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SECTION 1.00: Overview

The purpose of this section is to provide an overview of the Weatherization Assistance
Program in New York State.
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Section: 1.00 Overview

Sub Section:

1.01 About the Weatherization Assistance Program

The purpose of the Weatherization Assistance Program (WAP) is to install energy
conservation measures in the homes of income-eligible persons, especially homes occupied
by the elderly, persons with disabilities, and children. Funds are targeted to the most cost-
effective conservation measures, determined from an on-site energy audit of the building.
The program is intended to reduce national energy consumption, particularly of imported oil,
and to reduce the impact of higher energy costs on low-income families.

In New York, Homes and Community Renewal (HCR) administers the program through a
network of highly skilled subgrantees that
counties. Subgrantees provide energy conservation services through their own trained crews
and by subcontracting work to local contractors. Energy conservation measures funded
through the program range from air sealing, to prevent infiltration of cold air and reduce
drafts, to installation of insulation to significant repairs and modifications to heating systems
in large apartment buildings. The program assists all types of housing units, from small
homes to apartment buildings with hundreds of units.

HCR leverages the program with other state, federal, and local resources to achieve greater
results. HCR receives funding from the US Departments of Energy (DOE) and Health and
Human Services (HHS), through the Low-Income Home Energy Assistance Program
(HEAP), to fund the WAP. HEAP funds are made available to the program through an
agreement with the New York State Office of Temporary and Disability Assistance (OTDA).
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Section: 1.00 Overview

Sub Section:
1.02 The Manual

The WAP Policy and Procedures Manual (Manual) has been prepared by New York State
Homes and Community Renewal (HCR), Office of Housing Preservation. The Manual is
intended for use by HCR and subgrantee staff. It incorporates information contained in
Federal and State regulations and the Weatherization Assistance Program State Plan.

The Manual was designed as a comprehensive reference on policies and procedures for the
management of the WAP. The Manual is also a contract document (Exhibit 5 of the WAP
contract) and adherence is required. The Manual also:

e provides information regarding WAP policies mandated by the State and Federal
government;

e outlines required procedures necessary for operation of the WAP;
¢ includes exhibits and charts to clarify requirements and procedures; and,

e provides instruction for completion of required forms.

The Manual is reviewed and revised as needed. Policy changes identified in the annual
Weatherization State Plan are included in the manual. Input from staff and program users is
considered when making changes to the manual.

The Manual is organized into eight sections. Section One provides an overview of the
program. Section Two details administrative requirements that subgrantees must follow in
operating the program. Section Three contains procedures for accepting applications from
eligible households, and determining eligibility. Section Four concerns special procedures for
documenting owner eligibility and assisting rental properties.

Section Five covers the technical requirements for evaluating buildings to be assisted,
installing energy conservation measures, ensuring that health and safety issues are
addressed, and quality assurance procedures. Section Six addressed certain building
conditions that may preclude assistance, and other related services. Section Seven provides
the payment and reporting requirements, and Section Eight sets forth procurement rules that
apply to the program.
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Section: 1.00 Overview

Sub Section:

1.03 Program Organization

State Administration

HCR administers the WAP in New York State through its Office of Housing Preservation
(OHP). HCR has offices in Albany, Buffalo, New York City and Syracuse. Contract
administration, policy planning and reporting, technical assistance, and logistical support
functions are administered from the central office in Albany. Regional office staff provide
program field monitoring and technical assistance to subgrantees, and report to the Field
Operations Manager.

Fiscal field operations are supervised by the Fiscal Field Supervisor, in the Fiscal
Compliance unit. Fiscal field representatives are located throughout the state. The Fiscal
Compliance Unit has responsibility for fiscal compliance issues including internal audits
performed by state and federal entities as well as other fiscal compliance matters. Fiscal
compliance unit staff reports to the Fiscal Compliance Manager.

Weatherization program management staff are responsible for compliance with Federal
program requirements, development of policy initiatives, and general program administration.
The Bureau also coordinates the activities of the Reporting, Payment, Contract, Historic
Preservation, and Training and Technical Assistance units. Staff working on these activities
report to the Weatherization Program Manager.

The Training and Technical Assistance (T&TA) Unit is responsible for the preparation and
delivery of training and technical assistance to staff and subgrantees. T&TA activities are
designed to improve all areas of program operation. Training for subgrantees is available on
all technical, regulatory, and fiscal aspects of the program. Training and technical assistance
is typically delivered by technical service subgrantees or through other contracted services.

The Reporting Unit is responsible for contract administration and reporting, tracking
allocations, payment processing, and reporting to DOE, NYS OTDA and other agencies. It
also maintains the Weatherization Data Collection and Reporting Database which is used to
track program activity (see Chapter 7).

Subgrantees
In accordance with 10 CFR Part 440, an entity that receives a grant of funds from HCR to

manage a weatherization project is considered a WAP Subgrantee.

HCR enters into contracts with subgrantees to perform WAP services within specified service
areas throughout the State. A service area may range in size from several counties with
hundreds of square miles to several square blocks within a major metropolitan area. HCR
may also select statewide or regional subgrantees on a temporary or permanent basis to
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serve targeted portfolios. All areas of New York State are covered by a subgrantee. In cities
served by more than one subgrantee, service areas have been mapped and boundaries
defined by census tracts.

Any changes to the service area of a subgrantee must be submitted to the HCR for approval.
HCR will review the request working with adjacent subgrantees to avoid unnecessary
duplication. Any subgrantee that wishes to weatherize a building outside of their specified
service area in a joint venture to complete a building with another subgrantee must obtain
prior approval from the HCR regional supervisor.

Contracts between HCR and subgrantees are for up to five years, and typically identify a
specific minimum number of dwelling units to be weatherized within a specific period of time,
referred to as the annual budget period. Contracts with temporary subgrantees, or for
limited-duration activities such as special projects (see Funding section, below), may be of
shorter duration. The contract requires the work to be performed in accordance with all
regulations, policies and procedures, and priorities set forth in this Manual and all other
contract documents. Subgrantees may have a variety of organizational structures in place;
however, the organizational structure of a subgrantee is subject to the approval of HCR as
part of the budget and contract approval process.

Weatherization Assistance Program
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Section: 1.00 Overview

Sub Section:
1.04 Funding

The New York State WAP has two principal funding sources: DOE and the US Department of
Healthand HumanSer vi ces (a portion of the Stateds all
WAP). WAP funds are allocated in New York State by a formula which takes into account

climate and the number of income-eligible persons in each county. Funds are also made

available on a competitive basis at times to meet specific program goals.

The first factor in the allocation formula is determined by the heating and cooling degree days

for each county. The r at i olingodégree days o the Nawryorky 6 s h «
State average is this first factor in the allocation formula. The second factor in the allocation

formula is determined by the number of income-eligible persons in each county. The number

of each c o u-eligihiedpsrsonsrdigidedt® the total number of income-eligible

persons in the State yields a percentage of the total income-eligible persons for each county.

This percentage is the second factor in the formula.

These two factors, the percentage of income-eligible persons in each county and the ratio of
each countyodos heating degree days to the New Y
determine the final percentage for each county.

DOE Funding

DOE distributes funding to the states based on a formula which takes into account income-

eligible population and climate conditions, as established in the Federal regulations. New

Yorkds allocation is distributed to subgrantee:
regulation. Policies and procedures of the WAP are governed by Federal statute and

implementing regulations set forth in Title 10, Code of Federal Regulation, Parts 440 and 600

as well as periodic grant guidance from DOE.

The American Recovery and Reinvestment Act provided additional funding to HCR for the
WAP in 2009. Unless otherwise indicated, all provisions of this manual also apply to
Recovery Act funds.

HEAP Funding

Additional funds for WAP are provided through the State OTDA, which receives an allocation
of HEAP funds from the US Department of Health and Human Services to assist eligible
households in meeting home energy costs. In accordance with legislation passed by the
NYS Legislature in 1992, 15% of the HEAP funds received by the State are targeted for
weatherization and energy-related repairs. A portion of this funding is provided to HCR for
the WAP, in accordance with a Memorandum of Understanding (MOU) with OTDA.

Weatherization Assistance Program
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Sustainable Energy Resources for Consumers

In 2010, DOE provided additional American Recovery and Reinvestment Act (ARRA) funds
to HCR through their Sustainable Energy Resources for Consumers (SERC) initiative. This
section provides guidance specific to those subgrantees that were awarded SERC funds
through this initiative.

SERC is intended to expand the WAP for materials, benefits and renewable and domestic
energy technologies not currently covered in the program. Specifically, SERC seeks the
integration of solar thermal water heating systems and vertical wind turbine generators in
both single family residential structures and multi-family units. Solar thermal systems collect
incoming solar radiation from the sun and transfer it into usable heat energy at the expense
of the electric used to run pump stations. Vertical wind turbine generators reduce or eliminate
the cost of electricity to assisted households.

Eligibility for SERC

Only WAP-eligible households with incomes below 60% of state median income, are eligible

for assistance. Participants will be chosen from households receiving traditional energy

efficient renovations funded through their concurrent WAP contracts. Participation in SERC
projects wil/l only be offered to househol ds whi
physical layout will maximize the effectiveness of solar thermal systems or vertical wind

turbine generators.

SERC Cost Per Unit

DOE has set the statewide average SERC cost per unit (CPU) at $ 12,000 and limits any
individual expenditure per unit to a maximum of $ 30,000. The average CPU is inclusive of all
costs (i.e. program support, health and safety, administration, etc). The estimated number of
units to be served is based on the type, cost and number of SERC technologies planned for
installation.

SERC Training and Technical Assistance

SERC training and technical assistance funds may only be used to provide training of the
workforce to install SERC technologies for which grantees have been approved and funded,
and training of assisted households in the proper operation and maintenance of the SERC
technologies installed. These costs are included in the SERC cost per unit average.

SERC Health and Safety Costs

Energy-related health and safety costs and incidental repair costs are allowable when
necessary for the proper performance of the installed SERC measure. For all SERC units
the combined costs for energy related health and safety and incidental repairs must not
exceed $1,200 per unit. General repair and rehabilitation costs are not allowed.

Weatherization Assistance Program
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Section: 1.00 Overview

Sub Section:
1.05 Policy Advisory Council and Subgrantee Task Force

As required by Federal regulations, a Policy Advisory Council (PAC) assists in the
development and implementation of the WAP and advises HCR on a broad range of issues
relating to WAP. The PAC is broadly representative of organizations that provide services to
low-income persons in New York State. PAC meetings are held regularly throughout the
contract/budget period. Travel by PAC members to PAC meetings is reimbursed by HCR.

A Subgrantee Task Force consisting of subgrantee representatives (usually weatherization
directors) from across the State provides an opportunity for local program operators to meet,
identify, discuss, and resolve a wide variety of program issues. Subgrantee Task Force
meetings are held regularly throughout the contract/budget period and may be either
statewide or regional in scope. Although the Task Force has no authority in law or
regulation, it is an important source of communication for the identification and development
of program and policy issues. Travel by weatherization directors to the Subgrantee Task
Force meetings is reimbursed by HCR.
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Section: 1.00 Overview

Sub Section:
1.06 State Plan

A Weatherization Assistance Program State Plan (State Plan) is developed annually by HCR
as part of the State's application for Federal WAP funds. The State Plan is used as an
overall guide for program operation and outlines the State's objectives for the expenditure of
funds received from DOE and OTDA. It identifies the local subgrantees contracted to carry
out the State's WAP activities, projects the allocation to be awarded to each local
subgrantee, and lists the number of units expected to be weatherized during the annual
budget period.

Before the State Plan is submitted to the DOE for approval, it is reviewed by the PAC and
public hearings are held to obtain comments. These hearings provide an opportunity for
subgrantees, local leaders, WAP participants, and citizens, to comment on program
operations, community needs, and subgrantee performance. WAP staff and subgrantees are
encouraged to publicize the hearings to WAP participants. The final State Plan is submitted
to DOE for approval after consideration of comments received. The approved State Plan
becomes a part of the WAP contract.
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SECTION 2.00: Administrative Requirements

The purpose of this section is to set forth general administrative requirements of the WAP in
New York State.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.01 Subgrantee Roles and Responsibilities

Subgrantees administer the WAP on the local level. They are the first point of contact for low
income households, who are the primary beneficiaries of WAP assistance. They are also the
contact for multifamily building owners, who are also partners and beneficiaries. They
perform most of the functions that are necessary to meet program goals, and follow
procedures to ensure compliance with all program requirements.

Subgrantees are responsible for ensuring that WAP funds are only expended on eligible
activities and on behalf of eligible households. They are responsible for meeting the energy
conservation and technical performance goals of the program. Together with HCR and other
program partners, subgrantees foster the technical advancement of the program and provide
the public Af ac eSubgrahteesvaenatsdiresponsible for cooperating with
HCR in providing information to DOE, other State agencies such as the Office of the State
Comptroller and OTDA, and to the public.

Subgrantees, by contract with HCR, are responsible for meeting all of the terms and
conditions of this manual and other contract documentation. Any subgrantee with questions
on any provision in this manual is encouraged to contact HCR.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.02 Required Subgrantee Documentation

HCR is required to keep certain documentation on file from all subgrantees. The following
documentation is required from each subgrantee and must be revised and updated annually:

Subgrantees

¢ Copy of subgranteeds incorporation papers (|
any amendments to date;

¢ Copy of the subgrantelawn8s current corporate |

e List of the current members and officers of the board of directors as well as their
mailing addresses and their terms of office;

e List of individuals authorized to sign contracts and amendments on behalf of the
subgrantee;

e Proof of registration with the Department of Law, Office of Charities Registration, or
proof of exemption from this requirement;

¢ Incentive award criteria from subgrantee personnel manual;
e Applicable indirect cost rate approval documentation;

¢ Documentation that subgrantees are making good faith efforts to comply with rules for
hiring new staff in accordance with the OTDA MOU as follows: 1) When hiring new
employees subgrantees shall employ, to the maximum extent practical, public
assistance recipients referred by local departments of social services to subgrantees
funded with HEAP or DOE funds; 2) advise subgrantees of the availability of programs
to promote employment of public assistance recipients and encourage subgrantees to
l'ist job openings with | ociand, departmentds o

e Proof of Insurance.

Units of Local Government

e Each of the above, plus a letter, on appropriate letterhead, stating that the
organization is a division, office, department, etc. of a unit of local government, signed
by the government official designated to sign contracts.

Native American Tribal Organizations
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e Eachofther equi rements | isted amapusalettBrSonbgr ant ees
appropriate letterhead, stating the organization is a Native American Tribal
Organization, signed by the official designated to sign contracts.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.03 Insurance Requirements

The subgrantee shall purchase and maintain such insurance as will protect the subgrantee
and HCR from claims set forth below which may arise out of or result from the subgrantee6 s
operations or performance of the work, whether such operations be conducted by the
subgrantee or by a subcontractor or anyone directly or indirectly employed or acting as an
agent by either for whose act any may be liable. HCR must always be identified as a named
insured, Subgrantees must also require their subcontractors to carry these levels of
insurance. Coverage must be provided for the following:

. Claims under Wor ker 6s Cefingnédotherssimiaon, di sabi
employee benefit acts;

Claims for damages because of bodily injury, occupational sickness or disease, or
death of its employees;

. Claims for damages because of bodily injury, sickness or disease, or death of any
person other than its employees;

. Claims for damages insured by personal injury liability coverage which are
sustained (a) by any person as a result of an offense directly or indirectly related to the
employment of such person by the subgrantee, or (b) by any other person;

o Claims for damages, other than to the work itself, because of injury to or
destruction of tangible property, including loss of use resulting there from;

. Claims for damages because of bodily injury or death of any person or property
damage arising out of the ownership, maintenance or use of any motor vehicle; and

Claims for damages due to loss of money or other property sustained through any
fraudulent or dishonest acts committed by any board members (officers) or employers.

The insurance required by this section shall be written for not less than any limits of liability
specified below, or required by law, whichever is greater. Such insurance shall also include
contractual liability insurance applicable to the subgranteed s o0 b | asgeotidedfor m the
agreement between HCR and the subgrantee.

1. Wor kers6 Cohmitsnsati on
(B) STALE....eeiiiieiiiiiiiiee ettt Statutory
(b) Applicabl e Feder.al... (.e...g....p.....L.Gtatygasyh or e me n
(c) Empl oy.er.d.s....L.i.a.b.i.l.i.t.y... $500,000 to Unlimited
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2. Comprehensive General Liability (including Premises - Operations; Independent
Contractordés Protective; Products and Compl
Damage)

(a) Bodily Injury (€ach OCCUITENCE).....coveeeiiiiiiiiiiiie e $500,000*
(b) Property Damage (each OCCUITENCE) .........uvvuiiieeeeeieieiiiiicie e eeeeeeeaens $500,000*
(c) Fire and Lightning Coverage $

*Instead of the $500,000 per occurrence limits in (a) and (b), the Contractor may opt to
obtain $1,000,000 Single Limit Liability coverage for bodily injury and property
damage.

3. Completed Operations and Products Liability shall be maintained for two years after
final payment.

4, Comprehensive Automobile Liability

(a) Bodily Injury

[ == T T o= £ ] 1T Statutory
(2) EACN OCCUITENCE. .....cceiiiiiiiiiiiiiiieeeeeeeeeee ettt Statutory
(b) Property Damage (each OCCUITENCE) .......cccuvvueiiieeeeeeeeeiiiiiee e e e eeeeenns Statutory

5. Fidelity Bond

A Blanket Employee Honesty Bond shall be maintained with HCR as a named insured
with a blanket rider for non-compensated board members (officers) in an amount
which represents the larger of the following two figures: a minimum of $100,000 or
30% of the total single-year budget amount.

Umbrella Liability Insurance: Commercial Excess Liability Insurance in the amount of
$1,000,000.

This provides additional coverage when the limits of insurance on an underlying policy are
exceeded. It protects when existing liability insurance policies cannot cover all expenses.
Standard business liability coverage will take care in most situations but umbrella liability
insurance will help ensure beyond standard coverage. It s@ requirement for participation in
many utility programs.

Pollution Occurrence Insurance

HCR requires that all subgrantees and their subcontractors carry Pollution Occurrence
Insurance (POI). If the subgrantee or subcontractor does not have POI, they must defer all
work that may bring them in contact with lead paint or dust until they have secured the proper
insurance. Heating System Contractors working exclusively on boilers are not required to
have POI insurance.
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Basic minimum limits of coverage:
e $500,000 per occurrence
e $500,000 aggregate for the policy term

e $2,500 deductible per occurrence

Certificates of Insurance

Certificates of Insurance in accordance with minimum requirements set forth above must be

on file with HCR indicating coverage beginning prior to commencement of the work. These

certificates shall identify HCR as the certificate holder and additional insured, and must

contain a provision that the insurer shall give notice that the coverage afforded under the
policies wildl not be cancelled and that HCRO6s |
least thirty days prior written notice has been given to HCR.

Should any of the above described policies be cancelled before the expiration date thereof,
notice will be delivered in accordance with the policy provisions.

Weatherization Assistance Program
Policies and Procedures Manual 19 Revised September, 2011



New York State Weatherization Assistance Program
Policies and Procedures Manual

Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.04 Bank Account Requirements

Insured Bank Accounts

In order to ensure that all WAP funds are properly safeguarded, WAP funds must be
deposited in either a financial institution insured by the Federal Deposit Insurance
Corporation or a credit union insured by the National Credit Union Share Insurance Fund.
Thisapplies to bot hWAP hceourd anth therowrnertinvestihent account. No
funds received directly from HCR or owner or program income sources can be at risk by
being deposited in a money market, certificate of deposit, bond, or other uninsured financial
instrument.

Interest Bearing Accounts
Non-profit organizations must maintain advances of federal funds in interest bearing
accounts, unless one of the following applies:

- The recipient receives less than $120,000 in federal awards per year;

- The best reasonably available interest bearing account would not be expected to
earn interest in excess of $250 per year on federal cash balances;

- The depository would require an average or minimum balance so high that it would
not be feasible within the expected total cash resources.

The interest earned by non-profit organizations from federal advance funds from the WAP
must be remitted quarterly to HCR. HCR will forward remittances to DOE.

Government organizations are not required to maintain advances of federal funds in interest
bearing accounts. However, if a government organization opts to use an interest bearing
account to deposit advances of federal funds, it is then required to remit interest in excess of
$100 per year to HCR on a quarterly basis.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.05 Contract Management

The WAP contract between HCR and the subgrantee is written for a period of up to five
years. These contracts are divided into budget periods, each typically for one year beginning
April 1 and ending on March 31 of the following year. Annual budgets are based on
estimated production of a minimum number of units at the maximum average cost per unit
(CPU). The contract stipulates that a subgrantee that averages a lower than maximum
average CPU must complete additional dwelling units in order to be eligible for
reimbursement of the full budget amount. Recovery Act funds and other special initiatives
may have budget periods that are longer or shorter than one year.

In addition, the subgrantee is responsible for the completion of the contract/budget goals
regardless of participation in any other projects that may be entered into by the subgrantee.
Funds utilized for coordinated projects (see Coordinated Work, Section 2.13) that do not
result in additional completed weatherized units must be replenished and used to complete
weatherized units within the budget period under the contract or within the next budget
period. Any program income remaining must be used during the next budget period.

Subgrantees are required to monitor their expenditures and production throughout each
budget period and make any adjustments necessary to complete their production goal and
fully expend their budget period allocation.

DOE regulations require that reimbursement cannot exceed actual expenditures on
weatherized dwelling units. Therefore, any subgrantee that completes dwelling units at a
cost per unit that is less than the average cost per unit in their last approved budget for that
budget period must complete additional dwelling units to fully expend the amount budgeted
for materials, labor and program support and be eligible for full reimbursement of these
expenditures for that budget period.

Subgrantees should assess their expenditures and production at the mid-point of each
budget period and again 90 days prior to the end date of the budget period. This should
include expenditures and production to date as well as any anticipated expenditures and
production through the end of the budget period. If the total projected expenditures or
production for the budget period has changed significantly from the last approved budget for
that budget period, or if the projected expenditures with budget categories vary significantly
from the last approved budget for that budget period, HCR regional office staff should be
consulted to determine if a budget amendment is necessary. It is the responsibility of the
subgrantee to analyze their budget and manage production and expenditures accordingly.

A copy of the budget period assessment shall be kept by the subgrantee and made available
to the HCR field representative upon request.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.06 Budget Amendment

Subgrantees are required to submit a budget amendment to reflect any adjustments to the
budget categories that are in excess of 10% or that include additions in personnel. An
amendment may also be used to reconcile the Unaudited Financial Statement at the end of
the last quarter of the annual budget period. An amendment is required whenever capital
equipment purchases are made after the initial budget approval. If the capital equipment
purchase will not be expended during the annual budget period, a budget amendment will be
needed to reprogram these funds to the following year, which will increase the contractual
unit production goal.

As previously stated, it is the responsibility of the subgrantee to analyze their budget and
manage production and expenditures accordingly, and to request budget amendments when
necessary.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.07 Prevailing Wage Requirements

Contracts funded with ARRA funds are subject to the Davis Bacon Act, which includes

prevailing wage requirements and other rules. Davis-Bacon wage requirements and

submission of weekly payroll reports only apply to ARRA contracts. Other program activities
funded by fAregul aro WAP f un detrequirepaymentohot f unde
prevailing wages.

However, subgrantees are encouraged to compensate employees in accordance with their
expertise and responsibilities to keep salaries competitive and to use training and technical
assistance resources to improve each employee® skills while assuring their health, safety,
and continued professional growth.

The American Recovery and Reinvestment Act (ARRA) required that all laborers and
mechanics employed by contractors and subcontractors on projects funded directly by or
assisted in whole or in part by and through the Federal Government pursuant to the
Recovery Act shall be paid wages at rates not less than those prevailing on projects of a
character similar in the locality as determined by the Secretary of Labor.

For WAP contracts funded with ARRA funds, all laborers and mechanics employed by
subgrantees and their subcontractors must be paid wages at rates not less than those
prevailing on projects of a character similar in the locality as determined by the Secretary of
Labor in accordance with subchapter IV of chapter 31 of title 40, United States Code (also
known as the Davis-Bacon Act). HCR staff can provide subgrantees with technical
assistance to understand and correctly implement the prevailing wage requirements
associated with ARRA funds. There are also specific reporting requirements associated with
the Davis Bacon Act and with ARRA.

For information on federal prevailing wage requirements and implementing rules, see the
U.S. Department of Labor, Wage and Hour Division website at http://www.dol.gov.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.08 Staff Functions/Titles

In general, there are two categories of subgrantee staff activities; administration and labor.
Staff members in titles assigned to the administration category perform management, fiscal,
and support functions. Staff in titles assigned to the labor category may have direct project
contact through individual applicant qualifying, may develop WAP work scopes, or may work
at the building site in oversight and actual delivery of WAP services. In some instances, staff
in administration titles may charge a portion of their time to labor if they are directly involved
with individual applicants or performing work at the building site.

The following lists identify titles that may be charged to the WAP contract. Use of any other
title for contract purposes must be approved by HCR. Please note that titles must
correspond to the functions of the employees. Where a title is charged to both administration
and labor, the proportionate share for each title must be approved by the HCR field
representative. Personnel charging salaries to both administration and labor categories must
maintain a daily log identifying labor-related activities. This daily log must be submitted to the
HCR fiscal representative for review at the time of the review of payroll. Titles must
correspond to the functions of the employee.

All WAP job descriptions/hiring records and personnel files must be available for review upon
request by either the HCR field or fiscal representative.

Titles with Salaries Allocated 100% Administration
Accountant
Account Clerk
Bookkeeper
Clerk
Comptroller
Deputy/Assistant Director
Director
Executive Director
Fiscal Specialist
Grants Manager
Fiscal Auditor/Officer
Human Resources/Personnel Specialist
Office Manager
Secretary

Titles with Salaries Allocated 100% Labor
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Building Analyst

Carpenter

Construction Manager

Crew Chief

Crew Foreman

Crew Laborer

Multifamily Building Specialist

Multifamily Hydronic Heating System Specialist
Crew Mechanic

Energy Auditor/Technician

Inspector/Field Representative

Intake Worker

Installer

Technician/Specialist

Technician/Specialist Heating
Technician/Specialist Insulation

Inventory Clerk

Production Coordinator

Program Coordinator

Data Manager/Data Entry (WAP portion only)
Receptionist (WAP portion only)
Weatherization Director (may be allocated either as 100% labor or proportionally to
both labor and administration)

Titles with Salaries Allocated Proportionately to both Administration and Labor
Administrative Assistant
Data Manager
Deputy/Assistant Weatherization Director
Clerk/Inventory
Clerk/Office
Director/Housing
Director/Weatherization
Director/Outreach
Maintenance Worker
Receptionist
Weatherization Director (may be allocated either as 100% labor or proportionally to
both labor and administration)
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Section: 2.00 Weatherization Program Administrative Requirements
Sub Section:

2.09 Electronic Data Collection, Management, Transfer

Subgrantees must have the capability to collect and manage WAP data electronically, using
the current Weatherization Data Collection and Reporting Database. In addition,
subgrantees must be capable of transferring and receiving WAP data, spread sheets, and
HCR text documents electronically as well as connecting to the internet'. (HCR text
documents are currently written with Microsoft Office Word 2007.)

Electronic equipment standards include:

Computer:
Minimum - 1 GHz or faster 32 bit (x86) or 64 bit (x64) processor

1 GB RAM (32 bit) or 2 GB RAM (64 bit)

100 GB hard drive

CD or DVD drive

Windows XP Professional Operating System with Service Pack 3
Windows Vista 32/64 bit with Service Pack 2

Windows 7 or Windows Server 2008

Recommended - 2 GHz or faster 64 bit (x64) processor

4 GB RAM

250 GB Hard Drive

CD or DVD drive

USB port(s)

Windows XP Professional with SP 2, Windows XP Tablet PC Edition with SP 2,
or Windows Server 2003 with SP 1

Minimum disk space: 231MB

The PC will need a video card capable of displaying a minimum of 800 X 600 pixels with 16-
bit color and a CD-R/W or DVD drive to install the Subgrantee version of the Weatherization
Data Collection and Reporting software and the Sybase SQL Anywhere 10 software.

Printer:

Ink jet or laser printer capable of printing the Consolidated Weatherization Status Report and
other WAP reports.

Modem/Network Card:

! Subgrantees should frequently check the HCR website for new program information (www.nysHCR.gov).
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56 Kbps modem - internal or external, or Ethernet network card (required to have the ability
to download updates to the Weatherization Data Collection and Reporting Data Base and
large documents needed to administer the program).

Electronic mail capability:

E-mail capability must include the ability to send and receive text messages and multiple files
to and from HCR. High speed internet service is recommended.

Local area networks (LAN):

The only LAN software guaranteed compatible with the Weatherization Data Collection and
Reporting Data Base by HCR is SyBase SQL Anywhere 10. This software has been made
available to each subgrantee by HCR.

Knowledge standards:

Employees operating the electronic data collection, management and transfer system must
be proficient in the use of Windows XP or greater; in file management using Windows
Explorer, including creating, opening, moving or deleting files and folders; in use of electronic
mail systems, t he ssystem and intermeascéss.olpmingdntthese g
areas is considered essential and an allowable expenditure in training and technical
assistance, program support or administration.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.10 Coordination with Other Programs

HCR encourages WAP subgrantees to partner with local housing and social service
providers, local governments, and federal and state agencies to leverage WAP resources
with other housing resources whenever possible. HCR policies requiring local housing
agencies to conduct energy audits on assisted projects is an example of the potential
benefits to HCR applicants from coordination between WAP subgrantees and housing
agencies.

HCROs Of fi ce oivatidghavill periodigally Publistslists of state and federally

financed properties that are priorities for WAP assistance. Lists of housing providers

participating in other HCR programs can also be made available. HCR recommends that

where WAP will be leveraged with other development subsidies to preserve and enhance

affordable housing, subgrantees should engage the housing provider as early as possible.

Coordination will be necessary to integrate WAP work into the larger project, and energy

audits can be a useful tool to help define priorities in the overall scope of work. Both parties

should be familiar with the goals and restrictions of all of the financing sources, and should

di scuss in advance how the subgr antoastr@ton wor k wi
schedule.

HCR WAP staff are available to help subgrantees connect and collaborate with local housing
providers. Subgrantees should contact their HCR field representative or regional supervisor
when leveraging resources, particularly if the property to be weatherized includes federal or
state financing. WAP supervisors will work with other programs and offices within HCR to
maximize resources, coordinate approvals, and avoid delays.

HCR is committed to an open and flexible approach to work strategically with WAP
subgrantees and local partners to maximize resources, save energy and preserve
affordability.

Although coordination is strongly encouraged, subgrantees are reminded that there are core
program principles that must be maintained as follows:

e Assisted households must be eligible under WAP rules; all WAP policies must be
followed

e There must be an approved WAP energy audit (EA-QUIP, TREAT or TIPS) with a
concern for health and safety, documenting the nature and scope of the work the WAP
is funding.

e Material and installation standards must meet WAP requirements.
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The WAP energy audit need not be a comprehensi:
mechanical and architectural systems from the housing quality standards perspective. Some
subgrantees may be capable of providing such building audits, but it is not a fundamental

requirement of the program and is beyond the mission and scope of the majority of

subgrantees. For the most part, the WAP energy audit is driven by the federal requirements

of the program and provides a comprehensive analysis of the energy systems providing heat,

hot water, and |lighting to the buildingds heat

The concern for the structural integrity of the building is limited to how it affects the

performance of the energy systems. As such, the WAP energy audit generally does not

focus on the condition of the roof, sidewalls, windows, plumbing and electrical systems as

discreet components but looks at them from the perspective of how they might impact or

adversely affectt he ener gy work proposed for tWAP buil di
can only fund work where the savings to investment ratio is 1.0 or greater, the program is

limited to activities and work that primarily focus on energy savings, often to the exclusion of

other priorities that the building tenants and or owners may initially have hoped would be

replaced; perhaps the best example of this is the replacement of windows when considered

against other priorities such as a heating system, air sealing, insulation, etc.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.11 Coordinated Work

Subgrantees may enter into agreements with outside funding sources and use WAP
resources to provide more comprehensive assistance to WAP applicants. This is considered
coordinated work. All such initiatives require written prior approval from the HCR regional
supervisor. These requests will be approved or disapproved on case by case basis
depending on the specific circumstances of each initiative. A letter must accompany the
request for approval and state the following minimum terms and conditions:

¢ Nature of the households to be served (re-weatherization, first time served);

e Program that WAP is coordinating with (local department of social services,
NYSERDA, etc.);

e WAP funds invested by budget category (project, materials, labor, program support,
other);

e Type of energy audit that will be used to identify the work;

e Size/scope of project initiative;

e Scope of work, range of investment anticipated to be provided to applicants; and,
e Other information determined by HCR regional supervisor as relevant to project.

WAP resources (materials, tools, staff, etc.) may be used to perform coordinated work and
the initial cost can be charged to the WAP. All costs incurred by WAP subgrantees in
accomplishing a coordinated workscope must be reimbursed by the outside funding source.

When reporting job costs to the Weatherization Data Collection and Reporting Database, it is
important to keep in mind the following:

e All funds expended in the course of providing services to WAP assisted households
are contract funds and must be documented in the Weatherization Data Collection and
Reporting Database.

e All program income funds expended within the WAP contract are considered to be
leveraged funds and are to be recorded as such.

Following are the conditions that must be met when performing coordinated work:
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1. A copy of any written agreement that the subgrantee enters into with other funding
sources for coordinated work must accompany the written request for prior
approval to participate.

2. All assisted households must meet WAP income eligibility guidelines.
3. The building analysis processes described in Chapter 5 of this Manual must be
used for the WAP portion of the work scope.

4. All work - both work funded by WAP and work funded by other sources - must be
performed in accordance with all WAP standards.

5. With the possible exception of that portion of the work classified as supplemental
work, all costs incurred must be reported along with WAP-funded work as work
completed with contract funds in the Weatherization Data Collection and
Reporting Database.

One type of coordinated work that subgrantees sometimes undertake may be considered
ASuppl e me n tSapplematdat work & work performed on an eligible unit that received
WAP funds after September 30, 1994, that is done in conjunction with the programs
administered by NYSERDA to benefit low income household.

Supplemental work may include additional energy-related repairs, replacing appliances and
equipment not covered by the WAP work scope when the unit was originally assisted by the
WAP, minor building improvements that enhance the scope of services being provided to the
household, and other related measures.

Units that receive supplemental work may also be eligible as coordinated projects for the
WAP but require prior approval from the HCR regional supervisor in each region. Prior
approval to administer a NYSERDA program as a coordinated initiative must be obtained
from the HCR regional supervisor in accordance with the above requirements before
commencing any work.

NYSERDA may provide an advance of funds to subgrantees participating in their programs
to cover costs incurred in performing this work. Work performed as part of a NYSERDA
program is not considered coordinated work unless WAP funds are expended to complete
the work and costs are charged to the WAP. If WAP funds are used to pay for work that will
be reimbursed by NYSERDA, the rules on coordinated work apply and the reimbursement of
those funds is considered program income.

If no WAP funds are used, subgrantees are required to notify HCR prior to participation in the
NYSERDA program, and to report on supplemental work performed when requested by HCR
representatives. Where NYSERDA will fund staff time or equipment currently budgeted in
the WAP contract, a contract amendment may be required prior to commencement, to
accurately reflect all funding sources.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.12 Program Income

Program income is gross income earned by the recipient that is directly generated by a
supported activity or earned as a result of WAP activities. Program income includes income
from fees for services performed, the use or rental of real or personal property acquired
under federally-funded projects, the sale of commodities or items fabricated under an award,
license fees and royalties on patents and copyrights, and from payments of principal and
interest on loans made with WAP funds. Interest earned on advances of DOE funds is not
program income - rules concerning the remittance of such interest can be found in Sub
Section 2.04. Program income does not include rebates, credits, discounts, etc., or interest
earned on any of them.

Program income funds include funds received for coordinated work and funds received for
rental of WAP tools and equipment for fee-for-service activities. Before program income
funds can be expended, a Program Income Expenditure Plan (Form HCR#1) must be
approved by the HCR regional supervisor. The plan must be prepared at the beginning of the
annual budget period and may be modified during the budget period.

¢ Program income funds must be accounted for separately; and expended before any
other program funds are spent.

e Up to ten percent of the program income funds received may be used for eligible WAP
administration costs.

e Up to ten percent may be used for training and technical assistance.

¢ A minimum of 80 percent of the funds received must be used for WAP services in
compliance with DOE regulations.

e Program income received within an annual budget period must be included on the
Program Income Expenditure Plan (Form HCR#1) and submitted to the HCR regional
supervisor, in writing, with all required signatures for approval. These funds should be
spent before any other funds.

e DOE will maintain a reversionary right to all tools and equipment purchased with
program income.

e All program income received during any given budget period must be identified in the
Unaudited Financial Statements.

¢ Interest income earned on program income funds may be retained by the subgrantee,
and shall be used at the di scr ettheoonporad t he
purposes of the subgrantee organization.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.13 Incentive Compensation

Incentive compensation can be an important benefit for the WAP. It can help attract and
maintain qualified employees. It can also serve as a motivator for maintaining high employee
performance, fostering the willingness to participate in various initiatives involving more
attention to detail, and coordination, possibly completing more production, or achieving
significant energy savings beyond what can reasonably be expected under normal
circumstances.

The federal regulations allow this cost in OMB Circular A-122, Attachment B, Paragraph 7 (i),
it states:

Al ncent i v dionto@mpbogerssbased on cost reduction, or efficient
performance, suggestion awards, safety awards, etc. are allowable to the
extent that the overall compensation is determined to be reasonable and such
costs are paid or accrued pursuant to an agreement entered into in good faith
between the organization and the employees before the services were
rendered or pursuant to an established plan followed by the organization so

consistently as to imply, in effect, an

The conditions for incentive compensation to be an allowable cost for the WAP are as
follows:

« Subgrantee personnel policy and procedures manual must discuss the treatment of
this benefit.

« This cost must be included in the initial budget for the budget year.

« The amount of the compensation must be pre-determined and reasonable. There is a
relationship between the compensation and the act to earn it. Employees eligible for
such an award must be those whose job functions are directly responsible for
achieving the stated goals (individuals actually doing the work as opposed to
administrative personnel or others who have no direct bearing on the outcome of
program performance). Compensation payments should reflect the percentages of
time charged to the budget.

« The payment of the compensation is not an avoidance of a fund balance. The
payment of the incentive compensation is made with funds received from the final
voucher reimbursed from HCR and is the last expenditure for the contract year.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.14 Reporting Leveraged Funds

Leveraged funds include all funds received from non-Federal sources, including private

sources that can be used to provide weatherization assistance to an eligible applicant.

Leveraged funds are reported in the Weatherization Data Collection and Reporting System.
Subgrantees are responsible for ensuring that all required data are properly included in the

database. Receipted (documented funds) in excess of the owner investment requirement

should be recorded as | everaged funds and, reco
Apartment Building Work Summary and in the database.

It is extremely important that these leveraged funds are properly accounted for and
documented. HCR is required to report leveraged funds to DOE.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section: 2.15.01 Fee-for-Service Activities

WAP subgrantees may sometimes engage in activities that provide services to low income
and other households across the State under contract to utilities or other public agencies
such as NYSERDA. These activities must be performed on a fee-for-service basis by the
subgrantee where: 1) services generate fees to the subgrantee in excess of the costs
incurred to provide the service, 2) services are provided to households that are not eligible
for WAP (e.g., do not meet income guidelines) or 3) services are not coordinated services
provided in conjunction with WAP for an eligible household.

Subgrantees who engage in fee-for-service activities are reminded that their primary
responsibility in accordance with the terms and conditions of their contract with HCR is the
implementation and operation of the WAP. WAP subgrantees are required to provide the
highest quality service to assisted households, while meeting all federal and state
requirements and providing work of the highest quality.

The following minimum requirements must be met by WAP subgrantees engaging in fee-for-
service activities in order to continue to receive WAP funding from HCR:

e Subgrantees must notify the HCR regional supervisor, in writing, of any fee-for-service
activity prior to commencement of that activity, and must complete the Fee-for-Service
Worksheet (HCR # 13).

e Subgrantees must enter into written agreements for any fee-for-service activities and
provide the HCR regional supervisor with a copy of that written agreement.

e Subgrantees must establish a separate and distinct operation to perform fee-for-
service work, and must establish and maintain separate accounting records for this
work. All fee-for-service activities must be supported by books and records separate
and distinct from those required for the WAP. HCR staff must be provided with access
to these books and records upon request.

¢ Subgrantees must notify the HCR regional supervisor, in writing, of any fee-for-service
activity where federally-funded tools, equipment, facilities or staff are planned to be
used to complete fee-for-service activities.

e Subgrantees operating fee-for-service activities that utilize tools and equipment
purchased with federal WAP funds must pay rental fees to the WAP in accordance
with prevailing rates established by private tool and equipment rental firms in the
surrounding area. These rental fees are considered program income.

e Subgrantees operating fee-for-service activities out of facilities paid for with federal
WAP funds must ensure that the WAP is reimbursed for the use of those facilities.
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e Subgrantees must be cognizant of and in compliance with all State and Federal labor
regulations (including Davis Bacon if applicable) regarding the employment of staff in
activities outside the normal scope of their employment and relevant overtime

compensation. Note: ltwillnotbesuff i ci ent t o staffimsperiprmiagfee- t h a't
forservice activities oTheseactgilies mustbenddcumeatedk e nd s .

by payroll records that show that staff are working on these activities at times other
than those covered by the WAP contract. In cases where fee-for-service activities are
performed by staff funded by the WAP during times budgeted in the WAP contract, the
program budget must be adjusted accordingly.

e Subgrantees engaged in fee-for-service activities may not advance WAP funds to pay
for staff salaries, materials, subcontracts or any other expenses incurred as a result of
fee-for-service activities. Subgrantees may not pay for these activities through the
WAP in the first instance. This would constitute a loan of public funds to a private
enterprise which would be providing it with an unfair advantage over other potential
competitors. Subgrantees must fully fund these types of activities with non-program
funds.

e Subgrantees must be familiar with the provisions under the DOE Financial Assistance
Rule (10 CFR Part 600.432 (c) (3)), which regulates the use of equipment acquired

with grant funds. Specifically, it states

acquired with grant funds to provide services for a fee to compete unfairly with private
companies that provide equivalent services, unless specifically permitted or
contemplated by Federal statute. o

Funds received as a result of fee-for-service activity are considered agency income, not
program income. Therefore, the use of these funds is unrestricted from the perspective of
the WAP. However, subgrantees should be careful to make sure that the receipt of these
additional funds does not legally affect their not-for-profit status, which would affect their
subgrantee status.

Subgrantees should also involve their accountant and counsel in setting up fee-for-service
components to make sure that all financial and legal matters are established and maintained

as separate and distinct AfAar msdedtWAPgt ho ent i

Subgrantees that are using tools and equipment purchased with WAP funds as part of a fee-
for-service activity are encouraged to use earned agency income to purchase the necessary
tools and equipment for this activity. It is expected that subgrantee fee-for-service
components will be limited to three years. In any case where a subgrantee proposes to
continue to rent these tools and equipment from the WAP beyond three years from the date
when the fee for service component first originated, approval must again be obtained by the
HCR regional supervisor.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.15.02 Fee-for-Service i WAP Related Initiatives

Recognizing that WAP subgrantees are community-based organizations operating as

fener gy cent einceme cammunitidsendrare edigated to the goal of mobilizing

and maximizing resources available to target the needs of low-income housing in service of

New Yorkds affordabl e h owitlsthen\AP missian, sihgramteesiarec o n s i
encouraged to participate in other low-income energy efficiency and affordable housing

programs in a manner that is consistent with the protection of their nonprofit status.

Accordingly, in any instance in which such energy efficiency or affordable housing programs
are primarily targeting low-income households, including the working poor who may be above
the WAP income guidelines but below other State or Federal low-income program income
limits, the following procedures and rules apply:

e Obtain prior written approval from the HCR regional supervisor to determine if the said
initiative meets the terms and intentions stated above.

e The use of vehicles purchased with WAP funds will be allowed using the standard
mileage rate.

e Rental rates for tools and equipment: a pri
be devel oped for specified types of Ajobso |
single subgrantee) and charged on a monthly or quarterly basis, in consultation with
the HCR regional supervisor, using information collected regarding the fair market
value for use of such Atool kitso for jobs |
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.16.01 HCR-Sponsored Training

The HCR Training and Technical Assistance (T&TA) unit, often through HCR6 s t ec h n
support subgrantees (AEA - the Association for Energy Affordability and NYSWDA - the New
York State Weatherization Directors Association) offers training throughout the year on a
variety of topics. When topics involve a change in existing WAP policies and procedures

(e.g. new database, changes to audit protocols, etc.), or emphasize an important program
area, subgrantee attendance may be mandatory. When training is mandatory, the
subgrantee is expected to assign the most appropriate person to attend. The HCR T&TA unit
may also approve training programs offered by other organizations.

When the training is regional in nature, or is otherwise limited to a certain group of
subgrantees, HCR will inform subgrantees if their attendance is required. If a subgrantee
has any doubt regarding attendance, the HCR field representative should be consulted.

The following training sessions are mandatory for the positions stated below. If a subgrantee
hires a new employee into one of these positions, or a current employee transfers into one of
these positions, it is mandatory that they receive this training within six months of their start
date. These mandatory training sessions must be repeated every three years by subgrantee
personnel who occupy these positions.

e One-Day Basic Air Sealing training is mandatory for: weatherization directors, energy
auditors, post inspectors, crew chiefs and crew personnel.

e One-Day Basic Health & Safety training is mandatory for: weatherization directors,
energy auditors, post inspectors, crew chiefs, and heating technicians.

e One-Day Lead Safe Weatherization Practices is mandatory for all employees who
may come in contact with lead based paint while performing their duties.

e One-Day participation at EPA lead renovator certification course.

e The 30-hour supervisor course is required for crew chiefs and other supervisory
personnel.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.16.02 Subgrantee Training and Technical Assistance

Subgrantees are permitted to budget a portion of each allocation of funds for T&TA to
maintain a qualified work force capable of providing the highest qualify weatherization
services. Subgrantees are reminded that allocating for T&TA is part of the budget process
and are encouraged to utilize these resources to maintain and improve program operations
across all levels of the WAP.

Subgrantees may use up to 10% of any program income funds received for T&TA activities
indicated on the following table. The Training and Technical Assistance Detail Sheet (HCR
#36) must be completed for T&TA activities funded with program income, and must be
presented for approval by the HCR regional supervisor when the Program Income
Expenditure Form (HCR#1) is presented for approval. Once approved, the original signed
forms must be kept on file with the subgrantee.

The activities listed on the following table can be considered eligible T&TA costs, and can
also be charged as either administrative costs or, in some cases, as program support costs.
Subgrantees should consult with their HCR regional supervisor for approval to use program
support for these types of T&TA activities.

Conferences Registration, travel and lodging costs for
conferences, seminars, workshops and on-site
training.

Staff Training Costs incurred to provide training and
professional certification for subgrantee staff.

Weatherization Equipment Purchase of weatherization equipment.

Membership and Subscriptions Membership fees for weatherization-related

organizations and subscriptions to trade papers
and magazines.

Computer / Electronic Media Purchase of computer / electronic media
equipment, cost of training subgrantee staff to
operate this equipment.

Data Gathering Costs directly related to gathering, compiling or
copying information to be used in providing fuel
usage and savings analysis data, the cost of
devices used to calculate fuel usage, and the
cost of inputting data for a historical database to
track previously weatherized units.
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Applicant Education Development and distribution of applicant
education materials or other forms of applicant
education such as meetings, workshops,
presentations, video tapes, etc.

Weatherization Assistance Program
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.17 Travel

Travel directly related to the weatherization of dwelling units may be charged to the program
support line of the WAP contract. Other travel, (for example, to attend training), is to be
budgeted and charged to either the T&TA or administrative categories.

Out-of-state travel for subgrantee personnel, when charged to the WAP contract, requires
prior written approval by the HCR regional supervisor if not included in the T&TA Plan.

Travel costs for PAC members to attend PAC meetings and weatherization directors to
attend Subgrantee Task Force meetings will be reimbursed directly by HCR upon submission
of a State Travel Voucher in accordance with State travel procedures.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.18 Prior Approvals for Certain Expenditures or Work

Prior written approval from HCR is required for the activities listed below. Those approvals
should be recorded for prior approval using the appropriate form (HCR#20, HCR#20A, or
HCR#20B).
Prior approval is required by the HCR Field Operations Manager to:

e Purchase a vehicle with WAP funds.
Prior approval is required by the HCR regional supervisor for:

e Weatherization of a group home.

e Out-of-state travel by subgrantee.

e Weatherization of a building outside of a
venture to complete a building with another subgrantee.

e Waiver of procurement process when units are to be transferred from one budget
period to another.

e Non-competitive procurement.

e T&TA Plan.

e Expenditure of Program Income.

e Use of alternative versions of the Household Questionnaire.
e Purchase of capital equipment.

e fFuel switchingofor a heating appliance replacement.

e Participation in any coordinated program initiative.

¢ Participation in fee-for-service/WAP related initiatives.

¢ Request to lease a vehicle.

¢ Weatherization of a structure owned or managed by a subgrantee, employee or
relative.

e Use of the TREAT Energy Audit.
HCR field representative:

e Replacement of a heating appliance or mobile home furnace or boiler where such
replacement is not justified in the applicable energy audit.

e Change in priority order of work.
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e Change in multifamily audit priorities.

e Use of the Targeted Investment Protocol System (TIPS) energy audit for multifamily
buildings.

e Completion of measures with a Savings-to-Investment Ratio (SIR) of less than one
prior to completion of all higher SIR measures (see Chapter 5 for a discussion of SIR).

e Expenditures exceeding $2,000 for vehicle maintenance costs, per vehicle, per repair,
per contract.

e A variation of more than 20% from the recommended sizing of a heating system.

¢ Authorization to do asbestos, lead or radon testing in buildings being considered for
weatherization assistance, or authorization to remove or encapsulate asbestos.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.19.01 Program Field Representative Review/Visit

The field visit is an integral part of monitoring the WAP. Field visits to subgrantees are
conducted by HCR field representatives to ensure the ongoing certification of buildings, and
include both file and site review.

HCR field representatives conduct at least six visits to each subgrantee during the annual
budget period. While some field visits may be completed in one day, the average field visit
may take three days. The HCR regional supervisor will accompany HCR field staff and visit
each subgrantee at least once each year and more frequently, if problems have been noted.
Where subgrantee problems are consistently noted, the HCR field representative may
increase the frequency of field visits.

Information from a field visit is recorded on a Field Visit Report in the Weatherization Data
Collection and Reporting Database, which is required to be completed for every field visit,
and is the basis for statistical data used in WAP program management. The Field Visit
Report may include the following:

e Verification that all components of the program required for proper implementation and
provision of services are in order, and working correctly; that staffing, including the
identification of specific individuals responsible for the various responsibilities inherent
to a successful program are in place, and are working in a manner designed to assure
successful completion of production and quality work;

e Verification that the subgrantee has a competent individual assigned the primary
responsibility for managing the WAP;

¢ Verification that outreach to all potential applicants is being properly conducted in all
areas of the subgrantee service territory;

e Verification that applicants selected for assistance are being selected in accordance
with subgrantee written policies and latest census data, renters/owners, and
HCR/OTDA priorities for service;

o Verification that the correct energy audits are being performed, and that the
recommended work scopes relate to information identified in the audit;

e Verification that the recommended investment level reflects the potential to save
energy, and is reasonable and related to the energy audit findings;

o Verification that the subgrantee is identifying health and safety issues and taking
proper actions to correct them, notifying applicants and owners accordingly, and
addressing these issues in a reasonable and responsible manner;
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¢ Verification that all work is being performed in a workman like manner in accordance
with all State and Federal requirements;

e Verification that all dwelling units are being post inspected before submission to HCR
for payment, and that all materials have been properly installed as presented,;

¢ Identification of any problem areas requiring immediate subgrantee action or
additional training and technical assistance.

Signatures of the HCR field representative and a subgrantee representative are required on
each Field Report at the conclusion of the field visit. A copy of the signed Field Visit Report
is left with the subgrantee, and the original is submitted to the HCR regional supervisor.
Upon review of the Field Visit Report, the HCR field representative in consultation with their
HCR regional supervisor may determine that additional training or technical assistance is
needed by the subgrantee. The HCR regional supervisor will request this training through
the Supervisor of the Training and Technical Assistance Unit.

HCR field staff is required to conduct on-site inspections on a minimum of ten percent of the
dwelling units that are presented for certification during the budget period in order to develop
a statistically-valid profile of subgrantee work. Where a subgrantee has a poor score on
either the Field Visit Report or the Fiscal Annual Evaluation Report, this percentage of
inspections may be increased. HCR field staff will verify the installation of materials that are
charged to the job and look for areas that have been omitted in the pre-inspection.

Where discrepancies are found, a higher percentage of on-site inspections may be
conducted to assure compliance with the WAP contract.

During a field visit the HCR field representatives may be performing the following specific
functions:
A. Providing one-on-one technical assistance covering:
e determination of unit or income eligibility;
e reporting procedures;
e weatherization techniques;
e energy auditing;
e pre-inspection;
e instrumented audit technology;
e post inspection;
e subcontractor selection and management;
e regulations, polices, and procedures;
e contract familiarization and compliance;

e safety standards;
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e production control;
o furnace efficiency testing;
e outreach and referral procedures;
e leveraging activities and procedures;
e inventory system,;
e bid packages;
e contract and production status; and,
e applicant intake and outreach procedures.
B. Assisting with the leveraging of non-WAP funds to:
e negotiate agreements;
e schedule and coordinate meetings;
e serve as liaison with other funding sources;
e assure quality control;
e assure that additional units are completed,;
¢ inspect work with leveraged funds; and,
e prepare reports on leveraging activity.

C. Inspection of the completed dwelling units and files to include the following as
applicable for each unit. The interior examination may include inspection of the living
space, attic, cellar, crawl spaces, and any areas relevant to verifying that the
workscope was correct, and that the work was performed in accordance with all HCR
standards and specifications. This function may include:

e review applicant files to verify that all required tests were performed correctly, and that
the unit was properly characterized;

e check the general condition of the structure including the foundation and major
building interior and exterior components;

e check the pre- and post-weatherization air sealing data;
e check for adequate ventilation;
e check sidewall insulation;

e interview the assisted household and discuss the nature and quality of the work, and
whether the household has experienced any differences in comfort, etc.;

o verify that all work called for in the workscope was completed and performed in
accordance with HCR standards;

o verify that all required pre- and post-tests were performed in accordance with HCR
standards; including the heating system and combustible appliance zone (CAZ) tests;
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o verify that any repairs performed were incidental, and designed to protect or
supplement WAP measures including:

O O O O O

o

Ventilation;

Heating distribution/fuel system repair or replacement;
Chimney repair/replacement;

Domestic hot water repair/replacement;

Electrical upgrades including lighting fixture replacement and ground fault
circuit interrupter (GFCI) installations, and electrical system upgrades; and,

Roof repairs that are minor and incidental to performing energy related work.

D. Examination of Applicant Files

1. Review of applicant files prior to certification of the dwelling unit to verify the
expenditures for materials and labor indicated in the database. The minimum
sample is ten percent of files to assure the completeness and accuracy of the
contents, including:

application for assistance;

income eligibility documentation;

homeowner certification;

WAP agreement;

fuel release form;

letter of eligibility;

energy audit and all associated documents;

copies of invoices for materials and/or subcontract agreements;

documentation of infiltration reduction as a result of a blower door assisted
infiltration reduction protocols; and,

documentation of lead-safe work practices.

2. After review of files, verification of entry of the following required information in the
Weatherization Data Collection and Reporting Database:

address of unit;

applicant SSN

job number;

date started and date completed;
owner or renter occupied;

cost of materials installed and subcontracted labor;
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e repair costs;
e target population served;
e comments or any other relevant information; and,
e performance data relating to the reduction of air changes.
E. Verify subgrantee contract compliance with respect to lead-safe weatherization.

At each field visit the subgrantee must have its blower door, steady-state efficiency kit, health
and safety equipment, and a staff person knowledgeable about instrumented audits
available. The use of the blower door for monitoring will provide the HCR field representative
with consistent data for the evaluation of air sealing work. The subgrantee should have more
than one staff person knowledgeable about the location of dwelling units, files, invoices, and
contracts.

Within 60 days after the end of each budget period the HCR field representative may perform
all or a portion of the following procedures:

e Update and export, from the subgrantee database, any buildings that need to be
moved from or into the budget period being closed out;

e Enter in the subgrantee database and export any onsite inspection and certification
dates not previously recorded;

¢ Run the In-Progress Report from the subgrantee database to verify that all
buildings charged to the budget period being closed out have been completed,

attached to a CFR, and exported the subgrantee should export
buildings that have been complsestoed.ui | Any gw

be moved to the next budget period.);

e After all buildings or changes to buildings being charged to the budget period being
closed out have been exported, run the Building Certification and Inspection Report
from the subgrantee database to verify that these buildings have been certified;

e From the subgrantee system, run a final Building Certification and Inspection
Report and a Data Confirmation Report for the budget period being closed out;

¢ After all building data has been imported into the central database, run the Building
Certification and Inspection Report (MOR-1) and the Agency Building Cost by
Source (BLR-8) reports from the central database and verify that the data on these
reports match the data on the Building Certification and Inspection Report and the
Data Confirmation Report run from the subgrantee database. Any discrepancies
will need to be found and updates may need to be made in the subgrantee
database, the central database, or both, and the reports ran again to verify that the
data in both systems match.
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Prior to the HCR field representative's arrival, the subgrantee must complete the Building
Cost/Performance Report (Form HCR#17) for each 1-4 unit building presented for
certification, and have it ready for the HCR field representative's review.

Following each field visit, a brief exit interview may be scheduled with the executive director

or designee. The WAP field visit report and the Consolidated Weatherization Status Report
(CWSR) must be si gn e duthbrigzed stdffe Thesa leppntssarve asoffical a
notification to the subgrantee regarding the status of the program.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.19.02 Fiscal Representative Review/Visit

HCR fiscal representatives make scheduled, on-site visits to each subgrantee to review the
accounting system and source documentation, and to verify costs claimed on the CFR. The
subgrantee must make its WAP books and records readily available to the HCR fiscal
representative. If, as a result of a field visit, it is determined that any claimed costs are not
allowable, the subgrantee will be afforded the opportunity to correct the matter. If the
correction is not made, or if reimbursement has already been made for the cost in question,
subsequent payments may be reduced accordingly.

HCR fiscal representatives r evi ew subgranteebs books, record

documents to ensure compliance with State and Federal guidelines and with generally
accepted accounting principles. These reviews are conducted on WAP funds as well as
leveraged funds and program income.

Additionally, HCR fiscal representatives provide training and technical assistance with a view
toward improving subgrantee fiscal responsibility and accountability and contributing to the
ongoing review of a subgranteeds inter nddR
fiscal representative will verify that the problem has been corrected or that additional actions
are necessary. If the problem is significant, a written report will be submitted advising the
subgrantee of action which will be taken by HCR.

The books and records for any other funds allocated to an account with WAP funds are
subject to review by HCR fiscal representatives. If a material problem is noted, the findings
are reported to the Supervisor of Fiscal Field Operations. Thereafter, a written
recommendation is made to the subgrantee advising what action should be taken. If training
and technical assistance is warranted, it will be provided to the subgrantee. Subsequent
visits by HCR fiscal representatives will verify that the problem has been corrected or that
additional actions are necessary.

During each fiscal field visit, the HCR fiscal representative examines each of the

cont

subgranteebds payment requests to ensure consi s

conclusion of each fiscal field visit, the HCR fiscal representative discusses the results of the
review with the subgrantee's executive director or duly approved representative and prepares
a written summary of the review outlining the scope of the review, any findings, corrective
actions, recommendations, and subgrantee responses or comments. A copy of the summary
signed by the subgrantee representative is left with the subgrantee; the original is submitted
with the relevant work papers to the Supervisor of Fiscal Field Operations.
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HCR fiscal representatives schedule several visits to each subgrantee during the budget
period and report their findings to the Supervisor of Fiscal Field Operations. The fiscal field
visit includes but is not limited to:

o Verifying reported expenditures by comparing periodic expenditure reports to
subgrantee books and records;

e Reviewing the reporting and documentation of program income and leveraged funds;

e Reviewing owner investment account and trial balances;

¢ Reviewing source documentation for purchases of any items charged against the
WAP;

e Reviewing distribution of costs charged to more than one program;
e Matching payroll costs for consistency with the latest approved budgets;

e Reviewing records to trace material purchases from invoices to inventory, or to
specified jobs and to programmatic reports;

e Reviewing bid procedures and records;

e Reviewing subcontract agreements, analyzing payment schedules to
subcontractors and verifying payments made to subcontractors;

¢ Reviewing cash balances;

e Reviewing the subgranteebs internal control
e Reviewing the subgrantee's compliance with insurance requirements; and,

e Reviewing and testing the subgranteed safeguarding of fixed assets.

Each subgrantee should have certain documents available for the HCR fiscal representative
to review. These include the following:

e The current contract with the latest approved budget and approved budget
amendments;

e Subcontracts;

e Lease agreements;

e Bids, solicitations for bid, notifications of bid awards, and vendor lists;

e Copies of required reports;

e Books of account, including:

Cash disbursement;

Cash receipts;

Payroll sheets or ledgers;

O O O O

General ledger;
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General journal,
Monthly general ledger trial balances;
Monthly reconciliation to budget;
Checking account reconciliations;
Bank account authorization signature cards; and,

O O O O O o

A list of all unpaid bills tied to the appropriate budget line item for which the cost
was incurred.

¢ Invoices for purchases made with grant funds, program income and leveraged funds,
if applicable.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.20 Subgrantee Staff Certification Requirements

HCR requires that certain subgrantee personnel be certified by the Building Performance
Institute (BPI) in certain professional positions. HCR program monitors will review the status
of subgrantee staff certification compliance during routine visits, and will record on the Field
Report Form when subgrantees are not in compliance with certification requirements.
Subgrantees are advised to take steps when preparing budgets to allocate resources for staff
training so that staff will be prepared to meet all BPI certification requirements in a timely
manner as required.

For any staff position that requires certification, the individual has 18 months to meet
certification requirements from the time they assume the position. If the individual fails to
become certified after the 18 month period, HCR will determine on a case by case basis
through a review and evaluation, to recommend if the individual should be allowed to remain
in their position while pursuing their certification, or should be assigned to another position.

The following certifications are for subgrantees that weatherize 1-4 unit buildings:

e Building auditors must be certified as a Building Analyst.

e Crew chiefs must be certified as a Residential Building Envelope Whole House Air
Leakage Control Crew Chief.

e Subgrantees that complete more than three mobile/manufactured homes a year must
have at least one BPI-certified Manufactured Housing Professional on staff.

e One- to four-unit building auditors must also have a Heating Professional Certification.
This is a dual certification that will assure that the auditor understands basic building
science and how to test and evaluate heating systems.

¢ Inspectors must be BPI-certified as a Heating Professional and a Manufactured
Housing or Envelope Professional.

The following certifications are required for subgrantees that assist multifamily buildings:

e Multifamily auditors must be BPI-certified as a Multifamily Analyst Professional.

¢ Anyone who is going to be writing multifamily heating system replacement
specifications must have certification as a Multifamily Hydronic Heating System
Design Professional.

e Each multifamily building that is weatherized should include in the contract with the
owner that the building owner, operations manager, or building manager must receive
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certification as an Energy Efficient Multifamily Building Operations Professional. This
wouldbepaidas part of t he | aanddmll assudedhsit the buidding i b ut i
owner 60s r e pacavsdaraiting and % eapable of carrying out the necessary
maintenance of the installed materials to ensure maximum savings following

completion of work.

e Contractors who go through Clean Boilers training are required to get BPI certified as
Multifamily Advanced Heating Plant Professionals before they can bid on WAP work.

The cost to subgrantees for certification may be charged to either training and technical
assistance, or to program support.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.21 Required File Documentation

All files presented to the HCR field representative for review must include the following
documentation. All forms are available on the HCR web site or from regional offices.

e Weatherization Application (Form HCR#4) completed and signed by the applicant or
designee. Copies of documentation for income or categorical eligibility.

e Documentation of household eligibility must be conducted by the subgrantee prior to
an energy audit and the weatherization of any dwelling unit, including those in large
apartment buildings. Multifamily units may not be weatherized until documentation is
obtained for all eligible tenants.

¢ Common areas may not be weatherized unless fifty percent of the units in certain
larger buildings, or 66 percent in all other multi-family buildings, have been
documented as eligible.

e Proof of ownership (preferably, with a copy of most current property tax bill with
section, block, and lot identified).

e Appropriate owner agreement completed and signed (either Form HCR#8 - Owner
Agreement 1-4 Units, or Form HCR#10 - Owner Agreement Multifamily), or a signed
homeowner certification, if the applicant is the owner of an eligible single-family
dwelling.

e Permission to Enter Building (Form HCR# 6) and Tenant Synopsis of the Owner
Agreement (Form HCR#9) for all rental unit files.

e Energy Information (Form HCR#5A, or HCR#5B for multifamily buildings) completed
and signed by the individual whose name appears on the fuel bills.

e Copy of the current utility bill for the unit(s) or the building.
e Copy of a notice of eligibility onapglicabtgr ant

¢ In multifamily buildings where tenants pass through a common entrance, the Notice of
Eligibility need not be sent to each applicant. It may be posted in a conspicuous place
in the building, with a copy placed in the appropriate file.

e Completed Building Work Summary 1-4 Units (Form HCR#18) or Apartment Building
Work Summary (Form HCR#19) signed and dated by the applicant, the applicant's
designee,ort he owner/ agent, as well as by the sut

e A furnace tag must be attached to the appropriate form.

¢ Invoices for completed WAP work, including all materials purchased, and any
subcontracted materials or labor.
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e Prior approval form (Form HCR#20 #20B or # 20C) when required.

¢ Reports that document the TIPS building analysis (see Chapter 5 for more information
on building analysis and energy audits):

o Audit Package;

0 Household Questionnaire (Form HCR#11);

0 Indoor Air Quality Tests ( Form HCR #12);

o Multifamily Indoor Air Quality Tests, if applicable (Form HCR#14);

o Blower door documentation (pre, interim, and post);

o Furnace tags;

o] Health and Safety Notification (Form HCR#15), if appropriate; and,
0 Heating appliance sizing documentation.

e EA-QUIP Building Analysis for five or more units, or a statement that due to the
building configuration or project funding a TIPS or TREAT audit was conducted. See
Chapter 5 for more information on building analysis and energy audits.

¢ Justification for Heating Appliance Replacement (Form HCR#16) is required for all
buildings when replacing a heating appliance and/or system, for multifamily buildings,
such justification may be a part of the audit development package when the SIR is
less than 1.0.

e Copies of bids and bid summaries for subcontracted work.

e Copies of executed subcontractor agreements (Form HCR#33 or approved
substitute).

¢ Documentation of what lead safe practices were used as well as when they were
used.

e Copies of any lead testing results

e A report of each interim inspection. A tracking log or data sheet must be in each
building folder and must include date of visit, name of person conducting the
inspection, and all observations/findings as it relates to work quality/quantity,
apartments/common areas, contractors present, etc. This information should be
accurate as of the date of the interim inspection.

e Copies of Statement(s) of Completion for all work completed on multi-family buildings.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.22 Comprehensive Annual Subgrantee Evaluations

As required by DOE, an annual evaluation of each subgrantee is conducted during the last
guarter of the program year. This evaluation consists of two areas - program and fiscal. The
combined results of the evaluations may affect future funding of subgrantees. Where
relevant, regional office staff may consult with subgrantees to formulate work plans, including
recommendations for training and technical assistance to address deficiencies noted in the
annual evaluation. Subgrantee annual evaluations are also used to identify areas of program
deficiencies requiring training and technical assistance at specific subgrantees, or across the
entire state.

Subgrantee annual evaluations include the culmination of subgrantee reviews conducted
during the course of the contract year. Any material deficiencies of a program and/or fiscal
nature will be handled immediately when possible with an appropriate course of action. Any
non-material findings will be handled through the work plan.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.23 Conflict of Interest

Subgrantee staff acting either as individuals or on behalf of an outside contracting firm may
not solicit or provide contractor services to low-income households who have received or
been deemed eligible for WAP services. Low-income households seeking work from private
contractors should be advised to consult with other sources. Also, subgrantee staff that
offers other energy or building repair services for a fee to the general public may not also
perform these same services for the subgrantee.

Subgrantee staff who originally establish a relationship with the household as a
representative of the WAP must not transition that relationship to one where they
subsequently become a private contractor for the household. Subgrantee staff engaged in
private contractor work are also prohibited from using subgrantee tools, vehicles, and
equipment to perform this work, and must have their own privately owned tools, vehicles and
any other equipment when doing any contractor work not otherwise prohibited.

Subgrantees set up to perform services through a fee-for-service arrangement are not
prohibited from providing such services as long as the subgrantee, and not an employee
acting as an independent contractor, is paid for the service in accordance with all appropriate
requirements related to this type of arrangement.

The following examples illustrate work that may not be undertaken by subgrantee staff:

Example A
The auditor from Subgrantee A goes to the home of an applicant to perform an inspection

before the WAP work is begun. While explaining to the applicant about what the WAP will
provide, the auditor indicates that new prime windows will not be included in the scope of
work in response to questions by the applicant. The auditor remarks that he could install
new windows but the cost would have to be paid by the applicant.

The applicant states they would be willing to pay for new windows. The auditor responds
that he could do this work for the applicant. The applicant agrees, and the auditor returns
at a later date and completes this installation as a private contractor.

When a subgrantee operates a fee-for-service component to their program in accordance
with the guidance provided elsewhere in this chapter, they may install windows through a
separate agreement, with notification provided to HCR, but an auditor operating his own
business may not contract separately with an applicant.

Example B
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An ad is placed in a newspaper advertising contractor services. The person providing
these services is the director of the local WAP subgrantee and performs other contracting
services on a part-time basis. The ad does not mention the local WAP program.

A homeowner seeing the ad is interested in having their roof replaced and calls the
contractor. A price is agreed, and while replacing the roof the contractor mentions that he
is also the director of the local WAP.

The homeowner has never heard of the program but applies and is deemed eligible and
is placed on the waiting list. Now that this homeowner has become a WAP applicant, the
WAP director can no longer engage in any private contractor work for the homeowner.

The initial agreement to install the roof was not a conflict of interest. However, once the
homeowner becomes a WAP applicant he should be referred either to the subgrantee
fee-for-service component or to other contractors for any subsequent service.

Example C
An employee of the subgrantee also has an automotive repair or operates some other

type of service or repair business. This subgrantee employee cannot perform automotive
repair work, or provide other services or products to the subgrantee.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:
2.24 Dispute Resolution

When a subgrantee disputes a decision or has exhausted efforts to resolve an outstanding

issue with HCR, the subgrantee may request an administrative review. The opportunity for
such administrative review is offered at the sole discretion of HCR, and is not available as a
matter of right, or as a substitute for the customary program decision-making process.

The purposes of the administrative review process are to: (a) assist the parties involved in a
dispute to present their respective positions; (b) ensure that all disputed decisions are
impartially examined; and, (c) provide the basis for an administrative determination and
resulting actions by HCR.

To request an administrative review, a subgrantee must submit a written application for an
administrative review to: Office of Legal Affairs, NYS Division of Housing and Community

Renewal, 38-40 State Street, Albany, 12207. The application for an administrative review
must include:

¢ a brief statement of the matters asserted,;
e a brief description of each subject dispute;
o areference to any particular statues, law, or rules involved; and,

e a brief description of the remedy sought.

Upon receipt of the application, the HCR Office of Legal Affairs will assign a staff person as

review administrator, who may then request additional information to complete the review.

The review administrator will conduct an impartial examination of the record and will issue a

report on the findings of the record. This report will be non-binding; however, it will contain a
recommended decision and will be forwarded to the HCR Deputy Commissioner for

Community Development. On consideration of the report, the Deputy Commissioner will

i ssue a final decision within 20 days from the
received.
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Section: 2.00 Weatherization Program Administrative Requirements

Sub Section:

2.25 Subgrantee Termination

HCR may terminate a subgrantee for failure to comply with the terms and conditions of their
WAP contract if HCR determines that the termination would be in the best interest of the
State. Reasons for termination include, but are not limited to, the following: work
performance fails to substantially conform to the requirements of the contract documents;
refusal to proceed with the work; disregard for laws, rules, ordinances, or regulations of the
public authority having jurisdiction; misuse of dedicated account funds; failure to pay
vendors; failure to notify HCR of fraud or the allegation of fraud, embezzlement,
misappropriation or abuse of funds; disregard for competitive bidding; and conflict of interest.

Whenever an HCR representative uncovers significant problem areas with the work or
actions of a subgrantee, the HCR representative must document such problem areas and
provide a report to the HCR regional supervisor, the Supervisor of Fiscal Field Operations,
and the Director of Energy and Rehabilitation Services. If the problems can be resolved
immediately at the local level, the HCR Field Operations Manager will transmit a copy of the
report to the subgrantee weatherization director and executive director, and there will be no
further action if the problems are corrected within 30 calendar days or an acceptable
corrective plan is submitted.

When the problems are of such a nature that they cannot be resolved immediately at the
local level or they are not resolved within 30 calendar days, the HCR regional supervisor will
prepare a memorandum with the following information:

e A presentation of all relevant facts including any history relevant to the problem;

e A summary of the issue;

e Alist of possible positions that HCR may take on the issue;

e The implications of the various above-mentioned positions;

e A recommendation to the HCR Field Operations Manager on actions to be taken; and

e A conclusion supporting the recommendations.

Copies of all correspondence and relevant documentation must be attached to this

memorandum and submitted to the Supervisor of Fiscal Field Operations, and the Field

Operations Manager. The Field Operations Manager will review the position paper with WAP
Director and legal staff, and wi Il transmit a 0 Susubgraateet ee Wa
board chairperson, weatherization director, and executive director. The Subgrantee Warning

Notice will cite specific section(s) of the WAP contract where compliance is in question with a
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requirement that the subgrantee provide a written plan within 15 calendar days for curing the
alleged non-compliance.

If no response is received within 15 calendar days, the plan for resolving the alleged non-
compliance is unacceptabletoHCR, or i f subsequently the plan i
Default and I ntenti on mhaybe ffapsmittad to éhe sulegrantdeboard o nt r a «
chairperson, weatherization director, and executive director. Failure by the subgrantee to

respond to the Notice of Default and Intention to Terminate within 15 calendar days will result

in the issuamrcoefoffeamiNati ondo of the WAP contr.
Termination, a public hearing will be scheduled to inform the public of the termination of the

subgrantee and to identify a new subgrantee to provide service to the affected area.

Notwithstanding any of the above, HCR may suspend or terminate a contract without prior
written notice upon a finding of substantial noncompliance or substantial breach of contract.
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SECTION 3.00: Application Process

The purpose of this section is to outline the process that subgrantees must follow to accept
and review applications for assistance. This process includes community outreach, applicant
intake, income eligibility determination, and completion of required forms. This section is
presented to assist subgrantees in locating households eligible for assistance and to guide
eligible applicants through the processes necessary to receive WAP services.

Weatherization Assistance Program
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Section: 3.00 Application Process

Sub Section:

3.01 Outreach - Promotion

Subgrantees have an obligation to make sure that all eligible households in their service area
have access to program services and to affirmatively market the program to those least likely
to apply. When promoting the WAP, subgrantee publications and advertisements must
include statements and/or information that HCR is the funding agency.

It is essential that subgrantees provide outreach so that all eligible households in their
service area, including those with concentrations of minority groups or others that are not
likely to apply without targeted outreach, are aware of the program. This may include
outreach to neighborhoods or areas other than the one in which the subgrantee is located.
The subgrantee outreach function should ensure that information on WAP is readily available
at all local human services and governmental agencies serving low-income persons, and that
the staff of those agencies are familiar with the WAP. HCR has Spanish-language outreach
materials available, and in some areas subgrantees may need to make arrangements to
conduct applicant services in languages other than English or Spanish.

Subgrantees need to have an adequate number of applicants available in order to provide
WAP services to the number of dwelling units projected for any given year. In areas of the
state where subgrantees have a difficult time obtaining enough applicants to fulfill their
contractual commitment to HCR, outreach for applicants will play an essential role in the
continuation of a separate WAP contract for that service area. In cases where outreach fails
to produce an adequate number of applicants, HCR is committed to working with the
subgrantee and adjoining subgrantees to consider the consolidation of service areas or to
make other arrangements to provide services in that area. Subgrantees should not limit their
waiting lists for assistance based on anticipated funding availability.

All subgrantees must conduct outreach during the contract year. Outreach efforts must be
made to provide information regarding the nature and existence of the program, eligibility
requirements, making application and accessing the program.

Outreach efforts should be aimed at other public and private organizations providing similar
services as well as directly to the public through various types of public service
announcements.

Subgrantees must have written protocols describing their outreach efforts and applicant
selection process that addresses the demographics of their service area with specific
reference to how they identify and serve owners and renters and other populations with
special needs. Subgrantees with service areas that include neighborhoods or census tracts
where a majority of eligible households live in rental housing must be able to demonstrate
that they have take affirmative steps to provide assistance to applicants occupying rental
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housing. These steps may include: targeted outreach to owners of rental housing;
coordination with municipal building officials, planning departments or code enforcement
officials to develop strategies to provide assistance to buildings with identified need for
energy conservation assistance, or coordination with community organizations that provide
services, including tenant advocacy services, to low-income tenants in the neighborhood or
census tract.
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Section: 3.00 Application Process

Sub Section:

3.02 Priorities for Assistance

Service to eligible households must be provided on a first-come, first-serve basis in most
cases. However, priority service may be provided to the following applicants:

e Emergency: When a genuine emergency exists which poses an imminent threat to
the life, health or property of the household, and when that emergency situation can
be corrected by WAP services, and when other options to correct or alleviate the
threat are unavailable or impractical.

e Elderly, Chronically Ill, Children: A priority exists when the household includes
members who are elderly, chronically ill, or children under 18.

e State or Federal declaration of a disaster: In such instances that warrant a designation
of an area or areas as a disaster area, applicants identified in these areas may be
offered general or specific services on a priority basis.

e Prior to the commencement of the budget period: Subgrantees should meet with
representatives of their local department of social services and area aging agency to
establish the number of referrals that will be given priority onthe s u b g r & waitiage 0
list. Referring agencies should be encouraged to target the neediest households, in
accordance with OTDA and State Office for the Aging procedures.

e Subgrantees are required to give priority for service to households with elderly
persons, households with children under 18 years of age, households that include
persons with disabilities, HEAP recipients with extremely high energy use or high
energy burdens, and affordable housing projects assisted by HCR.

¢ Subgrantees may be required to leverage WAP funds with other federal and state
resources, and prioritize affordable housing assisted by HCR. Subgrantees shall also
take into consideration the recommendation of the relevant regional economic
devel opment council or the Commi ssioner0s
aligns with the regional strategic priorities of the respective region.

Subgrantees may give priority to applicants who will receive third-party co-funding or service
assistance where such applicants will receive added benefits or additional applicants will
receive WAP servicesdueto a s u b gabiityntd leverdgs funds or generate program
income.

OTDA is the State agency responsible for administering the emergency furnace repair and

repl acement program t hr ough owhickis admifisttEedd lo@lr i si s

departments of social services (LDSS). All inoperable or unsafe heating emergencies which
occur during the heating season must be referred to the appropriate LDSS. Weatherization
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subgrantees are not authorized or f umeeaetddo t hr ou
emergency services, except when authorized by HCR in response to a declaration of a
disaster by the governor and or federal authorities.

In any situation where the subgrantee is aware of an emergency of an unusual nature not
covered above, the subgrantee should call the HCR field representative for a case-by-case
status determination.

Subgrantees must have written policies outlining how they prioritize and select households to
be weatherized. HCR may request to review such policies at any time during the annual
budget period.

Subgrantees should be aware that service to employees and relatives of employees may
appear as a conflict of interest. As such, subgrantees must obtain prior approval from HCR,
using HCR Form 20A.

Subgrantees must have written policies outlining how they prioritize and select employees,
relatives of employees and income eligible board members for service. Senior agency staff
may not receive WAP assistance.

At a minimum, the following policies/procedures must be followed when providing
weatherization services to employees, relatives of employees, or board members. Failure to
adhere to the following policies/procedures may result in a partial or total disallowance of all
costs associated with the work conducted.

e A completed, signed and dated application must be on file documenting the
income eligibility of the applicant, and the unit to be weatherized,;

¢ |If the subgrantee has a waiting list for weatherization, the applicant must be
placed on the waiting list and not be moved ahead of other applicants because
of any special considerations other than those available to any other applicant
in similar circumstances;

e Prior authorization form HCR 20A must be approved by the HCR regional
supervisor to provide weatherization;

e The weatherization work scope must be prepared based on a DOE approved
energy audit;

e The investment in the building to be weatherized must conform to the energy
audit conducted and the subsequent work scope that was determined,;

e The weatherization work performed, including any repairs, and health and
safety work must be consistent with the approved energy audit and work scope,
in accordance with all HCR standards;

The HCR program representative must be notified when the applicant is to be
weatherized, and will attempt to inspect the unit before certification by HCR.
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Section: 3.00 Application Process

Sub Section:

3.03 Interagency Referrals

Interagency referral facilitates provision of weatherization services to elderly households and
those receiving public assistance, as well as to applicants referred to subgrantees by an area
aging agency, an LDSS, Neighborhood or Rural Preservation Company (N/RPC) or other
housing or community service agency. All referrals will be completed using the WAP
Interagency Referral form (HCR 806). This form consists of four copies: white for referring
agency; yellow for subgrantee; pink for subgrantee and N/RPC response; and, goldenrod for
work complete.

Applicants referred to subgrantees on the interagency referral form have been deemed
income eligible by the referring agency, and the subgrantee is not required to perform
additional eligibility verification and may proceed with providing services.

Referring agencies should prioritize all WAP requests and refer the neediest households to
the subgrantee using the WAP Interagency Referral form.

Instructions:

The subgrantee will initially receive the yellow, pink, and goldenrod copies of the referral
form. The referring agency will have retained the original (white copy) for its records. The
subgrantee has thirty working days to complete the form and return the pink copy to the
referring agency.

e All information regarding the applicant and household eligibility must be completed
and certified by a representative from the referring agency. The reference number will
be assigned by the referring agency.

¢ |If the form has blank sections or if it is incomplete, the referring agency should be
contacted immediately.

e The subgrantee must review applicant6 s past WAP files to deter:H
was weatherized previously. If it was weatherized, this information should be entered
on the form and the pink copy returned to the referring agency.

e If the unit requires reweatherization or heating-system work, the work should be
funded through other sources when possible, e.g., LDSS emergency funds.

e Complete the customary subgrantee applicant intake.

e |If the application process cannot be completed, the appropriate box in the lower half of
the form should be checked, and the form returned to the referring agency.

e Upon completing the application process and scheduling the energy audit, the
expected date when the audit will be conducted should be recorded on the form, and
the pink copy returned to the referring agency.
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¢ When the work has been completed, the completion date and the total dollar amount
for all materials and subcontracted labor should be recorded in the comments portion
of the form and the goldenrod copy returned to the referring agency.
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Section: 3.00 Application Process

Sub Section:
3.04 Applicant Intake in Rental Buildings

To weatherize a building containing rental units, applications must be completed for all units
in the building to be weatherized, except vacant units and certain buildings identified by HUD
that are included on a list published by DOE (that list certifies that those buildings meet
income eligibility requirements under WAP without the need for further evaluation,
verification, or an application for each unit weatherized). For these listed buildings, a data
sheet must be provided by the building owner that provides certain building demographic
data. For buildings where tenants pay utility costs directly, fuel release forms will also be
required to conduct the energy audit.

DOE has posted the list of eligible properties on their web page at:
http://lwww1l.eere.energy.qgov/wip/multifamily guidance.html

A rental building may be weatherized if:

e 66 percent or more of the rental units are occupied by eligible tenants (in some cases
50 percent of units is sufficient to deem the building eligible - see Chapter 4, Owner
Investment Procedures for additional information); or,

e all vacant apartments will be occupied within 180 days from the completion of the work
by eligible households.

If the above conditions are met, the entire building, including common areas, may be
weatherized. All units in a building are considered to be WAP-eligible once the overall
building has been deemed income eligible for WAP services. The conditions for weatherizing
a rental unit are described in Section 4 of this manual.

With respect to the amount of WAP funds that can be spent on rental buildings, any
measures that would improve the energy efficiency of the entire building may be installed in
ineligible units. However, the total value of the measures installed in the entire building may
not exceed the average per-unit investment multiplied times the number of eligible units.

A homebound applicant may also use an authorized representative to complete and sign the
application and other WAP documents. The applicant is required to name his/her authorized
representative and give the authorized representative written permission to apply on his/her
behalf. Identification must be obtained from the authorized representative. The authorized
representative must sign all forms using his/her own name and the applicant's name (e.qg.,
Mary Brady for Jane Doe).
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Proof of eligibility provided by the ntwner of
constitute acceptable documentation. The subgrantee must verify this documentation
independently. See below for income verification procedures for applicants in publicly-

assisted buildings.

Applicants in a rental building who request services due to a no-heat or unsafe heating
situation must be refused and told to apply to the Local Department of Social Services
(LDSS) for assistance. When the heating problem has been corrected, the applicant may
then be considered eligible for services under the WAP. In all rental buildings, provision of a
heating system in good working order is the responsibility of the building owner.

In buildings that have received funding from or are supervised by HCR or by the US
Department of Housing and Urban Renewal (HUD), and where tenants are required to
complete HUD Form 50058, Form 50059 or Form 50059e, or equivalent income eligibility
application, building eligibility can be documented by use of these forms. The information on
the form must be current for thetenanti n r esi dence at the time of
VIII-Cer t i f mustedbe signed and dated by the head of the household. The building
management agent must provide public notification to the tenants that WAP services are
proposed and provide tenants with an opportunity to indicate that they do not want their
personal information provided to the WAP subgrantee. If there is no opposition, the
subgrantee may complete the WAP application, have the building management agent sign
the application as the tenant representative with an original signature, and place a copy of
the form in the tenant information package.

When assisting buildings that have been provided with an allocation of Low-Income Housing
Tax Credits or certain other Federal, State or local housing assistance programs where
tenants are required to submit annual notarized income affidavits which are subject to
comparison with NYS tax records, subgrantees may accept such affidavits as proof of
income eligibility, if the affidavits are maintained by the building manager, and with prior
approval of the HCR regional supervisor. The tenants must be afforded the above
notification and privacy requirements before the subgrantee may proceed.

In 2009 DOE and HUD entered into a memorandum of understanding to simplify the income
certification process for multifamily buildings, and DOE subsequently published a proposed
change to the Final Rule for the WAP.

DOE published a final rule in the Federal Register on January 25, 2009 amending 10CFR
Part 440.22 (75 FR 3847). As a result of the final rule, if a multi-unit building is under an
assisted or public housing program and is identified by the U.S. Department of Housing and
Urban Development (HUD) or the U.S. Department of Agriculture (USDA), and included on a
list published by DOE, that building will meet certain income eligibility requirements, and may
also satisfy one or both of the procedural requirements to protect against rent increases and
undue enhancement of the weatherized building as indicated by the list, under WAP without
the need for further evaluation or verification.

As a result of the final rule, if a publicly assisted multi-family housing, or Low Income Housing
Tax Credit (LIHC) property is identified by HUD, and included on one of three published lists,
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it is deemed to meet certain eligibility criteria. By having a property listed on one of these
three lists, the WAP subgrantee can reduce the review and verification process necessary to
weatherize the buildings. The buildings identified on the lists must still meet all other
applicable eligibility requirements.

Documentation that the building meets the DOE eligibility requirements includes:

e Completed HCR Form #44. This is a newly created form to be used to collect
demographic data for those multi-family buildings that are already on the HUD
list. The collection of applications for each household in those particular
buildings on the HUD list is no longer necessary.

e Copy of the permission to enter the building form.
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Section: 3.00 Application Process

Sub Section:
3.05.01 Eligibility 1 General

WAP is designed to benefit low-income persons, particularly the elderly, disabled, and
families with young children. Under the DOE regulations, states must set eligibility for
participation in the WAP at either 200% of the Federal Office of Management and Budget
poverty leveloratt he st at iacdrse eligibilkyRevel. OTDA has adopted the 60% of
State median income level as eligibility for HEAP. HCR uses the 60% criterion for the WAP.

Some households are considered categorically eligible due to eligibility determinations made
by another governmental entity, or through participation in another program that has, by
definition, eligibility requirements that are as or more restrictive than the eligibility
requirements for WAP.

Any individual or household that is not considered categorically eligible, based on proof that
the applicant meets the eligibility criteria described in the following section, must meet the
income eligibility criteria for WAP, based on proof that the household income is at or below
the level set for WAP eligibility ( s e e @ Eil li ngci come ,iat ybel ow)

A vacant unit may also be considered for WAP service if the owner of the building agrees in
writing to rent the unit to a categorical or income eligible household within 180 days of the
certification of the completion of work.

A determination of applicant eligibility will remain in effect and no new documentation will be
required for one year from the initial date of determination, unless the subgrantee receives
information that the applicant is no longer eligible. If it is established that the applicant
intentionally provided false information regarding eligibility, all WAP work must be stopped
and closed out at the cost incurred.

A determination of eligibility for a multifamily building will remain in effect for one year from
the date the first application was determined income eligible. If WAP work is not started
within one year from that date, all applications will need to be updated to re-establish
eligibility. Questions about the eligibility issues must be directed to the regional supervisor.
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Section: 3.00 Application Process

Sub Section:
3.05.02 Eligibility i Categorical

SUPPLEMENTAL SECURITY INCOME

A household is categorically eligible for WAP assistance if, at the time of the application, any
member of that household receives Supplemental Security Income (SSI).

Acceptable Documentation: Award letter; copy of SSI check; Report of Confidential Social
Security Benefits Information form (SSA#2458).

PUBLIC ASSISTANCE

A household is categorically eligible for WAP assistance if, at the time of application, any
member of that household receives Safety Net or Family Assistance benefits. Applicants
who pay their own heat or are on voucher fuel payment and have high fuel bills will have

priority over applicants who have heat included in their rent.

Acceptable Documentation: Interagency Referral form completed by an LDSS; LDSS
computerized printout received by recipient when re-certified; LDSS monthly budget
worksheet with date, signature, and job title of LDSS personnel; LDSS Letter of Eligibility; in
New York City multiple-dwelling units, building printout by address from the New York City
Human Resources Administration, Copy of Electronic Benefit Transfer (EBT) card with a
current debit purchase receipt.

FOOD STAMPS

A household is categorically eligible for WAP assistance if, at the time of application, at least
one member of that household is receiving recurring Non-Public Assistance (NPA) Food
Stamps.

Acceptable Documentation: Letter or notice from LDSS stating that the household has been
determined eligible. A food stamp identification card alone is not sufficient documentation.
Categorical eligibility does not apply to NPA food stamp recipients in the following living
situations: individuals temporarily housed in a hotel or motel; residents of congregate care
facilities such as nursing homes and intermediate care facilities; and, residents of shelters.

HEAP - REGULAR BENEFITS

A household is categorically eligible for WAP assistance if, at the time of application, the
household has received or been notified that they are eligible to receive the regular HEAP
benefit for the current HEAP Annual Heating Season which runs from November through
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March of the following year. Receipt of Emergency HEAP benefits and any associated
change in eligibility for those benefits does not qualify a applicant for categorical eligibility for
WAP.

Acceptable Documentation: Letter or notice from the LDSS stating that the household has
been determined eligible for HEAP regular benefits. To be categorically eligible, an applicant
or household must have already applied for and been determined eligible for HEAP regular
benefits. Persons who have not yet applied for HEAP benefits must either be income
eligible, or apply for WAP after their HEAP regular benefits eligibility status has been
established.

Acceptable Documentation: Interagency Referral form completed by a local Office for Aging
or HEAP alternative certifier.

HOUSEHOLDS RESIDING IN CERTAIN HUD- or USDA-ASSISTED MULTI-FAMILY
BUILDINGS

DOE published a final rule in the Federal Register on January 25, 2009 amending 10CFR
Part 440.22 (75 FR 3847). As a result of the final rule, if a multi-unit building is regulated
under an assisted or public housing program and is identified by the U.S. Department of
Housing and Urban Development (HUD) or the U.S. Department of Agriculture (USDA), and
included on a list published by DOE, that building will meet certain income eligibility
requirements, and may also satisfy one or both of the procedural requirements to protect
against rent increases and undue enhancement of the weatherized building as indicated by
the list, under WAP without the need for further evaluation or verification.
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Section: 3.00 Application Process

Sub Section:
3.05.03.A Eligibility 7 Income

When an applicant is not categorically eligible, eligibility for WAP assistance may be
determined on the basis of household income. Household income is defined as total cash
receipts before taxes from all sources, including but not limited to:

Money wages, commissions, or salaries before any deductions (e.g., taxes and
garnishees).

Income from self-employment or from self-owned farm or business after allowable

deductions for farm or business expenses. In the case of dairy farmers, gross income
credited from milk companies, not income received, must be considered the base from
which allowable business expenses may be deducted to determine eligibility for WAP.

Regular payments from Social Security including Social Security payments for minors;
Unemployment Insurance Benefits; Veteran's Benefits; Veteran's Survivors Benefits;
pensions; regular insurance or annuity payments; or strike benefits from union funds.
Current award letters or other documentation must be provided upon request. The net
Social Security income after deductions is considered for WAP eligibility. This means
that the Part B Medicare amount is not included as income which is consistent with the
methodology used by LDSS.

Social Security or Veteran's Survivor's Benefits received by students. Retroactive
lump sum payments for Social Security or Railroad Retirement Benefits should be pro-
rated within the specified time frame.

Alimony and military family allotments or other regular support from an absent family
member or someone not living in the household. Alimony paid as in-kind income (e.g.,
rent) must be counted as income to the recipient. Life use of a dwelling provided
through an estate should not be calculated as income.

Dividends, interest, rents, royalties, or income from estates or trusts which are
received during the month of application. If the income covers a time period longer
than the current month, pro-rate the interest income by dividing the number of months
covered by the check (e.g., quarterly dividend check - divide by 3).

Housing allowances paid to military personnel.

The interest-only portion of a mortgage payment or land contract payment made to an
applicant, and payments on the principal of a mortgage held by an applicant are not
considered income.

Income from individual retirement accounts (IRAs) for the month of application,
whether a monthly payment or a lump-sum withdrawal. Lump-sum IRA withdrawals
should be pro-rated on a 12 month basis.
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The HEAP income eligibility guidelines for the 2011-2012 HEAP Program are shown in the
following chart. HCR will use current HEAP income eligibility guidelines for determining
WAP income eligibility. These guidelines are typically updated annually. When updates
become available HCR will notify all subgrantees by e-mail and post the current limits on its
internet site (www.nyshcr.orq).

Household Size (2011-2012) Monthly (2011-2012) Annual
1 $2,146 $25,752
2 $2,806 $33,672
3 $3,466 $41,592
4 $4,127 $49,524
5 $4,787 $57,444
6 $5,447 $65,364
7 $5,571 $66,852
8 $5,695 $68,340
9 $5,818 $69,816
10 $5,942 $71,304
11 $6,136 $73,632
11+ Add $478 for each additional

household member

WAP subgrantees are authorized to use these guidelines for determining WAP eligibility.
Referrals to WAP subgrantees from LDSS or area aging agencies will reflect these new
guidelines. The implementation of these guidelines will assure that WAP and HEAP maintain
compatibility in the area of income eligibility.
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Section: 3.00 Application Process

Sub Section:
3.05.03.B Eligibility T Computation of Income

Subgrantees must ensure that correct income verification procedures are followed.

Subgrantees must obtain income documentation from applicants as follows: for salaried
applicants, use the most recent four weeks prior to the date of the application; for applicants
who are self-employed, use business records for three months prior to the date of the
application.

Documentation may consist of a combination of information sources, (e.g., pay stubs,

statement from employer). To arrive at a monthly-income figure, the following conversion

factors must be used: multiply weekly income by 4.3; multiply bi-weekly income by 2.15; and,

for applicants paid twice a month, multiply semi-monthly income by 2.0. If the

applicant' s/ househol dbés gr oss weaatl hoyseholdc o me v a
weekly income for the previous four weeks, and multiply the average wage by 4.3 to arrive at

a monthly figure. W-2 statements are acceptable documentation for determining total

earnings.

When an applicant cannot document income sources (e.g., applicant claims to meet living
expenses by taking odd jobs or selling personal items or handicrafts), the subgrantee should
make a written record of the verbal information provided by the applicant regarding amount of
income, source, frequency or dates paid, and type of goods or services for which income
is/was received, and have the applicant sign and date the statement before a notary public.

It is appropriate to ask for supporting documentation, such as copies of the most recent IRS
tax returns, to verify such claims.

A notarized statement to document WAP income eligibility should be used only in exceptional
situations, i.e., no formal, or other documentation exists. When zero or unusually low income
is claimed, the HEAP Zero Income or Unusually Low Income Worksheet must be completed.

In no instance should subgrantee personnel act as the notary when documenting income
eligibility for an applicant.
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Section: 3.00 Application Process

Sub Section:

3.05.03.C Eligibility T Income Documentation

Income Source

Acceptable Documentation

Alimony

Court order; pertinent pages of separation agreement
or divorce decree that identify the applicant and
amount of alimony. (If court ordered payments are not
being received by the applicant, a notarized statement
to this effect will be accepted.)

Annuities

Statement from issuing organization

Direct Deposits

Copy of two or more bank statements listing the date
and amount of deposit; letter from local bank stating
source and amount of direct deposit income;
verification of income from benefit source.

Dividends and Interest, as Regular
Source of Income

Statement from bank or brokerage firm.

Estates and Trusts, as Regular
Source of Income

Fiduciary statement or current statement from bank or
brokerage firm.

Insurance Proceeds or Dividends,
as Regular Source of Income

Statement from insurance company (note: one-time
insurance payments or compensation for injury are not
considered income).

HUD FORM 50059

Copy of the current form for the tenant.

Pensions, Government or Private

Award letter; copy of checks; a letter from
administrative agency.

Rents

Income tax form; rent receipts; notarized statement
from applicant listing each apartment and the rent
received per month, as well as the description and
amount of deductible expenses. When the tenant is a
family member and is paying no rent to the owner, a
notarized statement should be received from the
tenant and signed by the owner stating that no rents
are being collected.
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Income Source

Acceptable Documentation

Royalties

Income tax return; current statement from company
issuing checks.

Self Employment Income

Business records for three months prior to the date of
application; IRS form for income from previous year
(for gross income only; seeChapt er 2, A
notarized statement of gross adjusted income,
including list of deductions and amounts, for previous
three months.

Social Security Benefits

Award letter; checks; statement from bank or
brokerage firm (if direct deposit); SSA form 2458
(Report of Confidential Social Security Benefit
Information).

Strike Benefits

Award letter; copy of checks; letter from union.

Training

Award letter, copy of checks; letter from appropriate
administrative agency.

Unemployment

Notice of Benefit Rate letter (Form Benefits L0403x)

Veterans Benefits

Award letter from Veterans Administration or
Department of Defense; copy of check.

Wages and Salaries Before
Deduction

Letter from employer on company's stationary; wage,
earnings, or pay stubs; any combination of the above
to document total earnings for the 4 weeks prior to
date of application; W-2 statements

Workers Compensation

Award letter from Workers Compensation Board;
current check.
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Section: 3.00 Application Process

Sub Section:
3.05.03.D Eligibility T Income Exclusions

The following income sources should not be included in total monthly income for purposes of
determining eligibility:

Cash Over Which the Household Has No Control

Cash including, but not limited to, reimbursement for expenses incurred in connection with
employment (e.g., gas mileage provided), and reimbursement for medical expenses (e.g.,
Medicare payment for doctor bills).

Loans
All except reverse-annuity mortgage and home-equity conversion payments.

Dependent Student Income

Earnings of full-time high school students aged 17 or younger should not be included in the
household's income, however, the income of dependent students over the age of 18 and
enrolled for at least 12 credit hours in an institution of higher education should be treated in
the following manner:

¢ Income received by students from State and/or Federal grants and/or loans is
excluded as income.

e Earnings of a student living at home are excluded as income in determining a
household's eligibility; however, students living at home are included in the household
count.

e Earnings of a student enrolled at an institution of higher education and living away
from home during normal periods of class attendance and recess are excluded as
income in determining a household's eligibility. Such students are, however, included
in the household count. A studentds status
student lives at home during normal vacations periods, or is claimed as a deduction on
the household's income tax. Students 18 and over must submit documentation of
student status and it must be placed in the applicant file.

Farm and Business Expenses

Allowable deductions for farms and businesses include only the cost of doing business. If
the enterprise is a partnership, the percentage owned by the applicant should be established
by documentation. The adjusted gross income figure listed on an applicant's income tax
return should not be used in determining income from small businesses/farms since the IRS
allows deductions for depreciation, personal business and entertainment expenses, income
tax, personal transportation, purchase of capital equipment, and payments on the principal
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loans. Business records required by law should be used to document gross income and
business costs for the three calendar months prior to the month of application and pro-rated
for an average gross monthly income.

Rental Property Costs

The following costs for rental property may be deducted from the owner's income, if
documented:

e interest paid to purchase income-producing property;

e insurance premiums;

e taxes paid on income-producing property;

¢ heating and/or utility costs paid for income-producing property where rent includes heat
and/or utilities;

e improvements and/or repairs necessary to maintain the property as income producing.

Note: To determine the allowable deduction for an improvement, use the life
expectancy of the improvement and pro-rate the cost (e.g., a new roof costs
$5,000 and has a life expectancy of 15 years). The $5,000 roof would be pro-
rated at $333 per year or $27.75 per month. To determine the allowable
deduction for a repair, divide the cost of the necessary repair by 12 months, e.g.,
a $500 repair to a roof would be $41.67 per month.

If the owner/applicant also resides in the income-producing property, the applicant's
allowable costs should, also, be prorated. For example, an applicant with a three-unit
dwelling who resides in one of the units would receive two-thirds of the allowable costs
deducted from his/her gross rental income. Applicants who do not reside in the income-
producing property would have 100 percent of their documented allowable costs deducted
from their gross rental income.

Depreciation, payments on the principal of income-producing property, and net losses are not
allowable deductions in determining income for eligibility.

Lump Sum Payments

Non-recurring lump-sum payments which are to be excluded from income in determining
eligibility include, but are not limited to: income tax refunds, rebates, or credits; retroactive
lump-sum insurance settlements; and, lump-sum income from the sale of property.

Special Energy Assistance Payments

Home energy assistance, either in cash or in-kind, provided by a private non-profit
organization or by an entity whose revenues are primarily derived on a rate of return basis
and regulated by a State or Federal government body, is not to be considered as income.

Payment for Foster Children and Foster Care Adults
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Payments provided for care and maintenance of foster children or adults are not considered
income. Foster children and foster-care adults (e.g., individuals 18 years of age or older,

who are socially, physically, or mentally handicapped and placed in a community-based care

setting approved by appropriate State agencies or local social services agencies) are not
counted as members of an applicantdos househol

Roomer and/or Boarder Payments

Roomers and boarders are not counted as household members, and their gross income is
excluded from the household's income. However, payments made by the roomer/boarder to
the household are included in the household income.

Holocaust Survivors Payments
Restitution payments from foreign governments to survivors of the Holocaust are excluded as
income.

Income Committed to Health Care/Homemaker Services
The amount which an applicant pays an employee for household work or health care is not
an allowable deduction from gross income except in the following cases:

Health Care Services: Income used to pay for in-patient hospital care, in-patient care
in a skilled nursing facility, or home health care, which is also counted toward Medicaid
eligibility, is exempted as income. For income exclusion purposes, home health care
means payments made for home nursing services rendered by a person (other than a
family member) who is qualified to provide services such as assistance with personal
hygiene, dressing, feeding or household tasks, and who has been appropriately trained
and is supervised by a registered professional nurse.

Housekeeper/Homemaker Services: Reimbursements for housekeepers or
homemakers under Title XX of the Social Security Act are not considered as income for
eligibility purposes. Those services include assessing the need for, arranging for,
providing and evaluating the provision of personal care, home management and
incidental household tasks by a professionally trained homemaker.

In-Kind Services: When an applicant has an employee residing in the household to
assist in household wor k simdmelshmaddnothe car e,
considered in determining the household's eligibility nor is the employee included in the
household count. No monetary value may be attached to any in-kind contribution which
the employee provides to the household.
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Section: 3.00 Application Process

Sub Section:
3.05.04 Eligibility i Special Groups

Roomers/Boarders

The eligibility of roomers or boarders depends upon whether the building in which they live is
a commercial enterprise, or a non-commercial enterprise. However, in no case is the spouse
of an applicant or a dependent child under the age of 18 to be considered a lodger/boarder.

Individuals residing in a commercial enterprise (SRO, hotel, motel, licensed rooming/
boarding house) as roomers, boarders, or room-and-boarders are to be considered individual
households (renters), and may apply for WAP through the normal application process.

Individuals residing in a non-commercial enterprise (private home) are not eligible to apply for
WAP as individuals apart from the host household. This applies to relatives and children
over the age of 18, as well as to non-related individuals who pay for room only, board only, or
room-and-board in private homes. If the host household applies for WAP, the
roomer/boarder's weekly or monthly payments to the household must be included in the
household's income, however, the roomer/boarder is not included in the household count,
and the roomer/ boarder's income is not included in the household's income.

Student Head of Household

For the purpose of receiving WAP in his/her own right, a "student” shall mean a person who
has completed his/her K-12 education, and who is now enrolled for at least 12 credit hours in
an institution of higher education, and is living separate and apart from his/her family, and is
not claimed by his/her family as a dependent. In the case of students age 21 and under,
documentation (such as the income tax form of
establish financial independence. No student living in a dormitory is eligible for WAP. Gifts,
scholarships, grants and loans which are used specifically for tuition and other educational
expenses are excluded from income in determining eligibility for WAP. Income from any
source which is used for living expenses must be included in the household's income.
Documentation of student status must be collected and kept in the applicant file.

Dependent Students

Full-time college students who remain dependents are counted as members of their family's
household, regardless of their temporary absence during school terms. Their income (except
Social Security Income or Veteran's Survivor's Benefits) is exempted from consideration in
determining the family's total income. Full time high school students age 18 or younger and
who are temporarily living away from their principal residence in order to attend school
should be included in their family's household count. Documentation of student status must
be collected and kept in the applicant file.
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Group Homes and Shelters

Prior, written approval by the HCR regional supervisor is required for the weatherization of
any shelter or group home. WAP funds should be leveraged with any other funding that may
be available. Documentation of ownership by a non-governmental, not-for-profit agency and
of the type of population living in the group home or shelter, (e.g., homeless, domestic
violence victims, developmentally disabled, etc.) must be submitted prior to receiving
approval. A copy of this documentation must be maintained in the job file(s).

A shelter is a dwelling unit or units whose principal purpose is to house, on a temporary
basis, individuals who may or may not be related to one another and who are not living in
nursing homes, prisons, or similar institutional care facilities.

A group home is a single unit in which three or more people, not related by blood or
marriage, reside and share eating facilities. In addition, a group home must have a clearly
definable identity which distinguishes it from more informal, family-type settings. A group
home may be either a temporary or a permanent residence.

If a building is a group home or shelter, a subgrantee may classify the building as more than
one dwelling unit. A dwelling unit within a group home or shelter can be classified either by
counting each single floor of the building, or by counting each 800 square feet of living space.
For example, a group home that houses 12 adults in a three story structure of 4,000 square
feet could be counted as either three units since it has three floors, or five units by square
footage (4,000 sq. ft. divided by 800 sqg. ft. per unit = 5 units). A separate application and
documentation of income eligibility must be received for each dwelling unit, regardless of how
units are counted.

Documentation of income or categorical eligibility is required for permanent group homes,
such as those for developmentally disabled individuals. This can be accomplished by
obtaining a written statement from the operator of the home which lists the residents and the
nature and amount of their income, if any.

Temporary Resident Aliens

The WAP application includes a statement signed by the applicant that no member of the
household is barred from receiving WAP services because of Temporary Resident Alien
status. Unless an applicant states that he or she is covered by this regulation, no further
action is required by the subgrantee. If an applicant indicates that he or she is a temporary
resident alien, the HCR regional supervisor should be contacted for further guidance.

Unemployed, Strikers, Seasonal Workers

For applicants whose regular, recurring income would render them ineligible for WAP, but
who are laid off or unemployed for three months or less during the year, eligibility for WAP
services would be based upon this average monthly income amount. The applicant's total
annual income should be divided by 12 to yield an average monthly income figure.

Examples of this type of worker are those workers who have a reasonable expectation of
returning to work within a three-month period and include but are not limited to, seasonal
construction employees, teachers and other contract employees, and strikers. This provision
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does not apply to individuals who have been fired from their jobs, or whose jobs have been
abolished, or who are in a permanent lay-off status.

Self-Employed

In determining income eligibility for self-employed applicants, "earned income" means the net
profit from a business enterprise, a business operated from out of the home, or farming. Net
profit is the gross income received, less the business expenses (e.g., total cost of the
production of the income). To compute income eligibility, this net profit should be averaged
for the three calendar months prior to the month of application. Subgrantees may use the
LDSS Self Employment Worksheet to document income.

Such income includes earnings over a period of time for which settlement is made at one
given time, as in sales of farm crops, livestock or poultry, or lump sum payments for services
rendered over a period of more than one month. Such income should be pro-rated over the
period covered by the income, (e.g., sale of an annual farm crop should be divided by 12 to
yield an average monthly figure, and this amount added in to each of the three months used
to determine average monthly income).

Those expenses directly related to producing the goods or services and without which the
goods or services could not be produced, must be deducted from the total income. However,
depreciation, personal business, entertainment expenses, income tax, personal
transportation, purchase of capital equipment and payments on the principal of loans must
not be deducted.
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Section: 3.00 Application Process

Sub Section:
3.05.05 Notice of Eligibility

Applicants must receive written notification of their eligibility status within thirty days of

completed application submissiontothe WAPs ub gr ant ee. A copy of the
of Eligibility must be placed iuffdingsiwlereaubgr ant e
notification is posted, one copy should be in the building file.

SAMPLE NOTICE OF ELIGIBILITY

This notice must be sent on subgrantee official letterhead

Date

Name and Address of Applicant
Dear

Your application for weatherization services has been reviewed, and we are pleased to
inform you that you are eligible for the Weatherization Assistance Program. Your application
will remain valid and in our active files for 12 months from the date of this letter. Please
notify us of any changes in the information supplied in your application as it could alter your
eligibility status.

Our staff will be in contact with you to arrange a date and time to conduct an energy
inspection of your home. Due to the volume of requests for weatherization services, we
anticipate your home will be scheduled for inspection on approximately

Please contact us at if you have any questions. Thank you.

Sincerely,

Director
Subgrantee Firm Name
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Section: 3.00 Application Process

Sub Section:
3.05.06.A Notice of Ineligibility

Applicants must receive written notification of their eligibility status within thirty days of

completed application submission to the WAP subgrantee. A notice of Ineligibility must

include the reason(s) for denial f WAPs er vi ces. A copy of the appl
Il neligibility must be placed in the subgrantee
notification is posted, one copy should be in the building

SAMPLE NOTICE OF INELIGIBILITY
This notice must be sent on subgrantee official letterhead.
Date

Name and Address of Applicant
Dear :

Your application for weatherization services has been reviewed, and we regret to inform you
that your application has been denied for the following reason(s):

EXAMPLES

income exceeds guidelines
income not documented
need additional information
need signatures

If this can be corrected or changed in the near future, please contact us and we will reassess
your application.

If you wish to appeal this denial of your application for weatherization services, please notify
us, in writing, at the above address stating the reason(s) for your appeal. Upon receipt of this
notification, your letter and application will be reviewed, and you will be notified of the final
decision on your eligibility status.

Thank you for your interest in the Weatherization Assistance Program.
Sincerely,

Director
Subgrantee Firm Name
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Section: 3.00 Application Process

Sub Section:
3.05.06.B Appeals of Ineligibility

The appeals process for ineligibility determination is as follows:

1. Applicant will notify the subgrantee, in writing, of intent and reason for appeal.

2. Subgrantee will submittheappl i cant 6s fi | e &QRlregomalp e al l et t
supervisor.

3. The HCR regional supervisor will review the file and give a copy of the file with a
recommendation to the Field Operations Manager.

4. The Program Director will make a final decision on the eligibility status and notify the
applicant and the subgrantee in writing of the eligibility determination decision.
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SECTION 4.00: Owner and Tenant Participation

This section provides comprehensive information on the policies and procedures for handling
all aspects of owner and tenant participation, including agreements with owners and rules for
investment in rental properties.
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Section: 4.00 Owner and Tenant Participation
Sub Section:

4.01 Weatherization Application

The Weatherization Application (Form HCR#4) is the primary document in each applicant or
building file and must be completed for every household that applied for WAP assistance.
Applications should be noted eligible, ineligible, or vacant and there must be an application
for each unit other than for units from buildings on the HUD list where other procedures
apply; in these cases HCR form #44 must be completed.

Each Completed Application Package must include:
e Weatherization Application (Form HCR#4)

e Income or categorical documentation
e Social security number of the applicant
e Energy information (Form HCR#5A and if applicable Form HCR#5B)
e Copy of recipientodés utility bills
e Copy of latest property tax bill
e Proof of ownership including section, block, and lot information
e Owner Agreement 1-4 Units (Form HCR#8, if applicable)
e Owner Agreement Multifamily (Form HCR#10, if applicable)
e Notice of Eligibility
A Spanish-language version of the application is available in the forms package.

Energy Information #5 A and B

Energy Information #5 Part A must be completed by the owner of each building to be

weat heri zed. Part A collects information regal
plant (whether there is an alternate or adjunct heating system and the type of fuel used). It

also identifies the utility that supplies electric services.

If the building has more than one occupied unit, Energy Information #5 Part B must be
completed by the head of household or designee for each occupied unit to be weatherized.

Each of these forms must be signed by the person named on the fuel/electric service bill for

that building/dwelling unit. This allows the fuel/electric service provider to release information

on the recipientdés bills, past and future, to
the subgrantee and HCR to assess the amount of reduction in fuel/electric service
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expenditures resulting from providing WAP services. This information is also required for any
post fuel/electric service consumption analysis required by HCR and any coordinated
projects that may be developed.

Privacy Protection Law Provisions

Every applicant for WAP service must be provided with a copy of the Personal Privacy
Protection Law Provisions (Form HCR#3). State Law requires that individuals providing
confidential information affecting their eligibility be advised of their rights under the Personal
Privacy Protection Law Provisions.

Applicants should be asked if they understand the Personal Privacy Protection Law
Provisions before they sign the application.
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Section: 4.00 Owner and Tenant Participation

Sub Section:

4.02 Household Questionnaire

The Household Questionnaire (Form HCR#11) provides information on household energy
behavior, building performance, and possible health and safety problems. This document is
to be completed by the energy auditor. Under no circumstance should this form be given to
the household for completion. The Household Questionnaire is required to be completed for
all units that receive WAP assistance. Some subgrantees may choose to utilize a different
version of the Household Questionnaire, however, all questions on the Household
Questionnaire must be included in the substituted version and that version must be submitted
to the HCR regional supervisor for approval before being used.

When cooling measures are being installed as a health and safety measure in a multifamily
building, the household questionnaire must be used to document the health condition that
justifies providing service.
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Section: 4.00 Owner and Tenant Participation

Sub Section:

4.03.01 Owner Agreements i General

Whenever a building with rental units is to be weatherized and the owner is not eligible for
the WAP, an agreement between the subgrantee and the building owner must be signed
before work can begin. If the owner of record on the deed (or chattel mortgage) is not the
household being weatherized, the household should be considered a renter and the owner of
record must enter into an owner agreement before any work can commence. Subsequently,
the owner of record is subject to all policies and procedures that apply to rental units.

For income-eligible single-family, owner-occupied buildings, the homeowner certification on
the Weatherization Application (Form HCR#4), should be used.

For buildings with rental units, there are two owner agreement forms which may be used
depending on the number of dwelling units contained in the building: the Owner Agreement
1-4 Units or the Owner Agreement Multifamily. These owner agreement forms, described
below, provide certain protections for the tenants, the subgrantee, and the owner. They
detail the subgrantee and owner work scope, list eligible units and rents charged, and list any
vacant units. The agreement forms must contain an owner's work scope that delineates the
work to be completed on the owner's building for his/her investment. The executive director
or his/her designee (designated in writing) must sign this agreement on behalf of the WAP
subgrantee.

Owner Agreement 1-4 Units (Form HCR#8)

The Owner Agreement 1-4 Units is to be used for buildings containing from one to four

dwelling units. It is not to be signed until the building analysis and eligibility documentation

have been completed and the ownerds investment

Owner Agreement Multifamily (Form HCR#10)

The Owner Agreement Multifamily is to be used for buildings containing five or more dwelling
units. This form is not to be signed until the building analysis and eligibility documentation
have been completed and the Owner Investment (Form HCR#7) and the Estimated
Weatherization Workscope (Owner Agreement Multifamily Form HCR#10, Exhibit B) have
been negotiated.

The Owner Agreement Multifamily may be used for a building containing one to four dwelling
units, but the Owner Agreement One to Four Units (Form #8) cannot be used for buildings
containing five or more dwelling units.
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Weatherizing Vacant Dwelling Units

Vacant dwelling units in a building containing rental units may be weatherized when the
building owner certifies that the unit will be occupied by an income-eligible household within
180 days of the certification of the completion of the work. In such cases, the application is
noted as vacant/eligible.

Rental Units

Owner Agreements place restrictions on the ownerd s  of a leuilding in which a weatherized
rental unit is located because of the increased value of the weatherized units. These
restrictions include:

¢ not raising the tenant's rent due to the provision of WAP services for a negotiable
period of not less than two years where the cost of heat is paid by the assisted
household and not less than five years where the cost of heat is included in the rent;
and,

e not evicting or involuntarily removing a tenant in a weatherized unit for the same
period, if the tenant complies with all on-going obligations and responsibilities to the
owner.

These restrictions are outlined in the Tenant Synopsis.

If the owner violates the Owner Agreement, then he/she may be billed for the cost of the
WAP work. The Owner Agreement also contains provisions governing owner investment in
the weatherization project where required.

For rental projects, the subgrantee is required in accordance with 10 CFR Part 440.22 (b)(2)
to document that not less than 66 percent (50 percent for duplexes and four-unit buildings,
and certain eligible types of large multi-family buildings) of the dwelling units in the building:
are eligible dwelling units, or will become eligible dwelling units within 180 days under a
Federal, State, or local government program for rehabilitating the building or making similar
improvements to the building.

Subgrantees assisting multifamily buildings using the 50 percent eligibility criteria should
exercise caution when utilizing flexibility in this area and must be prepared to demonstrate
that:

e The work is likely to result in significant energy-efficiency improvement because
of upgrades to equipment, energy systems, common space, or the building
shell (may be demonstrated by owner investment that exceeds the minimum
and allows an expanded work scope);

¢ Whether a building meets the significant energy improvement threshold is often
based on the facts applicable to the specific building in question. Subgrantees
should consult with their HCR representative if there are questions related to
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this threshold; HCR has the option of asking the DOE Project Officer for an
opinion;

e The work proposed is likely to result in attracting partnerships, coordination with
other programs, or significant owner contributions. Absent this investment,
lowering the eligibility to 50% may lead to disallowed costs.

If the subgrantee cannot show that all of the above conditions can be met, the subgrantee
must document building eligibility of at least 66 percent of the units in the building.

Proof of Ownership

Verification of ownership must be obtained for all buildings, regardless of whether they are
owner-occupied or rental properties. The following documents are acceptable proofs of
ownership:

e Copy of deed;

e Copy of mortgage or mortgage payment book;

¢ Real estate tax bill/receipt for address being weatherized;
e Chattel mortgage (used for mobile homes);

e School tax bill/receipt for address being weatherized,;

e Written statement from local tax assessor's office, county or tribal clerk, or deeds
commissioner;

e Mobile home bill of sale; or

e Copy of an executed land contract, life tenancy agreement, or life lease.

The address on the proof of ownership must be the same as the address at which the unit to
be weatherized is located.
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Section: 4.00 Owner and Tenant Participation

Sub Section:

4.03.02 Land Contracts, Life Tenancy, Life Lease Agreements

When an applicant for WAP services has an executed land contract, life tenancy, or life lease
agreement that grants them use of the property that is being considered for weatherization

for an extended period, such documentation may
the requirements of this section are met. An executed copy of the agreement(s) must be

presented to confirm proof of ownership and meet the following conditions.

Income eligible applicants presenting documents meeting all the terms and conditions listed
bel ow may be consi dethatate elfigple formssistange, andwvill @at 3e0
required to provide a contribution for WAP services.

The Agreement must meet the following conditions:

The entire agreement must be in writing.

It must identify the parties to the agreement (e.g., seller/purchaser; grantor/grantee).

It must describe the property sufficiently to be able to identify it.

e Itmuststateconsider ati on (e. g. purchase price, ifone
elt must contain all of the terms of the part
for maintaining and repairing the property.

¢ It must be signed by the patrties, their signatures notarized and filed with the county

clerkés office in the county where the prope

It must provide that the purchaser or life tenant is responsible for payment of all taxes
on the property.

Weatherization Assistance Program
Policies and Procedures Manual 97 Revised September, 2011



New York State Weatherization Assistance Program
Policies and Procedures Manual

Section: 4.00 Owner and Tenant Participation

Sub Section:
4.03.03 Owner Agreement 1 1-4 Unit Buildings

The Owner Agreement 1-4 Units (Form HCR#8) is used by the subgrantee to identify the
work scope to be completed on a 1-4 dwelling unit building that has rental units. The owner
agreement also defines the conditions under which both the subgrantee and the owner are
bound.

The owner agreement must be signed by the building owner if the applicant is a renter.
When the applicant is the owner-occupant of a single-family dwelling, the homeowner
certification on the Weatherization Application (Form HCR#4) must be signed.

Exhibits

The following exhibits to the owner agreement become a part of the owner agreement upon
execution (signature of the subgrantee and owner).

Exhibit A - Eligible Dwelling Units and Rents
Exhibit B - Estimated Weatherization Work scope
Exhibit C - Weatherization Work scope
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Section: 4.00 Owner and Tenant Participation

Sub Section:
4.03.04 Owner Agreement i Multifamily Buildings

The Owner Agreement Multifamily (Form HCR#10) must be used whenever the WAP project
includes five or more dwelling units. It is an agreement between the owner of the building to
be weatherized and the subgrantee, with the eligible tenants named as third-party
beneficiaries. The terms and conditions of the Owner Agreement should be thoroughly
reviewed by the building owner prior to signing.

The Owner Agreement provides flexibility to the subgrantee in negotiating final terms and
conditions with the owner; however, certain provisions are non-negotiable and are mandatory
program requirements. All terms and conditions not specifically named as being negotiable
are to be considered non-negotiable.

Time Period

The Owner Agreement is to be written for a minimum of two years when the cost of heat is
paid by the assisted household and not less than five years where the cost of heat is
included in the rent. The duration of the Owner Agreement should also increase in direct
proportion to the amount of WAP funds applied to the building (see Owner Investment
Procedures).

Exhibits
All relevant exhibits to the Owner Agreement become a part of the contract agreement upon
execution (signature of the subgrantee and owner).

Exhibit A - Eligible Dwelling Units and Rents
Exhibit B - Estimated Weatherization Work scope
Exhibit C - Weatherization Work scope

Tenant s Synopsi s

All tenants in a rental building that is being weatherized should be given a copy of the Tenant
Synopsis of the Owner Agreement (Form HCR#9). This is a plain-language explanation of
the Owner Agreement, and notifies the tenants of their rights under the Owner Agreement.
The Tenant Synopsis should be completely filled-in before the tenant is given a copy of this
document.
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Section: 4.00 Owner and Tenant Participation

Sub Section:
4.04 Household Investment Affidavit

Under no circumstances should an income-eligible homeowner be solicited for a contribution
to complete any WAP measures. However, when an income-eligible homeowner volunteers
additional funds, the following criteria must be met:

e The additional funds voluntarily provided by the assisted household must be for work
that the subgrantee could reasonably be expected to accomplish.

e The household must have the funds readily available without incurring additional debt.

e All possible leveraging resources have been exhausted. Documentation regarding
attempts to leverage funds for this additional work must be placed in the applicantd s
file.

e The applicant must sign the Household Investment Affidavit (Form HCR#35) stating
that he/she has not been solicited for these funds and that he/she is volunteering
funds of his/her own free will. This signed Household Investment Affidavit is placed in
theappl i @lemnt 6s

If all of the above conditions are met, the funds volunteered by the homeowner may be
incorporated into the overall WAP measures for the dwelling unit.
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Section: 4.00 Owner and Tenant Participation

Sub Section:

4.05 Owner Investment Procedures

Rental property owners participating in the Weatherization Assistance Program are required,
with certain exceptions, to invest their own resources toward the WAP work scope or overall
work scope, as outlined below. A building analysis must be completed prior to negotiation
with the owner and must form the basis for the proposed WAP work scope.

For rental buildings, investment requirements fall into three categories:

A. One-to-Four Dwelling Unit Buildings Unregulated by Federal, State, or Local
Government
In buildings containing between one and four unregulated units, the owner must make a
Direct or Indirect Investment of no less than 25 percent of the estimated WAP work scope
(including materials, crew, and subcontracted labor), unless the building is occupied by the
owner as his or her primary residence, and the owner qualifies for WAP assistance as a low-
income household.

B. Multifamily Buildings i _Unregulated by Federal, State, or Local Government
In buildings containing five or more unregulated units, the owner must make an investment of
no less than 25 percent of the estimated WAP work scope (including materials, crew, and
subcontracted labor). At least 75 percent of this owner investment must be a Direct
Investment in the approved WAP work scope. The remaining 25 percent may be an Indirect
Investment.

C.Requlated One-to-Four Unit and Multifamily Buildings
Buildings with any number of rental units that are eligible for WAP and that meet the
requirements to be eligible under Section 581-a of the New York State Real Property Law will
not be required to provide owner investment. Subgrantees should make sure that owners
understand that, while investment in buildings that qualify for this provision is not required,
owners that are able to leverage WAP with other funds may often realize more energy
savings and may be able to include measures in the work scope that do not achieve a
savings-to-investment ratio or 1.0 or more based on the WAP investment alone. These
discussions can be very helpful to owners in terms of understanding the nature of the owner
investment and how it can achieve greater results and more comprehensive work scopes
than either funding source can accomplish alone. Regulated property owners may be
encouraged to provide owner investment to achieve a greater scope of work when conditions
warrant.
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Owner Investment Documentation

The owner investment must be documented on the Owner Investment Form (HCR#7). An

owner's refusal to invest in the WAP project may not be used as a reason for denying

weatherization service to an individual income-eligible household; however, owner non-

investment may be used as a reason to assign a low priority to that applicanté s dwel | i ng
over dwelling units in other buildings where the owner is making an investment, except in

cases where a building is regulated. While an individual unit in a building in which the owner

is required but not willing to invest may be weatherized, common areas and equipment may

not be.

Types of Owner Investment

The two types of owner investment are Direct Investment and Indirect Investment, as
described below:

Direct Investment:
This includes cash investment and in-kind investment provided by the owner to implement
the scope of work outlined by the subgrantee.

Cash Investment by Owner:
When the owner's work is to be completed by the subgrantee, either by crew or
subcontractor, the owner must provide funds for this work prior to the start of WAP work.
Owner investment may be charged in accordance with the actual WAP work scope.

¢ Costs incurred in the performance of the owl
charged to contract funds in the first instance. If costs are charged to contract funds,
adjustments must be made to the appropriate cost center(s) prior to submission of the
payment request for that period.

e The owner investment must be directly related to the value of the work (materials
and/or labor installed in owner's building). All funds placed in the custody of the
subgrantee by the owner shall be placed in a bank account established by the
subgrantee solely for this purpose. No funds other than owner investment funds are to
be placed in this account.

e The principal deposited in the owner investment account may not be removed unless
the subgrantee has received written authorization from the owner which sets forth the
name and address of the payee, the exact amount, and the purpose of the
disbursement.

¢ Interest earned on the principal shall remain in the owner investment account until the
close of the current annual budget period. This total interest amount must be retained
by the subgrantee and used no later than the end of the subsequent budget period to
increase the scope of weatherization services or it must be deducted from the total
allowable expenses under the current budget.
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e Owner's funds must be released promptly in accordance with a schedule developed in
the subgrantee's negotiations with the owner.

e This procedure also applies to building analysis fees collected in advance from owners
of multifamily buildings, except that no construction management fee may be charged
until and unless the funds become owner investment.

¢ At the request of HCR, a subgrantee may be required to establish an escrow account
for all owner investment funds.

In-Kind Investment/Work Completed by the Owner

When the owner provides work by his/her own crews as part or all of the owner investment,
the work must be documented by the subgrantee using wages and hours or other acceptable
means. The Estimated Weatherization Work Scope (Owner Agreement Multifamily Form
HCR#8 or 10, Exhibit B) and the Weatherization Work Scope (Owner Agreement Multifamily
Form HCR#8 or 10, Exhibit C) must be completed by the owner or his/her agents. The
subgrantee must document the value of the owner's work and assure that the workmanship
and materials met WAP standards, but should not become directly involved in carrying out
the owner's work.

Where the owner's work represents weatherization measures having a lower priority of cost
effectiveness than those performed by the subgrantee, all the owner's work must be
completed prior to HCR certification except where a performance bond exists for such work.
Where a performance bond exists, all work must be completed within the budget period
unless approved by the HCR regional supervisor. The owner's work is subject to the same
material and work quality standards required for the subgrantee's work.

Indirect Investment:

Indirect investment is work completed either by the owner or by another contractor up to one
year prior to the ownero6és submission of an
completed prior to the submission of the application for WAP services, the subgrantee must
document the value of this work. Receipts should be attached to the actual weatherization
work scope. Work quality and materials must meet WAP standards.

The following types of work are acceptable as owner, in-kind and/or indirect investment

to meet the required ownerds investment :

o WAP-eligible energy improvements;

¢ Incidental repairs necessary for the effective performance or preservation of WAP
materials;

e Any WAP-related work which should be done as part of the program, (e.g., trash
removal, preparation and painting of boiler rooms, electrical work needed to complete
WAP work, smoke alarms, CO detectors, lighting, etc.) as approved by the HCR field
representative;
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e Lead abatement and other hazardous material work to assure that WAP work can be
conducted in a safe manner;

e Additional measures such as improvements to the building shell and mechanical and
building systems that benefit the health, safety, security and/or well being of the
eligible household.

e Subgrantees must advise owners that, in projects funded with ARRA funds, Davis-
Bacon requirements, including payment of prevailing wage, will apply to all work in a
coordinated work scope, including work funded with owner investments.

Owner Investment Waiver Policy

The HCR regional supervisor may waive the required owner investment in circumstances of

owner financial hardship. The request for a waiver must be accompanied by a summary of

the efforts made to documenttheown er 6 s f i nancial <condition whic
The subgrantee must verify financial hardship with a financial analysis. A financial hardship

exists when:

e The most recent building (s) financial audit reveals a negative cash flow for the
building(s);

e the owner documents a lack of available credit by providing evidence from at least two
lending institutions that an application for credit to provide the owner investment was
denied,;

e The owner documents insufficient building reserves.

If the regional officcup hol ds t he buil i ng ow
assigned a nor mal priority in th

s hardship
bgrant eeds

Additionally, HCR may waive the owner investment when it is determined to be in the public
interest to waive the investment.
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Section: 4.00 Owner and Tenant Participation

Sub Section:

4.06 Permission to Enter Building

Feder al regul ations require that written per mi:
agent to provide WAP services in a building containing rental dwelling units. Both the

subgrantee and owner must sign the Permission to Enter Building (Form HCR#6) which not

only provides protection for the subgrantee, but also explains pertinent Federal and State

requirements to the owner. This form is to be signed at the initial owner contact, and during

this initial meeting the subgrantee should provide the owner with a copy of the

Weatherization Program Information (Form HCR#29) and the appropriate Owner Agreement

(Form HCR#10 or # 8). In no case should the subgrantee enter the building to conduct the

building analysis or to collect documentation before the permission to enter building form is

signed.
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Section: 4.00 Owner and Tenant Participation

Sub Section:
4.07 Building Analysis and Qualification Fees

Each subgrantee may charge a rental building owner (that is not an eligible household) an

building analysis and qualification (BAQ) fee of up to $200 for single dwelling unit buildings,

$400 for two- to four-unit buildings, and $200 per unit for buildings with five or more units, not

to exceed subgranteeb6s actual <costs for buil di:
should also not exceed customary fees charged for audits and qualification for the building

type and amount of work required. The fee should be used to cover the expenses the

subgrantee has incurred in connection with this building. The BAQ may not be charged in

buildings that are exempt from the required owner contribution. Subgrantees may not charge

their HCR contract for any costs incurred in analyzing or qualifying buildings that are paid for

by a BAQ.

The procedure for collection of and accounting for BAQ fees is the same regardless of the
number of dwelling units in a building. Any fees collected should be recorded on the Owner
Investment Form (Form HCR#7). BAQ fees collected for a building that goes on to receive
weatherization work must be applied towards the owner investment for the building.

Any fund balance as a result of retained BAQ fees remaining at the end of a budget period in
that account represents funds in excess of cost and must be considered program income for
the next budget period, subject to the requirements for using program income.

When a subgrantee has collected a BAQ fee from a building owner and the audit is

conducted but the building is subsequently not weatherized, the fee may be retained by the

subgrantee and the owner must be provided with a copy of the audit. If the building receives

an investment of WAP funds, this audit fee becomespart of t he owner é6s i nve:
applied to the building.

If 18 months have passed without the building being weatherized, the subgrantee must
obtain a letter from the owner stating whether or not the owner is still interested in receiving
WAP services. If the owner is no longer interested in WAP services, the owner must be
provided with a copy of the audit and the subgrantee may retain the audit fees.

Written notice must be provided to the HCR regional supervisor within 30 days from any
determination not to weatherize the building, giving the reason why the building was not
weatherized.
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Section: 4.00 Owner and Tenant Participation

Sub Section:

4.08 Construction Management Fees

A construction management fee of up to ten percent to reimburse the subgrantee for

expenses associated with additional work required to manage multifamily construction

projects may be charged on all owner investments except indirect investments. This includes
investments where the owner contracts for measures independent of the subgrantee and

such work is of higher pr i dhesubgranteelmust ensutred¢hats ub gr
all work meets WAP requirements and is responsible for completing all of the tasks included

in the Multifamily Construction Management Responsibilities section of Chapter 5, including

monitoring and inspecting work funded by owner contributions.

The ten percent management fee is above and beyond other funds received for weatherizing

the building and must be specified in the Owner Agreement at the time the agreement is

signed. All owner investments, except for the management fee, must be used for work on

t he owner 6s bui lexteedthge actualccosinobitisetworkto e performed. In

cases where the cost s®than ¢éxpeetedamit is nebessarwtorefundi s | e
the difference to the owner, the subgrantee must also refund a prorated portion of the

construction management fee.

Under no circumstances may a subgrantee retain any unexpended funds from the owner
investment other than the ten percent construction management fee. Funds received as a
construction management fee may be used for any eligible WAP administration costs or for
additional program support costs. Those funds are subject to WAP reporting and audit
procedures and must be charged to the management fee ledger account during the budget
period. Construction management fees cannot be expended until the building is certified
and all work funded by all sources is completed. Any balance remaining at the end of a
budget period for work completed in the prior budget period will be recognized as program
income for the subsequent budget period. Any balance remaining twelve months after
receipt of these funds will be identified as program income and must be used in the
subsequent budget period.

DOE maintains a reversionary right to all tools and equipment purchased from construction
management fees.
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SECTION 5.00: Building Analysis and Quality Assurance

The purpose of this section is to detail the requirements and procedures for analyzing
buildings to be weatherized, and to explain the procedures for quality assurance in assisted
units.

Weatherization Assistance Program
Policies and Procedures Manual 108 Revised September, 2011



New York State Weatherization Assistance Program
Policies and Procedures Manual

Section: 5.00 Building Analysis and Quality Assurance

Sub Section:

5.01.01 Building Analysis of Unit/Structure

It is the responsibility of the subgranteeos
the dwelling unit/structure and record the information through use of a comprehensive DOE-
approved energy audit (building analysis) that assesses overall building energy usage and
provides an SIR for each potential energy conservation measure that could be undertaken in

the building. An energy audit must be completed before the commencement of any work.

The energy audit must include each of the following diagnostic measures:

e Blower door test for air infiltration/exfiltration;

e Determine conductive heat loss (based on square footage and U-values of windows,
doors, ceilings, sidewalls and floors);

¢ Steady state efficiency test for heating appliance efficiency;

e Test efficiency of heating distribution system and related controls;

e Moisture problems; inspect for presence of mold or mildew;

e Inspect for potential lead-based paint hazards;

e Interview applicant and complete Household Questionnaire (Form HCR#11);

e Determine condition and effectiveness of previous weatherization measures, if any;
e Conduct indoor air quality tests;

e Assess overall condition of structure, including the proper identification of the heated
envelope;

e Determine whether any problems may exist with the way the household uses the
heating system,;

e Assess adequacy of ventilation/venting systems;
e Conduct base load usage analysis;
e Determine if asbestos is present and if it presents a potential problem; and,

¢ Determine existence of any other health and safety issues.

HCR has approval for three energy audit systems in WAP: TIPS (the Targeted Energy
Protocol System), which was developed by HCR for us in the WAP and is integrated into the
Weatherization Reporting and Data Collection System; EA-QUIP (the Energy Audit using the
Queens Information Protocol), which is the primary audit used in WAP for multifamily
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buildings; and, TREAT, which is used in NYSERDA energy efficiency programs and is
approved for use in WAP. The energy auditor must complete the energy audit using this
information and the approved audit format (TIPS, TREAT, or EA-QUIP). Prior approval for
the use of TREAT is no longer necessary; however subgrantees are advised to work closely
with HCR to assure that health, safety and repair issues are properly addressed.

Other Energy-Related Measures

HCR allows subgrantees flexibility in determining work scopes, to enable a more
comprehensive approach to serving low-income households. Certain repairs may be
completed in the course of providing WAP assistance. However, subgrantees are reminded
that the overall goals of the WAP are to reduce energy use and heating costs by improving
energy efficiency and ensuring health and safety. All repairs provided under the program
must be incidental and consistent with the mission of the program.

The following energy related repairs may be permitted, when necessary:

¢ Ventilation may be installed in situations where it is necessary to mitigate health and
safety or moisture problems encountered in a dwelling unit being weatherized,
including proper ventilation of combustion appliances.

Heating distribution/fuel system repair or replacement in excess of an estimated cost
of $500 per unit may be permitted when shown to increase efficiency or useful life of
the system or provide for the proper distribution of heat to occupied areas.

e Chimneys may be relined or repaired when the existing chimney condition creates an
unsafe or inefficient condition during the operation of the primary heating appliance.
In situations where an existing chimney is inadequate for the proper venting of
combustion appliances other than the primary heating appliance, alternative cost
effective methods of venting those appliances should be explored and the most cost
effective measure must be utilized.

e Hardwired lighting fixtures may be replaced in kitchens, hallways, foyers, or
bathrooms when replacement is done to accommodate more energy-efficient lighting,
or when existing fixtures are unsafe.

e GFClIs may be installed in areas where an existing GFCI is not functioning properly or
where one is required to ensure safe installation of a WAP measure.

e A roof may be repaired only when this work is necessary to protect insulation that has
previously been installed or is proposed as part of the work scope for the unit. When
the cost of roof repair would exceed two thirds of the cost of replacement of the roof,
other funding must be solicited to offset the cost. When other funds are not available
to complete extensive roof work, a prior approval by the HCR field representative is
required. Roof replacement using WAP funding is not an allowable activity. WAP
funds can only be used to make incidental repairs.
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¢ Electrical circuits may be upgraded only when it is necessary in conjunction with the
installation of other weatherization or repair measures. For example, the installation of
a new heating appliance or ventilation appliance requires a circuit that is not currently
present or adequate.

¢ High-efficiency heating appliances should be considered when documented by testing
of the existing appliance, or when warranted by health and safety concerns. It should
always be considered if there are supplemental utility funds available during a
coordinated effort.

¢ |Installation of atmospheric heating appliances is not allowed.
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Section: 5.00 Building Analysis and Quality Assurance

Sub Section:

5.01.02 Historic Preservation Review

In 2009 DOE notified States that Section 106 of the National Historic Preservation Act

applies to Program activities. HCR has a strong co
historic resources, and has a close working relationship with State Historic Preservation

Office (SHPO). In February 2010, HCR and SHPO entered into a program agreement to

ensure that all weatherization projects are reviewed for impact on historic resources. Since

then, more than 25,000 reviews have been conducted. HCR will continue this process in

program year 2011 and beyond.

Subgrantees must ensure that a WAP Project Review Cover Form (available from HCR) is
submitted to SHPO for each unit to be assisted before any weatherization work begins. The
form provides for an expedited review for buildings that are less than 50 years old, or for
which only minor repairs will be performed, or limited measures installed. For projects that
have historic significance, or involve more extensive work scopes, additional information,
including photographs and workscope details, must be provided to SHPO so that a
determination of significance can be made. No work can begin until any recommended
mitigation measures intended to protect historic resources are incorporated in the
weatherization work scope. All work performed must include any mitigation measures
recommended by SHPO, unless prior approval is provided by HCR.
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Section: 5.00 Building Analysis and Quality Assurance

Sub Section:

5.02 Manufactured Housing

Manufactured housing includes mobile homes (a single-wide structure that is transportable
as a single unit, that is built on a permanent chassis), and modular houses. The mobile
home may or may not be placed on a permanent foundation. Modular houses are
transported in multiple sections and designed to be set on permanent foundations.

All manufactured housing is to receive a TIPS or TREAT energy audit to develop the work
scope and recommended investment level when providing WAP services. Prior approval by
the HCR regional supervisor is required for use of the TREAT audit software. The use of a
priority list to identify a scope of work for manufactured housing is not allowed in the HCR
WAP. There are no waivers or exceptions to this policy.

Weatherization measures should not be installed in manufactured housing where extensive
repairs are necessary or when work is likely to exacerbate an existing condition such as the
presence of mold and mildew. Subgrantees should pay particular attention to the presence
of ground water under the mobile home and to plumbing leaks from the domestic water
supply and waste water removal systems. Leaks should be corrected before work
commences. Attention should be directed to the immediate area where the unit is set-up and
secured to assure that a safe area exists for workers and residents of the unit. Households
should be informed of excessive moisture conditions resulting from plumbing leaks in the
water supply or waste water systems, as well as natural conditions such as drainage issues
or high water tables. The health and safety notification form as well as other information
explaining problems or potential issues that may impact the nature and scope of the
proposed work should be explained to the applicant before weatherization is begun.
Weatherization should not result in the likelihood of current conditions getting worse such as
excessive moisture before weatherization resulting in serious mold problems after
weatherization.

The agency is expected to use good judgment when going forward with the weatherization
work and should defer work or modify the scope of work when conditions justify. The
applicant file must contain pictures and other relevant information to support decisions to
defer or modify the services that would otherwise have been provided. Decisions should be
reasonable and supported by documentation in the applicant folder.

Thewor k scope should consider the subgrantee wol
the work scope requires the worker to be under a mobile home. Any dangerous or unhealthy

conditions under the mobile home (rubbish, construction debris, broken glass, animal feces,

sewage, etc.) should be corrected before work in that area begins. If working conditions in a
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specific area cannot be made acceptable, no work in that area should be done; and a copy of
the health and safety notification form left with the residents.
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Section: 5.00 Building Analysis and Quality Assurance

Sub Section:
5.03.01 Multifamily Building Analysis

Subgrantees play a central role in performing (or facilitating) the building analysis (energy
audit), and in managing the process used to complete work on multifamily buildings,
regardless of whether the work is subcontracted or performed by subgrantee staff.

Multifamily audits are completed by one of three methods: 1) subgrantees may perform their
own multifamily audits, when authorized by HCR to do so; 2) subgrantees may procure

mul tifamily energy audit services from a privai
technical support subgrantee, the Association for Energy Affordability (AEA), to conduct the
audit. When AEA conducts an audit on behalf of a subgrantee, the subgrantee is required
to gather various energy use and building specific data, and present it to AEA. Subgrantees
that conduct their own audits must collect this information themselves, and retain it for review
by HCR staff. Subgrantees that use other firms to conduct audits must specify the data
collection arrangement in the agreement with the firm. Once the energy audit has been
performed, the subgrantee is expected to develop a scope of work and secure the required
investment from the building owner, and then to oversee and mange every phase of the WAP
work, from awarding bids to completion and post inspection for presentation to HCR.

Subgrantees are required to supervise the day-to-day work on their projects, are responsible
for documenting inspections, and taking any other steps necessary to ensure that the
building analysis is done properly and will result in a work order that meets the goals of the
program. Subgrantees must perform a variety of tasks that cannot easily be assigned or left
to consultants. Itis HCRO s e x p ehattsabgrantees remain involved in every phase of
the project, and take any actions necessary to improve the overall performance of the work,
to assure proper quality control and energy savings on each project.

Any subgrantee that administers a program where 50% or more of the units assisted are in
multifamily buildings is required to complete EA-QUIP Audits on buildings of 20 units or less.
Technical assistance is available from HCR to develop subgrantee capacity in this area.
See fdAcr it -Auditiregy Ademcies,0S eblefl o w.

Before a building analysis is conducted, the subgrantee must meet with the owner and
provide the following:

e Weatherization Program Information (Form HCR#29);

e Fact sheet on the building analysis service; and,

e Owner Agreement Multifamily (Form HCR#10).
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The subgrantee must document the eligibility of the units in the building and collect the
building information for the preliminary building analysis including the following:

¢ Audit Services Referral (Form HCR#30);

¢ Energy Information (Form HCR#5A and 5B);

e Permission to Enter Building (Form HCR#6);

e Two-years fuel data;

¢ Documentation to show that each building qualifies for assistance;

e Compile all pre-audit information necessary for the building analysis;

¢ Justification for any instance where audit priorities are not followed (i.e., where a
measure with a lower SIR is prioritized over one with a higher SIR), and written
approval by the HCR field representative;

¢ Documentation of negotiations on investment and work scope with the owner (lead
hazard control/abatement and related work to assure that WAP work can be conducted
in a lead safe manner must be considered); and,

¢ Documentation of the any building that is analyzed and then not subsequently funded
with WAP (must be provided to the HCR field representative when it is determined that
the building will not receive assistance).

A DOE-approved energy audit must be performed by subgrantees authorized by HCR to
perform their own multifamily audits. Subgrantees that do not have prior authorization from
HCR to perform their own audits must have audits performed by a technical support
subgrantee.

Subgrantees that would like to use the TREAT audit software for multifamily buildings are no
longer required to obtain prior approval from the HCR regional supervisor before doing so,
but are advised to work closely with HCR to make sure that all health, safety and repair
issues are being identified and addressed.

For subgrantees that are not authorized by HCR to do their own audits, AEA provides the
following services on behalf of HCR:

Preparation of audit reports in the required professional format;

Documentation and specifications when heating-system replacement is indicated;

Post-weatherization energy-use analysis on buildings selected by HCR,;

Construction management of heating appliance replacement/repairs (upon request);

Attendance at pre bid meetings with multifamily heating contractors (upon request).
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Payment for EA-QUIP audits is made directly by the subgrantee to AEA in accordance with a
fee schedule negotiated between HCR and the technical support subgrantee (see section on
audit fees). AEA will bill subgrantees for services completed on a monthly or quarterly basis.

Weatherization Assistance Program
Policies and Procedures Manual 117 Revised September, 2011



New York State Weatherization Assistance Program
Policies and Procedures Manual

Section: 5.00 Building Analysis and Quality Assurance

Sub Section:

5.03.02 Procuring Multi-Family Energy Audits

Beginning in 2011, subgrantees are authorized to contract with qualified audit firms to have
energy audits performed. Subgrantees may only use energy audits that have been approved
by US DOE for use in the NYS Weatherization Assistance Program. The two audits currently
approved for multi-family buildings are EA-QUIP and TREAT. As with any other procurement
of professional services, subgrantees must follow all HCR and US DOE procurement rules.
Refer to Section 8 of this manual for more information on procurement rules.

Subgrantees are reminded that having an outside entity perform an EA-QUIP or TREAT audit
does not relieve them of the responsibility of assuring that the audit is complete, accurate,
and comprehensive in terms of addressing all energy issues with an SIR of 1.0 as well as
health, safety and repair issues that may directly impact the ability to provide weatherization
in the building. Also, it is the responsibility of each subgrantee to ensure that adequate funds
are budgeted for the cost of audit services the subgrantee expects to incur.

Energy audits performed by firms under contract to the subgrantee are subject to HCR
guality assurance procedures (see Section 5.04, below).

Subgrantees that choose to procure audit services must adequately plan for the time
required to solicit an audit firm, and for all related activities to be carried out after an audit
firm has been awarded a contract to perform these audit services.

The entire process of bidding for an audit firm to perform the audit, along with the quality
assurance component, may take several months. Subgrantees are advised to allow time
early in the program year so that all work can be completed by the contract deadline.
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Section: 5.00 Building Analysis and Quality Assurance

Sub Section:

5.03.03 Multifamily Construction Management Responsibilities

Subgrantees are responsible for assuring that the work scope proposed for each building is
based on the energy audit findings and the needs of the building. The subgrantee is also
required to ensure that recommended measures that make up the work scope are reflected
in the bid process and construction documents.

The following tasks shall be completed by the subgrantee to achieve this goal:

¢ Review of the bid package prior to bid to ensure that sufficient detail is included in
specifying the energy-related measures to assure compliance with WAP performance
standards, so that appropriate construction or installation of the recommended
measures can be assured;

e Ensuring that the bid package includes all related requirements, such as prevailing
wage or minority- and women-owned business utilization;

e Ensuring that designers and installers of specific systems will hold applicable
certifications and accreditations appropriate to the work proposed;

¢ Ensuring that all energy-efficiency measures that the energy audit indicated are a
priority are reflected in the bid package;

e Attending pre-bid meetings to explain program goals and procedures (subgrantees
must be ready to explain the energy-efficiency work scope - including air sealing,
insulation methods, controls, etc. - in sufficient detail to ensure that contractors
understand program requirements well enough to submit accurate bids);

e Review of selected bids and final contracts to ensure that they accurately reflect the
final approved design and specifications; and,

e Review of the construction scheduled to offer suggestions regarding timing and
installation of the energy efficiency elements of the project as needed.

Subgrantees are also responsible for confirming that work was installed according to the
energy efficiency work scope included in the original energy audit. Subgrantees confirm
proper installation by performing a full inspection of installed measures after work is
completed.

System testing must be performed as part of the post-inspection by the subgrantee. The
individual conducting the testing shall be qualified and trained in the test or have proven
experience and expertise. If completion is documented by someone other than the
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subgrantee, the subgrantee shall have documentation in the job file signed by the qualified
person who performed the system testing.

Statement of Completion

Each subgrantee is required to have a Statement of Completion (Form HCR#43) on file for all
work performed in each multifamily building assisted with WAP funds. The Statement of
Completion serves as a quality assurance measure to encourage and assure good work
practices by contractors and subgrantee crews. A Statement of Completion is required
whether the work is performed by contractors or subgrantee staff.

Subgrantees are required to receive a Statement of Completion, on t he contracto
letterhead, from all contractors performing WAP work, and to include the completed
statement as a deliverable in bid solicitation packages.

Information Required in Statements of Completion
e Name of subgrantee;

e Name of project/building and address of the site;
¢ Name and contact information of the individual completing the statement;

e Confirmation that all fixtures and equipment are new have been installed, and tested
to demonstrate conformance with all construction specifications;

e Documentation of all installation protocols;
e Signature of the individual completing the form and the date signed.

If a subgrantee is aware of documents currently in use that satisfy some or all of the
requirements of the signed Statement of Completion, the subgrantee should contact the
HCR field representative to discuss the acceptability of such documentation.

Contractors intending to substitute equipment specified in the bid package must obtain
subgrantee prior approval before the substitution. Substitution documentation may consist of
equipment cut-sheets, product literature, etc., specifying the make and model of specified
equipment, and energy-related performance characteristics (for example, kWh/year for
refrigerators).

It is strongly recommended that subgrantees work with HCR field representatives and
independent design engineers to develop specifications and contracts that address the
documentation needs of the program. For example, in a contract for insulation subgrantees
may include a requirement for photo-documentation at various stages of installation.

Statement of Completion documentation requirements, by measure
1. Appliances (ENERGY STAR®-labeled appliances such as refrigerators or domestic
hot water heaters):

Subgrantee Requirements
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e Perform post inspection as required to ensure that the signed Statement of
Completion is accurate and complete.

e Inspect all replacement appliances.

Confirm that the appliance is ENERGY STAR® labeled. If a label is not present, the
following website can be used to check for an ENERGY STAR® rating for a particular
make/model: http://www.energystar.gov/index.cfm

Documentation requirements

e A signed Statement of Completion from the installing contractor. Subgrantee should
be satisfied that the signed Statement of Completion is thorough and accurate.

e Record make, model number, and count of all appliances.

e Record location (for example, an apartment number) and serial number for each
appliance inspected.

¢ Photograph one representative appliance and ENERGY STAR® label, if visible, of
each type of appliance being inspected.

o For refrigerators, copies of the warranty cards with apartment numbers noted must be
retained before warranty cards are submitted to the owner.

2. Lighting - common area (hallway, stairwells, lobby, etc.), in-unit, outdoor, and security
lighting:
Subgrantee Requirements

e Perform post inspection as required to ensure that the signed Statement of
Completion is accurate and complete.

¢ Inspect all common areas (basements, lobbies, stairwells and stairwell landings,
corridors, trash chute rooms, etc.).

e Compare the quantities and wattages of the lamps and fixtures to the assumptions
made in the energy-efficiency work scope and note conformance/deviation.

e For retrofit fixtures, confirm proper operation of electronic ballasts using ballast
checker.

Documentation Requirements

e A signed Statement of Completion from lighting contractor. Subgrantee should be
satisfied that signed Statement of Completion is thorough and accurate.

e Record quantities, locations (by apartment number), types, and wattages for all lamps
and fixtures.

¢ Record make/model information on all in-unit lighting to confirm ENERGY STAR®
label.

e Photograph one sample of each fixture type (with ENERGY STAR® label affixed, if
visible).
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