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Part 6  Weatherization Program financial (rev. Apr'06)
A. Purpose/other
1. Questions from the original Parts 6 and 7 were regrouped due to the success of reviewing audit firm working papers/permanent file documents and using this information to address administrative review questions.  
2. Part 6 covers Weatherization Program finanacial areas that cannot be assessed through the audit firm visit. 
B. General information

1. Provide a copy of grantee financial/fiscal control & accounting procedures in advance of your scheduled review.  Response
2. What properties does the grantee have a vested interest in (list purchase price and current liability)? Attach list.
Response
3. Identify housing projects and management of rental properties that grantee is currently involved in or planning.  If this information is available in another format, please attach.

Response
4. Grantee's basis of accounting:   Response
5. What percent of the grantee's program activity is the weatherization program: Response
	 Table 6.1 Grantee program activity (annual)

	Weatherization/ Energy Assistance
	$xxxxxxxxxx                      
	%

	Other programs
	
	

	
Total program activities
	
	

	Management & general expenses
	
	

	

Total expenses
	$xxxxxxxxxx
	%


C. Partial billing of completed weatherization measures (informational)
1. Does the grantee use partial billing for completed measures in the current contract, or have plans to begin using partial billing?
Response
2. Has the grantee used partial billing in prior contracts?
Response
3. Identify any concerns or barriers to implementing partial billing?
Response
D. Control environment
1. How does the grantee ensure that agency personnel are aware of requirements of grants and contracts (and changes therein)?

Response
2. How is compliance monitored?

Response
3. (Chapter 7.A)  Grantees are required to notify the Division of any potential financial conditions that could adversely impact program operations. Examples of these conditions include pending legal activity by a vendor, client or employee; organizational cash flow shortages; allegations or investigations of fraud or embezzlement.  

a) In the past 3 years, has the grantee experienced any such potential financial conditions?

Response
b) If so, describe and indicate if the Division was notified.

Response
E. Complexity of Grantee – Assessment of organizational capacity
1. Identify any significant changes affecting the organization and the budget (overall organization).  This would include any new activities/programs never undertaken before (within the last two years).
Response
2. How did such changes impact the weatherization program? 
Response
F. Weatherization Program labor rate – Standard hourly rates for direct labor

1. How often does the grantee compare the variances between standard and actual hourly rates for direct labor?

Response
2. Has this rate been reconciled since the start of the contract?

Response
3. Regarding personnel that perform tasks both operational and program support in nature, is the grantee’s accounting system able to capture both categories of personnel cost?

Response 
4. Identify any concerns with implementation of the labor rate.

Response 
G. Weatherization equipment-sharing 

1. Does the grantee allow equipment or vehicles purchased with Weatherization Program funds to be used by other programs?  

a) Yes/ No
b) If ‘yes,’ provide a general listing of such equipment 
Response
c) If 'yes,' provide the grantee cost allocation plan for allocating these non-administrative expenses to the Weatherization Program.  

Response
H. Checking costs of bringing monitored units into compliance                                 ON-SITE
1. DOA staff:  Review a sample of costs incurred to bring units into compliance with the program specifications as a result of onsite monitoring activities. 
Contract year in which grantee had units brought into compliance:  DOA identifies year
DOA Response
2. DOA staff:  Identify source of funds used.  DOA Response
I. Fiscal expenditure tracking & vendor payment (Chapter 7)                                     ON-SITE
1. As requested, provide a minimum of 10 samples of items selected by DOA staff to track from work order, to purchasing, to finance.
2. DOA staff:  Track expenditures from program through financial records using:
Table 6.2 DOA staff: Expenditure tracking (separate Excel file).

3. DOA staff:  Review several (a minimum of 10 for each required contractor type) contractor payment transactions to verify that lien waivers are collected as required.  

DOA Response
4. Does the grantee incur fees or penalties for late payments to vendors?  
Response
5. Is there a formal process for handling a dispute regarding vendor payment?  If yes, describe.
Response
6. What is the average payment time period?
Response
7. Is the grantee paying all contractors within 30 days, assuming there is no dispute?
Response
J. Insurance (Chapters 2.G & 8)
1. Provide information on all insurance policies for which the Weatherization Program paid all or part of the cost for the previous and current contract year.  If copies of such policies will provide the information requested in Table 6.3 Insurance Summary (provided as a separate Word file), then it is not necessary to complete those parts of the table.

 Response
2. For each type of policy (identified in the previous question) allocated across multiple programs, describe how the cost is allocated.  If this process is described in your Financial Procedures/Policy document, a reference may be sufficient.  

Response
K. Claims (Chapters 2.G & 8)
1. Has the grantee incurred expenses for damage claims during the current contract and/or prior contract?  

a) Response
b) If ‘yes,’ identify dollar amount associated with each contract.

Response
2. What is the grantee procedure for handling weatherization-related claims for damages? 
Response
3. Do you pay such claims below your deductible?  If so, what funds (budget line) were used? 
Response
4. What was the dollar volume of such claims for each of the past two contracts?
Response
5. Are there any pending claims?  If so, describe.
Response
L. Pollution Occurrence Insurance (Chapter 8)
1. Provide a copy of the Pollution Occurrence Insurance (POI) policy & current certificate of insurance.  Provide a copy of the grantee’s most recent POI application, if such coverage will take effect in the current contract and is not yet in-force. 

Response
2. Describe the procurement process used by the grantee to acquire insurance specifically required for the weatherization program?

Response
3. Are subcontractors covered under the grantee's POI policy as ‘named insured’?  Yes/ No 

4. If 'yes,' what is the cost per 'named insured' and the number of 'named insured' covered under the grantee's POI policy?  

a. Cost per 'named insured'  $_________  

b. Number of 'named insured'  _________
5. If ‘No' (meaning the grantee requires subcontractors to provide their own POI coverage as identified in the weatherization manual), respond to the following questions:
a. How were such subcontractors informed of the requirement for pollution occurrence insurance?

Response
b. Does the grantee require a signed waiver from such subcontractors that indemnifies the agency and state?  Provide a copy.
Response
c. Provide copies of the POI certificate of insurance that the grantee collected from such subcontractors.
6. ALL GRANTEES:  Complete the following table and identify all subcontractors used in the weatherization program - regardless of whether they are required to have POI.
	Table 6.4 Subcontractors utilized in the weatherization program current contract

	Name of firm
	Subcontractor type (e.g., HVAC, water heater replacement, sidewalls, etc.)

	

	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


7. When using subcontractors that were not awarded a contract through the sealed bid process, describe the process the grantee uses to assure that such subcontractors have required insurance coverage:

Response 
8. DOA staff:  Verify grantee limits for Pollution Occurrence Insurance for the following:

a) per occurrence  $_______
b) aggregate for the policy term  $_______
c) deductible per occurrence  $_______
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Stand-alone information - respond to this request IN ADVANCE of your administrative review








� Questions are predicated on a range of state and federal requirements and laws.  Many of these requirements are specified in the contract and/or the Weatherization Manual (generally chapter 7).
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