Department of Energy
Washington, DC 20585

WEATHERIZATION PROGRAM NOTICE 12-5
EFFECTIVE DATE: December 1, 2011

SUBJECT: UPDATED WEATHERIZATION ASSISTANCE PROGRAM MONITORING

GUIDANCE
f the Weatherization
s ards and for the
ourees #0r Consumers (SERC)

vative Pilot Program (WIPP)

PURPOSE: To issue the updated monitoring policy and proced
Assistance Program (WAP or Program), for both annual Appr
Recovery Act awards, which includes the Sustainable Ener
Awards. This updated Guidance excludes the Weatherizati
and Weatherization Training Centers (WTC).

In addition, the overall goal of this Guidance is ibe the upcoming revisions to current
WAP monitoring processes as well as to provige additional®guidance and resources for Grantees
B

to strengthen and enhance their weatherization g plans.

SCOPE: The provisions of this Gurdance appWpto all Grantees applying for financial assistance
under the Department of Energy's E) P. This Guidance supersedes WPN 01-6 and
Section 4.0 of WPN 11-1, a i ted requirements related to all phases of program
monitoring. This updated uidance is effective as appropriate during the 2011
Program Year for both annu ppropriated awards and for the Recovery Act awards, which
includes the Sustaina sources for Consumers (SERC) Awards.

LEGAL AUTHORITY :¥Title IV, Energy Conservation and Production Act, as amended,
authorizes the DOE to administer the WAP (42 U.S.C. 6861 et. seq.). All grant awards made
under this Program shall comply with all applicable law including, but not limited to, the WAP
statutory authority (42 U.S.C 6861-6873), the American Recovery and Reinvestment Act of
2009 (Recovery Act) (Pub. L. No. 111-5) and 10 CFR Parts 440 and 600.

The WAP regulation, in 10 CFR 440.23(a) - Oversight, Training and Technical Assistance,
prescribes that DOE "shall monitor and evaluate the operation of projects carried out by
[Community Action Agencies] CAA’s receiving financial assistance under this part through on-
site inspections, or through other means, in order to ensure the effective provision of
weatherization assistance for the dwelling units of low-income persons.” Section 440.23(b)
states that "DOE shall also carry out periodic evaluations of a program and weatherization
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projects that are not carried out by a CAA and that are receiving financial assistance under this
part." (emphasis added)

BACKGROUND: The WAP has made significant progress over the last few years to establish
better training, technical assistance, processes, tools, and resources to assist the network in
providing the highest quality of work and services to the low-income families served by the
Program. It remains critically important that WAP funds be used cost-effectively and in
accordance with Program guidance, rules and regulations. Monitoring is the primary way to
ensure that the public purpose of the Program is being met at all times.

The Recovery Act established allocations and expenditure timeframes and directed Federal
agencies to provide the highest levels of transparency and accountabidiiy. Consistent with the
Recovery Act and continuing WAP practice, DOE has establishedfa ing process that
identifies three main goals:

» To ensure proper and timely use of funds and reali ected benefits.
» To provide transparency and accountability.

» To provide quality assurance and controls

Mvi more monitoring controls; DOE

ectign 4.0 on December 28, 2010. This
monigoring visits and efforts to review project
compliance with regulations, and to provide
annual on-site monitoring visits is based on the
Recovery Act grant allocationsa semi-annual to quarterly on site visits by DOE

nt amount received. In addition, POs also perform
biweekly, monthly, and gua gskiop reviews of program and fiscal reports. Depending on
the specific Grantee grantee situation or need, additional on-site visits may be
conducted by POs be imum prescribed number in the Monitoring Plan.

To communicate these new goals and how D
published Weatherlzatlon Program Notic 11 0

Quality Assurance: In addition to the increased on-site monitoring, WAP also instituted a
Quality Assurance (QA) Program . The QA Program’s goal is to assess the quality of
weatherization services provided under the Recovery Act. QA refers to the certainty that
products and services meet the requirements for quality and that proper documentation exists.
These QA visits are separate from the WAP on-site monitoring visits and are not included or
counted within the minimum on-site monitoring visit frequency.

QA visits were initiated in September 2011 by a subcontractor working on behalf of Oak Ridge
National Laboratory (ORNL) and will be made to every WAP Subgrantee that is weatherizing or
has weatherized units under the Recovery Act. The final QA reports will be provided to the POs
for use as reference materials in their ongoing monitoring efforts.
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GUIDANCE: DOE considers monitoring a necessary element to properly oversee the Program
at all levels of implementation — DOE, the Grantee, and the Subgrantee. This Guidance outlines
the expectation for monitoring at all levels.

As part of the Recovery Act ramp down activities, WAP will streamline its on-site monitoring
efforts with both Recovery Act and DOE Appropriated Program awards. WAP’s revised plan
will allow staff to effectively manage the Program’s outcomes and resource accountability. The
monitoring requirements, by entity, of the Program are as follows:

DOE On-Site Monitoring Process

As the Program prepares to ramp down from unprecedented Recovery Act funding to more
typical Appropriated funding levels, POs will focus their on-site monitoring visits over the next
year to resolve outstanding findings, concerns, and issues remainingdsem the Recovery Act
Program expansion. These visits will also allow POs to continue ification of training
n to the network.

to assist Grantees and Subgrantees in meeting their oversi ibilities. This includes the
development of consistent monitoring standards in appr
Federal regulations and Program Guidance docum

The WAP is adjusting its on-site monitoring f
remainder of the 2011 Program Year and beyon
Subgrantee situations, additional on-site Vi8i

Onissite M ing Checklists

To improve the documentati
checklists have been redes
Checklists include a sgction 10
Awards Administrati i
requirements of the gra

@) oring efforts of Grantees and Subgrantees, the on-site
pew Grantee Programmatic and Management Monitoring
ubgrantee review and another for SERC grants. There is also an
g checklist that documents the review of the financial

Grantees will be monitored against their current, approved State Plan. Grantees can expect POs
to review any or all of the components in the monitoring checklist during a monitoring visit. A
written monitoring report that contains the completed monitoring checklist(s) will be issued to
the Grantee within 30 days of the completion of the visit. The monitoring report will include:

e Specific monitoring assessments (findings, concerns, recommendations, commendations,
and best practices noted);

e ldentified training and/or technical assistance needs; and

e A schedule and/or due dates for any follow-up actions required by the Grantee.

During an on-site monitoring visit, the PO will review the Grantee’s program, administration,
and management activities. In addition, the PO will select specific Subgrantees to visit and
review how the Grantee is monitoring their weatherization operations. A component of the
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Subgrantee on-site monitoring includes Quality Management Assurance (QMA) visits, which are
technical visits to weatherized units. The QMA visits are detailed in scope and may be
conducted by a representative of WAP. At the time of the QMA visit, technical assistance may
be provided to the Subgrantees and/or their contractors.

In addition to on-site monitoring visits, the POs have regular communication with the Grantees
and conduct regular desktop monitoring reviews. As part of the desktop monitoring, POs will
use reference materials (conversations and correspondence, fiscal and programmatic reports, and
QA contractor data) to assist in this activity.

The on-site monitoring checklists and reports will be periodically reviewed and updated when
needed to either incorporate new program requirements or remove out-of-date information.

Grantee Monitoring of Subgrantees

oversight of the program implementation and work perfor
must include a description of their monitoring plan (Pla
111.6.3 of the Master File to ensure their Subgrantees’ qu
management controls are sufficient to meet DOE
include the monitoring method and the percenta
funds to be spent on monitoring.  Monitorin
described in Section 11.6 of the Annual File.

The Grantee is responsible for exec ivities identified in the State Plan approved by
DOE. This responsibility includes €nsuringghatgrant funds are expended in accordance with
applicable law, including regulation§,contained in 10 CFR 440; applicable OMB circulars; DOE
Financial Assistance Rule atherization Program Notices, and other procedures
that DOE may issue. The equired to include the following areas:

e must conduct comprehensive monitoring of each Subgrantee at
least once a year, p e a written report to the Subgrantee and maintain a file related to
monitoring which is &gcessible by DOE during its monitoring visits. The comprehensive
monitoring must include the following areas and details:

A. Approach. Th

e Programmatic and Management Monitoring
O Subgrantee Review

Financial/Administrative

Equipment/Inventory/Materials

Eligibility

Rental

Feedback and Reporting

Energy Audits

Field Work

Health & Safety

Quality Assurance

OO0OO0OO0O0OO0O0O0O0
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Training & Technical Assistance

SERC Monitoring (if applicable)

Staff or entity performing the monitoring

How monitoring results are handled and required follow-up procedures

O 00O

e Subgrantee Monitoring

Program Overview (Client File Review, Work Orders, etc.)
Financial/Administration

Inventory

Energy Audits

Qualifications & Training

Weatherization of Units

Health & Safety

Final Inspections

SERC Overview (if applicable)

Staff or entity performing the monitoring

How monitoring results are handled and required foll procedures

O O

O O0O0O0O000O0O0

e Financial Monitoring

o Financial Management/Accounting&ystemsiand Operations
o Audits

o Payroll/Personnel \

0 Vehicles and Equipment

0 Procurement

o Davis Bacon (Recov: cto

0 Sub-awards/Subgrantee Monijtoring

o Invoicing

0 Records Retg

o Staff or enti ing the monitoring

o0 How esults are handled and required follow-up procedures

Grantees are requir complete reviews of at least 5 percent of each Subgrantee’s
completed weatheriz&d units (with DOE funds). Grantees are strongly encouraged to review
units “in progress” beyond the 5 percent completed units, in order to assess: quality and
compliance; appropriate and allowable materials; appropriateness and accuracy of energy
audits (no missed opportunities); comprehensive final inspections; safe work practices, such
as lead safe weatherization protocols; and other factors that are relevant to on-site work.

If significant deficiencies are discovered, such as health and safety violations, poor quality
installation of materials, major measures missed, then the Grantee must require the
Subgrantee to take appropriate corrective action to resolve the outstanding issues in a timely
manner. The Grantee is also expected to increase both the number of units reviewed and the
frequency of monitoring visits to the Subgrantee until it can be assured that all deficiencies
are resolved.
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Once the deficiencies are corrected and procedures are put in place to prevent reoccurrence,
the Grantee may resume its 5 percent sampling of the Subgrantee’s work in subsequent
monitoring visits. The Grantee State Plan must describe the process for meeting this
requirement.

By the close of the program year, the Grantee is also required to have completed a review of
its latest financial audit. Failure to comply with this requirement is sufficient cause to require
special conditions to the grant under 10 CFR 600.212.

B. Exemplary Agencies. Previous Guidance suspended the designation of “Exemplary”
Subgrantees through March 2012. Under this Guidance, exemplary status is suspended until
further notice. DOE will revisit this topic at some point in the future and determine if there is
merit in reinstating exemplary Subgrantee status.

ing areas under the

C. Visit. At a minimum, the Grantee must follow the identifigé
in oring process. After

Approach section and ensure these areas are reviewed wit
the monitoring review is completed, the Grantee must )
observations and findings generated by the monitori iSi through an exit briefing.

during a visit, the Grantee must instruct the Su
Sensitive or significant noncompliance findings,
reported to DOE immediately.

Within 30 days after each visit, the G
that describes the current monitousi

recommendations, commendati
applicable. Subgrantee no

ediately resolve the issues.
aste, fraud, or abuse must be

ent (identify any findings, concerns,
ractices) and any corrective actions, if
repeated unresolved findings (based on a

D. Tracking and
including, financi

, must be tracked by the Grantee to final resolution. The WAP
recommends that t cking record developed by the Grantee include, but not be limited to:
findings, concerns, regommendations, commendations, best practices, corrective actions,
deliverables, technical assistance and training provided, and resolutions.

Annually, the Grantee is required to summarize each of its Subgrantees’ financial reviews,
program monitoring reports, and any outstanding issues and develop a Subgrantee
monitoring analysis overview that identifies each Subgrantee’s needs, strengths, and
weaknesses. The results of this monitoring analysis must be considered during annual
planning and must be available in the Grantee Office for the PO to review during Grantee on-
site monitoring visits.

E. Reporting. A narrative report including successes and significant problems must be
reported to DOE in the T&TA, Monitoring, and Leveraging Report. Only those official visits
that would normally be reported to DOE, not routine day-to-day activities, are required. The
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monitoring report is due annually, 30 days after the end of the reporting period. Ata
minimum, the monitoring report must include the following items:

Subgrantees monitored,;
Any major findings (waste, fraud, and abuse) and resolutions;
Trends with respect to findings, concerns or other issues;
Needed T&TA,
o Programmatic/Administrative
o Technical
o Financial
e Any Subgrantees that are considered high risk and plan on how to resolve; and
0 Subgrantees considered high risk for other programs or program management? (e.g.
LIHEAP; financial issues, etc.)
e Outcome activities involving T&TA and monitoring training

If a Grantee’s State Plan does not include the items above, thgif 2012 ust be updated
accordingly. Failure to submit the required reports within gihe al timeframe will result in a
hold being placed on grant funds.

Direct Servic ntees

In accordance with 10 CFR 440, the Grantee h
oversight of the program implementatio rmed by all its Subgrantees. In certain
select Native American tribes and U.S Grantee also serves as the Subgrantee by
providing WAP services directly togdow-incomg,families. This situation does not absolve the

onsibility to perform monitoring and

monitoring plan to be used 10 e identification of staff or contractors who will perform
specific oversight duti@s,and resgonsibilities. The Plan must include the monitoring method and
the percentage of train v nical assistance (T&TA) funds to be spent on this effort. The
Plan must be filed withiqftheir State Plan in Section 111.6.3 of the Master File. Monitoring
activities specific to the crrent Program Year are described in Section 1.6 of the Annual File.

The Grantee is responsible for executing the activities identified in the State Plan approved by
DOE. This responsibility includes ensuring that grant funds are expended in accordance with
applicable law, including regulations contained in 10 CFR 440; applicable OMB circulars; DOE
Financial Assistance Rule 10 CFR 600; WPNs, and other procedures that DOE may issue. The
State Plan is required to include the following areas:

A. Approach. The Grantee must conduct comprehensive monitoring its operation and a
written report must be filed and available for review by the PO during the on-site visit. The
comprehensive monitoring must be performed by Grantee staff or contractors not associated
with the daily WAP operation and must include the following areas and details:
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e Programmatic and Management Monitoring

o Financial/Administrative
Audits
Payroll/Personnel
Procurement
Davis Bacon (Recovery Act only)
Vehicles, Equipment, Inventory, Materials
Eligibility
Program Overview (Client File Review, Work Orders, etc.)
Rental
Feedback and Reporting
Energy Audits
Field Work
Health & Safety
Final Inspections
Training & Technical Assistance
Invoicing
Records Retention
SERC Monitoring (if applicable)
Staff or entity performing the monitgring

How monitoring results are handl€éd an ed follow-up procedures

B. Production. Since Subgrantees i X percent of all production and confirm
the quality and completeness of work rep@rting the completed unit to the Grantee for
reimbursement, Grantees are re plete reviews of at least 5 percent of each
Subgrantee’s completed weath ith DOE funds). In the Direct Service Grantee,
a separate review of at lea: ent offthe production must still occur. This review must be
or not associated with the daily operation of the
encouraged to review units “in progress” beyond the 5
rder to assess: quality and compliance; appropriate and
eness and accuracy of energy audits (no missed
ensive final inspections; safe work practices, such as lead safe
Is; and other factors that are relevant to on-site work.

OO0O00000O0O0O0OO0OO0O0O0O0O0OO0OO0OO

WAP. The Grantee is
percent completedguni
allowable materia
opportunities); com
weatherization proto

If significant deficiencies are discovered, such as health and safety violations, poor quality
installation of materials, major measures missed, then the Direct Service Grantee must take
appropriate corrective action to resolve the outstanding issues in a timely manner. The
Grantee State Plan must describe the process for meeting this requirement.

By the close of the program year, the Grantee is also required to have completed a review of
its latest financial audit. Failure to comply with this requirement is sufficient cause to require
special conditions to the grant under 10 CFR 600.212.

C. Visit. At a minimum, the Grantee staff or contractor must follow the identified
monitoring areas under the Approach section and ensure these areas are reviewed within their
monitoring process. If Health and Safety issues that present imminent danger to people in
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the house are found during a visit, the Grantee must immediately resolve the issues.
Sensitive or significant noncompliance findings, such as waste, fraud, or abuse must be
reported to DOE immediately.

D. Tracking and Analysis. All the results of Grantees monitoring including, financial
reviews, must be tracked by the Grantee to final resolution. The WAP recommends that the
tracking record developed by the Grantee include, but not be limited to: findings, concerns,
recommendations, commendations, best practices, corrective actions, deliverables, technical
assistance and training provided, and resolutions.

If a Direct Service Grantee’s State Plan does not include the items above, their 2012 Plan must
be updated accordingly. Failure to submit the required reports within the allocated timeframe
will result in a hold being placed on grant funds.

CONCLUSION: The performance of the Program is contin
WAP staff and funding decisions at the Congressional and

order to properly document the compliance by all
appreciates the many contributions that continu

¢ Weatherization and Intergovernmental Program
pergy Efficiency and Renewable Energy

Attachments

e Attachment 1: Programmatic & Management Checklist (Grantee Review)
e Attachment 2: Subgrantee Checklist





