

	1
	A.  Accept application (supplemental received date)/

B.  Entry of building & customer information
	
	
	

	2
	A.  Audit/

B.  Entry of audit information/generate WisWAP work order
	
	
	

	3
	A.  Receipt of invoices &/or cost information/

B.  Entry of materials & labor
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	                        Work-in-progress – average (several invoices)
	

	4
	A.  Final inspection/ good faith effort for signature

B.  Entry of completion date
	
	
	

	
	
	
	
	

	
	Average
	
	
	


	Table 5.6 DOA staff: WisWAP data entry time tracking

	
	WisWAP building ID:  
	Date of:
	Elapsed:

	
	A.  End-of-stage (completion of activity)/

B.  Entry of…
	A.       End-stage
	B. WisWAP
	# working days 

	1
	A.  Accept application (supplemental received date)/

B.  Entry of building & customer information
	
	
	

	2
	A.  Audit/

B.  Entry of audit information/generate WisWAP work order
	
	
	

	3
	A.  Receipt of invoices &/or cost information/

B.  Entry of materials & labor
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	                        Work-in-progress – average (several invoices)
	

	4
	A.  Final inspection/ good faith effort for signature

B.  Entry of completion date
	
	
	

	
	
	
	
	

	
	Average
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�








�Direct labor (measure labor) staff - total FTE:  Provide full or partial FTE for time counted as direct labor (measure labor).  Program support - total FTE: Provide full or partial FTE for time counted as Program Support.


� If current staff total differs from estimated-by-year-end, plan to discuss.


� Identify approximate dollar total of weatherization services subcontracted.





� Length of Service (LOS) in months or years.


� How many units did this staff person fail when they performed inspections in the current contract?


� Information from the most recent DOA inspection.
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