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1.0 DISCUSSION:  It is the policy of CEO Wx to initiate a Request for Applications (RFA’s) 

for each CEO Wx region on an annual basis.  One of two types of RFA’s will be 
initiated—Negotiated RFA or Competitive RFA.  Competitive RFA’s will be issued at 
regularly scheduled 4 year intervals for each region.  Additionally, competitive RFA’s will 
be issued for a region in which the Local Administering Agency (LAA) is currently or has 
been on a special conditions plan within the twelve (12) preceding months of the RFA 
release date.  However, should all requirements of the special conditions plan meet the 
satisfaction of the CEO Wx staff prior to initiation of procurement, a waiver reinstating 
preferential status may be issued. 

 
2.0 Negotiated RFP:  A request restricted to the current LAA. 
 
3.0 Competitive RFP:  A request open to all public or private nonprofit entities, including 

local units of government and councils of government, qualified to serve the low income 
clients in the service area as described in the RFA.  In the event of a competitive RFA, 
preference will be given to any current LAA demonstrating an effective program as 
determined in CEO-WX-102. 
 
3.1 CEO Wx defines the proposal submitted as the proposer's application for funding.  
The maximum allocation is pre-determined by CEO Wx and is not open to negotiation 
(See CEO-WX-103).  After approval by CEO Wx, the proposal is recognized as part of 
the Cooperative Agreement between the State and the LAA. 
 
3.2 This RFP will be conducted in accordance with the requirements set forth in 10 
CFR 440.15, "Subgrantee". 

 
4.0 Exceptions: 
 There may be extenuating circumstances that would require suspension of Competitive 

RFP’s.  In such cases, permission for suspension of competitive RFP’s will be requested 
from the Office of the Governor and Director of CEO.  Upon approval a Weatherization 
Program Notice (WPN) will be issued to the agencies with the decision. 
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5.0 Schedule for Competitive RFA’s: 
 

FY 2012/2013 FY 2013/2014 

Suspended per WPN 12-1 Region 4.5 

 Region 6 

 Region 9 

 Special Conditions/Other 

 

FY 2014/2015 FY 2015/2016 

Region 3 Region 4 

Region 7 Region 10 

Region Multi-Family  

Special Conditions/Other Special Conditions/Other 

 

FY 2016/2017  

Region 1  

Region 2  

Region 5  

Special Conditions/Other  

 
 5.1 Additional Years: 
 Schedule will repeat on a four (4) year rotation basis.  CEO Wx retains the right to 

amend the schedule for Competitive RFA’s at their discretion. 
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1.0 DISCUSSION:   A current Local Administering Agency (LAA) not placed on a special 
conditions plan is considered to be in good standing with the Governor’s Energy Office.  
The standing determination as discussed below will have considerable bearing in the 
event a Competitive RFP is initiated.  An agency in good standing or not on special 
conditions will receive an additional 15% of points in the evaluation of their response to 
an RFP.  Determination of standing will be evaluated at the time competitive solicitation 
is initiated.  This determination will be communicated to the LAA in writing. 

 
2.0 Special Conditions: 
 A LAA will be placed on special conditions in the event that: 
 

2.1 Substantial financial or programmatic mismanagement is documented utilizing 
but not limited to the Admin Monitoring reports.  Substantial is defined as 
disallowed costs of a large dollar amount, generally $1,000 or more, or of a 
repetitive nature) or, 

 
2.2 Gross or deliberate neglect of generally accepted workmanship standards as 

evidenced utilizing QA Field Monitoring reports.  Gross neglect is defined as 
frequently recurring major findings that have not improved through additional 
training and guidance. 

 
2.3 Production goals are not completed in a timely manner, according to the goals 

set forth in the current program year’s contract and as documented in monthly 
production reports. 

 
2.4 The LAA is found to be in substantial non-compliance with applicable rules and 

regulations as documented in Admin Monitoring, QA Field Monitoring, monthly 
production reports, and monthly fiscal reports. 
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3.0 Actions for Non-Compliance:  When findings, such as those defined in items 2.1 

through 2.4 above, occur, the state CEO Wx Office will take one of the following actions: 
 
3.1 Classify the agency as "special conditions" (as outlined in 10 CFR 600.114, .162 

and .243) and apply any additional special conditions upon the agency in 
accordance with the findings, or 
 

3.2 If the findings are determined to be a result of flagrant and/or frequent 
noncompliance, this is considered to be a serious impact on the agency's ability 
to continue to operate the program effectively.  Steps will be taken to suspend or 
terminate funding (See CEO-WX-102.1). 

 
NOTE: These decisions are made by the CEO Wx manager.  Final appeal is to the 

supervisor(s) or the decision maker(s). 
 
4.0 Removing Special Condition Status 
 Once an agency is placed on special conditions either a conditions plan will be put in 

place or as stated above funding will be suspended or terminated.  The decision for 
removal of special conditions will be based on the following: 

 
4.1 The nature of the findings yielding the special conditions (are the same findings 

recurring?) 
 
4.2 The agency’s responsiveness to the special conditions (were the findings 

resolved promptly? completely? with attention to the cause of the findings?) 
 
4.3 The CEO Wx Office’s assessment of the agency’s potential for improving overall 

performance to an acceptable level. 
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5.0 Other Objectives to Determine Standing: 
 In addition to factors stated in 2.1 through 2.4, other objectives in determining Standing 

are considered which reflect CEO Wx’s view as to how grant funding and other 
resources are applied in the management of the LAA.  These objectives are outlined 
below: 

 
 5.1 Cost Effectiveness 

Using all CEO Wx funds available in ways that provide the greatest level of 
service per dollar, particularly as this pertains to Material and Labor funds 
(measurable by energy saved per dollar), but also to Overhead Costs, 
Administration and T&TA funds.  (Are sound decisions made as to how these 
limited resources are applied toward the program's goal?).  As well as making 
use of other available resources to expand the effectiveness of CEO Wx funds. 

 
 5.2 Accountability 

Operating the program and using funds in compliance with program rules and 
regulations.  

 
5.3 Quality of Service 

Services are provided comprehensively, meeting the specific needs of each 
household (complete weatherization services including heating system, 
insulation, air leakage, finished appearance and client education).  This includes 
applying sound energy conservation principles, using proven technologies as 
well as protecting the health and safety of clients, as they pertain to CEO Wx 
services, following established procedures/guidelines. 
 

5.4 Maximizing Services 
 

 Attaining or exceeding the established production goal; 

 Maximizing measures with high SIR. 

 Expending at least 95 percent (95%) of CEO Wx core program funds. 
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5.0 Other Objectives to Determine Standing (continued) 
 

 5.5 Serving Priority  
Establishing service goals reflecting program policy (serving the most “in need”) 
and attaining the goals set.  
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1.0 DISCUSSION:  Based on supporting documentation of standing as discussed in CEO-

Wx 102, the Colorado Energy Office (CEO) may enforce special conditions, suspend 
funding or terminate the contract of the LAA in violation of DOE and CEO-Wx policies 
and procedures. 

 
2.0 Consequences of Non Compliance 
 If a LAA fails to comply (see 10 CFR 600.243) with any term of an award as stated in 

Federal or CEO-Wx policies and procedures, the agency may be subject to one or more 
of the following actions: 

 
 2.1 Temporarily withhold cash payments pending correction of the deficiency. 
 2.2 Disallow all or part of the cost of the activity or action not in compliance. 
 2.3 Wholly or partly suspend or terminate the current award. 
 2.4 Withhold further awards. 
 2.5 Board notification and required response from the Board. 
 2.6 Take other remedies that may be legally available. 

2.7 May result in reallocation of funding or production to another CEO Wx contracted 
entity. 

 
3.0 Special Conditions:  If a LAA has a repeated history of poor performance, financial 

instability, mismanagement, violates the terms and conditions of the Cooperative 
Agreement (contract), or is irresponsible in administrating the Weatherization program, 
the CEO may impose additional requirements (see also CEO Wx 102) as needed in the 
following manner: 

 
 2.1 LAA will be notified in writing (mail or electronically) as to the special conditions. 
 2.2 Reasons why the special conditions are being imposed. 
 2.3 Nature of required corrective action. 
 2.4 Time allowed for completion of the corrective action. 
 
 The grievance procedure CEO-WX-104 can be requested by the LAA at any time.  Once 

the special conditions have been corrected to the satisfaction of the CEO-Wx they will be 
removed. 
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3.0 Suspension or Funding:   

Funding may be suspended in whole or in part by CEO-Wx for frequent or repeated 
violations as well as financial mismanagement.  In such a case written notification will be 
sent to the LAA and DOE stating the reasons for suspension, the effective date, and in 
the case of a partial termination the reduced or modified portion of the funding.  

 
4.0 Contract Termination: 
 Should termination of an agency contract be determined the following steps will be 

taken: 
 
 4.1 Notification in writing and effective date of termination to the LAA. 

4.2 Complete inventory of all tools, materials, equipment and capital equipment will 
be conducted. 

4.3 All grant purchased items (capital equipment, computers, tools, inventory, etc.) 
will be removed from the premises. 

 4.4 Competitive RFA process will begin. 
 4.5 Close out procedures will begin. 
 4.6 All other actions will be determined by the CEO Wx Director. 
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1.0 DISCUSSION:   
 

Multi-Family Allocation – Five percent (5%) to fifteen percent (15%) of funds available 
for subgrantees from the CEO Wx’s Weatherization Assistance Program (WAP) income 
will be allocated directly to a state-wide LAA for weatherization of centrally heated multi-
family buildings containing 5 or more units.  This entity will select multi-family projects 
throughout the state through a prioritization scheme that meets the federal requirements 
and takes into account geographic equity considerations.  All other LAA’s shall retain 
their ability to weatherize individually heated multi-family units.   
 
Single-Family Allocation – The remaining 85-95% of funds available for subgrantees 
from the CEO Wx’s WAP (WAP) program income will be allocated directly to LAAs that 
work primarily on single family units. These funds will be distributed among LAAs in the 
following manner.  Ninety percent (90%) of the funds will be allocated according to the 
value of the product of Heating Degree Days (HDDs) for the region, the region’s 
population that is eligible for weatherization according to the income guideline (at or 
below 200% of the federal poverty guideline according to the 2010 Bureau of the 
Census American Community Survey) and the region’s Housing Factor. Ten percent 
(10%) of the funds will be allocated according to a value for each region representing 
that region’s percentage of the total square miles in the state. The sum of the amounts 
for each region in an LAA's service area represents the LAA's total allocation.  
 
Exception -- CEO retains the right to adjust funding based on funding type (Federal 
and Non-Federal) on a case-by-case basis. 
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1.1 Local Administering Agencies (LAAs) are expected to maximize the use of funds 

allocated for service provision, and at a minimum they are expected to attain the 
unit goal and expend at least 95% of the CEO Wx awarded funds. Funds will 
generally be awarded based on the allocation formula; however, the State may 
use various performance indicators (such as previous years’ expenditure levels 
and amount of planned production completed) to factor into the allocation, so as 
to most effectively direct available resources to the greatest overall benefit. For 
example, in the event that an LAA does not attain its unit goals or expend at least 
95% of the CEO Wx awarded funds in a program year or an LAA demonstrates a 
significant lack of capability in doing so during the program year, the CEO Wx 
may choose to reallocate funds from that LAA to an LAA with the capacity to 
expend funds on additional production, including but not limited to a multi-family 
LAA. This may also occur if an LAA voluntarily determines it cannot expend its 
full allocation either prior to or during a program year and has the CEO’s consent. 
When the existing LAA is not capable of spending out at least 95% of its awarded 
budget, it may impact the LAA's standing (see CEO-Wx-102 and CEO-Wx-
102.1).  

 
1.2 Public input into the formula determination process is always welcome. The DOE 

allocation formula and allocation amounts are incorporated as part of the State 
Plan. 
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1.0 DISCUSSION:  As program funds become available at the state level for allocation 
during the program year (i.e., after the original allocation process has been completed), 
these funds will be allocated to the eligible Local Administering Agencies (LAAs).  An 
LAA will be determined by the state CEO Wx office as eligible or ineligible for inclusion 
in a supplemental allocation based on the following criteria: 
 
1.1 Standing of the LAA (see CEO-WX-102):  must not be under special conditions 

or classified as “high risk” 
 

1.2 Current program production:  Cannot be less than ten percent (10%) of plan after 
at least two months of production 

 
2.0 The eligible LAAs will be notified of available funds and directed to communicate to 

CEO Wx their interest in receiving such funds.  When an LAA is notified of available 
supplemental funds, the LAA must submit revised production and quarterly expenditure 
schedules (reflecting a revised budget) and revised service provision goals prior to 
release of a revised award.  (Other information may also be required, specific to each 
situation.)  Minimum service provision goals previously approved must be increased 
when supplemental funds are received which result in additional units.  Follow CEO-
WX- 405 for plan revisions. 
 
2.1 LAAs are encouraged to incorporate supplemental funds if this doesn't conflict 
with "sound management reasoning" (time available, staffing needs related to additional 
production, etc.).  LAAs are not required to accept supplemental funding. 
 
2.2 If requests for supplemental funds exceed the amount available, then CEO Wx 
will review the requests and current production status of the requesting LAAs and make 
allocation decisions. 
 
2.3 Allocation of supplemental funding will generally be directed where the greatest 
positive impact on LAA operations can be achieved, such as the provision of necessary 
equipment or retention of staff year-round. 
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1.0 DISCUSSION:  A Local Administering Agency (LAA) may appeal any decision or action 
made by CEO Wx staff, when cause for such an appeal can be presented.  Such 
grievances shall follow the procedures set forth in this section. 
 
1.1 When appealing the decision or action of a CEO Wx staff member, such appeals 
are to be presented, in writing, to the staff member's supervisor within ten working days 
of the receipt of the notice of decision/action.  The supervisor will review the information 
presented and, if cause for review is evident, will review and respond in writing within 
thirty (30) days of receipt of the appeal.  If no cause is shown, the LAA will be notified 
within ten (10) days.  The decision of the supervisor regarding an appeal can be 
appealed to that person's supervisor, following the same timetable.  This second appeal 
is final. 
 
1.2 When appealing a decision or action of the CEO Wx Program Manager, the 
appeal is to be presented to the CEO Wx Program Manager’s supervisor.  The same 
timetable set forth in the previous paragraph will be followed.  Decisions made by the 
supervisor regarding appeals are final.   
 
1.3 Alternative dispute resolution (ADR) may be used at any time during the above 
process.  Voluntary consensual methods, such as mediation, may be used.  A DOE 
dispute resolution specialist is available to provide assistance should such a need arise. 
 
1.4 When appealing quality assurance inspection reports, use the procedures 
defined in section CEO Wx 804.  
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1.0 DISCUSSION:  It is understood that some Local Administering Agencies (LAA) require 
an advance of funds. The Colorado Energy Office (CEO) will attempt to provide an 
advance when possible. 

 
2.0 LAA’s that require an advance must submit an advance request form (See Appendix A). 

The CEO must approve each LAA’s advance request.  If approved, the CEO will provide 
a monthly advance of funds by the 1st day of the month when feasible, but no later than 
the 5th day of each month.  
 

3.0 Discrepancies between the advance and actual expenditures will be reconciled within 
75 days. 
 

4.0 The CEO reserves the right to revoke monthly advance approval if an LAA is on special 
conditions or if other reasons warrant repeal.  
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APPENDIX A:  Advance Request Form 
 
Available on Share Point at: 
 
Monthly Advance Request Form 
 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEOWx%20105MonthlyAdvanceRequestForm.xlsx
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1.0 DISCUSSION:  Grantees and Recipients as well as subgrantees and subrecipients are 

required to remit interest earned on advances of Federal Funds to the government 
under 10 CFR§600.122 (Non-Profits), 600.221 (State and Local Governments), or 
600.312 (For-Profit Organizations).  Effective July 1, 1998, all Local Administering 
Agencies (LAAs) receiving in excess of $120,000 per year in Federal funds are 
expected to maintain advances in interest-bearing accounts.  Interest earned up to $250 
per year may be retained by the agency for administrative expenses.  Interest earned 
on advances in excess of $250 per year is to be returned to the Federal government via 
the methods described below: 

 
2.0 Payment Methods 

The grant number and grantee name are to be included on all submissions or 
correspondence.  As it relates to the online processing, a Grantee/Subgrantee can 
identify the grant number and grantee name in the comments field of the form.  The 
Grantee/Subgrantee will need their grant number, grantee name, and banking 
information available to complete either the online form.  Below are instructions for three 
methods of payment.  Please choose the most convenient method.  Please include the 
grant number and grantee name on all forms or payments to the Department of Energy.  
Checks can be submitted electronically (via ACH Debit) or the use of a credit card at the 
following website: 
 
https://www.pay.gov/paygov/forms/formInstance.html?agencyFormID=18573422 
 
2.1 Electronic Check Payment: 

Using the website above, please complete the first screen, including the type of 
payment and the bill number, then click on the Submit Data button.  A second 
screen will appear for your on-line electronic payment.  The first Option on the 
screen is for submitting your check electronically.  Fill in the required fields 
(identified by asterisk) with your check information and select “Continue with 
ACH payment”.  The third screen displays the payment summary and allows you 
to edit your information.  This screen will send a confirmation receipt to your 
email address, as well as any cc:  email addresses.  Please include 
AR@hq.doe.gov in the cc: email address block to ensure the Department of 
Energy accounts-receivable team is aware that your payment is in the system. 

  

https://www.pay.gov/paygov/forms/formInstance.html?agencyFormID=18573422
mailto:AR@hq.doe.gov
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2.0 Payment Methods (continued) 
2.1 Electronic Check Payment (continued) 

Review your payment information and select “Submit Payment”.  From the 
confirmation page, please print a copy of the electronic receipt for your records.  
You will receive an email notification of the transaction automatically.  Please 
mark your check PAID ELECTRONICALLY. 

 
2.2 Credit Card Payment 

Using the website above, complete the first screen, including the type of payment 
and the bill number, and then click the Submit Data button.  A second screen will 
appear for your on-line payment.  Scroll down to the second Option on the 
screen to submit your credit card payment electronically.  Fill in the required 
fields (identified by asterisks) with the credit card information and select 
“Continue with Plastic Card Payment”.  The third screen displays the payment 
summary and allows you to edit your information.  This screen also sends an 
email confirmation receipt sent to your email address, as well as any cc:  email 
addresses.  Please include AR@hq.doe.gov in the cc:  email address block to 
ensure the Department of Energy accounts-receivable team is aware that your 
payment is in the system.  Review your payment information and select “Submit 
Payment”.  From the confirmation page, please print a copy of the electronic 
receipt for your records.  You will also receive an email notification of the 
transaction automatically. 

 
2.3 Money Order or Paper Check 

Send the money order or paper check to the DOE Award Administrator at the 
U.S. Department of Energy address identified on your Assistance Agreement.  
The money order or paper check should be made payable to the U.S. 
Department of the Treasury. 
 
For awards subject to 10 CFR§600.122 applicable to non-profit organizations 
requires that for those entities for which the Cash Management Improvement Act 
(CMIA) and its implementing regulations do not apply, interest earned on Federal 
advances deposited in interest bearing accounts be remitted annually to the HHS 
Payment Management System through an electronic medium such as FEDWIRE 
Deposit system. 

  

mailto:AR@hq.doe.gov
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2.0 Payment Methods (continued) 
2.3 Money Order or Paper Check (continued) 

 
Recipients without the ability to issue electronic payments should use a check.  
The address for remittance is: 
 

  Department of Health and Human Services 
  Payment Management System 
  P.O. Box 6021 
  Rockville, MD 20852 
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1.0 DISCUSSION:  It is the policy of CEO Wx to reimburse Local Administering 
Agencies (LAAs) monthly, based upon the LAA's submission of fiscal and program 
reports.  The cooperative agreement between the State and the LAA is a "cost 
reimbursement" agreement; thus, LAAs are to report costs incurred on monthly fiscal 
reports, from which a reimbursement amount is calculated.  Monthly fiscal reports must 
correspond with monthly production reports.  If a discrepancy occurs, CEO reserves the 
right to withhold payment until the discrepancy is resolved.  If an additional advance has 
been provided, such as for purchasing a capital item and that purchase is reported in 
the monthly expenditures, then the reimbursement will be reduced by that amount. 
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1.0 DISCUSSION:  It is the policy of CEO Wx that a grant with a Local Administering 
Agency (LAA) is not formally considered "closed out" until all of the following have been 
achieved: 
1.1 Resolution of all outstanding CEO Wx Field Quality Assurance major and 

or/minor findings for which an inspection report required a response during the 
program year or as agreed upon by the CEO Wx Program Manager. 

 
1.2 All necessary final reports have been submitted to CEO Wx by the LAA.  The 

final fiscal report is due within 45 days of the award letter termination date.  If 
final fiscal reports can be submitted sooner that is preferred, and will expedite 
release of any final amount owed to the LAA.  Typically a schedule of due dates 
will be sent by the end of May by the CEO Wx Finance Manager.  See Appendix 
A for final report templates. 

 
1.3 Final program and fiscal reports have been reviewed by CEO Wx staff for 

accuracy and as a preliminary basis for assessing validity of expenditures 
reported; 

 
1.4 Any and all weatherization grant funds in the possession of the LAA which have 

not been earned are returned to CEO Wx; 
 
1.5 Documentation of remaining inventory, by type, quantity and value, is submitted 

to CEO Wx (include documentation of inventory wastage), 
 
1.6 A fiscal and compliance audit and an audit reconciliation covering the entire grant 

period is prepared, submitted to the State, reviewed by the State, and any 
questions or issues raised are resolved,  

 
1.7 A summary report of callback work conducted using funds from the grant being 

closed out is submitted for the State file (see CEO-WX 310).  Note:  This 
summary report should reconcile with entries as entered into Focal Point’s Call 
Back reporting, and 
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CEO Wx 108 (continued) 
 
1.8 Only those units final inspected on or before June 30th of the current program 

year are to be reported as completed production.  A final inspected unit is defined 
as ALL measures installed and completed. 

 
1.9 A completed BWR vs. Fiscal Reconciliation Form (see Appendix A). The 

variance between materials on the BWR and the fiscal must not exceed $2,500 
per Program Year.   
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Appendix A: 
 
Reconciliation Form: 
 
Available on Share Point at: 
 
BWR v. Fiscal Close Out Reconciliation Form 
 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEO%20108%20Close%20Out%20Reconciliation%20Form.xlsx
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1.0 DISCUSSION:  All Local Administering Agencies (LAAs) are required to retain all 
pertinent records (program and fiscal) for six (6) years, per the Colorado Controller, 
following the close of any weatherization grant.  (Review CEO-WX 108 regarding when 
a grant is defined as formally "closed out".) 
 

1.1 Weatherized Unit Records 
Per 10 CFR 440.18(e)(2) and CEO-WX 301.5 of this manual, LAAs are restricted 
against weatherizing units previously served by any CEO Wx weatherization 
program.  To document compliance, LAAs must retain documentation on all units 
within the LAA's service area which have received CEO Wx weatherization.  At a 
minimum, the information retained must include the address of the unit and the 
date of the service.  The LAA is responsible for retaining complete and accurate 
information which is adequate for documenting compliance with the re-
weatherization restrictions (see CEO-WX-301.5).  This documentation must 
cover all units served since October 1, 1975 for the LAA's entire service area.  
This pertains to all CEO Wx funded programs.  Any LAA which, for whatever 
reason, is missing any of these records, must notify the CEO Wx Office for 
guidance immediately.  (See CEO-WX-501 – for required documentation 
contained in Client Files) 

 

1.2 Other Records 
 Other records include: 

 Real property 

 Equipment records (from acquisition date to date of disposal) 

 Indirect cost rate computations or proposals 

 Cost allocation plans 

 Time cards 

 Employee Records 
 

1.3 Storage 
 Records are to be stored in a secured location that prevents damage and 

protects client confidentiality.  Information that is written on paper must be 
completed with ink to prevent erasure.  It is permissible to use an electronic 
format as long as the media is protected from potential damage and erasure.  
Such media should be backed up on a periodic basis.  Keep in mind it is possible 
for electronic media to become obsolete or inoperable in the future. 
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1.0 DISCUSSION:  It is the policy of CEO Wx that all Local Administering Agencies (LAAs) 
operate a financial management system which meets or exceeds the minimum 
requirements set forth in 10 CFR 600.121 or .220, or OMB Circular A-110.21, as 
applicable to the specific LAA.  CEO Wx reserves the right to establish additional 
requirements, in line with federal and state regulations, when specific situations merit 
such requirements. 
 
1.0 All applicants for funding must verify compliance with these standards. 
Verification of compliance is a prerequisite to the State's entering into a contract with the 
LAA.  CEO Wx will monitor the LAA's financial management systems. 
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1.0 DISCUSSION:  Regulations establishing the general parameters of allowable 

expenditures are set forth in 10 CFR 440.18.  These regulations are further clarified in 
the contract document between the State and the Local Administering Agency (LAA) in 
the annual DOE and LEAP State Plans prepared by CEO Wx and the appropriate OMB 
Circulars identified in the references.  All expenditures, in order to be allowable, must be 
reasonable, allocable and appropriate, in conformance with the principles and 
definitions set forth in 10 CFR 440.18 and the OMB Circulars. 

 
1.1 The LAA's financial management system must be capable of determining and 

documenting reasonableness, allowableness and appropriateness.  Expenditures 
must also be based upon acceptable procurement procedures and demonstrate 
a cost-effective approach in order to be classified as allowable.  Expenditures not 
meeting these criteria are subject to disallowance.  Allowable expenditures are 
also contingent upon the LAA's achieving production and expenditure goals as 
set forth in the contract; non-attainment of these goals may result in the defining 
of some expenditures incurred by the LAA as disallowed.  Interpretive guidance 
will be provided as necessary regarding definitions of allowable expenditures, 
and incorporated as part of this section. 

 
1.2 Allowable expenditures of CEO Wx funds must correspond to an approved 

budget and conform to the definitions of allowable expenditures for each budget 
category.  The following information provides guidance on the types of 
expenditures allowable under each budget category. 
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2.0 Charges to grants for wages and salaries are to be supported by "... after-the-fact" time 
and effort reporting.  The specific wording of the regulations varies somewhat between 
non-profits and governments.  Please see OMB Circular A-87 Attachment B-11 (2 
CFR Part 225 Appendix B Section 8), or Circular A-122, Attachment B-6 (2 CFR 
Part 230 Appendix B Section 8).  In most cases, such records will show the dates, 
number of hours worked and the allocation of the time to each grant and budget 
categories.  This assumes that the employee completing the time sheet understands the 
definitions for the grants and allocations.  Pursuant to the federal regulations, cited 
above, one key principle to keep in mind when developing a procedure for documenting 
salary and wage changes is "reasonableness".  In this context, reasonableness means 
whether the procedure yields a reasonable representation of the actual work performed 
by each employee and whether the fund amounts involved merit the amount of time 
required to perform the procedure. 

 
2.1 Another method is for the employee to indicate the actual work done and the time 

involved by date.  Examples might include: “Unit 142, audit, 9:00-11:30. 
Insulation 12:30 – 4:30.” or “Prepared fiscal report 9:00-11:30”.  In this approach, 
a person familiar with the appropriate definitions would code the work to the 
proper category. 

 
2.2 Staff whose salary is covered by multiple funding sources must indicate hours 

worked to each funding source.  In such cases, the CEO DOE Standard grant 
should be billed only for labor hours performed for the CEO Wx program.  If a 
LAA employee is budgeted as a 100% Full Time Employee in the CEO Wx 
contract, they should not perform any work for another program.  

 
2.3 However, where there are multiple funding sources and categories involved, it 

may be more efficient and still accurate to devise an allocation method using 
sampling methods (see OMB Circular A-87 Attachment B-11 (2 CFR Part 225 
Appendix B Section 8), or Circular A-122, Attachment B-6 (2 CFR Part 230 
Appendix B Section 8) for allowable sampling method).  Such methods would 
reduce the amount of daily record keeping after an acceptable formula had been 
developed.  Complete documentation for such formulae is necessary and must 
be included in the agencies written policies and procedures.  
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2.4 Budget estimates and funds available may not be used to allocate costs to 
budget categories, except in unusual circumstances (which will have been 
specifically approved in advance by the State or Federal awarding agencies).  
The allocations are to be made on the basis of definitions contained in State and 
Federal regulations. 
 

2.5 The above discussion is for allocating direct charges.  Indirect charges are 
determined by the cognizant agency and are charged to the Administration 
category. 

 
3.0 Administration Costs 
  
3.1 Administration and Management Staff: 
 

3.1.a Salary and fringe benefits of the Program Manager, Program Coordinator 
and the Agency Director, when carrying out the functions concerning 
General Organizational Processes.  This staff may also bill hours to 
operating costs if they are performing tasks specific to the WX Program 
i.e. production, rebate or fiscal reporting. 

 
3.2 Organizational Operations: 
 

3.2.a Salaries and fringe benefits of clerks/secretaries, bookkeepers, 
accountants, fiscal and other administrative staff associated with the 
General Organizational Processes.  Not included are those activities 
specifically defined under Operations Costs. 

 
3.2.b Salary and fringe benefits of the Program Manager, Program Coordinator 

and the Agency Director, may bill hours to operating costs if they are 
performing tasks specific to the WX Program i.e. production, rebate or 
fiscal reporting or assisting with client concerns. 
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3.0 Administration Costs (continued) 
 

3.3 Definition:  General Organizational Processes:  
 

3.3.a Activities associated with maintaining and sustaining the organization 
within which the Weatherization program is located.  Examples include: 

 3.3.a.1 Internal organizational planning and development 
   3.3.a.2 Board/governance-related activities 

3.3.a.3 Accounting, payroll and other financial management 
activities 

3.3.a.4 Developing and implementing internal Policies and 
Procedures. 

 
 3.4 Other Administrative Costs: 
 

3.4.a Telephone costs, including long distance charges, incurred by the CEO 
Wx program when not directly attributable to allowable functions under 
Operations or Field Costs.  

3.4.b Cost for office materials and supplies not directly related to allowable 
functions under Operations or Field Costs. 

3.4.c Those costs directly associated with the CEO Wx program that are not 
covered under defined categories.  

 
3.5 Maximum Administrative Funds 

3.5.a Each LAA may use a maximum of 5% of contract funds for administration 
expenses.  

 
3.6 See section 7.0 Exceptions listed below. 
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4.0 Health and Safety 

4.1. Health and Safety Materials:  

4.1.a Materials associated with resolving health and safety issues encountered 
during the course of weatherization, in accordance with the CEO Wx 
Health and Safety plan and guidance found in the CEO Wx Field Guide. 

4.1.b The CEO Wx Field Guide limit the types of activities which can be 
performed as health and safety, not the types of materials to be used. This 
is left up to the judgment of the subgrantee. 

 
4.2. Health and Safety Labor  

4.2.a Labor associated with resolving health and safety issues encountered 
during the course of weatherization, in accordance with the CEO Wx 
Health and Safety plan and guidance found in the CEO Wx Field Guide.   

4.2.b The CEO Wx Field Guide both requires and limits the types of activities 
which can be performed as health and safety.   

4.2.c Health and Safety Labor may either be tracked and reported via the CEO 
Wx Database, on a unit by unit basis, or an average estimated amount will 
be assumed by the State CEO Wx staff. LAA’s may choose to track and 
report Health and Safety Labor on every unit, or use the estimated 
amount, but may not do both.  

NOTE: Weatherization work during new construction of dwelling units (not additions to 
existing) is not an allowable activity. 
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5.0 Operations Costs  
Operation Costs are defined as Functions in direct support of the delivery of services to 
clients’ homes. 
5.1 Operations Salaries  

5.1.a Salaries and fringe benefits of off-site personnel who are involved in client 
outreach, client intake, client file maintenance, or other CEO Wx activities 
that directly support the delivery of services to clients. 

 
5.1.b Salary and fringe benefits of the weatherization Program Manager or the 

Program Coordinator when carrying out the functions not related to 
general organizational processes. 

 
5.2 Rent for Office Space 

5.2.a Rent for office space used in operating CEO Wx program. 
 

5.3 Other Allowable Operations Costs (when associated with supporting the 
delivery of services to clients) 

 Utilities  

 Telephones  

 Cell phones/PDA/Internet charges 

 Postage  

 Dues, Memberships 

 Printing, Reproduction  

 Advertising, Publicity (when prior approval has been obtained by the CEO Wx 
Communications Staff, see policy CEO Wx 600) 

 Supplies  

 Reference Books and Subscriptions  

 Vehicles used to transport office personnel 

 Office equipment maintenance  

 All other costs directly related to CEO Wx functions carried out at the 
organization’s office. 
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5.4 Energy Conservation Materials: 
5.4.a Materials associated with allowable weatherization activities and related 

repairs for reducing fuel consumption in eligible homes.  See Appendix A 
of 10 CFR 440 and the CEO Wx Field Policies. 

 
5.4.b Materials Costs may include: 

5.4.b.1 Costs to purchase and deliver materials to the agency storage 
site. 

5.4.b.2 Labor involved in the manufacturing materials.  
 

5.5 Liability Insurance 
5.5.a Personal injury, property damage, and pollution occurrence insurance for 

weatherization and furnace work. 
5.5.b This insurance will cover any damage/injury to a unit or an individual in 

that unit caused by an employee of the agency while that employee is 
performing intake functions, auditing, inspecting or installing materials. 

5.5.c This insurance must cover all possible corrective costs resulting from 
improper installation of materials or use of improper materials. 

5.5.d Note:  The State of Colorado needs to be named as “Additional Insured” 
in the endorsement section of the certificate to include General Liability.  

 
Example: 

  
Colorado Energy Office is named as additional insured for general 
liability. 
 

5.5.e There must be liability insurance for the Officers’ and Program Manager’s 
liability. 
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5.0 Operations Costs (continued) 
 
5.6 Labor 

5.6.a Field Crews:  Salaries and fringe benefits of field workers who install 
materials in clients’ homes. 

5.6.b Subcontractor Labor:  Payments to engage contractors to install Energy 
Conservation or Health and Safety materials or perform energy 
conservation services. 

5.6.c Supervision of Field Staff:  Salaries and fringe benefits of managers and 
crew leaders spent supervising Field Staff on-site. 

 

5.7. Field Overhead 
5.7.a Field Support Salaries:  Salaries and fringe for auditors, inspectors, 

production managers/coordinators and inventory clerks. 
5.7.b Rent for Field Operations Space:  Rent for warehouse space, inventory 

storage space and vehicle parking. 
5.7.c Tools, Equipment and Miscellaneous Field Related Expenses:  

Purchase and maintenance of tools and equipment; lease of tools, 
equipment and vehicles used for Field activities, protective clothing and 
equipment for worker health and safety, and building permits. 

5.7.d Travel Expenses:  Expenses for lodging, per diem, or other allowable 
costs associated with travel on the job that are not covered under other 
defined categories.  

5.7.e Vehicle Cost:  Maintenance, operation, and insurance for vehicles used 
to transport field crews, supervisors, energy auditors and inspectors to the 
job site, and for vehicles used to transport materials. 

 
5.8 Financial Audit  

Annual financial and compliance audit as required by OMB Circular A-133. The 
amount budgeted is to be the proportionate share of the agency’s overall audit 
which is applicable to the weatherization activities. 
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5.0 Operations Costs (continued) 
 

5.9 Capital Equipment  
Capital Equipment is defined as:  An article of tangible, non-expendable, 
personal property that has a useful life of more than one year and an acquisition 
cost of $5,000 or more.  When purchasing individual items which represent 
components of a larger article, the acquisition cost criteria are to be applied to 
the sum of the individual items. 

 
5.10. Training and Technical Assistance  

Allowable expenditures include: 
5.10.a Labor costs associated with providing Training and Technical Assistance 

to LAA personnel, subcontractors, and/or board members for the improved 
efficiency and quality of the weatherization program; 

5.10.b Providing information concerning energy conservation practices to 
weatherization clients, refer to CEO Wx 303.1; 

5.10.c Planning of innovative pilot projects, refer to CEO Wx 204.2; 
5.10.d Advanced technology intended to improve efficiency and/or effectiveness 

of the weatherization; 
5.10.e Educational materials and industry publications for the purpose of 

performing the functions described in 5.10.a and 5.10.b of this section; 
5.10.f Registration, travel and per diem costs of LAA personnel participation in 

conferences related to weatherization; 
5.10.g Labor costs associated with time that a designated agency Trainer spends 

receiving training 
5.10.h Tuition costs of subcontractors provided the criteria outlined in Policy CEO 

Wx 802 is met. 
 

NOTE: Some items or equipment that are allowable T&TA expenses may also be allowable 
overhead expenses, such as computers, software and related office equipment. 
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6.0 Leveraging  
Leveraging is the use of DOE funding to develop partnerships with utility companies and 
other entities to generate non-Federal resources.  DOE suggests that the goal be to 
produce more than one dollar leveraged for each dollar spent on leveraging (see 10 
CFR 440.14( c)(6)(xiv) and 440.18(d)(14). 
 
6.1 Allowable expenditures include: 

 Salary and fringe benefits costs associated with staff who will be pursuing 
additional funding. 

 Consulting services to pursue leveraging 

 Holding leveraging meetings 

 Preparing technical materials 

 Facilitating voluntary match funds from non-Federal sources. 
 

6.2 Any agency wishing to use leveraging funds must submit a detailed written plan 
at the time of the request for funds, or as part of the annual RFA grant process. 

 
6.3 See section 7.0 Exceptions listed below. 

 

7.0 Exceptions- There is exceptions to the allowable expenditures listed above for certain 
funding sources.  It is the responsibility of the LAA to ensure only allowable 
expenditures are submitted on the fiscal for each funding source 

 
 7.1 Exceptions by Funding Source 
  DOE Exceptions (costs are NOT allowable by this funding source): 

 Call-Backs and Go Backs 

 Individual units in a multi-family building 
 

LEAP Exceptions (costs are NOT allowable by this funding source): 

 Administrative expenses 

 Leveraging expenses 
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1.0 DISCUSSION:  Normally, Local Administering Agencies (LAAs) are expected to cover 
the travel costs associated with LAA staff participating in training activities.  Only on rare 
occasions will CEO Wx reimburse LAAs for travel costs related to special meetings and 
training events.  (Examples:  Interagency training, LAA staff assisting with CEO Wx 
training.)  The LAAs will be notified in advance of such situations.  When an LAA is 
submitting a request to CEO Wx for reimbursement of travel expenses, the form found 
in Appendix A of this policy is to be completed and submitted with supporting receipts 
for lodging expenses and any unusual expenses (training materials, for example).  The 
rules for reimbursement will follow the most recent Colorado State Travel policy located 
on the state’s website:   

http://www.colorado.gov/DPA/DFP/sco/FiscalRules/Taxability_of_State_Travel_Reimbursements.pdf 

 

 

2.0 LAA travel costs incurred as part of carrying out a CEO Wx project plan are to be 
handled in accordance with the pertinent federal regulations which govern allowability 
and allocability.  (See the regulations cited in the Supporting References section, 
below.) 

 
  

http://www.colorado.gov/DPA/DFP/sco/FiscalRules/Taxability_of_State_Travel_Reimbursements.pdf
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Appendix A:  Coloardo Energy Office Travel Expense Form 
 
On Share Point: 
 
Reimbursement Request Form 
 

 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Reimbursement%20Request%20Blank.xls
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1.0 DISCUSSION:  This policy will cover the use of CEO Wx grant funded Agency vehicles. 

2.0 Vehicle Usage:  It is required that agencies cannot allow employees to use grant-paid-
for vehicles for commuting, or to charge any costs to the grant for the use of vehicles for 
commuting.  In other words no personal use of grant funded vehicles is allowed.  
Guidance for all agencies regarding use of vehicles paid for or charged to the grant is 
discussed below: 

2.1 Commuting:  Vehicles are not to be used for commuting or in any other manner 
as a substitute for a personal vehicle.  

2.2 On Call Use of Vehicles:  The only employees who fit the emergency on-call 
provisions in the weatherization program are those who must respond to heating 
system emergencies.  This “on-call” requirement must be part of the employee’s 
job description.  In this case only a grant paid-for vehicle can be taken home by 
the employee to be used for on-call emergencies.  Mileage and use of vehicle is 
to be noted in the mileage log for that vehicle.  No personal use is allowed. 

2.3 Agency Policy for Vehicle Use:  Each agency is to have a specific written 
policy for the use of CEO Wx funded vehicles. 

2.4 Mileage Logs:  Mileage logs are to be maintained for all vehicles.   

3.0 Reporting:  In addition to CEO Wx guidelines, agency management and accounting 
personnel should be familiar with and assure compliance with the Internal Revenue 
Service requirements for reporting which may apply if a vehicle is taken home for “on-
call” reasons.  Also, the agency may be liable for payments to the employee for the 
“on-call” or “stand-by” time even when the employee is not called out. 

4.0 Non-Weatherization Usage:  CEO Wx funded vehicles are not to be used for non-
weatherization activities, unless pre-approved by CEO Wx program manager.  This 
includes such activities as not for profit work and grants other than CEO-Wx. 
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1.0 DISCUSSION:  Local Administering Agencies (LAAs) must obtain waiver approval 
from the CEO Wx staff in the following situations:  

1.1 Multifamily building weatherization:  Multifamily projects must follow the 
requirements set forth in the CEO-Wx 301.6, 307, 806 and 810.  Multifamily 
projects require that the LAA consult with the CEO-Wx staff to develop an 
appropriate priority list.  The LAA must submit a proposal detailing the results of 
an energy audit and how much financial participation has been committed by the 
owner.  Approval for the project will be granted, if CEO Wx requirements are met 
for the project.  See CEO-Wx 307 for further details regarding multifamily building 
eligibility criteria and required waivers.  See also CEO Wx 306.2 for landlord 
contribution requirements. 

1.2 A waiver is required whenever there is a deviation from the CEO-Wx 
Policies and Procedures.  Agency waivers, as discussed in CEO-Wx 806, are 
single occurrence exceptions and do not require prior state approval.  State 
waivers are general exceptions to CEO Wx Policy, and require a written request 
and written approval from the state.  Examples of waiver requests are below: 

  Agency Waiver: 
Example 1:  If it is not possible to install a required measure, such as wall insulation in a 

home where the walls are structurally unsound and structural repairs are beyond the 

scope of the program, an Agency must document reasons for not installing the insulation 

and waive the measure. 

 

State Field Policy Waiver: 
Example 2:  A local codes requirement prohibits the installation of perimeter insulation. 

The agency must provide documentation of the code and a written request to the state to 

waive the installation of perimeter insulation in that codes jurisdiction. 

 

State Policy Waiver: 
Example 3:  A landlord waiver of contribution under certain circumstances whereby the 

landlord is not eligible for the program.  
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1.4 Below is a listing of required waiver requests for State approval: 

 Agency initiated multi-family projects (5 or more units) that contain 
individually heated units. 

 Individually heated multi-family single units that are individually owned or 
rented require a waiver.  Funding for these units require non-DOE funds.  
If however, the entire building is being weatherized DOE funding can be 
used. 

 Fuel conversions 

 Outside of CEO Wx policy (see 1.2 above) 

 Landlord contribution 
 

1.5 High Cost Units: 
 It is required that agencies with units greater than $10,000 in costs consult with 

the CEO prior to initiating work.  Typically a review may result in other cost 
saving alternatives. 

 

1.6 Pilot Projects:  It is the policy of CEO Wx to waive certain program regulations 
when a Local Administering Agency (LAA) is operating an approved CEO Wx 
pilot project (see CEO Wx-204.2).  Specific waiver provisions will be set forth in 
the contract by CEO Wx.  Specifically, the provisions set forth in the following 
references may be waived by CEO Wx for pilot projects (as appropriate to the 
specific project): 

 10 CFR 440.18(a) and (b) - Expenditure average and maximum.  

 10 CFR 440.21(b) - Restricting allowable materials to Appendix A of 10 CFR 
440.  
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2.0 PROCEDURE:  Approved or disapproved waivers will be generated by the CEO Wx 
Program Production Manager.  Requests are to be made by email to the Program 
Production Manager.  LAA staff must provide detailed information pertaining to the 
request (see attached form).  If approved, a waiver number will be issued to the LAA 
and an electronic approval form will be emailed to the LAA.  The waiver approval must 
be included in the client file(s).  Work can proceed on a unit after verbal or electronic 
verification of the waiver approval.  If disapproved, the waiver form will be emailed to the 
LAA for client file documentation. 
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Appendix A:  CEO Wx LAA Waiver Request Waiver Form 
 
 
Available on Focal Point at: 
 
Waiver Request Form 
 
Waiver Request Form 
 
CEO Wx Approval/Disapprove Form 
 
Approval or Denial Waiver Form 
 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Waiver-Form.xlsx
https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Approval%20or%20Denial%20Waiver-Form.docx
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1.0 DISCUSSION:  It is the policy of CEO Wx to waive certain program regulations when a 
Local Administering Agency (LAA) is operating an approved pilot project under a LEAP 
Weatherization grant.  Specifically, the provisions set forth in the following references 
may be waived by CEO Wx for LEAP pilot projects (as appropriate to the specific 
project):  

 10 CFR 440.18(a) and (b) - Expenditure average and maximum.  

 10 CFR 440.21(b) - Restricting allowable materials to Appendix A of 10 CFR 
440.  

1.1 Also, specific waiver provisions will be set forth in the contract by CEO Wx.  

2.0 Pilot Project Measures: Pilot Project Measures are those optional heating and cooling 
measures that can be analyzed for cost effectiveness with NEAT.  They include:  

 

2.1 Low E windows  
2.2 Window shading (awnings)  
2.3 Sun screens (fabric and louvered)  
2.4 Window films  
2.5 Electric vent dampers  
2.6 Intermittent ignition devices (IID)  
2.7 Electric vent dampers and IIDs combined  
2.8 Flame retention head oil burners  
2.9 Mid efficiency furnace replacement (for efficiency Increase)  
2.10 High efficiency furnace replacement (for efficiency Increase)  
2.11 Water Heater Replacement (for efficiency Increase)  
2.12 Space heater replacement  
2.13 Water Heater fuel conversion  
2.14 Smart thermostats (setback thermostat)  
2.15 Air conditioner tune up  
2.16 Air conditioner replacement (for efficiency Increase)  

2.17 Other measures may be considered on a pilot basis as well.  Any 
material contained in Appendix A of 10 CFR 440, or any other energy 
saving measure may be submitted for consideration as a pilot project.  
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3.0 Procedure for submitting Pilot Projects:  

Agencies will submit to the state CEO Wx staff a written description of the 
proposed pilot project.  The description will contain information about:   

3.1 Materials and installation procedures that will be performed. 

3.2 Expected costs and energy savings associated with the measure. 
 
3.3 The savings analysis methods, such as NEAT analysis, short term metering, long 

term fuel consumption analysis, or other industry accepted techniques may be 
submitted for energy savings measurement. 

 
3.4 Estimates of the number of homes that will receive the measure, the time period 

involved. 

3.5 The impact of the project on the agency budget.   
 

3.6 In addition, the proposal must include a methodology for analyzing the results 
of the project. This should include:  

 
3.6.1 Financial tracking of materials and labor costs, 
 
3.6.2 Measurement of the energy consumption before and after the measures is 

installed. 
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1.0 DISCUSSION:  Heating system and refrigerator replacements are an allowable 
expense in the CEO Wx program (Refer also to CEO Wx 822).  Candidates for heating 
system replacement include: 

1.1 Health & Safety: 

 Heating systems with cracked heat exchangers, verified visually,  

 Heating systems where repair costs exceed 25% of replacement costs. 

 Open-combustion mobile home furnaces, unless the mobile home 
manufacturer’s design was intended for that type of installation, i.e. an 
interior closet that has an open combustion furnace and water heater that 
is sealed from the living space. 

 
1.2 Efficiency Replacements 

 Heating systems that are cost effective. 
 

2.0 Heating Contractors:  Awards to heating contractors by Local Administering Agencies 
(LAAs) for new heating system installations must follow CEO Wx procedures for bidding 
and awarding work.  

3.0 Refrigerator Replacements:  Candidates for refrigerator replacements include those 
that meet the SIR criteria for replacement, and can be reasonably accessed for removal 
and replacement. 

4.0 Landlord Financial Participation:  Refer to CEO Wx 306.2. 
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1.0 DISCUSSION:  It is the policy of CEO Wx that a Local Administering Agency (LAA) 
shall have written procurement procedures on file at CEO Wx prior to CEO Wx 
executing a contract for weatherization services.  This document must explain the 
procedures for purchasing all goods and services, and express how compliance with 
OMB Circular A-110 or 10 CFR 600.144 or 10 CFR 600.236 (as applicable) is 
achieved.  Refer to Appendix A for required items. 

 

2.0 Material and subcontracted labor bid specifications are to be submitted to CEO Wx for 
review prior to their use.  If prior bid specifications will be reused and have already been 
approved by the CEO Wx staff, there is no need to resubmit for CEO Wx approval.  
Verbal or written comments will be made within two weeks of receipt of the 
specifications.  Please factor this into the procurement schedule.  

3.0 For governmental and non-profit entities, small purchase procedures may be used when 
purchases "in the aggregate" are under $25,000.  Purchases over $25,000 require 
formal proposals or bid requests according to the State procedures.    

4.0 Costs incurred by an LAA through procurement procedures not complying with OMB 
Circular A-110.44 or 10 CFR 600.144 or 10 CFR 600.236 (as applicable) shall be 
subject to disallowance by CEO Wx.  Such non-compliance may also be grounds for 
high-risk status, contract suspension and/or termination.  

5.0 10 CFR 247 requires effective July 1, 1997, the use of recycled materials to the 
maximum extent possible.  The LAA is the "procuring agency" for purposes of this 
regulation.  The threshold for the regulation is $10,000 of purchases of one of the items 
or functionally equivalent items in a year.  When this threshold applies, the policy of 
CEO Wx is to allow a price differential of 5% to 15% for the purchase of the recovered 
items.  

6.0 The LAA is responsible for retaining all documentation necessary to verify compliance 
with the applicable procurement regulations.  These documents will be monitored at 
minimum once per fiscal year by CEO Wx staff.  
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Appendix A 
 

Procurement Procedures – Checklist 
 

Use the following list to review the agency’s procurement procedures.  Indicate the appropriate 
references in your policies to the subjects set forth.  See 10 CFR 600.144 or 10 CFR 600.236 
or OMB Circular A-110.  
 

 

LAA Ref # Required Procedure 

 Procedures Written? 

 Is there a code of conduct governing the performance of officers, employees or 
agents engaged in the awarding and administration of a contract using Federal 
funds? 

 Do methods provide for open and free competition? 

 Are specifications clear and accurate? 

 Have positive efforts been made to utilize minority and small businesses? 

 Is there a description of the type of procuring instruments used (purchase orders, 
contracts)? 

 Is there a method of contract administration to ensure contractor conformance 
with terms and conditions of the contract as well as to ensure adequate and timely 
follow up of all purchases? 

 Are there methods established for the following types of procurement? 
 □ Small Purchases (purchases under $25,000 in aggregate) 
 □ Sealed Bids 
 □ Competitive Proposals 
 □ Non-competitive (prior approval required for purchases over 
  $25,000) 
 □ Other methods which provide free and open competition 

 Are there protest procedures established and available for bidders/proposers? 

 Is there a method of cost or price analysis which includes weighting of factors and 
is this included in the bid document? 
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1.0 DISCUSSION:  The Local Administering Agency (LAA) must submit a request for 
approval and receive approval prior to executing the following types of purchases:  

1.1 Sole Source procurement:  If any of the conditions set forth in 10 CFR 600.144(e) 
exist, then the LAA must submit the following: 

1.1.a A copy of the bid or proposal (including evaluation criteria), 
1.1.b Information on the method of notification to the public of the competitive 

request, 
1.1.c And the response received and justification for any restrictive language in 

the request, if applicable.   
1.2 Capital Equipment procurement:  Any purchase of capital equipment where 

the value of specific items (or total composite, if items are to be used as a set) 
will exceed $5,000 and with a useful life of more than one year.  Request for 
such purchases must be made in writing to CEO Wx, preferably as part of the 
funding proposal.  The request submitted must include: 

 
1.2.a Specifications for the capital equipment/vehicle 
1.2.b Maximum dollar value 
1.2.c Justification of need 
1.2.d Bid responses, evaluation methods and results. 
 

1.3 All vehicles. 

2.0 Computers and Computer Software:  All computers, computer software, and 
computer software development must have prior CEO Wx approval.  Requests must 
include:  
2.1 Purpose of proposed computer, computer software or computer software 

development purchases. 
2.2 Cost-effectiveness justification.  

2.3 Summary review and findings of existing software with critique of why it would 
not be as cost-effective.  

2.4 Implementation costs if request is approved. 
 

2.5 All subcontracts to be entered into by an LAA for the development of software 
must be submitted to CEO Wx for the review and approval prior to execution. 
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3.0 Computer Hardware/Software Specifications and Capabilities: 
 3.1 Minimum Client Hardware Requirements: 
  3.1.1 Pentium III or better 
  3.1.2 1.0 ghz or better 
  3.1.3 1 GB RAM or more 
  3.1.4 5 gig Hard drive or larger 
  3.1.5 Laser Printer 
  3.1.6 Broadband access 
  3.1.7 CD-Rom driver 
 
 3.2 Minimum Client Software Requirements: 
  3.2.1 Windows 2000, XP or Vista 

3.2.2 Office 2007 with InfoPath, Excel, Access (if Agency is prohibited from 
using Office 2007, please notify CEO in an addendum to this document). 

3.2.3 PKZip or WinZip 
 

3.3 Minimum Email Requirements: 
3.3.1 Ability to read HTML formatted e-mail 
3.3.2 Ability to send multiple attachments 
3.3.3 If attachment size is limited, limit must be at least 5MB 
3.3.4 Ability to encode/decode or MIME encode/decode 
 

3.4 Minimum Internet Requirements: 
3.4.1 Internet Explorer (7.0 or higher) for accessing secure SharePoint Portal 

(Share Point). 
 
3.5 Training/Computer Literacy: 
 Working knowledge of Windows operating system and basic computer functions, 

including but not limited to: 
3.5.1 Familiarity with Windows Explorer, including Search function, 

copying/moving/deleting files 
 3.5.2 Training in standard applications (Word, Excel) 
 3.5.3 Ability to send/receive e-mail and attachments 

3.5.4 Ability to send/receive information via the internet and securely via HTTPS 
and SSL protocols. 
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4.0 Computer Support Requirements: 
 Each LAA will have either on staff or through outside consultant the ability to: 
 
 4.1 Troubleshoot software/hardware problems and implement solutions. 
 4.2 Install/configure/upgrade software 
 4.3 Install/setup/configure hardware 
 4.4 Maintain hardware 
 4.5 Install/setup/configure network (if applicable) 
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1.0 DISCUSSION:  Below are bidding requirements and language for bidding of services 
and materials. 

2.0 General Bidding Requirements: 
2.1 All prices must include the cost of labor, materials, clean-up, and removal of any 

old materials and proper recycling of appliances containing refrigerants. 
2.2 An applicant must bid on all of the program components.  
 
2.3 The installation of measures under the CEOWX program will be based on a test 

of cost-effectiveness.  Prices submitted under this RFP must result in cost-
effective retrofits.  The cost of any measure can be subsidized with other funding 
for the expressed purpose of making that measure cost-effective. 

 
2.4 All measures installed in client homes must meet a cost to benefit ratio, also 

called the “Saving to Investment Ratio” or SIR.  This is the ratio between the on-
site materials and labor, including supervision, to install the measure to the 
discounted energy savings over the life of the measure. Grant recipients are 
required to install all measures that meet this ratio.  The CEO provides a DOE 
approved list of measures that meet this criteria, called a “Generic Priority List”. 
Subgrantees are expected to be able to analyze cost-effectiveness through 
proper use of DOE approved energy audit software.  In addition, there are 
prescriptive measures and procedures that are required in specific situations.  
Respondents are notified that project costs that demonstrate the likelihood that 
this cost-effectiveness test will not be met will not be awarded projects. 

 
2.5 All measures must meet the quality standards set forth in the CEOWX Field 

Standards and CEOWX Policies and Procedures. 
 
2.6 Measures installation procedures must also be in compliance with the 

requirement of the CEOWX standards as noted in the above documents. 
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3.0 Refrigerator Bids 

3.1 Providers will seek bids for procurement of refrigerators.  The following 
requirements must be a part of any bid package for refrigerators. 

 
3.2 All prices must include the cost to purchase, deliver, set-up of new appliance, 

remove old appliance(s), and recycle old appliance(s) in a manner consistent 
with the environmental standards in the Clean Air Act (1990), Section 608, as 
amended by Final Rule 40 CFR 82, May 14, 1993. 

 
3.3 It is expected that most appliances that are supplied to customers will have an 

Energy Star label, but there may be models that compare better on a kWH 
(annual usage) / $ (total cost) basis. 

 
3.4 All removed secondary or under-used appliances must be recycled in a manner 

consistent with the environmental standards in the Clean Air Act (1990), Section 
608, as amended by Final Rule 40 CFR 82, May 14, 1993. 

 
3.5 No used appliance(s) shall be salvaged, re-claimed, re-used, sold, or distributed 

in any way. 
 
3.6 The contractor that installs the refrigerator or freezer will be responsible for any 

damage to the new appliance or the client’s furnishings, floor coverings, 
woodwork, etc. 

 
3.7 All information requested in the bid sheet must be supplied. 
 
3.8 Refer to Field Standard CEO Wx 823 for further information. 
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4.0 Combustion Heating Appliance Procedures and Replacement 

 
Combustion space and water heating appliance must be tested for safe operation. It 
may be cost effective, and therefore required, to replace space heating appliances. 
Replacement of unsafe space heating equipment that cannot be repaired is also 
required. Subgrantees must have staff who are competent to test and inspect 
combustion appliances. Combustion appliance installations and repairs must be 
completed in accordance with local codes. This may be accomplished with in-house 
staff or through subcontracting. All combustion space heating appliance equipment 
installed under the program must have a repair rate history that is less than 18% or less.  
Refer to Field Standard CEO Wx 820 for further information. 

 
5.0 Lighting Bids 

5.1 There are a number of different manufacturers and styles of CFLs.  The CEO will 
not specify types or products, so customer acceptance will be important for any 
product proposed.  Keep in mind the color rendition and light levels and patterns 
when choosing products.  It is also assumed that the provider may not submit 
bids for all types of bulbs requested, but should provide a sufficient variety that 
opportunities are not lost.  The variety of bulbs and measures will be one of the 
criteria in the review of the proposal. 

 
5.2 Lighting is evaluated on Watts saved per dollar expended among other criteria. 

Measures are listed with the maximum pricing allowable.  Provide all pricing 
information requested based upon the expected life of the bulbs to be provided 
as expressed on the manufacturer’s literature. 

 
5.3 All products must be warranted against defects for 1 year. 
 
5.4 Provide information for replacement CFL bulb wattage for equivalent 

incandescent bulbs.  Refer to the WPS Section 201-7 for typical lumen output of 
incandescent bulbs. 

 
5.5 Outdoor lighting must be of a type that will reliably start in cold, outdoor 

temperatures. Refer to manufacturers’ specifications to determine this. 
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5.0 Lighting Bids (continued) 
 

5.6 All bulbs should be standard Edison screw-in base unless otherwise noted or in 
the case of torchieres or dedicated fixtures. 

 
5.7 All CFLs must have an electronic ballast.  If a lamp is of two-piece design, 

replacement lamps must be readily available. 
 
5.8 Replacement lamps in hard-wired fixtures must be readily available.  This 

includes torchieres. 
 
5.9 Hard wired fluorescent bulbs must be type T-8 with electronic ballast or smaller. 
 
5.10 Dimmable CFLs must work with standard electronic dimmers. 
 
5.11 Hard wired fixtures may require a licensed electrician to install them and it is 

assumed the bid price includes these costs. 
 
5.12 Refer to Field Standard CEO Wx 826 for further information. 
 

6.0 Water Conservation Measures 
 

6.1 Subgrantees must offer 1.5 gpm showerheads to all clients. Showerheads should 
be installed by Subgrantee staff, unless the client has indicated that they are 
willing to install the device.  Refer to Field Standard CEO Wx 815 for further 
information. 

 
6.2 Water heater tank insulation must meet the minimum standards set forth in the 

CEOWX Field standards.  Refer to Field Standard CEO Wx 824 for further 
information. 
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7.0 Building Shell Measures 

Bid prices for insulation measures must represent total installed price including:  drilling, 
plugging and siding removal done in a lead safe manner.  The insulation must also be 
installed to the densities or “R” values set forth in the CEOWX Field Standards Manual. 
Refer to Field Standard CEO Wx 816 and 818 for further information. 

 

8.0 Vehicle Discounts:  Automobile manufacturers and other vendors have special 
discounts or incentives for purchases using government funds.  Some dealers or other 
suppliers may not be aware of such programs or aware that your Local Administering 
Agency (LAA) is eligible.  Therefore, it is recommended that language similar to the 
following be included in the bid request, both oral and written:  

Please Note  
(Name of your organization) is a nonprofit (governmental) organization with a tax 
exempt number of (insert tax exempt number).  This vehicle (or other product) is being 
purchased with Federal (and/or local) government funds and will be used for activities 
paid for by Federal (and/or local) government funds.  It is believed that (Name of 
Organization) is eligible for fleet and other governmental discounts and incentives.  
Additional information will be provided as requested to determine qualifications to 
receive such discounts and incentives.  

 
9.0 Resources:  Please refer to the WAPTAC’s Procurement Tool for further assistance in 

developing bid packages.  See website at:   
 
http://www.waptac.org/data/files/website_docs/training/financial_training/pdf%20toolkit.zip 
 
 
 

http://www.waptac.org/data/files/website_docs/training/financial_training/pdf%20toolkit.zip
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1.0 DISCUSSION:  Local Administering Agencies (LAAs) are authorized to subcontract for 
the provision of weatherization materials and/or services.  Final inspection of work 
performed may not be subcontracted.  Changes to the work order must be authorized 
and verified by qualified agency staff.  

1.1 Subcontracts may not extend beyond the termination date of the weatherization 
contract through which funds are provided.  No subcontract shall extend longer 
than twelve (12) months (subcontracting should coincide with the LAA's annual 
request for bids and/or proposals). 

1.2 All bid documents will require that subcontractors agree to attend CEO Wx 
training in order to be an eligible bidder on weatherization work.  Agency trainers 
may provide CEO Wx training and assessment until other authorized training 
and/or test out procedures are available.  CEO Wx training will include core 
competencies and field policies.  This requirement will also be part of the signed 
contract between the agency and the subcontractor.   

1.3 Use the list in Appendix A to check contracts for required federal and state 
provisions as well as a description of the requirement.  The items apply primarily 
to a contract involving subcontracted labor; however, some will apply to material 
purchases as well.  The LAA must make that determination on the local level.   

 

1.4 Sample contracts are provided in CEO Wx-206, Appendix B. 
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APPENDIX A:  CEO Wx CONTRACT CHECKLIST 
 

FEDERAL REQUIREMENTS 
 

General Requirements: 
1. Effective date of the contract. 
 
2. Termination date of the contract. 
 
3. Names of the contracting parties. 
 
4. Total dollar amount. 
 
5. Minimum number of units and the dollar amount of materials, if applicable. 
 
6. Method of payment. 
 
7. Schedule of work. 
 
8. Reference to exhibits, standards, etc., if applicable. 
 
9. Contract subject to funding from the State, DOE and/or LEAP. 
 
10. Prices for goods and/or services rendered. 
 
11. Bid specs – incorporated or by reference. 
 
12. Signature lines and dates. 
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APPENDIX A:  CEO Wx CONTRACT CHECKLIST (continued) 
 

Federal References (detailed explanation and applicability): 
 
1. Subcontracts over $10,000—Equal Employment Opportunity Clause (10CFR 600, 

Appendix A, and Subpart B, Appendix A). 
 
2. Subcontracts over $2,500--Compliance with Sections 103 and 107 of the 

Contract Work Hours and Safety Standards Act as noted in 40 USC 327-330 
[01/06/97 edition].  

3. Negotiated subcontracts (any contract resulting from a negotiated RFP) over $10,000-
Retention of records and provision that the subgrantee, state and federal government 
and their representatives have access to any books, documents, etc. during the period 
of the contract and for three years after final payment (10 CFR 600.136 and .234) 

 
4. Administrative, contractual or legal remedies for contract violations or breach of 

contract (10 CFR 600.161, .162, .173, .243, .244, .251 and .252) before payment. 
 
5. Termination for cause and convenience, including the manner by which it will be 

effected and the basis for settlement (10 CFR 600.160 and .244). 
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STATE REQUIREMENTS 

 
Requirements per State Contract: 
 
1. Proof of general liability insurance, including pollution occurrence insurance. 
 
2. Proof of Workers’ Compensation coverage (see CEO Wx Policy 208). 
 
3. Waiver of liens against units served. 
 
4. Clause that states that work must pass inspection by the Agency personnel before 

payment. 
 
5. Clause requiring that the billing must contain the address of the unit served and must 

have charges separated into labor and material costs. 
 
6. Clause which states that the contract in no way implies a contract between the State 

and the subcontractor. 
 
7. Proof of appropriate licenses. 
 

8. Compliance with the Privacy Act of 1974. 
 

9. Compliance with Paragraph 5 of the State Special Provisions (Discrimination and 
Affirmative Action). 
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APPENDIX B:  Sample Contracts (will be included in future update). 
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1.0 DISCUSSION:  It is the policy of CEO Wx that all service provision subcontracts 
entered into by Local Administering Agencies (LAAs) for the performance of 
weatherization and related services contain a "lien waiver".  Specifically, each 
subcontract must contain a provision whereby the subcontractor agrees to waive the 
right of placing a lien upon the unit served as recourse for non-payment or for any other 
reason.  Any costs incurred under a subcontract resulting from not including this 
provision will be subject to disallowance by CEO Wx. 

 (Lien waivers are required for any subcontracting work done in a client's home, whether 
or not there is a written contract.)  
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1.0 DISCUSSION:  The Local Administering Agency (LAA) is responsible for providing 
Workers’ Compensation Coverage for all of its employees and for providing such 
coverage or requiring its subcontractors to provide such coverage for themselves, in 
accordance with current law.  In no case is the State responsible for providing Workers’ 
Compensation Coverage for any employees or subcontractors of the LAA pursuant to 
the contractual agreement between the State and the LAA.  

CEO Wx “Workers’ Compensation Checklist”  

2.0 The following procedure is recommended:  

2.1 Require evidence of workers’ compensation of all subcontractors. 

2.2 If the subcontractor states that the election for no coverage has been made, 
require a letter from subcontractor signed by each individual who qualifies and 
has made such an election.  The letter should say, in effect, that the individual is 
an individual employer, working partner or corporate officer as defined by the 
“Workers’ Compensation Act of Colorado”, September 1997 edition, and 
has elected not to obtain workers’ compensation coverage for himself, does not 
desire to be covered by the policy (if offered by the agency) of the agency and 
therefore does not want to have any funds withheld for the purpose of workers’ 
compensation insurance payment.  

2.3 The letter should also state that the subcontractor has provided all necessary 
information to the agency in order for the agency to provide workers’ 
compensation coverage for the subcontractor’s employee.  

2.4 The subcontractor is to send a copy of this letter to its workers’ compensation 
insurance provider or, if it does not have one, to the agency’s workers’ 
compensation insurance provider.  This recommendation is not to be considered 
legal advice and agencies are strongly encouraged to obtain legal or insurance 
advice appropriate to the specific circumstances at the agency. 
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1.0 DISCUSSION:  The DOE defines leveraging as paying for agency staff or hiring consultant 
staff to explore and develop partnerships with utility companies and other entities that will 
generate non-Federal resources for Weatherization.  Using DOE leveraging funds to 
generate Federal resources for Weatherization is prohibited.  Under DOE rules, 
Weatherization program funds used for leveraging activities should result in receiving non-
Federal resources that will be used to “expand energy efficiency services and/or increase 
the number of DOE eligible dwelling units weatherized…leveraging efforts will not always 
be successful, but Grantees and Sub-Grantees (LAA’s) should strive to produce more than 
one dollar leveraged for each one dollar expended”  (DOE Weatherization Program Notice 
12-01). 

 

When DOE WAP funds are used for leveraging, the leveraged resources gained must be 
spent in accordance with all CEO Wx policies. However, the funds should be accounted for 
separately from any contracted funds.  Work initiated with leveraged resources must use 
the CEO Wx approved energy audit software and complete the resulting cost effective 
measures.  There is no requirement as to whether leveraged resources are to be spent 
before, after, or in parallel with other WAP funding sources.   

 
2.0 Allowable Leveraging Activities: 
 There are four major leveraging activities allowable by DOE as reimbursable 

expenditures: 
 

 2.1 Facilitating voluntary match funds from non-Federal sources 
 2.2 Holding leveraging meetings 
 2.3 Preparing technical materials/briefs 
 2.4 Consulting services. 
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3.0 Leveraging Plan: 
 LAA’s that wish to use WAP funds for leveraging are required to submit a leveraging 

plan to the CEO Wx and receive approval from the CEO Wx prior to entering into 
agreements, contracts or other planned activity.  The leveraging plan should include the 
following information: 

 

 Personnel, salary and percentage of FTE and leveraging duties, activities 

 Administrative, outreach costs, contracting costs 

 Leveraged income goal 

 A list of potential leveraging partners (utility, foundation, etc) 

 A strategy for achieving stated goals with timeline 

 Timeline for contacting partner, putting contract in place, completion of spending 

funds 

 Fiscal management plan, separate accounts, clear cost allocation and reporting 

 Assurance of adherence to all DOE Weatherization regulations. 

4.0 Reporting Requirements: 
 

4.1 Agencies will be required to submit a quarterly financial review of leveraged fund 
income and expenditures as well as an activity report including all leveraging 
activities, and any leveraged income generated.  The report should also include 
an update on whether agency is behind, on track or ahead of stated timeline.  If it 
is behind the stated timeline, the agency should provide a rationale for failure to 
adhere to the timeline with a plan to regain the stated timeline and goals.  (See 
Appendix A) 

 
4.2  Agencies are also required to submit a monthly Contributions and Leveraged 

Funds Report.  See Policy CEO-WX-210. 
 
4.3 Leveraged funds will be noted in the budget process as well as the DOE 

Weatherization State Plan. 
  



 

 
Weatherization Program 
CEO-WX-209 

Leveraging 
Approved: 

July 10, 2012 

 

Supporting References 10 CFR 440.14 & 18, 10 CFR 600.124, 2 CFR 225 and 230, 
DOE WPN 12-1 

Supersedes:  06-17-12 

Changes are highlighted in green 
Revised 1.0, 2.0, 3.0, 4.0, Appendix 
A 
Approved by: CEO Wx Staff  

Page 3 of 4 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

4.0 Reporting Requirements (continued) 
 
4.4 All leveraged income generated under CEO Wx leveraging activities must go 

back into the Weatherization program.  If a person works half time on 
Weatherization leveraging activities and half-time fundraising for another 
program, time must be clearly tracked and delineated. 

 
4.5 Landlord contributions will not be considered leveraged funds. 
 

5.0 DOE Applicable Rules and Regulations 
 

Leveraging activities must follow all of the DOE and Federal OMB regulations regarding 
these activities including but not limited to:  OMB circulars 10 CFR 440.14( c)(6)(xiv) 
and 440.18(d)(14) and 10 CFR 600.124 and 2 CFR 225 (b)(17) and 2 CFR 230 (B)(17) 
fundraising and Weatherization Program Notice 12-1 (1.6-7). 
 
5.1 The CEO reserves the right to rescind leveraging funding within the program year 

if justifiable cause is warranted. 
 
5.2 Leveraging funding will be re-evaluated by the CEO during the annual 

RFA/Contracting process. 
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Appendix A:  Quarterly Reporting Form 
 
Available on Share Point at: 
 
Qtrly Leveraging Report 
 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEOWx209LeveragingReportTemplate.docx
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1.0 DISCUSSION:  The Local Administering Agencies (LAAs) shall prepare and submit a 
Contributions and Leveraged Funds Report monthly to CEO Wx by the eighteenth (18th) 
day of the month.  Should the 18th fall on a weekend, the reports will be due the Friday 
prior.  Fiscal reports are to be compiled at the Local Agency using Share Point prior to 
submission to the State.   

 
1.1 The Contributions and Leveraged Funds Report should only include funds that 

are not under contract with the CEO. Utility funds managed by the CEO, LEAP 

funds, SEP funds that are included in the Local Agencies contract with the State 

should not be included.  

2.0 For instructions on using the Share Point Database please see below.  
 

COLUMN TITLE FORMAT DESCRIPTION 
 

Title Single line of 
text 

Type a unique name for the title of the Report 

Region Lookup Select appropriate Region from the drop down 
list 

Program Year Choice Select the appropriate Program Year from the 
drop down list 

Month Lookup Select from the drop down list the appropriate 
reported month. 

Landlord Contributions Spent Currency Enter the total amount of Landlord 
Contributions Spent for the reported month.   

CIP Funds Spent Currency Enter the total amount of CIP funds spent for 
the reported month.  This only applies to CIP 
jobs that are also receiving Weatherization 
services.  

Other Leveraged Funds 
Spent-Partial Units 

Currency Enter the total amount of leveraged funds 
spent that partially funded a unit or unit(s) for 
the reported month. For example, utility funds 
that paid for a specific measure. 
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2.0 For instructions on using the Share Point Database (continued) 
 

COLUMN TITLE FORMAT DESCRIPTION 
 

Other Leveraged Funds 
Spent- Full Units 

Currency Enter the total amount of leveraged funds 
spent that fully funded a weatherization unit or 
unit(s) for the reported month.  

Number of Leveraged Units 
(full units only) 

Number Enter the total number of fully leveraged units 
for the reported month (on BWR the Funding 
should be “Leveraged”)  
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Appendix A:  Reporting Form on Share Point 
 
Available on Share Point at: 
 
From the Welcome Page, click on “View CaLF List” 
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Appendix A:  Reporting Form on Share Point (continued) 
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Appendix B:  
Fiscal and BWR Matrix 
 
On Share Point at: 
 
Fiscal BWR Matrix 
 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Fiscal-BWRMatrix.docx
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1.0 DISCUSSION:  The following information serves to clarify the definition of "Outreach" 
and "Client Services" as they pertain to the CEO’s Weatherization grants. 

1.1 Outreach:  Activities directed at notifying the general public of the services 
available.  Costs incurred to direct attention to the agency itself are allowable 
only as Administrative costs.  CEO Wx Outreach personnel will work with LAA’s 
to coordinate efforts to avoid overlap of activities. 

 
1.2 Client Services:  Activities directed at locating and assisting clients to apply for 

weatherization services, including the compilation of necessary supporting 
documentation, and the costs related to the direct provision of services is 
allowable as an Operations cost.   
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1.0 DISCUSSION:  This policy defines the client eligibility approval process and legal 
residency affidavit.  

 

2.0 Approval Process 
 
 2.1 Family Unit:  Is defined as all persons living together in a dwelling unit. 
 

2.2  Eligibility Determination 
All clients receiving services under the CEO Wx grant must first have their 
eligibility verified by the Local Administrative Agency (LAA) and documented in 
the client file.  Eligibility for receipt of CEO Wx services must be determined by 
one of the three methods listed below: 
 
2.2.1 The applicant is currently enrolled in LEAP, or 
2.2.2 Gross household income (total annual cash receipts) is at or below 200 

percent of the federal poverty level (See Appendix A).  Note that gross 
income is used before deductions for taxes, insurance, etc.  Therefore, 
when regular Social Security is included in income, the gross must be 
before Medicare deductions. 

 
NOTE:  In situations where the legal dissolution of a family has occurred for any 
cause during the last 12 months, an individual may solely use his/her income 
since the dissolution, annualized, to determine eligibility in accordance with the 
200 percent of poverty federal guidelines.  

 
2.2.3 The household includes a member who has received cash assistance 

payments under Title IV or Title XVI of the Social Security Act, or in 
accordance with applicable State or local law, at any time during the 12 
month period preceding the determination of eligibility.   
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2.0 Approval Process (continued) 
2.2  Eligibility Determination (continued) 
 

2.2.4 Acceptable State programs are: 
1. Temporary Aid to Needy Families (TANF) 
2. Supplemental Security Income (SSI) 
3. Aid to the Needy Disabled (AND) 
4. Old Age Pension (OAP) 

 

(Check with your county social service offices for other programs under 
Title IV or XVI in your service area.  However, approval from the CEO Wx 
State Office must be obtained prior to using these programs for eligibility.)   
 

2.3 All applicants for CEO Wx services (with the exception of clients on the LEAP 
list) must complete, sign, and date the CEO Wx Weatherization Application prior 
to receiving services.  (See Appendix C CEO Wx State approved 
Weatherization Application.)  Each client application must contain the signature 
and date of the staff person determining the eligibility in the space provided in the 
CEO Wx application. 

 

2.4 LAA’s are not allowed to modify the CEO Wx Application in any manner.   It is a 
requirement of all LAA’s to use the CEO Wx approved form, there are no 
exceptions.  It is acceptable to attach to the application any form(s) that are 
required by County or Councils such as liability forms. 

 
2.5 In addition to all of the requirements above, for jobs paid with LEAP funds, the 

client must be responsible for paying heating costs either directly or as a portion 
of their rent.  
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3.0 Client Appeals Process 
It is the right of the client to appeal eligibility determination.  Following is the process for 
client appeals: 

 

3.1 The client has the right to have their application processed in a timely manner 
(within 30 days). 

 
3.2 If the client is denied CEO Wx services, the client has 15 days to appeal the 

decision to the LAA Program Manager or Executive Director.  A written response 
from the LAA to the client will be sent within 15 days. 

 
3.3 If services are still denied by the LAA, an appeal can be made to the CEO Wx 

Program Production Manager.  This will be the final decision and will be made to 
the client within 15 days.  Appeals should be in writing and addressed to:  

 
Colorado Energy Office 
Weatherization Program Manager 
1580 Logan Street, Suite 100 
Denver, CO  80203 

 
NOTE:  Agencies have the authority to deny service to clients due to perceived risks to 
worker health and safety (see CEO-Wx-311).  This determination is to be noted in the 
client file along with guidance informing the client of this determination and actions the 
client must take before services can be provided. 
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4.0 Documentation: 
 Availability of Supporting Documentation:  For purposes of review and audit, each 

client file must contain an application from the client that contains the required 
demographics and income for the entire family living in the residence.  The file must 
also contain evidence provided by the subgrantee that the client is eligible to receive 
WAP services.  This evidence may include, but is not limited to, a memorandum from a 
third party certification office stipulating the income levels of the family or source 
documentation for each income source listed on the application.  These documents can 
be stored electronically or retained in hard copy for each client. 

 
4.1 Via LEAP Eligibility:  

 
4.1.1 Via CEO Wx Share Point: 

An applicant’s name and address are referenced in Share Point for the 
current LEAP program year.  A copy of the client’s Top Sheet Form from 
Share Point is the preferred documentation of the eligibility and must be 
retained in the client file.  All LEAP recipients that are eligible for 
weatherization shall not be required to fill out an additional application, but 
are required to sign all approvals and acknowledgment documents. 

 
4.1.2 Via LEAP award letters: 

A copy of the client’s LEAP award letter is acceptable eligibility 
documentation and must be retained in the file.  This form of LEAP 
eligibility documentation is acceptable when the LEAP recipient’s 
information has not yet been transferred to the CEO Weatherization Share 
Point database. 

 
NOTE:  If a LEAP recipient moves within the same county, they are still eligible for 
weatherization services until December 31st of the following LEAP program year.  If a 
LEAP recipient moves to a new county, they remain on the original county’s LEAP list. 
These households can be served at their new address by the LAA serving the new 
county.  The LAA is to use the LEAP information from the original county as the basis 
for documenting eligibility.  A staff person must note the change of address on the CEO 
Weatherization Focal Point LEAP Top Sheet Form. 
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4.2 Via TANF Eligibility 
 

4.2.1 Via CEO Wx Share Point: 
An applicant’s name and address are referenced in Share Point on the 
current TANF list.  The TANF ID number must be included in the client file.  
An application is required for TANF clients. 
 

4.2.2 Via TANF award letters: 
A copy of the client’s TANF award letter is acceptable eligibility 
documentation and must be retained in the file. This form of TANF 
eligibility documentation is acceptable when the TANF recipient’s 
information has not yet been transferred to the Weatherization Share Point 
database.  An application is required for TANF clients. 
 

4.3 Via Pre-Qualifying Program Eligibility 
A copy of the award notification, written verification via the corresponding 
government agency on their letterhead (dated within the last 12 months) which 
states the client name and eligibility date, or a copy of a payment check stub 
which states the type of payment and contains a date are all acceptable forms of 
eligibility documentation, providing that they are dated within the last 12 months.  
A copy of the document must be retained in the file. 
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4.3 Via Income Determination:  
4.3.1 Total income for the most recent three months immediately preceding 

eligibility determination, annualized, must be documented in the file.  An 
Income calculation worksheet is attached in Appendix E.  This type of 
documentation must be included in the file, or a printed tape of the 
calculation.  Either method requires two signatures of approval.  
Annualized income is determined by multiplying the three months’ gross 
income by four (4).  For example, $1,200 for three months times 4=$4,800 
annualized income. 

 

4.3.2 Documentation for income determination is by the following methods: 
 

1) Copies of income check stubs (check stubs must contain pay 
period dates).  

2) Copy of a signed income tax return form or all IRS W-2s 
(withholding) forms for the year.  If return was filed electronically a 
verification number proving that the return was submitted 
electronically is needed.  When using tax forms documenting 
annual (calendar year) income, you can divide this amount by 12 to 
determine an average monthly income.  Use this average for the 
months preceding the eligibility determination.  If this approach 
yields a “not eligible” determination, it may be due to the averaging.  
It is allowable to use another of these four options to avoid denying 
services.    
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4.3 Via Income Determination (continued) 
3) Letter or other verification of income from income sources. 
4) Self-Certification (Income Affidavit):  After all avenues of 

documenting income eligibility are exhausted, self-certification is 
allowable, but evidence of the various attempts at proving eligibility 
must be contained in the client file, including a notarized statement 
signed by the potential applicant indicating that he/she has no other 
proof of income.  For those who are self-employed the income 
affidavit must be signed as well as providing income 
documentation.  (See Appendix D) 

 
 4.4 Income Definition 

4.4.1 Income Includes:   

 Money, wages and salaries before any deductions; 

 Net receipts from non-farm or farm self-employment (receipts from 
a person’s own business or from an owned or rented farm after 
deductions for business or farm expenses.) 

 Regular payments from social security, railroad retirement, 
unemployment compensation, strike benefits from union funds, 
worker’s compensation, veteran’s payments, training stipends, 
alimony, and military family allotments; 

 Private pensions, government employee pensions (including 
military retirement pay), and regular insurance or annuity payments; 

 Dividends and/or interest; 

 Net rental income and net royalties 

 Periodic receipts from estates or trusts; and 

 Net gambling or lottery winnings. 
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 4.4 Income Definition (continued) 
 

4.4.2 Income Exclusions:  The following Cash Receipts are not considered 
sources of Income for the purposes of determining applicant eligibility: 

 

 Capital gains; 

 Any assets drawn down as withdrawals from a bank; 

 Money received from the sale of property, a house, or a car;  

 One-time payments from a welfare agency to a family or person who is 
in temporary financial difficulty; 

 Tax refunds; 

 Gifts, loans, lump-sum inheritances; 

 College scholarships; 

 One-time insurance payments, or compensation for injury; 

 Non-cash benefits, such as the employer-paid or union paid portion of 
health insurance; 

 Employee fringe benefits, food or housing received in lieu of wages; 

 The value of food and fuel produced and consumed on farms; 

 The imputed value of rent from owner-occupied non-farm or farm 
housing; 

 Federal non-cash benefit programs as Medicare, Medicaid, Food 
Stamps, school lunches and housing assistance; 

 Combat zone pay to the military; and 

 Child support payments (as defined in 4.4.3), foster care payments, 
and adoption subsidies. 

 Reverse mortgages 
 
4.4.3 Child Support:  Child Support payments, whether received by the Payee 

or paid by the Payor, are not considered sources of Income for the 
purposes of determining applicant eligibility. 

 
4.4.3.a Payee:  Where an applicant receives child support from any 

state program or individual during an applicable tax year, such 
assistance is not considered Income for the purposes of 
determining eligibility. 
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 4.4 Income Definition (continued) 
 
4.4.3.b Payor:  Where an applicant pays child support through a state 

program and/or to an individual, such assistance is not 
considered Income for the purposes of determining eligibility 
(i.e., where an applicant pays Child support, he or she may not 
deduct said assistance for the purposes of determining 
eligibility). 

 
5.0 Duration of Eligibility: 

 

5.1 LEAP Recipient:  If the client eligibility is based upon being a LEAP recipient, 
the client name and address must appear on the current year’s LEAP list in 
Share Point or on the most current LEAP list available at the time of eligibility 
determination.  The last published LEAP list is valid until December 31st

 

of the 
year it was issued. 

 

Example:  The April 2004 LEAP list may be used until December 31, 2004.  
Note:  Should an audit be completed and work is under way prior to the 
December 31st expiration, there is no need to re-qualify.  Example:  Audit 
completed December 29th, work can continue without re-qualification.  If an audit 
is conducted on or after January 1, 2005, then the client’s name and address 
must be on the 2005 LEAP list as is the case for this example and documented 
as such in the client file as being re-qualified (requires date and signature of 
person re-determining eligibility and new LEAP top sheet). 

 

5.2 Income Based:  If the client eligibility is income-based, eligibility and 
documentation are valid for 12 months from the date of eligibility determination. 

 

 Example:  Eligibility determined by agency on April 10, 2004, expires on April 10, 
2005. 
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5.0 Duration of Eligibility (continued) 
 

5.3 Other qualifying programs:  If eligibility was based upon the client’s receipt of 
OAP, SSI, TANF or some other entitlement under Title IV or Title XVI of the 
Social Security Act, the client is eligible for 12 months following determination of 
eligibility. 

 

 Example:  TANF document dated April 10, 2004, eligibility determined by agency 
on June 1, 2004, eligibility expires on June 1, 2005. 

 

5.4 The expiration date is to be noted on the application under the agency eligibility 
approval section. 

 
6.0 Legal Residency Affidavit 

The legal residency affidavit (See Appendix B) must be completed and signed by all 
eligible clients and included in the client file.  The following exceptions apply:   
 

6.1.1 A home where there is no lawfully present adult, but there is a lawfully 
present child. 

 
6.1.1.1 Proof of lawful presence for persons under 18 is not required.  

However, the LAA needs to obtain verbal confirmation from an 
adult member of the household that the child is indeed lawfully 
present in the United States. 

 
6.1.1.2 The LAA must note in the client file, the child’s name, age, and 

legal status:  U.S. citizen, Permanent Resident, or lawfully 
present.  

 
6.1.2 Duplex, triplex and fourplex:  The legal residency affidavit is required for 

the income eligible applicant(s) only. 
 
6.1.3 Multi-family (5 or more units) a legal residency affidavit is not required for 

residents, however income eligibility documentation rules still apply. 
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6.0 Legal Residency Affidavit (continued) 
 

6.1 The legal residency affidavit must be signed by the applicant.   
 
6.2 A copy of a current picture identification of the applicant must also be included in 

the applicants file.  Acceptable forms of identification are listed in Appendix B. 
 
6.3 If the applicant checks “I am lawfully present in the United States pursuant to 

Federal Law”, it will be necessary to verify this through SAVE (Systematic Alien 
Verification for Entitlements).  Please contact the CEO Wx office for 
assistance with this verification. 

 
7.0 Occupational Preexisting or Potential Health Conditions 
 See CEO Wx 303.1 for requirements and form. 
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Appendix A: 
 
Federal Poverty Guidelines (effective January 24, 2013 per WPN 13-3) 
 

Income Guidelines 

# of persons Annual Household 
Income 

1 $22,980.00 

2 $31,020.00 

3 $39,060.00 

4 $47,100.00 

5 $55,140.00 

6 $63,180.00 

7 $71,220.00 

8 $79,260.00 

For families with more than 8 persons, add 
$8,040 for each additional person. 
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Appendix B:  Legal Residency Affidavit 
 

 
Available on Focal Point at:   
 
Application 
 
Spanish Version 
 

  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEO%20WX%20Application.docx
https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEO_WX_Application_SPA.doc
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Appendix B:  Legal Residency Affidavit (continued) 
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Appendix B:  Legal Residency Affidavit (continued) 
Identification Requirements (continued) 
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Appendix C:  CEO Wx Application 
 
 
On CEO Wx Focal Point at:  
Application 
 
Spanish Version 
 
For Black Hills and Xcel Customers: 
 
Instructions Xcel-Black Hills Utility Form 
 
Blank Xcel-Black Hills Utility Consent Form 
 
Xcel-Black Hills Utility Form-Spanish 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEO%20WX%20Application.docx
https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEO_WX_Application_SPA.doc
https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/ConsentToDiscloseUtilityCustomerData.pdf
https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Blank%20-%20ConsentToDiscloseUtilityCustomerData.pdf
https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Xcel-Black%20Hills%20Client%20Utility%20Spanish.docx
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APPENDIX D:  Affidavit of Income and Household Members 
 
Available CEO Weatherization Share Point at:  
 
Affidavit of Income w/Notary 
 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Affidavit%20of%20Income%20-%20301-2%20with%20Notary.docx
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APPENDIX E:  Income Calculation Worksheet 
 
 
Available on Share Point at: 

 
Income Worksheet 

 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/CEO%20Wx%20Client%20Income%20Worksheet.doc
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1.0 DISCUSSION:  It is the policy of CEO Wx that any and all information regarding clients 
be handled with the utmost confidentiality.  All information required during the 
application and determination of eligibility is to be protected against indiscriminate 
access by Local Administering Agency (LAA) staff, and is not to be made available for 
public review.  This information is to be placed in a secured storage area during its use 
and during the required record retention period.  Accessibility to LEAP client lists is to 
be limited to pertinent LAA staff, the LAA's financial and compliance auditor, and CEO 
Wx staff or their authorized representatives.  It is a breach of confidentiality for the LAA 
to provide the local utility companies more information than necessary to secure the 
release of fuel consumption data.  For this reason, LAAs must separate the utility 
release form from the client application to prevent having to submit the full application to 
the utility. 

 

2.0 Subcontractors are to be provided only the minimum amount of information required, 
regarding the client, which is necessary for provision of the contracted service.   

 
3.0 Photographs:  The utmost discretion is to be used when photographing a client's 

home, including the LAA securing written authorization prior to the photographing when 
the client's home will be recognizable by the photograph (broad views of home versus 
detailed photos of windows, doors, etc.) (See CEO Wx Application, CEO Wx 301.2). 

 
4.0 LAA(s), contractor(s) and/or subcontractor(s) will maintain no information about any 

individual in a manner that would violate the provision of the Privacy Act of 1974, as 
amended.  Breach of confidentiality by the LAA may be grounds for suspension and/or 
termination of funding. 

 
5.0 Confidentiality Release:  There may be times when non-agency employees, members 

of the media or other interested parties may visit a weatherization in-progress or 
completed unit.  A confidentiality release form is required from the client to allow non-
agency visitors access to the exterior and interior of their property.  See Appendix A for 
standard confidentiality release form. 
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APPENDIX A:  Confidentiality Release Form 
 
On Share Point at: 
 
Release Form - Media 
 

 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Release%20Form%20-%20301-3.docx
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1.0 DISCUSSION:  DOE, LEAP and CEO Wx require that service provision priorities be 
given to all of the following:  the Elderly, Persons with Disabilities and Families with 
Children 5 and under.  In addition to these parameters, Local Administering Agencies 
(LAAs) are encouraged to give priority in terms of selecting units for service to (1) those 
with health/safety emergency situations within the scope of the program, i.e. no heat, (2) 
those which have the greatest potential for reducing consumption (not as a percentage 
but in terms of units of energy), and (3) geographic location, such as remote areas, 
mountainous terrain and weather, for example serving mountain communities in fairer 
weather.   The safety of crews during inclement conditions should always be considered 
when scheduling units. 

1.1 Elderly:  Aged 60 or over. 

1.2 Persons with Disabilities:  Persons who receive vocational rehabilitation 
assistance, Social Security Disability, Supplemental Security Income, Old Age 
Pension (A or B), Aid to the Blind (both the SSI-supplement and State only 
groups), Aid to the Needy Disabled (both the SSI-supplement and State-only 
groups), veterans with 100% disability payments, or those who provide a 
physician's statement which indicates incapacity to engage in gainful 
employment.  Refer to CEO Wx 301.2 for income eligibility. 

1.3 Families with Children 5 and Under:  This is defined as a family unit with 
children living in the home that are age 5 and under.  Reference 10 CFR 440.3. 

NOTE:  Outreach must be conducted to the degree that the LAA has a pool of 
applicants from which to choose, or at least there is outreach which concentrates on the 
highest priority households.  A “first-come, first-served” approach to service provision is 
not acceptable.  
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2.0 County Allocations:  LAAs must ensure that the number of units served within each 
county assigned to their respective regions is proportionate to the county’s income 
eligible population. 
 
2.1 LAAs must identify a target number of households to serve in each county based 

on census data provided by the CEO each program year. 
 
2.2 County Minimums:  LAAs must serve at minimum three units in each county 

every program year.  Prior approval for less than three units in each county must 
be obtained from the CEO. 

 
2.3  LAAs must set county targets and plan to reach that goal.  If exceptional 

circumstances prevent LAA’s from achieving set county targets, the LAA must 
state in writing cause for its inability to reach their contracted target. 

 
2.4 LAAs may take into account funding sources when determining appropriate 

county targets.  For example, the number of units to be completed with utility 
funds can be allocated only to the county or counties where that utility’s 
customers reside.  

 
3.0 Client Management:  Proper client management through the BWR in Share Point is 

crucial to ensuring appropriate prioritization of service. 
 

3.1 Approved clients must be entered into the Jobs List in Share Point within 10 days 
of approval. The status should be listed as “Wait List”. 

 
3.2 LAAs must change the status of clients from “Wait List” to “WIP” once the unit 

has been audited. 
 

3.3  LAAs must change the status of the clients to from “WIP” to “Closed” once the 
unit has been closed.  

 
3.4 Additional status options of Disqualified and Walkaway for the BWR are optional 

and can be used by the LAA as needed. 
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4.0 Evaluation of Provision of Services:   LAA’s will be evaluated on their provision of 

services through bi-annual monitoring.  In addition the burden of proof belongs to the 
LAA’s to be able to demonstrate (prove) that the above described high priority groups 
did receive service in a reasonable and justifiable manner. 

 4.1 Tracking of Priority Groups 
 LAA’s are required to track priority groups in a manner that can easily 

demonstrate how priority groups are served.  This may be a spreadsheet or 
some other manner of documentation.  The CEO recommends that the use of 
Share Point BWR be utilized through the development of LAA specific “Wait List 
views” that are customized utilizing data from the Jobs List.  Contact the CEO Wx 
IT Analyst for assistance in developing specific views/spreadsheets. 

 
4.2 Share Point Jobs List Views for Prioritization 
 Training for this function has occurred one-on-one at the LAA level.  Contact the 

CEO Wx IT Analyst for any additional assistance to set up views. 
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1.0 DISCUSSION:  This policy clarifies when a unit can be re-weatherized.   

2.0 Approval Process 
2.1 If a unit has been weatherized since September 30, 1994, it may be re-

weatherized if it has been damaged by fire, flood, or act of God and the repair of 
the weatherization materials is not covered by insurance (10 CFR 
440.18(f)(2)(ii)).  

 
2.2 Dwelling units partially weatherized under this program or under other federal 

programs during the period of September 30, 1975 through September 30, 1994 
may receive further financial assistance for weatherization under this program 
(10 CFR 440.18(f)(2)(iii) provided that: 

 
2.2.a The occupant reapplies for assistance under the program and is certified 

to be eligible; and 
2.2.b The local agency prioritizes the application with all others adhering to 

program priorities; and 
2.2.c A new energy audit is performed. 
 

3.0 Reporting Criteria  
3.1 The re-weatherized units are counted as completed units against the contracted 

production goal.  The units will count when calculating the Local Administering 
Agency’s (LAA’s) per unit average.  See (10 CFR 440.18) for DOE per home 
expenditure limit. 

4.0 Energy Crisis Relief  
The State of Colorado is developing a comprehensive energy assurance plan for energy 
related crisis within the State.  This section will be updated upon receipt of the final 
approved plan. 
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1.0 DISCUSSION:  This policy defines the client eligibility approval process for multi-family 
buildings. 

 

2.0 Definitions 
 
 2.1 Family Unit:  Is defined as all persons living together in a dwelling unit. 
 

2.2 Multi Family Building:  For the purpose of determining client eligibility is defined 
as buildings with five or more units whether centrally or individually heated. 

 

3.0 Approval Process 
 

3.1  Eligibility Determination 
The DOE regulations currently permit the weatherization of a multi-family building if 
at least 66% of the units are occupied by income eligible households.  An 
exception is made for larger multifamily buildings with significant energy savings 
potential and owner contribution.  These buildings only require 50% of the 
households to meet income eligibility requirements.  Refer to CEO Wx 307.  All 
buildings receiving services under the CEO Wx grant must first have their 
eligibility verified by the Local Administrative Agency (LAA) and documented in 
the client file.  Eligibility for receipt of CEO Wx services must be determined by 
one of the four methods listed below: 
 
3.1.1 The applicant is currently enrolled in LEAP, or 
3.1.2 Gross household income (total annual cash receipts) is at or below 200 

percent of the federal poverty level (See Appendix A).  Note that gross 
income is used before deductions for taxes, insurance, etc.  Therefore, 
when regular Social Security is included in income, the gross must be 
before Medicare deductions. 

 
NOTE:  In situations where the legal dissolution of a family has occurred for any 
cause during the last 12 months, an individual may solely use his/her income 
since the dissolution, annualized, to determine eligibility in accordance with the 
200 percent of poverty federal guidelines.  
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3.0 Approval Process (continued) 
 3.1  Eligibility Determination (continued) 
 

3.1.3 The household includes a member who has received cash assistance 
payments under Title IV or Title XVI of the Social Security Act, or in 
accordance with applicable State or local law, at any time during the 12 
month period preceding the determination of eligibility.   

 

3.1.3.1 Acceptable programs are: 
1. Temporary Aid to Needy Families (TANF) 
2. Supplemental Security Income (SSI) 
3. Aid to the Needy Disabled (AND) 
4. Old Age Pension (OAP) 

 

(Check with your county social service offices for other programs under 
Title IV or XVI in your service area.  However, approval from the CEO Wx 
State Office must be obtained prior to using these programs for eligibility.)   

 

3.1.4 The property is listed on one of the approved Housing and Urban 
Development (HUD) lists under DOE rule 71-CFR-3847.  

 
NOTE: Properties on this list meet the minimum of 66% income-eligibility 
requirements for weatherization of the entire building.  If an LAA plans to 
weatherize Individual units within properties on these lists, they must 
obtain income documentation for the specific unit using one of the other 
methods listed in CEO WX 301.6, section 3.0. 
 

3.2 All applicants (building owner) for CEO Wx multi-family services must complete, 
sign, and date the CEO Wx Multi-Family Weatherization Application prior to 
receiving services.  (See Appendix B -- CEO Wx State approved Multi-Family 
Weatherization Application.)  The applicant must obtain the following from each 
unit in the building: 
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3.0 Approval Process (continued) 
 

3.2.1 Utility Bill Release form (if individually metered) (see Appendix D) 
3.2.2 Multi Family Unit Information Form (see Appendix C). The Multi Family 

Unit Information Form must include at least the last name and first initial of 
the first name of the resident of each unit.  

 

3.3 LAA’s are not allowed to modify the CEO Wx Multi-Family Application in any 
manner.   It is a requirement of all LAA’s to use the CEO Wx approved form, 
there are no exceptions.  It is acceptable to attach to the application any form(s) 
that are required by County or Councils such as liability forms. 

 
4.0 Client Appeals Process 

It is the right of the client to appeal eligibility determination.  Following is the process for 
client appeals: 

 

4.1 The client has the right to have their application processed in a timely manner 
(within 30 days). 

 
4.2 If the client is denied CEO Wx services, the client has 15 days to appeal the 

decision to the LAA Program Manager or Executive Director.  A written response 
from the LAA to the client will be sent within 15 days. 

 
4.3 If services are still denied by the LAA, an appeal can be made to the CEO Wx 

Program Production Manager.  This will be the final decision and will be made to 
the client within 15 days.  Appeals should be in writing and addressed to:  

 
Colorado Energy Office 
Weatherization Program Manager 
1580 Logan Street, Suite 100 
Denver, CO  80203 

 
NOTE:  Agencies have the authority to deny service to clients due to perceived risks to 
worker health and safety (see CEO-Wx-311).  This determination is to be noted in the 
client file along with guidance informing the client of this determination and actions the 
client must take before services can be provided. 
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5.0 Documentation 
5.1 Via LEAP Eligibility:  

 
5.1.1 Via CEO Wx Share Point: 

An applicant’s name and address are referenced in Share Point for the 
current LEAP program year.  A copy of the client’s Top Sheet Form from 
Share Point is the preferred documentation of the eligibility and must be 
retained in the client file. 
 

5.1.2 Via LEAP award letters: 
A copy of the client’s LEAP award letter is acceptable eligibility 
documentation and must be retained in the file. This form of LEAP 
eligibility documentation is acceptable when the LEAP recipient’s 
information has not yet been transferred to the Weatherization Share Point 
database. 

 
NOTE:  If a LEAP recipient moves within the same county, they are still eligible for 
weatherization services until December 31st of the following LEAP program year.  If a 
LEAP recipient moves to a new county, they remain on the original county’s LEAP list. 
These households can be served at their new address by the LAA serving the new 
county.  The LAA is to use the LEAP information from the original county as the basis 
for documenting eligibility.  A staff person must note the change of address on the LEAP 
Top Sheet Form. 

 

5.1.3 Units Paid with LEAP Funding 
In addition to all of the requirements above, for jobs paid with LEAP funds, 
the clients must be responsible for paying heating costs either directly or 
as a portion of their rent.  

  



 

 
Weatherization Program 
CEO-WX-301.6 

Outreach/Client Services: 
Client Eligibility Criteria for  

Multi-Family Buildings 

Approved: 
July 1, 2013 

 

Supporting References 10 CFR 440.22, FPL Guidelines; CEO Wx 311, WPN 11-05 

Supercedes:   
03/29/12 

Changes are highlighted in green 
Added:  5.1.3 

Approved by: CEO Wx Staff 

Page 5 of 15 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

5.0 Documentation (continued) 
 

5.2 Via TANF Eligibility 
5.2.1 Via CEO Wx Share Point: 

An applicant’s name and address are referenced in Share Point on the 
current TANF list.  The TANF ID number must be included in the client file.   
 

5.2.2 Via TANF award letters: 
A copy of the client’s TANF award letter is acceptable eligibility 
documentation and must be retained in the file. This form of TANF 
eligibility documentation is acceptable when the TANF recipient’s 
information has not yet been transferred to the Weatherization Share Point 
database. 
 

 5.3 Via the HUD list: 
5.3.1 Properties listed on one of the approved lists under DOE rule 71-CFR-

3847 meet the income requirements for multi-family properties (see CEO-
WX-301.6.3.1). The HUD approved list where the property can be found 
should be referenced in the file (i.e. HUD list number 2).  

 
5.3.2 HUD lists can be found at: 

http://www1.eere.energy.gov/wip/multifamily_guidance.html 
  

http://www1.eere.energy.gov/wip/multifamily_guidance.html
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5.3 Via Income Determination:  
5.3.1 Total income for the most recent three months immediately preceding 

eligibility determination, annualized, must be documented in the file. 
Annualized income is determined by multiplying the three months’ gross 
income by four (4).  For example, $1,200 for three months times 4=$4,800 
annualized income. 

 
 Or, 
 
5.3.2 Written documentation from the building owner of household income 

information obtained to determine the clients eligibility to reside in the 
building.  Such documentation must: 
  1. Include gross annual income for each household member 
  2. Show income type for each source of income 
  3. Be dated within 12 months of application date 
5.3.2.1 If the building owner will not allow the LAA to keep a copy of 

such documentation due to confidentiality concerns, the LAA 
may visually inspect written documentation and sign the Multi 
Family Unit Information Form verifying the unit meets the 
income eligibility criteria. It is the LAA’s responsibility to ensure 
the building owner agrees to keep such documentation for at 
least seven years from the time of weatherization. 

 
5.3.3 For HUD properties the TRACS Certification List (See Appendix F for a 

sample of this form) can be used in conjunction with the Multi Family Unit 
Information Form to determine eligibility of each unit. 

 NOTE:  See Section 6.0 for Duration of Eligibility 
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5.3 Via Income Determination (continued) 

 
5.3.3 Documentation for income determination is by the following methods: 
 

1) Copies of income check stubs (check stubs must contain pay 
period dates).  

 
2) Copy of a signed income tax return form or all IRS W-2s 

(withholding) forms for the year.  If return was filed electronically a 
verification number proving that the return was submitted 
electronically is needed.  When using tax forms documenting 
annual (calendar year) income, you can divide this amount by 12 to 
determine an average monthly income.  Use this average for the 
months preceding the eligibility determination.  If this approach 
yields a “not eligible” determination, it may be due to the averaging.  
It is allowable to use another of these four options to avoid denying 
services.   

 
3) Letter or other verification of income from income sources. 

 

4) A client-signed and notarized affidavit as documentation of income 
is allowable when no other form of eligibility determination applies 
(see Appendix E). 

 
5) Written documentation of gross household income provided by the 

building owner as outlined in CEO Wx 301.6, section 5.3.2. 
 
6) TRACS Certification List used in conjunction with the Multi Family 

Unit Information Form as outlined in CEO WX 301.6, section 5.3.3. 
 
7) Other documentation may be submitted for approval by the CEO on 

a case-by-case basis by submitting a waiver request. 
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 5.4 Income Definition 
5.4.1 Income Includes:  Money, wages and salaries before any deductions; net 

receipts from non-farm or farm self-employment (receipts from a person’s 
own business or from an owed or rented farm after deductions for 
business or farm expenses.)  Income also includes regular payments from 
social security, railroad retirement, unemployment compensation, strike 
benefits from union funds, worker’s compensation, veteran’s payments, 
training stipends, alimony, and military family allotments, private pensions, 
government employee pensions (including military retirement pay), and 
regular insurance or annuity payments; dividends, interest, net rental 
income, net royalties, periodic receipts from estates or trusts, and net  

 
5.4.2 Income Excludes:  Capital gains; any assets drawn down as withdrawals 

from a bank, the sale of property, a house, or a car; one-time payments 
from a welfare agency to a family or person who is in temporary financial 
difficulty; tax refunds, gifts, loans, lump-sum inheritances, one-time 
insurance payments, or compensation for injury.  Income also excludes 
non-cash benefits, such as the employer-paid or union paid portion of 
health insurance or other employee fringe benefits, food or housing 
received in lieu of wages, the value of food and fuel produced and 
consumed on farms, the imputed value of rent from owner-occupied non-
farm or farm housing, and such Federal non-cash benefit programs as 
Medicare, Medicaid, Food Stamps, school lunches, housing assistance 
and combat zone pay to the military. 

 
 NOTE:  Child support payments, foster care payments, adoption subsidies 

and college scholarships are excluded. 
 

5.5 Via Pre-Qualifying Program 
A copy of the award notification, written verification via the corresponding 
government agency on their letterhead (dated within the last 12 months) which 
states the client name and eligibility date, or a copy of a payment check stub 
which states the type of payment and contains a date are all acceptable forms of 
eligibility documentation, providing that they are dated within the last 12 months.  
A copy of the document must be retained in the file. 
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6.0 Duration of Eligibility  
 

6.1 If the client eligibility is based upon being a LEAP recipient, the client name and 
address must appear on the current year’s LEAP list in Share Point or on the 
most current LEAP list available at the time of eligibility determination.  The last 
published LEAP list is valid until December 31st

 

of the year it was issued. 
 

Ex: The April 2004 LEAP list may be used until December 31, 2004. 
 

6.2 If the client eligibility is income-based, eligibility and documentation are valid for 
12 months from the date of eligibility determination. 

 
6.3 If eligibility was based upon the client’s receipt of OAP, SSI, TANF or some other 

entitlement under Title IV or Title XVI of the Social Security Act, the client is 
eligible for 12 months following the date of eligibility determination. 

 
6.4 If eligibility is based upon income documentation provided by the building owner, 

the client is eligible for 12 months following the date on the document. 
 
Examples: 

Application Approval 
Date 

Documentation 
Type 

Documentation Date Application 
Expiration Date 

1/15/10 SSI Award Letter 3/15/09 1/15/11 

8/1/09 LEAP 11/15/08 12/31/09 

8/1/09 Income 
documentation 

8/1/09 8/1/10 
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Appendix A: 
 
Federal Poverty Guidelines – Refer to CEO Wx 301.2, Appendix A 
 

CEO-WX-301.2 
 
 
 

  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOPolicies/CEO-WX-301-2.pdf
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Appendix B:  CEO Wx Multi Family Application 
 

Available on CEO Weatherization Focal Point at: 
 
Multi-Family Application 
 
 

 

  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/MF%20Wx%20Application-EOC.pdf
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APPENDIX C:  Multi-Family Unit Information Form 
 
Available on CEO Weatherization Focal Point at: 
 
Multi-Family Unit Information Form 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/MFUnitInformationForm.xlsx
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APPENDIX D:  Utility Bill Release Form 
 
Available on CEO Weatherization Focal Point at: 
 
Multi-Family Utility Release Form 
 
Multi-Family Utility Release Form Spanish Version 
 
 

 
  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/MF%20Utility%20Release%20Form.docx
https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/MF%20Utility%20Release%20Form%20Spanish.docx
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APPENDIX E:  Income Affidavit 
 
Available on CEO Weatherization Focal Point at: 
 
Affidavit of Income w/Notary 
 
 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Affidavit%20of%20Income%20-%20301-2%20with%20Notary.docx
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APPENDIX F:  TRACS Form 
 
Available on CEO Weatherization Focal Point at: 
 
TRACS Form 
 

 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Tracs%20Form.pdf
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1.0 DISCUSSION:  Client education is an integral component of the energy conservation 
services provided to our clients.  Effective client education can increase the energy 
savings of the weatherization measures installed on client homes.  In addition, client’s 
need to be informed of potential risks of materials that are used in their homes.  
Therefore, with the intention of strengthening the client education portion of the CEO 
Wx Program, the following policies have been adopted:  

 
2.0 Occupant Pre-Existing or Potential Health Concerns 
 Clients must be informed of materials being used in their homes.  When the client’s 

health may be at risk and/or the work activities could constitute a health or safety 
hazard, the occupant at risk will be required to take appropriate action based on severity 
of risk. 
 
2.1 Temporary relocation of at-risk occupants may be allowed on a case-by-case 

basis. 
 
2.2 Failure or the inability to take appropriate actions must result in the deferral of the 

unit. 
 
2.3 Occupants are required to reveal known or suspected health concerns as part of 

the initial application for weatherization (See Appendix A for Client Chemical 
Sensitivity Form).  The form is to be reviewed with the client during the audit.  
The auditor’s signature is required. 

 
2.4 The auditor is to provide to the client information regarding any known risks of 

materials being used in the home.  Agency contact information is to be provided 
in order for the client to be able to inform the agency of any issues. 

 
2.5 Agency is required to take appropriate actions to protect the client from pre-

existing sensitivity conditions if the unit is not deferred. 
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3.0 Warranty and Energy Savings 

3.1 Clients must be informed of program requirements and warranties. 

3.2 Clients are to be informed of the measures installed in their home and how they 
can interact with their home to increase the potential energy savings.  

4.0 Adult Education 

Training on adult education is required.  A mixture of verbal and written communication 
is to be used including, but not limited to, the distribution and explanation of the client 
education booklet developed by the State and the Local Agencies.  
 
4.1 The above information should be presented with the following concepts in mind:  
 

4.1.1 Quality education can empower the client to have some degree of control 
over the energy consumed by the household.  Clients will generally 
respond positively to the sense of empowerment and control over their 
home.  

4.1.2 The educator must be perceived to be trustworthy and well-informed.  

4.1.3 Information should be presented clearly and concisely.  

4.1.4 Limit the number of ideas conveyed - emphasize the important messages.  

4.1.5 The key points should be consistently reinforced through all stages of 
work - from intake through inspection.  

4.1.6  Assume that you will succeed in conveying useful information to every 
client - do not prejudge the client on the basis of race, color, gender or any 
other criteria.  

4.1.7 Recognize that, despite your best efforts, there will be some failures due 
to apathy, distractions or other causes.  
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Appendix A:  Client Chemical Sensitivity Statement 
 
Available on Share Point at: 
 
Chemical Sensitivity Statement Form 
 
Chemical Sensitivity Statement Form-Spanish 
 

https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/Chemical%20Sensitivity%20Statement.docx
https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/Chemical%20Sensitivity%20Statement-Spanish.docx
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1.0 DISCUSSION:  Local Administering Agencies (LAAs) are responsible for obtaining 
access to fuel consumption data on all units served.  Fuel costs used in calculating 
SIR’s are to be reviewed on an annual basis. 

2.0 Consumption Data: 

2.1 LAAs will collect pre-weatherization utility consumption data and evaluate prior to 
weatherization.  This data can assist in targeting services that will have the 
greatest impact (return on investment).  

2.2 This data is to include the past twelve months preceding weatherization of the 
unit.   

2.3 The state office may elect to retrieve post-weatherization consumption data on 
randomly selected units in order to perform energy savings evaluations. 

NOTE: For units that are served because of LEAP eligibility, LEAP has obtained access to fuel 
consumption data for LAAs; therefore, LAAs are authorized to collect utility consumption data 
for LEAP eligible weatherization clients without having an additional utility release signed by 
the client. 
 
3.0 Fuel Costs: 

3.1 Fuel costs used for determining SIR’s in NEAT/MHEA libraries are to be 
analyzed on an annual basis.  This information will be useful for determining 
budgeting projections for appliance replacements. 

 
3.2 If needed, costs may be adjusted throughout the year based on fluctuating utility 

pricing. 
 
3.3 Costs may be determined by utility, geographic area, or averaged when multiple 

resources are considered. 
 
3.4 Propane costs may be stated as the highest cost for the entire region being 

served. 
 
3.5 LAA’s must provide documentation when requested of how costs were derived.  

This documentation must match the NEAT/MHEA libraries. 
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1.0 DISCUSSION:  The Local Administering Agency (LAA) shall conduct outreach and 
provide services in a manner which treats clients in individually metered rental living situations 
equally with clients who are homeowners.  Any LAA failing to treat rental and home owning 
clients equally is in violation of regulations.  Such violation may affect agency’s standing.  
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1.0 DISCUSSION: This policy establishes the CEO Wx’s position along with DOE 
requirements regarding landlord agreements, rent increases, client complaints and 
financial participation. 

 
2.0 Landlord Agreements and Rent Increases: 

It is the responsibility of the Local Administering Agency (LAA) to establish a procedure 
for assuring that "rents shall not be raised because of the increased value of the 
dwelling units due solely to weatherization assistance provided".  It is the policy of CEO 
Wx that the State office shall prepare a landlord agreement document addressing this 
concern.  The landlord agreement states that there may be no rent increase on the unit 
for a “reasonable period of time” after the weatherization work, unless the increase is 
due to factors other than the weatherization work.  The document is to be signed by the 
landlord or an authorized agent and retained in the file of each client in a rental living 
situation.  This agreement must be completed before approving the client's application.  
(See CEO Wx 301.2 CEO Wx Application for Landlord Agreement for Site Built, Mobile 
Home units and CEO Wx 307 Multi-Family Building Eligibility) 

 

2.0 Tenant Complaints: 
Local agencies are expected to receive tenant complaints regarding rent increases and 
should refer them to organizations (legal aid, tenant-landlord mediation organizations, 
etc.) which can offer assistance in resolving this issue. 
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3.0 Landlord Financial Participation:  The CEO Wx has established a landlord 
contribution structure for site built, mobile home, individually heated multi-family and 
centrally heated multi-family buildings.  Such financial participation is not to be 
considered as program income.  Agencies will also be allowed to protect the federal 
investment in rental property by placement of liens or other contractual restrictions.  The 
landlord contributions are summarized in Appendix A as well. 

 
3.1 Site Built & Mobile Home: 

  3.1.1 EC Furnace: 
 The required landlord contribution is 50% of the total materials and labor 

amounts used to calculate the SIR.  Should the landlord not choose to 
contribute, all other qualifying measures can be completed.  If the 
refrigerator is eligible for replacement a contribution is also required (see 
Section 3.1.2).  LAA’s should emphasize with the landlord that the furnace 
replacement is a one-time offer until the unit becomes eligible under DOE 
re-weatherization rules.  The measure must meet an SIR of 1.0 or greater 
prior to applying landlord contributions unless a waiver is obtained.  Only 
qualifying utility rebates can be used to buy down a measure.  Landlord 
contributions cannot be used to buy down a measure. 

 

 3.1.2 EC Refrigerator: 
The landlord contribution is 50% of the delivered cost.  Should the landlord 
not choose to contribute, all other qualifying measures can be completed.  
If the furnace is eligible for replacement a contribution is also required (see 
3.1.1).  LAA’s should emphasize with the landlord that the refrigerator 
replacement is a one-time offer until the unit becomes eligible under DOE 
re-weatherization rules.  The measure must meet an SIR of 1.0 or greater 
prior to applying landlord contributions unless a waiver is obtained.  
Landlord contributions cannot be used to buy down a measure. 
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3.0 Landlord Financial Participation (continued) 
3.1 Site Built & Mobile Home (continued) 

 
3.1.3 Health and Safety Furnace: 
 The landlord contribution is 50% of the total materials and labor amounts 

that would be used to calculate an SIR.  If this replacement is receiving a 
CIP contribution, then the landlord contribution would be the net amount.  
Example:  $3,000 Labor and Materials minus $1,800 CIP contribution = 
$1,200.  50% of $1,200 = $600.00 Landlord required contribution.  Should 
the landlord choose not to contribute, the unit is to be deferred until the 
health and safety situation has been repaired satisfactorily to continue with 
weatherization measures.  Proceeding with weatherization measures may 
worsen the situation.  

 
3.1.4 Fuel Conversions: 
 In the case of a fuel conversion (electric to natural gas), the landlord 

contribution is 50% of the total materials and labor amounts.  If this 
conversion is receiving assistance from utilities, then the landlord 
contribution would be the net amount.  Should the landlord choose not to 
contribute, the corresponding measures are to be deferred. 

 
3.1.5 Exceptions 

There may be extenuating circumstances which may prevent the financial 
participation of the landlord.  In such cases, the waiver process is to be 
used as outlined in CEO Wx 204.1.  File documentation must be included 
which documents the situation.  In addition, should the landlord qualify for 
the weatherization program, the contribution can be waived.  Again, this 
must be documented in all related client files. 
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3.0 Landlord Financial Participation (continued) 
 

 3.2 Individually Heated Multi-Family (IHMF) 
 IHMF projects are to follow the EC Furnace, Refrigerator and Health and Safety 

Furnace requirements as stated above for Site Built and Mobile Homes. 
 
  3.2.1 EC Windows 
 If windows meet the SIR requirement of 1.0 or greater, the property owner 

contribution is 50% of the total materials and labor unless a waiver is 
obtained. 

 
 3.3 Centrally Heated Multi-Family Units 

Landlord contributions are required for each project and are to be documented in 
the landlord / LAA agreement as follows: 
 
3.3.1 Refrigerators 
 A landlord contribution of 50% of delivered costs is required.  The 

measure must meet an SIR of 1.0 or greater prior to applying landlord 
contribution unless a waiver is obtained. 

 
  3.3.2 EC Windows 
 If windows meet the SIR requirement of 1.0 or greater, the property owner 

contribution is 50% of the total materials and labor unless a waiver is 
obtained.. 

 
3.3.3 EC Heating Systems (Boilers) 
 The landlord contribution is 50% of total materials and labor.  The 

measure must meet an SIR of 1.0 or greater prior to applying landlord 
contribution unless a waiver is obtained.. 
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3.0 Landlord Financial Participation (continued) 
 
3.3.4 Health and Safety Heating Systems 
 The landlord contribution is 50% of total materials and labor.    

Occasionally, an emergency repair may occur during an audit, if the fix is 
simple and inexpensive this can be completed without a landlord 
contribution or waiver in order to not delay the project, shut down the 
appliance and thus preventing the need for temporary heat for large 
facilities.  Costs cannot exceed $500.00. 

 
3.3.5 Other Health and Safety Measures (i.e. water leaks) 
 The landlord contribution is 50% of total materials and labor. 
 

4.0 Methods of Payment 
 Landlord contributions must be mailed to the LAA or sent directly to the LAA’s bank lock 

box.  Money orders, cashier checks are the preferred method of payment.  LAA’s are 
not to accept cash.  Once received, LAA’s must follow their internal procedure for the 
handling of funds ensuring a segregation of duty. 

 
4.1 File Documentation 
 Copies of the check or lock box deposit are to be included in the client file along 

with the landlord agreement. 
 
4.2 Share Point Reporting 
 The landlord contribution is to be included in the BWR under “Landlord 

Contribution”.  When reporting materials and labor covered by the contribution, 
the amount reported should be the total cost.  Do not report the net cost.  See 
CEO Wx 403 for further details. 
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5.0 Exceptions for Non-Profit Organizations 
 The exceptions described below in Section 5.2 apply to Centrally Heated, Individually 

Heated Multi-Family properties as well as site built units owned by non-profit 
organizations. 
 
5.1 Waivers 

For properties owned by non-profit organizations, the landlord contribution can 
be waived or reduced for health and safety reasons for heating systems or, if the 
appliance meets cost effectiveness criteria.  A financial review must be 
documented in the project file.  A waiver must be submitted to CEO Wx for 
approval prior to replacement of appliances.  Refer to CEO Wx 204.1 (Waivers), 
CEO Wx 307 (Multi-Family), CEO Wx 301.6 (Multi-Family). 
 

5.2 Non-Cash Contributions: 
 It is not always possible for an entity to make a direct cash contribution to the 

project.  The CEO will accept other forms of contributions including:  sweat 
equity, in-kind staff support, remediation of issues that would improve the 
effectiveness of weatherization and/or directly improve occupant health and 
safety. 
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Appendix A: 
 
Summary of Landlord Contributions 
 
 

Measure Single Family/Mobile Home 
and IHMF 

Multi-Family 
Centrally Heated 

EC Furnace 50% materials and labor used 
to calculate the SIR 

n/a 

Refrigerator 50% delivered cost 50% delivered cost 

H/S Furnace 50% materials and labor n/a 

Fuel Conversions 50% materials and labor n/a 

EC Windows 50% materials and labor 
(IHMF) 

50% materials and labor 

EC Heating System (Boilers) n/a 50% materials and labor 

H/S Multi-Family n/a 50% materials and labor 
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1.0 DISCUSSION:   This policy defines the approval process for the weatherization of multi-
family structures as well as the Database reporting requirements for multi-family 
structures.  Eligible Multi-Family dwellings that are 5 or more and individually heated 
may be weatherized by the LAA with prior approval by the CEO Wx using the waiver 
process.  LAA’s shall follow the same reporting procedures and requirements as those 
for single family units, or the Multi-Family Eligibility policy CEO Wx 301.6 may be used. 

  
2.0 Determining Eligibility in Multi-Family Buildings 

2.1 The DOE regulations currently permit the weatherization of a multi-family building if 
at least 66% of the units are occupied by income eligible households.  An 
exception is made for larger multifamily buildings with significant energy savings 
potential, in this case 50% of the households must meet the income eligibility 
requirements.  Prior approval from DOE is required for the 50% eligibility 
requirement.  The LAA will be required to submit a proposed scope of work 
emphasizing the significant energy savings to the CEO.  The CEO in turn will 
submit to the DOE for approval. 

 
2.2 If the building meets the eligibility requirement, the entire building shell, including 

ineligible units and common areas, may be weatherized.  This means that 
insulating the entire building shell and central heating systems are eligible 
measures.  Only those measures that would improve the energy efficiency of the 
entire building may be installed.  Combustion appliances must be tested to ensure 
that no health and safety problems exist and to also determine the steady state 
operating efficiency. 

 
2.3 If the building does not meet the eligibility requirement, the building may not be 

weatherized.  
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3.0 Vacant Buildings  
3.1 Completely vacant buildings may only be weatherized in conjunction with a 

federal, state, or local government program for rehabilitating the building or making 
similar building improvements.  

 
3.2 Written assurance must be obtained that at least 66% of the units (50% if 

applicable) will be occupied by income eligible persons within 180 days of the 
completion of the weatherization work.  LAA’s must also follow-up to ensure that 
this occupancy requirement is met. 

 
4.0 Partially Occupied Buildings 

Many times multifamily structures will have some vacant and some occupied units at the 
time eligibility is determined.  Vacant units are considered ineligible unless the 
requirements of the vacant building section are met.  The building can be weatherized if it 
meets the appropriate criteria (66% or 50% eligible units). 

 
5.0 Multi-Family Housing Types 
 

5.1  Type 1 -Town House, Row House, Garden Apartments 

5.1.a  Characteristics:  Heating fuel and electricity are individually metered and 
paid for directly by client.  Usually have two or three exterior walls. The 
ceiling and foundation are exposed to the exterior. Each unit has a furnace 
and water heater.  

5.1.b Procedure:  Energy Audit requirements and the CEO Wx Field Standards 
apply.  Count each unit as one full unit. It is not necessary to assess the 
entire building shell.  Blower door tests are not required.  Each unit must 
have a qualified client occupying the home.  
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5.0 Multi-Family Housing Types (continued) 
 

5.2 Type 2 - Low and Mid Rise Apartment Buildings 
5.2.a Characteristics:  Heating fuel and electricity are individually metered and 

paid for directly by client.  Each apartment has two or three exterior walls. 
There are upper and lower apartments.  Each qualified unit has either a 
ceiling or a foundation exposed to the exterior.  Each unit has a furnace 
and water heater.  

5.2.b Procedure:  Only units that have at least one surface insulated or receive 
some other CEO Wx defined major measure will count as a full unit.  Each 
unit may be qualified individually, or two thirds of the entire building 
occupant capacity must qualify.  It is not necessary to assess the entire 
building shell, unless all units in the building will be counted.  Energy Audit 
requirements and the CEO Wx Field Policies and Procedures apply.  
Blower door tests are not required.  

5.3 Type 3 – Low, Mid, and High Rise Apartment Buildings 
5.3.a Characteristics:  There is a central heating system. The building owner is 

responsible for heating fuel costs. Clients may or may not pay for 
electricity individually.  The entire building must be assessed and a 
proposal must be submitted to the CEO Wx staff for approval.  

 
5.3.b Procedure:  The CEO Wx Multi-Family Proposal Protocols must be 

followed.  The number of units counted will be based on investment and 
savings.  Generally the number of units to be counted will be determined 
by dividing the agency’s investment in the project by the agency’s average 
Operations investment.  

Example: The agency contributes $30,000 in materials and on-site labor.  
The agency average operations cost is $1200.  The number of units to be 
counted in a multi-family building project will be $30,000 / $1200, or 25 units. 
Using this formula the total number of units credited towards production may not 
exceed the total number of units present in the building.  

 
NOTE:  For agencies wishing to submit units for Xcel Energy reimbursement, 
prior approval will need to be negotiated with the CEO Wx Program Manager.   
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5.0 Multi-Family Housing Types (continued) 
 
5.4 Type 4 - Group living homes, Temporary Shelters 
 The definitions for determining group home eligibility are as follows: 
 
 5.4.1 Family Unit – means all persons living together in a dwelling unit. 
 

5.4.2 Dwelling Unit – means a house, including a stationary mobile home, an 
apartment, a group of rooms, or a single room occupied as separate living 
quarters. 

5.4.3 Separate Living Quarters – means living quarters in which the occupants 
do not live and eat with any other persons in the structure and which have 
either: 
5.4.3.1 Direct access from the outside of the building or through a 

common hall 
5.4.3.2 Or, complete kitchen facilities for the exclusive use of the 

occupants.  The occupants may be a single family, one person 
living alone, two or more families living together, or any other 
group of related or unrelated persons who share living 
arrangements and includes shelters for homeless persons. 

 
5.4.4 Group Home- means a dwelling unit in which three or more people, not 

related by blood or marriage, are residing in a single unit, not owned by a 
government agency, where eating facilities are shared.  In addition, a group 
home must have a clearly definable identity that distinguishes it from more 
informal, family-type settings, for example, a residence for mentally 
challenged people. 

 
5.4.5 Shelters – means 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.  
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5.0 Multi-Family Housing Types (continued) 
5.4 Type 4 - Group living homes, Temporary Shelters (continued) 

 
5.4.6 Eligibility:  The following are examples of how to determine the eligibility, 

the allowable expenses, and the number of completed units for group 
homes.  These examples illustrate that eligibility of group homes and the 
allowable expense for each home will be determined on a case-by-case 
basis. 

 
5.4.6.1 EXAMPLE 1:  ABC Group home is occupied by six residents.  

The home consists of a kitchen, living room, dining room, bath, 
and three bedrooms.  

 
5.4.6.1a Based on the definitions of "Separate Living Quarters," 

the ABC group home must be weatherized as one unit.  
The residents are considered a "family unit" living in a 
single-family home.  The aggregate income of the 
residents must not exceed the poverty income 
guidelines for a family of 6, or one of the occupants 
must receive TANF, SSI, PIPP or HEAP. 

 
5.4.6.2 EXAMPLE 2:  XYZ Group home is located in a large building 

consisting of 20 bedrooms with bath.  All of the residents eat 
together in the common dining room.  All residents are low-
income and the State subsidizes the maintenance of the 
residents. 

 
5.4.6.2a While the XYZ group home has the appearance of a 

multi-family building, it does meet the definition of a 
Group Home and may be counted as a multi-family 
dwelling unit.  The number of units may be calculated 
by considering each 800 square feet as a unit or each 
floor of the group home as a unit.  
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5.0 Multi-Family Housing Types (continued) 
5.4 Type 4 - Group living homes, Temporary Shelters (continued) 

 
5.4.6.3 EXAMPLE 3:  OMEGA Group home is located in a converted 

hotel.  It consists of 6 floors with 12 rooms (plus bath), on each 
floor off a common hall.  There are a total of 72 units in the 
building, 60 of which are occupied by income eligible persons.  
All residents pay rent.  There is no common dining room, and the 
individual rooms do not have kitchen facilities.  

 
5.4.6.3a In this case the home qualifies as a multi-family 

building.  Since more that 66% of the residents are 
income eligible, the entire building shell can be 
weatherized. 

 
5.4.7 Group Home or Shelter Applications:  Applications for CEO Wx services 

from group homes or shelters should be prioritized in the same manner as 
applications from other rental units. 

 
5.4.8 Names of Applicants:  Applications for group homes should list all 

persons living within the home and their incomes.  Applications for 
shelters should only list the Shelter Name.  No individual names of 
persons within the home or incomes should be requested.  

 

5.4.8a Characteristics:  These units have sleeping quarters, but no 
individual kitchen facilities.  The entire building shell must be 
assessed and addressed.  
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5.0 Multi-Family Housing Types (continued) 
5.4 Type 4 - Group living homes, Temporary Shelters (continued) 

 

5.4.9 Procedure:  If the building floor area is less than 4,000 square feet, the 
agency may count one unit of production for each 800 sq. ft. of floor area. 
If the building is over 4,000 square feet, the number of units counted will 
be based on investment and savings.  Generally the number of units to 
be counted will be determined by dividing the agency’s investment in the 
project by the agency’s average Operations investment.  Energy Audit 
requirements and the CEO Wx Field Policies and Procedures apply.  If 
more than four units of production will be counted, Multi-family Proposal 
Protocols must be followed.  

NOTE:  For agencies wishing to submit units for Xcel Energy 
reimbursement, prior approval will need to be negotiated with 
CEO Wx Program Manager.  

 
6.0 Multi-Family Proposal Protocols  

6.1 A complete multi-family proposal must be submitted in writing to the state CEO 
Wx staff prior to April 15th

 

of the program year in which they will be completed. 
 
6.2 Whole buildings, containing five or more dwelling units, which are being 

considered for weatherization must be submitted to the CEO Wx Staff for 
approval prior to initiating work. 

 
6.3 The submission or proposal must include the following:  

6.3.a Client intake and qualification documentation for the appropriate number 
of clients.  

6.3.b A thorough assessment of the entire building shell.  
6.3.c An efficiency assessment of the space and water heating systems.  
6.3.d An assessment of the electric base load and potential base load 

measures. 
6.3.e An assessment of the cooling load and potential cooling load measures. 
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6.0 Multi-Family Proposal Protocols (continued)  
 

6.4 An Engineer’s evaluation may be used to determine heating, and cooling loads, 
and to make recommendation for improved energy savings; with prior approval 
from State Staff. 

6.5 Documentation of utility usage.  
6.6 A prioritized list of measures based on an appropriate computerized energy audit 

or other approved approach.  
6.7 The total number of units to be considered.  
6.8 An estimate of material and on-site labor costs for the project, and an estimate of 

the agencies material and on-site labor average (average labor hours x average 
labor rate) cost for their site-built production.  

6.9 A breakdown of the agency and owner financial participation in the cost of the 
proposed project.  

6.10 In order to qualify a building under the 50% eligibility rule, the agency must also:  
 

6.10.a Demonstrate that significant energy savings will be achieved as a result of 
the work, and 

6.10.b Be approved by the DOE. 
 

6.11 Training for maintenance staff should be provided if major work is to be done on 
the heating or cooling system, and/or there are a significant amount of repairs 
that are necessary.  

6.12 Multi-family projects should include plans for tracking post utility consumption for 
analysis.  

6.13 Blower Door readings are not required for multi-family buildings.  Air leakage 
work should be performed if a visual assessment of the building shell indicates 
that there is significant heat loss due to air leakage.  
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CEO-WX-307 (continued) 
7.0 Approval Process  
 

7.1 Multi-family Structures With Four (4) or Less Dwelling Units  
 

7.1.1 The weatherization of multi-family structures that contain four (4) housing 
units or less is allowed provided an CEO Wx approved energy audit is 
conducted (using an audit applicable to the structure).  

 
7.1.2 Listed below are the options for weatherizing multi-family structures with 

four (4) or less dwelling units:  
 

7.1.2.a Duplex:  In a duplex, the eligible dwelling unit alone may be 
weatherized or the entire duplex may be weatherized.  

7.1.2.b Triplex and Fourplex:  In a triplex or fourplex, a single eligible 
dwelling unit alone may be weatherized.  If there are two (2) 
eligible units in the building, the eligible units alone may be 
weatherized or the entire structure may be weatherized. 

 
7.2 Multi-family Structures Containing Five (5) or More Dwelling Units  

Individual units may be weatherized if they meet the eligibility guidelines 
referenced in CEO-WX-301.2, or the whole building may be weatherized if at 
least 66% of the units are eligible and the following criteria are met:  

7.2.1 The CEO Wx Staff must approve the weatherization of all multi-family 
structures with five (5) or more dwelling units prior to receiving 
weatherization services. 

  



 

 
Weatherization Program 
CEO-WX-307 

Multi-Family Unit Housing: 
Building Eligibility Determination 

Approved: 
July 1, 2011 

 

Supporting References 10 CFR 440.22(b), CEO-WX-204.1, 301.2, 301.6 and 810 

Supercedes:   
01/10/10 

Changes are highlighted in green 
Combined CEO Wx 810 with CEO Wx 307.  
Revised or Added:  1.0, 2.1, 3.2, 9.0, 9.1, 10.2, 
10.3.8b, 10.3.9, Appendices A – C. 

Approved by: CEO Wx Staff 

Page 10 of 20 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

7.2 Multi-family Structures Containing Five (5) or More Dwelling Units 
(continued) 

 

7.2.2 The criteria used by the CEO Wx Staff to determine the approval of a 
multi-family structure with five (5) or more units are listed below:  

 
7.2.2.a Significant energy savings must be documented.  
 
7.2.2.b The number of units counted towards the agency production goal 

will be determined by the audit and in consultation with the CEO 
Wx staff.  The unit count will be based upon the number of major 
measures completed and the number of units receiving direct 
benefit from the measures installed. 

 
8.0 Reporting Criteria  

8.1 For job reporting in the Database, the “Number of Units” field shall reflect the 
total number of dwelling units in the structure.  

8.2 For multi-family structures, with four (4) or less dwelling units the number of jobs 
to be entered in the Database for reimbursement is the units in the structure 
which received weatherization services.  

8.3 For multi-family structures, with five (5) or more dwelling units, the number of 
jobs to be entered in the Database for reimbursement will be determined through 
the approval process described in section 7.2 above. 
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9.0 Determining Expenditure Levels 
The multi-family energy audit performed on 5+ centrally heated buildings must take into 
account the local weather information, the fuel consumption and cost of the building for 
a minimum of one year, and the labor and material costs for the suggested retrofits.  
The dollar limit on measures performed on the building must be cost effective as 
determined by the DOE approved energy audit tools.  Currently, Ea-Quip, TREAT, 
DOE2 (eQUEST) audit software for centrally heated multi-family buildings are approved 
for the State of Colorado by DOE.  Energy analysis through DOE2 based analysis is 
preferred when cooling system replacements are considered.  REMDesign is approved 
for multi-family buildings with 25 or less units.  NEAT may also be used for multi-family 
buildings with 25 or less units.  Other audits are recognized by DOE, but must be pre-
approved by the CEO Wx and DOE. 
 
9.1 Determining Budgets for Multi-Family Projects 
 Budgets are determined by multiplying the number of eligible units by the DOE 

approved funding per unit amount. 
 
 Example: 100 unit building 70 eligible units (meets 66%) 
 
 70 x $6,500 (ARRA approved max per unit) = $455,000 budget. 
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10.0 Owner/Authorized Agent/Tenant/Agency Agreements (OTAA) 
When using CEOWX funds to weatherize any rental property, providers must ensure that 
the following requirements are met: 

 
10.1 Rents:  Rents shall not be raised unless the increases are demonstrably related to 

matters other than the weatherization assistance provided through CEO WX, and 
that a procedure exists to enforce this requirement. 

 
10.1.1 No undue or excessive enhancement shall occur to the value of the 

dwelling units;  
 
10.1.2 The investment in the building is secured against sale and the unlawful 

eviction of tenants; and 
 
10.1.3 The benefits of the weatherization will accrue primarily to eligible tenants. 

 
10.2 Signed Agreements:  To ensure compliance with these requirements, CEOWX 

providers are required to have the owner/authorized agent and the tenant sign an 
agreement, which describes the terms under which the weatherization work will be 
done.  See Sample Contract and OTAA in Appendices A and C. 

 
10.3 Agreement Development:  Providers are required to provide the tenant with a 

synopsis of the provisions contained in the agreement. 
 

10.3.1 Rent Increases:  The first requirement to be discussed is rent increases.  
Weatherization program requirements stipulate that "For a reasonable 
period of time after weatherization work has been completed... the tenants 
in that unit (including households paying for their energy through their rent) 
will not be subjected to rent increases unless those increases are 
demonstrably related to matters other than the weatherization work 
performed."  
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10.0 Owner/Authorized Agent/Tenant/Agency Agreements (OTAA) (continued) 
 

10.3.2 Client Complaints:  In addition, it is required that "the enforcement of this 
section [rent increases] is provided through procedures established by the 
State by which tenants may file complaints, and owners, in response to 
such complaints, shall demonstrate that the rent increase concerned is 
related to matters other than the weatherization work performed."   

 
 

10.3.3 Provider Procedure for Client Complaints:  A provider's procedure for 
addressing client initiated complaints regarding undue rent increases must 
follow this basic process: 

 
10.3.4a If a tenant, in good faith, believes that his rent is being increased 

solely because of the weatherization work performed, the tenant 
may file, within a reasonable time, a written complaint to the 
provider.   

 
10.3.4b Upon receipt of this complaint, if the provider believes there is 

cause, the provider will forward such complaint to the 
owner/authorized agent. 

 
10.3.4 Provider/Owner Agreement Rent Increase Violation:  Furthermore, if a 

provider determines that a rent increase in fact violates the owner 
agreement and the owner/authorized agent refuses to rescind the increase, 
the provider is not required to seek a remedy on behalf of the tenant in 
court. 
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10.0 Owner/Authorized Agent/Tenant/Agency Agreements (OTAA) (continued) 
10.3.5 Provider Legal Action:  Though providers are not required to take legal action on 

behalf of a tenant when an owner/authorized agent demands an unjustified rent 
increase, providers should take some appropriate action as a consequence 
against the owner/authorized agent.  Such actions are probably limited to only 
penalties the provider itself can enforce.  For example, CEO Wx believes that one 
appropriate consequence is refusing to weatherize any more buildings owned by 
the owner/authorized agent until the owner/authorized agent has remedied the 
violation to the satisfaction of the provider. 

 
 10.3.7 Undue or Excessive Enhancement 
 

10.3.7a The provision of services that are not directly related to cost-effective 
energy savings or the health and safety of the client are generally 
considered to be undue enhancement.  

 
10.3.8 Securing the Weatherization Investment   

The third requirement is "to secure the federal investment made under this part 
[i.e..weatherizing rental property] and address the issues of eviction from and sale 
of property receiving weatherization materials under this part, States may seek 
owner/authorized agent agreement to placement of a lien or to other contractual 
restrictions."  

 
10.3.8a While the Federal guidelines specifically mention liens as a method of 

securing the federal investment against the deliberate eviction of a 
tenant and the sale of a weatherized property by an owner/authorized 
agent seeking to appropriate for themselves the benefits of 
weatherization, CEO has determined that clauses mentioned in the 
owner agreement are a more reasonable approach.  Therefore, the 
practice of placing liens against rental properties is allowable, but is not 
required.  Liens, though an effective tool for establishing a financial 
obligation, are cumbersome to file, monitor and remove.  Also, the 
practice of placing liens against rental units may become a Public 
Relations problem if eligible owners choose not to participate if their 
buildings will have liens attached. 
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10.0 Owner/Authorized Agent/Tenant/Agency Agreements (OTAA) (continued) 
 
10.3.8b The sample owner agreement contains clauses to address these issues.  

Refer to Appendix A - OTTAA. 
 
10.3.8c As security against the deliberate eviction of a tenant and the sale of the 

building (or of any individual unit in the building), the owner agreement 
requires the owner/authorized agent to rebate, to the provider, the cost 
of the weatherization work attributed to the tenant, the unit or the 
building in question; or to bind the new owner to the terms of the owner 
agreement for its duration. 

 
10.3.8d Unlike cases of tenant complaints about rent increases, the DOE 

regulations place no requirements on establishing procedures for 
addressing complaints or disputes concerning eviction or property sale. 

 
10.3.8e Though providers are a party to the owner agreement, providers are not 

required to resolve or arbitrate such complaints.  These complaints may 
be best handled by a legal service agency. 
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10.0 Owner/Authorized Agent/Tenant/Agency Agreements (OTAA) (continued) 
 

10.3.9 Benefits to the Tenant   
 The final DOE requirement is that "the benefits of the weatherization accrue 

primarily to tenants."  See Appendix B:  Accural of Tenant Benefits Form.  The 
concern has been that by providing services to renters, owner/authorized agents 
would benefit from the weatherization services.  This was discussed earlier in this 
section, but due to its importance, will be reiterated.  

 
10.3.9a If the tenant pays directly for the utility electricity costs, then the 

tenant benefits directly from electric base and cooling load 
weatherization measures through reduced energy costs. 

 
10.3.9b Where heating fuel costs are paid through the rent, the 

owner/authorized agent receives the benefit of the 
weatherization service through reduced energy costs.  Thus, 
providers must look for a means of assuring a direct benefit to 
the income-eligible tenant. 

 
10.3.9c One method for providing benefits directly to clients is to include 

in the owner agreement a requirement for tracking utility costs 
and reducing the portion of the rent that is used to pay for 
heating fuel costs by the proportional cost reduction and the 
proportional CEO WX investment. 

 

 For example, a tenant pays $500 a month for rent, and the 
heating fuel cost is included in the rent.  If the weatherization 
service reduces the heating fuel costs by $50 per month, 
and the CEO WX investment is one half of the total 
investment in energy conservation and efficiency measures, 
the owner/authorized agent would agree to reduce the rent 
by $25 a month for the payback period of the measures. 
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11.0 Accounting for & Using Owner/Authorized Agent Contributions  

Owner/Authorized Agent contributions are not program income, but they must be 
tracked.  The funds contributed by the owner/authorized agent must be spent according 
to the terms of the agreement between the owner/authorized agent and the provider.  
For buildings where an owner/authorized agent investment is required the investment 
must be used to reduce the cost of the weatherization activity or remediation of the H&S 
problem.  See CEO Wx 306.2 – Landlord Agreement and Contributions.  
 
11.1 Voluntary Investments:  Voluntary investments received from other 

owner/authorized agents must also be used in support of the weatherization 
activity or remediation of the H&S problem of the building, and it must be properly 
tracked.  

 
 11.1.1 Potential uses include, but are not limited to, the following: 

 

 Providing temporary heat for a customer until a heating unit can be 
repaired or replaced. 

 

 Performing repair work.  
 

 Purchasing and distributing consumer education materials to eligible 
clients. 

 

 Providing other conservation materials or H&S measures. 
 

 Supplementing the CEOWX labor dollars. 
 

 Supplementing the CEOWX materials dollars. 
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Appendix A 
 
Sample OWNER / AUTHORIZED AGENT / TENANT / AGENCY AGREEMENTS  
 
Available on Share Point at: 
 
MF OTAA Form 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/MF%20OTAA-signature.docx
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Appendix B 
 
Accrual of Tenant Benefits Form (per DOE WPN 10-15) 
 
Available on Share Point at: 
 
Accrual of Benefits Form 
 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/MF%20Accrual%20of%20Benefits%20Form.doc
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Appendix C 
 
Sample OWNER / AGENCY Contract 
 
Available on Share Point at: 
 
Sample Multi-Family Contract 
 
 
 

https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/Finalized%20EOC%20Contract.doc
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1.0 DISCUSSION:  Under the DOE rules, Group Homes and Shelters are eligible for 
weatherization services.  Income documentation on individual residents is not required.  
Rather, document the eligibility criteria of the facility.  For the purpose of determining 
how many dwelling units exist, an agency may count each 800 square feet or each floor 
of the facility as a dwelling unit.  

 

2.0 As per the attached memoranda (see Appendix A), church-owned property and new 
construction are not eligible for weatherization assistance.  The attached memoranda 
are applicable to both DOE and LEAP programs. 

 

2.1 Eligibility of Group Home residences for Weatherization Assistance - See 
attached DOE Memo. (See Appendix A) 

 

2.2 Eligibility of Church-Owned Property for Weatherization Assistance - See 
attached DOE Memo. (See Appendix A) 

 

2.3 Weatherizing New Construction - prohibited.  See attached DOE and DOLA 
memo. (See Appendix A) 

 

3.0 Non-conventional Dwelling Types  
Structures not built for permanent habitation, or not fit for permanent habitation, may not 
receive services with CEO Wx funds.  These types of structures include motor homes, 
buses, tents, recreational vehicles, barns, stables, chicken coops, sheds, temporary 
fabrications, cardboard boxes, and dumpsters.  Waivers may be granted for unusual 
circumstances, through the CEO Wx office. 
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APPENDIX A: Eligibility of Group Home residences for Weatherization Assistance Memo 
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APPENDIX A: Eligibility of Group Home residences for Weatherization Assistance Memo 
(continued) 
 

 
 
  



 

 
Weatherization Program 
CEO-WX-308 

Non-Conventional  
Housing Situations 

Guidelines for Service Provision 

Approved: 
July 1, 2009 

 

Supporting References 10 CFR 440.22, CEO Wx 810 

Supercedes:   
07/01/05 

Changes are highlighted in green 
No Change 
Approved by: CEO Wx Staff  

Page 4 of 6 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

APPENDIX A:  Eligibility of Church-Owned Property for Weatherization Assistance 
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APPENDIX A:  Weatherizing New Construction - prohibited 
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APPENDIX A:  Weatherizing New Construction – prohibited (continued) 
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1.0 DISCUSSION:  For LAA’s that do not have a pre-approved low-cost program as 

outlined in 10 CFR 440.20, it is prohibited to seek out or prioritize homes that only 
qualify for low energy savings measures. 

 
2.0 Pre-Approved Low Cost Homes:  Only pre-approved low-cost/no-cost weatherization 

programs as outlined in the 10 CFR 440.20 may be implemented by a local 
administering agency.  Approval is confirmed at the time the contract is issued.  If 
approved, a LAA may seek out and serve homes that cannot have high energy savings 
measures performed on them, based on the Savings to Investment Ration (SIR). 

 
3.0 Not Pre-Approved Low Cost Homes:  For LAAs that are not running an approved low-

cost program, it is prohibited to intentionally target homes that solely qualify for low 
energy savings measures.  The CEO recognizes that, on occasion, audits will reveal 
that only low energy savings measures are allowable according to the SIR.  In such 
instances, it is acceptable to perform the measures deemed appropriate by the audit.  
However, under no circumstances, should these homes be intentionally prioritized and 
sought out.  In this way, the CEO encourages LAA’s to minimize service to those homes 
that can only receive low energy savings measures. 

 
4.0 Reporting:  All homes, including those that only received low energy savings 

measures, must be completed and reported in a timely manner.   
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1.0 DISCUSSION:  A Call Back is a unit which requires corrective work after the grant 
period during which the work was originally performed has closed.  If the additional work 
is in the same grant year that provided the original work, then this is not a Call Back, 
but rather is designated as a Go Back.  It is the policy of CEO Wx that every completed 
and reported unit meet all applicable requirements of the CEO Wx Field Policies and 
Procedures, and that the work performed continues to function as intended for at least 
one (1) year, excluding abuse, lack of normal maintenance, fire or other unusual 
circumstances of accident or weather.  Some problems that may arise are covered by 
10 CFR 440.18e (2) while other situations may be less clear.  The following criteria and 
procedures are offered to provide a better understanding of the local agency’s 
responsibilities and authority.  

2.0 If the Client’s request for a Call Back or Go Back is a result of damage by fire, flood or 
act of God and repair for the damage to weatherization materials is not paid for by 
insurance:  

2.1 The Local Administering Agency (LAA) must request a waiver from the CEO Wx 
staff to correct the damage to weatherization materials using currently available 
CEO Wx funding at the local level.   

2.2 Unit will not count as new and will not count toward agency unit production 
minimums.  Cost will be included in per unit averages and material percentage 
calculations, and charged to the appropriate budget categories of the current 
grant.   

 
3.0 GO BACK 

If the client requests a Go Back as a result of failure of a weatherization measure, 
repair, or furnace work to perform as expected within the normal warranty period (not to 
exceed one year after completion of the unit), should follow these guidelines:   

 

3.1 If the agency determines that the failure is a result of substandard workmanship 
or materials, the cost for the correction of the problem are to be explored and the 
proper steps are to be taken to correct the situation.  

3.1.a If a subcontractor was involved and the agency determines that 
responsibility for the Go Back lies with the subcontractor, the agency 
should pursue the resolution of the Go Back with the subcontractor.    
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CEO-WX-310 (continued) 
 

3.1.b Will the agency’s liability insurance cover the problem and, if so, to what 
extent will it pay for the corrections?  

 
3.2 The unit will not count as a new unit and will not count toward agency unit 

minimums.  See reporting requirements in 5.1.  There are certain restrictions on 
funding sources that can be used to pay for Go Backs. Please see section 5.2 
below and CEO-WX-202 Section 7.0 

 

4.0 CALL BACK 
If the client requests a Call Back and the agency determines that the problems are a 
result of substandard workmanship, materials or failure to meet CEO Wx Standards and 
Guidelines.  There are certain restrictions on funding sources that can be used to pay 
for Call Backs. Please see section 5.2 below and CEO-WX-202 Section 7.0. 
“Correction” includes redressing measures reported on the original BWR, or measures 
unjustifiably omitted from the original work but were allowable according to the CEO Wx 
Field Policies and Procedures in effect at the time.  The unit will not be counted as a 
completion.  Contact the CEO Wx office for specific instruction and approvals.  

 

5.0 Reporting Call Backs and Go Backs to the CEO Wx Office  

5.1 Share Point – Call Back and Go Back Report:  If the additional work is in the 
same grant year that provided the original work, then this is not a Call Back, but 
rather a Go Back and does require entry into Share Point in each respective 
LAA’s “new” Call Back and Go Back data input Form (See Appendix A).  If the 
work is occurring under a different grant year than the original work, then this is a 
Call Back.  Information regarding the work performed for the Call Back is to be 
entered into Share Point as a Call Back.  Both Call Back and Go Back 
information is to be included in the client’s file along with other supporting 
documentation. 
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5.0 Reporting Call Backs and Go Backs to the CEO Wx Office (continued) 

5.2 Funding Source for CEO Reimbursement 
 
 Per DOE WPN 11-03 federal funding cannot be used for any Call Backs or Go 

Backs. 
 

The CEO has elected to use a non-federal funding source for reimbursement.  All 
costs from Call Backs or Go Backs should be included on the fiscal for an 
allowable funding source (see CEO-WX-202). LAA’s are encouraged to make 
sure in-house final inspections are carried out to ensure that there are no missed 
measures, that all workmanship meets CEO Wx policies and procedures and that 
all installed appliances are operating correctly.   
 
In the event that it is necessary for an LAA to use federal funds for Call Backs/Go 
Backs, the LAA shall submit a waiver to the CEO providing the following 
information: 
 

 Number of units in question 

 Total costs associated with Go Back/Call Back work 

 Date in which the unit(s) was reported to the CEO in Share Point as 
complete. 

 
Grantees must coordinate with their financial office to ensure proper accounting 
methods are followed.  After repairs are completed and inspected the unit and all 
associated costs the CEO Wx will resubmit the unit(s) to DOE in the month that 
the final work was completed. 

 
5.3 Program Year for CEO Reimbursement 
 
 The Program Year should be selected from the drop down box and should be the 

Actual program year that the “Call Back or Go Back” occurred, not the original 
date that the work was completed.  

  



 

 
Weatherization Program 
CEO-WX-310 

Call Backs and Go Backs 
Approved: 

July 1, 2013 

 

Supporting References 10 CFR 440.18(e) (2), WPN 11-03, CEO WX-108 & 403 

Supercedes:   
08/17/12 

Changes are highlighted in green 
Revised 3.2, 4.0, 5.2, 6.4 and 
Deleted Appendix B. 
Approved by:  CEO Wx Staff 

Page 4 of 5 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

 
6.0 Agency Responsibilities 
 

6.1 Agency will be responsible for the remedy of all Call Back or Go Back issues per 
DOE standards 10CFR440.18e as stated in CEO Wx Policy 310 and all other 
related CEO Wx Policies and Procedures and Field Standards. 

 
6.2 Agency will be responsible for keeping all appropriate back up documentation 

associated with the Call Back or Go Back in the client job file. 
 
6.3 Agency will enter all Go Backs and Call Backs into Share Point (see Appendix A) 

by the standard reporting deadline of the 18th of each month. 
 
6.4 Agency will be reimbursed monthly by submitting a fiscal report.  Allowable 

expenses include labor, materials and other Wx allowable costs. Costs should be 
included on the fiscal for an allowable funding source (see CEO-WX-202).  

 
7.0 CEO Responsibilities 
 
 7.1 CEO will process reimbursement requests monthly. 
 

7.2 CEO will review Share Point Call Backs and Go Backs entries at bi-annual site 
monitoring visits to ensure compliance with all applicable policies and 
procedures. 
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Appendix A 
 
Example of Data Entry Form: 
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1.0 DISCUSSION:  The following guidelines were developed to assist Local Administering 
Agency (LAA) field staff to determine which situations are “beyond the scope” of 
weatherization and thus represent a home which should not be served under CEO Wx 
until the conditions change.  Generally, situations which will put the agency staffs’ health 
at risk should be avoided and determined at the discretion of the agency.  These are 
only guidelines; the agency is in the best position to develop local operating policies.  
Whatever local policy is developed, thorough file documentation (notes in the file and 
photographic evidence) is critical to support any decisions made regarding not serving a 
home.  In addition, there is to be a clear description of condition(s) under which 
weatherization work could begin/continue, a clear description of the responsibilities of all 
parties involved, client’s signature(s) indicating they have been informed of their rights 
and options and that they understand the issues and their responsibilities. 

 
1.1 Request for Second Opinion--Should a client request a second opinion on a 

deferral or walk-away, the weatherization agency is encouraged to contact their 
local county health, building, electrical, fire, or other city/county inspector to 
request an inspection of the site.  Should the client refuse to have another 
inspector inspect the unit, the crew will note the refusal in the client file, and no 
work shall be performed on the unit.  If, after an outside inspection, the inspector 
deems that the work pending deferral can and should be completed, crews and 
weatherization agencies are encouraged to work with the outside inspector’s 
suggestions to make the improvements.  However, the outside inspector does 
not make the final determination on the amount, cost of work, or measures 
applied to the unit.  Should the weatherization agency deem the suggestion(s) 
financially or programmatically beyond the scope of the Weatherization 
Assistance Program, the weatherization agency may document their justifications 
and defer weatherization work to the unit. 

 
1.2 Risk--Crew members or other weatherization agency staff who choose to work 

on a unit that could or should be a deferral or walk-away, do so at his or her own 
risk.  However, putting occupants at further risk as a result of doing the work is 
never allowable.  The CEO office does not require, expect, or encourage 
weatherization crews to work in unsafe or unhealthy conditions. 
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2.0 DEFERAL CONDITIONS:  Deferral conditions may include, but are not limited to: 
 

2.1 The client, or other household member, has known health conditions that prohibit 
the installation of insulation materials or other weatherization materials. 

2.2 The building structure or its mechanical systems, including electrical and 
plumbing, are in such a state of disrepair that failure is imminent and the 
conditions cannot be resolved cost effectively or within the scope of the 
Weatherization Assistance Program guidance. 

2.3 The house has raw sewage, excessive animal feces, or other sanitation 
problems that would further endanger the client and weatherization crews if the 
weatherization work were performed. 

2.4 The house has been condemned or electrical, heating, plumbing, or other 
equipment has been “red tagged” by local, county, or state building officials or 
utilities due to safety or code issues. 

2.5 Moisture problems that are so severe they cannot be resolved under existing 
health and safety measures or as incidental minor repairs.  This includes 
standing water in the crawl space or any other source that is beyond the scope of 
the program to resolve.  See CEO-Wx 809. 

2.6 Dangerous conditions exist due to high carbon monoxide levels associated with 
combustion appliances which cannot be resolved under existing health and 
safety measures and guidance. 

2.7 The client is uncooperative, abusive, hostile, or threatening to the crew, 
subcontractors, auditors, inspectors, or others who must work on or visit the 
home or who, based upon the judgment of the senior staff person in the field, 
makes the working conditions intolerable for workers. 

2.8 Friable Asbestos or Vermiculite in the home or significant enough in various 
locations that it precludes performing a majority of the most cost effective energy 
conservation work. 

2.9 The extent and condition of lead-based paint in the house would potentially 
create increased health and safety hazards for both the occupants and crew 
members. 

2.10 Volatile organic compounds (VOC’s) and other chemicals on the premises and 
poorly stored which represent a health risk (via breathing or skin contact) to the 
workers or client’s safety. 
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2.0 DEFERAL CONDITIONS (continued) 
 
2.11 In the judgment of the energy auditor, any condition exists which may endanger 

the health and/or safety of the work crew or subcontractor, the work should not 
proceed until the identified condition is satisfactorily corrected. 

 
2.12 If a mold condition is discovered during the initial audit of the home by an energy 

auditor and cannot be adequately addressed by the weatherization crew, the unit 
will be referred to the appropriate public or non-profit agency for remedial action.  
Colorado weatherization agencies shall defer work on the home until another 
funding source or the owner completes mold remediation.  Colorado 
weatherization shall distribute the pamphlet from the U.S. Environmental 
Protection Agency (EPA), Indoor Environment Division, (IED), “A Brief guide to 
Mold, Moisture, and Your Home” to clients whose homes have a moisture and/or 
mold problem.  The pamphlet can be found at 
http://www.epa.gov/iaq/molds/images/moldguide.pdf  

2.13 Client cannot be reached at telephone number on file due to the service being 
disconnected or due to client unavailability.  Follow up mail goes unanswered. 

2.14 Client refuses to allow energy auditor(s) access to all areas of the home 
necessary to conduct the comprehensive energy audit. 

2.15 Presence of animals which pose a risk to the weatherization workers.  The work 
may be deferred until such animal threats have been secured adequately so that 
they no longer pose a threat. 

2.16 Unable to gain access to the area to perform the work.  The work may be 
deferred until the blocked access is cleared to allow the necessary access to 
perform the work. 

 
3.0 IMPROPER HEATING SYSTEM INSTALLATIONS  

Combustion appliance situations that threaten client safety are of great concern to the 
weatherization program.  Attempts should be made to remedy the situation, rather than 
walking-away.  Contact the CEO Wx staff for guidance on specific situations.  The 
following conditions may constitute a “Walk-Away”, only after attempts have been made 
to correct the problem. 

  

http://www.epa.gov/iaq/molds/images/moldguide.pdf
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CEO-WX-311 (continued) 
 

3.1 Open combustion heating systems situated in a bedroom, bathroom or closet 
that cannot be replaced under the CEO Wx guidelines.  This includes all rooms 
that are used or designed to be used as a bedroom or any enclosed space that 
has access only through such a room. 

 
3.2 Combustion systems that are operating in an unsafe manner, and cannot be 

repaired or replaced within the scope of the program. 
 
3.2 Furnaces that have no cold air return and no easy place to put one. 
 
3.3 Furnaces that have no service access. Examples include attic furnaces with 

access doors which crew cannot enter through, furnaces where client has 
finished the room around the unit but did not allow enough room to get to the 
controls and vents.  Such situations should be discussed with supervisory staff. 

 
3.4 Mobile homes with non-mobile home type furnaces.  This includes all furnaces 

that are added to the unit. 
 
3.5 Furnaces with no cold air return or hot air delivery system (ductwork).  Typically 

this type of installation is in the middle of a room with limited ductwork.  It is 
particularly important if it has a delivery or return but not both. 

 
3.6 Any unvented heater. This includes all types of unvented heaters, portable 

kerosene space heaters or freestanding gas and propane heaters.  Work should 
only be done at the home if the portable heater can be permanently disabled or 
vented (with client/owner permission).  

 
3.7 Any furnace that is installed in a dangerous manner or cannot be brought to code 

at a reasonable cost (under $400 cost to the program). Examples:  units installed 
in an area where it could easily be broken.  
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CEO-WX-311 (continued) 
 
4.0 STRUCTURAL  

4.1 If the house is structurally in a condition that is unsafe or beyond repair (the 
home needs significant rehabilitation work from another funding source) and 
presents a risk to the worker or client safety.   

 
4.2 A foundation that is not sound and will not support one or more of the walls. 
 
4.3 A unit that is under renovation or where original construction is incomplete and 

completion will require more than one sheet of drywall material.  There is the 
possibility of coordinating weatherization with renovation/rehabilitation work 
underway; this is a judgment call of the agency’s, considering all relevant factors, 
(timetable for work being done and likelihood of it occurring; option of waiting 
until work is done before weatherizing, etc.). 

 
4.4 Structurally unsound walls where a substantial part of a wall is unstable and that 

wall is involved in one or more of the desired energy conservation measures for 
the home; consult an approved computer audit, a supervisor, or State Staff. 

 
5.0 ELECTRICAL 
 

5.1 Major electrical problems where a major portion of the total electrical system 
appears to be questionable (consult an “expert”); also consult an approved 
computer audit. 

5.2 There are major electrical problems and when the cost is included with measures 
it is not cost effective to repair. 
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1.0 DISCUSSION:  This policy outlines the requirements for weatherizing historic properties 

within the State of Colorado per the Prototype Programmatic Agreement between DOE, 
CEO and Colorado State Historic Preservation Office (SHPO) dated July 2011 and 
amended July 2012.  Both documents are available in Attachment A.  The undertakings 
covered under this Preservation Act (PA) are primarily smaller scale activities and 
routine projects, without the potential for adversely affecting historic properties, rather 
than complex undertakings with a greater potential to adversely affect historic 
properties, which would require completion of the typical Section 106 review process 
(see Section 5).  All undertakings will be done in accordance with applicable local 
building codes or the International Building Code, where applicable.  Amendments are 
discussed below in Section 2 and Section 3.   

 
2.0   Qualified Professional 
 From Section I (D) and Amended Section I (D):  Grantees and Sub Grantees are 

encouraged to use qualified professionals in conducting its Section 106 
requirements.  For the purposes of this Programmatic Agreement (PA) the term 
“qualified professionals” means an individual or group of individuals who:  (1) meet 
the Secretary of Interior Professional Qualification Standards for Archeology and 
Historic Preservation (http://www.cr.nps.gov/local-law/arch_stnds_9.htm); (2) have at 
least a total of one year full time prior experience in, or primary responsibility for, 
Section 106 reviews or state/local historic preservation reviews; (3) are currently 
employed by, or have worked in historic preservation matters, for a designated 
certified local government; (4) have completed a formal training in the Section 106 
review process conducted by the ACHP, SHPO, or DOE; or (5) are listed as a historic 
preservation consultant or contract resource on the Directory of Cultural Resource 
Management Agencies, Consultants and Personnel for Colorado 
(http://www.historycolorado.org/sites/default/files/files/OAHP/crforms_edumat/pdfs/15
02.pdf).  Recipients or their Subrecipients may make arrangements to utilize qualified 
professionals in the manner that is most appropriate given the scope and nature of 
their particular program and projects, including hiring qualified professionals on a full-
time, part-time, project specific, employee or contractual basis. 

  

http://www.cr.nps.gov/local-law/arch_stnds_9.htm
http://www.historycolorado.org/sites/default/files/files/OAHP/crforms_edumat/pdfs/1502.pdf
http://www.historycolorado.org/sites/default/files/files/OAHP/crforms_edumat/pdfs/1502.pdf
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3.0 Non-Exempt Projects – when a measure or unit does not fall within the agreed 
upon exempt undertakings the following will be the process: 

  
 From Amendment Section III (C): 
 The Grantee or Sub Grantee will retain qualified professionals to act as its primary 

point of contact for Section 106 historic preservation matters and to assist the 
Grantee or Sub Grantee in implementing their responsibilities under the PA 
throughout the Section 106 process (including, without limitation, initiating 
consultations, evaluating a property against the criteria of eligibility for the National 
Register, or evaluating the applicability of PA exemptions to particular projects). 

 
 If a qualified professional requires assistance in making a determination of eligibility 

of a property for inclusion on the National Register, then the qualified professional 
may submit a photograph of the property involved by email to oahp.isu@state.co.us 
in order to receive the SHPO’s preliminary opinion on whether or not the property 
may be eligible for inclusion in the National Register.  (Only a qualified professional 
may utilize this email process to gain SHPO’s preliminary opinion on eligibility).  The 
qualified professional will also contact SHPO by telephone at (303) 866-2673 to 
inform SHPO that an email has been forwarded.  SHPO will respond within ten 
business days of the email or telephone call, whichever is later, to the qualified 
professional.  If SHPO responds that the property does not have the potential to be 
eligible, Grantees, Sub Grantees or their contractors may proceed with the project 
without additional consultation.  If SHPO responds that the property may have the 
potential to be eligible, the Grantee or Sub Grantee will follow the procedure set forth 
in Stipulation V (F) to reach a final determination of eligibility (See original PA 
agreement on Share Point). 

 
4.0 Records 
 Records are to be maintained for a period of six (6) years from the project completion 

and be made available for review if requested by DOE or the ACHP. 
  

mailto:oahp.isu@state.co.us
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5.0 File Documentation 
 For all homes 1950 or older, file documentation must include a form that states only 

exempt measures were completed for that unit.  When determination cannot be 
obtained as to whether a measure is exempt, documentation of engaging a professional 
and the resulting opinion must also be contained within the client file.  (See sample form 
in Appendix C) 

 
6.0 Reports 
 Agencies are required to submit to the CEO an annual report due June 30th of each 

program year which is to include the following information: 
 

 Brief summary of undertakings (non-exempt projects if applicable), 

 Number of non-exempt undertakings, 

 Number of exempt undertakings and, 

 Any reviews conducted by the SHPO. 
 
CEO will then submit this information to DOE (Department of Energy for ARRA 
reporting), ACHP (Advisory Council on Historic Preservation) and NCSHPO (National 
Conference of State Historical Preservation Officers) in an annual report. 
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Appendix A:  WAP Undertakings Exempt from Section 106 Review 

For any measure not listed in Appendix A, please review the Programmatic Agreement and 
Amended Programmatic Agreement listed in Appendix B.  Sections 2 and 3 above contain 
instructions for Non-Exempt measure approval.  In accordance with 36 CFR 800.3(a)(1), the 
following undertakings have been determined to have no potential to cause effects on historic 
properties: 

 
A. Exterior Work on Buildings or Structures 
 

1) Air sealing of the building shell, including caulking, weather-stripping, and other 
air infiltration control measures on windows and doors and installing thresholds in 
a manner that does not harm or obscure historic windows or trim. 

2) Thermal insulation in walls, floors, ceilings, attics, and foundations in a manner 
that does not harm or damage historic fabric. 

3) Blown in wall insulation where no holes are drilled through exterior siding, or 
where holes have no permanent visible alteration to the structure. 

4) Removable film on windows (if the film is transparent, solar screens, or window 
louvers, in a manner that does not harm or obscure historic windows or trim. 

5) Reflective roof coating in a manner that closely resembles the historic materials 
and form, or with materials that restore the original feature based on historic 
evidence, and in a manner that does not alter the roofline, or where not on a 
primary roof elevation or visible from the public right-of-way. 

6) Storm windows or doors, and wood screen doors in a manner that does not harm 
or obscure historic windows or trim. 

7) In-kind replacement or repair of primary windows, doors and door frames that 
closely resemble existing substrate and framing on buildings and structures built 
after 1950. 

8) Repair of minor roof and wall leaks prior to insulating attics or walls, provided 
repairs closely resemble existing surface composite. 
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Appendix A:  WAP Undertakings Exempt from Section 106 Review (continued) 

B Interior Work 
 Undertakings to interior spaces where the work will not be visible from the public right of 

way; no structural alterations are made, no demolition of walls, ceilings or floors occurs; 
no drop ceilings are added; or no walls are leveled with furring or moved, should be 
automatically excluded from SHPO review.  This work includes: 

 
 1) Energy efficiency work within the building shell: 

a. 1) Thermal insulation in floors, ceilings, attics, crawl spaces, ducts and 
foundations 2) wall insulation for buildings and structures built after 1950; 
and 3) for buildings and structures built in 1950 or before, wall insulation if 
performed by a contractor with experience with historic buildings in order 
to ensure there are no gaps in which condensation may form. 

b. Blown in wall insulation where no decorative plaster is damaged for 
buildings and structures built after 1950; for buildings and structures built 
in 1950 or before, if performed by a contractor with experience with 
historic buildings in order to ensure there are no gaps in which 
condensation may form. 

c. Plumbing work, including installation of water heaters. 
d. Electrical work, including improving lamp efficiency. 
e. Sealing air leaks using weather stripping, door sweeps, and caulk and 

sealing major air leaks associated with bypasses, ducts, air conditioning 
units, etc. 

f. Repair or replace water heaters. 
g. Adding adjustable speed drives such as fans on air handling units, cooling 

tower fans, and pumps. 
h. Install insulation on water heater tanks and water heating pipes 
i. Install solar water heating systems provided the structure is not visible 

from the public right of way. 
j. Install waste heat recovery devices, including desuperheater water 

heaters, condensing heat exchangers, heat pump and water heating heat 
recovery systems, and other energy recovery equipment. 

k. Repair or replace electric motors and motor controls like variable speed 
drives. 

l. Incorporate other lighting technologies such as dimmable ballasts, day 
lighting controls, and occupant controlled dimming.  



 

 
Weatherization Program 
CEO-WX-312 

Historical Properties 
Approved: 

August 10, 2012 

 

Supporting References Section 106 NHPA, 16 USD 470f (NHPA) and 36 CFR part 800 

Supercedes:  08/25/11 

Changes are highlighted in green 
Added Sections 2, 3 and 5, Appendices 
A, B, & C  
Approved by:  CEO Wx Staff 

Page 6 of 9 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

Appendix A:  WAP Undertakings Exempt from Section 106 Review (continued) 

B Interior Work (continued) 
 2) Work on Heating and Cooling Systems: 

a. Clean, tune, repair or replace heating systems, including furnaces, oilers, 
heat pumps, vented space heaters, and wood stoves. 

b. Clean, tune repair or replace cooling systems, including central air 
conditioners, window air conditioners, heat pumps, and evaporative 
coolers. 

c. Install insulation on ducts and heating pipes. 
d. Conduct other efficiency improvements on heating and cooling systems, 

including replacing standing pilot lights with electronic ignition devices and 
installing vent dampers. 

e. Modify duct and pipe systems so heating and cooling systems operate 
efficiently and effectively, including adding return ducts, replace diffusers 
and registers, replace air filters, install thermostatic radiator controls on 
steam and hot water heating systems. 

f. Install programmable thermostats, outdoor reset controls, UL listed energy 
management systems or building automation systems and other HVAC 
control systems. 

 
3) Energy Efficiency Work Affecting the Electric Base Load of the Property: 
 

  a. Convert incandescent lighting to fluorescent. 
b. Add reflectors, LED exit signs, efficient HID fixtures, and occupancy 

(motion) sensors. 
c. Replace refrigerators and other appliances. 
 

4) Health and Safety Measures 
 

a. Installing fire, smoke or carbon monoxide detectors/alarms. 
b. Repair or replace vent systems on fossil-fuel-fired heating systems and 

water heaters to ensure that combustion gasses draft safely to outside. 
c. Install mechanical ventilation, in a manner not visible from the public right 

of way, to ensure adequate indoor air quality if house is air-sealed to 
building tightness limit. 
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Appendix A:  WAP Undertakings Exempt from Section 106 Review (continued) 

C. Additional Miscellaneous Exempt Activities: 
 

1) Replacement or installation of new storm windows where the finish on the new 
storm windows matches the finish of the existing windows in color. 

2) Replacement of interior doors where the size of the openings are not altered. 
3) Replacement or repair of door knobs and other door hardware. 
4) Installation of furnace outdoor termination plates. 
5) Installation of exterior furnace vents and caps. 
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Appendix B:  Programmatic Agreements 
 
Original PA on Share Point at: 
 
Original Programmatic Agreement 
 
Amended PA on Share Point at: 
 
Amended Programmatic Agreement 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/Fully%20Executed%20Programmatic%20Agreement%20-%20Colorado%20Historic%20Properties.pdf
https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/Fully%20Executed%20Amendment%20to%20the%20Colorado%20PA.pdf
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Appendix C:  Sample Historic Property Review Form 
 
Now on Share Point at: 
 
Historic Property Review Form 
 

https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/CEO%20312%20Historical%20Properties%20Review.docx
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1.0 DISCUSSION:  The Local Administering Agencies (LAAs) shall prepare and submit all 
necessary fiscal reports monthly to CEO Wx by the eighteenth (18th) day of the month.  
Should the 18th fall on a weekend, the reports will be due the Friday prior.  Fiscal reports 
are to be compiled at the Local Agency using Share Point prior to submission to the 
State.  The report is to be signed by the Local Agency Director, submitted via fax or 
scanned and e-mailed to the Financial Manager at the State office, a signed copy is 
required.  Fiscal reports must be an accurate representation of the LAA's official fiscal 
records and filled out completely with data that reconciles with the LAA's expenditure 
and obligation records. 

 
2.0 Late or inaccurate reports constitute a contract violation and will be addressed 

accordingly. 
 
3.0 For instructions on using the SharePoint Database please see below.  
 
COLUMN TYPE USED IN DESCRIPTION 

AD-Labor Currency Actual, Budget Administration Labor dollars 

AD-Other Currency Actual, Budget Administration Other dollars 

AD-Total Calculated 
(calculation 
based on other 
columns  

Actual, Budget Administration Total = AD Labor + AD Other 

    

CAPEQ Currency Actual, Budget Capital Equipment 

Comments Multiple lines of 
text 

Actual, Budget  

Completed Unit Number Actual, Budget Total number of production units completed 
in the reporting month 

Funding Choice Actual, Budget Source of funding (STX, DOE, LEAP, or 
SEP).   

HS-Contractor Currency Actual, Budget Health & Safety Contractor dollars  

HS-Labor Currency Actual, Budget Health & Safety Labor dollars 

HS-Materials Currency Actual, Budget Health & Safety Materials dollars 

HS-Total Calculated 
(calculation 
based on other 
columns 

Actual, Budget Health & Safety Total = HS Contractor + HS 
Labor + HS Materials 

Leveraging Currency Actual, Budget Total amount of Leveraging dollars applied 
to the reported month 

Liability Currency Actual, Budget Total amount of Liability insurance dollars 
applied to the reported month 
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Month Lookup Actual Select from the drop down list the 
appropriate reported month 

    

OP-Contractor Currency Actual, Budget Operations Contractor dollars 

OP-Labor Currency Actual, Budget Operations Labor dollars 

OP-Materials Currency Actual, Budget Operations Materials dollars 

OP-Other Currency Actual, Budget Operations Other dollars 

OP-Total Calculated 
(calculation 
based on other 
columns 

Actual, Budget Operations Total = OP Contractor + OP 
Labor + OP Materials + OP Other 

Program Year Choice Actual, Budget Select appropriate Program Year from the 
drop down list 

    

Region Lookup Actual, Budget Select appropriate Region from the drop 
down list 

Title Single line of text Actual, Budget Type a unique name for the title of the 
Fiscal.   

Total Reimbursement Currency Actual, Budget Enter the  

TTA Currency Actual, Budget Total Technical & Training Assistance 
dollars applied to the reported month 

    

    

 

4.0 Fiscal reports should only include costs for which the specific funding source shall pay. 
Landlord contributions and leveraged funds collected by the Local Agency should not be 
included on the fiscal.  These funds shall be reported to the CEO on the Contributions 
and Leveraged Funds Report (See CEO-WX-210). 
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Appendix A:  Fiscal and BWR Matrix 
 
Link to Share Point: 
 
Fiscal BWR Matrix 
 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Fiscal-BWRMatrix.docx
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1.0 DISCUSSION:  The Local Administering Agency (LAA) shall complete and submit a 
Building Weatherization Report (BWR) for each unit served.  The BWR, once 
completely filled out, serves as formal documentation of the LAA’s completion of the 
unit.  Only BWR’s input to the CEO Wx Share Point (SP10) database will be accepted 
by the CEO Wx program as documentation of the completed unit.  BWR’s are to be 
submitted monthly to CEO Wx along with the other required fields for each unit. 

The following criteria are to be used by the LAA in reporting job information to the State.  

2.0 Attic Insulation: 
2.1 The minimum amount of attic insulation for the measure to count toward 

production goals is 100 sq. ft. of area.  Enter the total area insulated regardless 
of amount and CEO will test for qualification. 

 

2.2 If the unit has multiple attics with different R-values break them up and enter 
them individually.  When entering multiple attics, enter the appropriate R-values 
with the appropriate square footage on the individual attic.  Material and Labor or 
Contractor costs do not need to be broken up on each individual attic, just enter 
the dollars on the attic with the greatest square footage. 

 
2.3 When entering attic insulation and a consistent R-value cannot be achieved for 

the entire attic the R-value at the highest point should be entered for the Post R-
value.   
 

3.0 Wall Insulation: (Above grade only) 
3.1 The minimum amount of wall insulation for the measure to count toward 

production goals is 100 sq. ft. of area.  Enter the total area insulated regardless 
of amount and CEO will test for qualification. 

 

3.2 Material and Labor or Contractor cost needs to be added for this measure. 
 

4.0 Floor Insulation: (Site Built cantilever or garage ceiling) 
4.1 The minimum amount of floor insulation for the measure to count toward 

production goals is 100 sq. ft. of area.  Enter the total area insulated regardless 
of amount and CEO will test for qualification.  

 

 4.2 Material and Labor or Contractor cost needs to be added for this measure. 
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5.0 Floor Insulation – Crawl:  (Site Built crawl space floor only) 
5.1 The minimum amount of floor insulation - crawl for the measure to count toward 

production goals is 100 sq. ft. of area.  Enter the total area insulated regardless 
of amount and CEO will test for qualification. 

 

 5.2 Material and Labor or Contractor cost needs to be added for this measure. 
 

6.0 Belly Insulation:  (Mobile Home floor only NOT Perimeter) 
6.1 The minimum amount of belly insulation for the measure to count toward 

production goals is 100 sq. ft. of area.  Enter the total area insulated regardless 
of amount and CEO will test for qualification.  

 

 6.2 Material and Labor or Contractor cost needs to be added for this measure. 
 

7.0 Duct/Pipe Insulation: 
7.1 The minimum amount of Duct/Pipe insulation for the measure to count toward 

production goals is 25 linear ft.  Enter the total linear feet insulated regardless of 
amount and CEO will test for qualification.  

 
7.2 If it is required to install both Duct and Pipe Insulation on a unit, enter the sum of 

the total dollars for Material and Labor or Contractor costs and the highest R-
value. 

 

8.0 Perimeter Insulation (includes Mobile Home Perimeter or Insulated Skirting):  
8.1 The minimum amount of perimeter insulation for the measure to count toward 

production goals is 25 linear ft.  Enter the total linear feet insulated regardless of 
amount and CEO will test for qualification.  

 
8.2 Material and Labor or Contractor cost needs to be added for this measure. 

  



 

 
Weatherization Program 
CEO-WX-403 

Building Weatherization Report 
Approved: 

July 1, 2013 

 

Supporting References CEO Wx 823, 808, 401, 210 

Supercedes:   
1/11/13 

Changes are highlighted in green 
Revised 2.0 – 2.3 & Utility Section, Appendix 
A, Added Appendices B&D 

Approved by:  CEO Wx Staff 

Page 4 of 31 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

9.0 Rim Joist Insulation:  
9.1 The minimum amount of rim joist insulation for the measure to count toward 

production goals is 25 linear ft.  Enter the total linear feet insulated regardless of 
amount and CEO will test for qualification.  

 
 9.2 Material and Labor or Contractor cost needs to be added for this measure. 
 
10.0 Refrigerator:  

10.1 If the refrigerator is replaced as a result of the CEO Wx program, the measure 
may be reported only after the new refrigerator has physically been inspected 
and the entire unit final inspected. 

 

10.2 The criteria for replacement must meet the CEO Wx 823 Baseload Measure.  
 

11.0 Storm Windows:  At least one storm window was installed at that unit.  
11.1 Field personnel will indicate to the data entry person when the measure will be 

counted. 
 

11.2 If the client is an Xcel customer the minimum quantity to be installed for a rebate 
is 3 windows. 

 
12.0 Replacement Windows:   

12.1 Field personnel will indicate to the data entry person when the measure will be 
counted. 

 

 12.2 Replacement windows are not eligible for rebates. 
 
13.0 Contractor Costs: 

13.1 If feasible, enter the Material dollars associated with the measure and enter all 
remaining costs under Contractor. 
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14.0 Health and Safety: 
 

14.1 This measure will be counted when a repair as defined in the CEO Wx 808 
Health and Safety Repairs, has been performed at that unit. 

 

14.2 The measure will be counted regardless of whether materials dollars are 
expended for that measure or that amount. 

 

14.3 The measure will not be counted if it is counted in another category, i.e., Furnace 
Replacement. 

 
15.0 Furnace Replacement for Efficiency:  Furnace is replaced as a cost effective energy 

conservation measure.   
 
16.0 Furnace Replacement for Health and Safety:  If the furnace is replaced as a result of 

the CEO Wx program, regardless of whom pays for it, count the measure.   
 
17.0 Water Heater Replacement:  If the water heater is replaced as a result of the CEO Wx 

program, regardless of whom pays for it, count the measure. 

18.0 Labor Hours:  Labor hours will begin at the time of arrival at the client’s home and will 
end at the time of departure from the home.  Lunch time will not be included.  On-site 
labor hours will be tracked for in-house auditing, inspecting, installation of measures, 
furnace work and client education.  

 

19.0 Health and Safety Labor Hours:  All on-site labor hours spent performing work to 
address health and safety issues at the client’s home.  Approved health and safety work 
on combustion appliances includes furnace replacement, carbon monoxide mitigation, 
heat exchanger replacement, burner replacement, installation of combustion-air duct, 
repairing gas/propane leaks, installing propane sniffer for below grade use, chimney 
cleaning/lining, and installation of carbon monoxide and smoke detectors.  Approved 
moisture mitigation work includes, water heater tank replacements (not fuel 
conversions), installation of mechanical ventilation systems, installation of ground 
moisture barrier, and installation of clothes dryer venting. 
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19.0 Health and Safety Labor Hours (continued) 
 

NOTE:  Tracking health and safety labor hours is optional.  If the LAA chooses to not track 
health and safety hours in-house, the State will assume an average labor cost per job 
based on previous performance.  

 
20.0 Instructions for job reporting in CEO Wx Share Point: 
 
How to Add a New Job – click on the “+ Add a new item” at the bottom of your Job List.  Until 
you have assigned your own Job Number, you should use a Job Number of “New.” 
 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

Job Number Text Yes Agency-specific job number for reference.  
This should be an internal number specific to 
your agency. 

Program Year Choice Yes Select the program year from the drop down 
list.    

Region Choice Yes Select your region number/abbreviation from 
the drop down list. 

Status Choice Yes Designate whether the job is on the “Wait 
List”. “WIP” (Work In Progress), “Walkaway”,  
“Disqualified” or “Closed.”  (see descriptions 
below.)  A job should remain in WIP status 
until it is ready to be counted as a unit 
towards production and a transfer date is 
assigned. 
 
Wait List –  

 Client qualified 

 Application signed 

 Leave Transfer date blank 

WIP (Work in Progress) –  

 Audit scheduled and complete 

 Wx work started 

 Leave Transfer date blank 

(continues next page) 
Closed –  

 Wx work complete (including 

refrigerator installed) 
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 Agency inspection complete 

 Add Transfer date 

Disqualified –  

 No money spent on job 

 When you change a job to this status, 

you MUST add a comment with an 

explanation 

Walk Away –  

 Money spent on job 

 When you change a job to this status, 

you MUST add a comment with an 

explanation and the job cost to date 

 When you change a job to this status 

leave the funding source as is and 

leave the PY as is 

 When work resumes - Change the PY 

to current year, validate funding and 

change accordingly, change the Job 

Status to WIP 

 Resume Work and enter the 

remaining cost on the BWR (only 

those remaining costs go on the 

current Fiscal). 

(continues next page) 
 

Funding Choice Yes Designate the funding source for the job. 
- ARRA 

- DOE (previously labeled Standard) 

- LEAP 

- SEP 

- STX (Severance Tax) 

- Leveraged (for units that are whole 

leveraged units not partial) 
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Transfer Date Date  No Designate the date contained in the month 
that you are counting this unit towards 
production.  The transfer date is critical to 
CEO reconciling production to the monthly 
fiscals.  Best practice is to enter in the last 
day of the month in which you are 
counting the unit towards production.  You 
can enter the date (mm/dd/yy or similar 
format) or click on the calendar and select 
from the calendar. 

Target Month Month No Choose from the dropdown list the Month that 
the job will be targeted for work.  Can be used 
to help manage Wait List and WIP jobs.  

HHN Number No Represents the LEAP Household Number – 
required information if the client has been 
income verified using LEAP 

Attachments  No Attach documents pertaining to this job, 
including the signed Top Sheet (LEAP client) 
or the signed Utility Waiver from the Wx 
application (page 4).  If this client is a SERC 
qualified client, attach the Energy Monitor 
Release form. 

Comments Text No Please include any pertinent information 
about the status of the job that isn’t captured 
in a specific data field below, such as the 
required reason for Necessary Repairs.  All 
comments are saved in an append data 
manner which means you cannot delete a 
comment once entered.  You can make 
multiple entries.  They will be date/time 
stamped and be displayed below the 
comment box.  This field contains all history. 

(UNIT SECTION)    

Address 1 Text Yes The address of the property.  Spell out entire 
address (Ex - 1580 East Logan Street, NOT - 
1580 E. Logan St.) 

Year Built Number Yes Enter the year the property was built. 

Address 2 Text No The second address line of the property or 
unit/apartment number (Ex – Suite 100) 

Re-weatherized? Checkbox No Check this box if the unit has been previously 
weatherized (prior to September 30, 1994).   
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City Choice Yes Select the City from the dropdown list. If 
the City is not in the dropdown list, send 
an email to the Wx IT person DO NOT 
MANUALLY TYPE THIS ENTRY. 

State Choice Yes The State defaults to CO. 

Postal Code Number Yes The zip code of the property. 

County Choice Yes Select the county from the drop down list 
where the property is located. DO NOT 
MANUALLY TYPE THIS ENTRY. 

Household Total Number Yes The total number of occupants of the property. 
THIS IS REQUIRED INFORMATION FOR 
EVERY CLIENT SERVED UNDER 
COLORADO WAP 

Over 60 Number Yes The number of occupants over age 60. THIS 
IS REQUIRED INFORMATION FOR EVERY 
CLIENT SERVED UNDER COLORADO 
WAP 

Disabled Number Yes The number of disabled occupants. THIS IS 
REQUIRED INFORMATION FOR EVERY 
CLIENT SERVED UNDER COLORADO 
WAP 

Native American Number Yes The number of Native American occupants. 
THIS IS REQUIRED INFORMATION FOR 
EVERY CLIENT SERVED UNDER 
COLORADO WAP 

5 and Under Number Yes The number of occupants 5 and under. THIS 
IS REQUIRED INFORMATION FOR EVERY 
CLIENT SERVED UNDER COLORADO 
WAP 

Structure Type Choice Yes Select the structure type from the drop down 
list: 
- Site Built 

- Mobile 

- Multifamily (includes full units (i.e. duplex 

both units) and single individually heated 

units (i.e. duplex only one unit – IHMF in 

comments). 

- Multifamily -  If completed a centrally 

heated unit (CHMF in comments) 
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Client Type Choice Yes Select the client type from the drop down 
list. 
- Owner 

- Renter 

Fuel Type Choice Yes Select the primary fuel type from the drop 
down list: 
- Coal 

- Electric 

- Kerosene 

- Natural Gas 

- Oil 

- Other (not on the list) 

- Propane 

- Wood 

Fuel Type 2 Choice No If the client has a secondary fuel type, select it 
from the drop down list.  Same as Fuel Type 

View LEAP List Hyperlink No Click this link to view the LEAP List.  Use your 
personal views to access only your data and 
use the filters to verify the unit is not on the 
LEAP List.   

View Previously 
Weatherized List 

Hyperlink No Click this link to view the Pre Wx List.  Use 
your personal views to access only the data in 
your Region and use the filters to verify the 
unit is not on the Pre Wx List.   

 (CLIENT SECTION)    

First Name Text Yes Client’s First name taken from the Wx 
Application or LEAP list 

Last Name Text Yes Client’s Last name taken from the Wx 
Application or LEAP list 

Is Vacant? Checkbox No If the property is vacant, select the checkbox 
and leave the Client information blank. 
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Qualification Choice Yes Indicates how the client was income 
qualified – can be any automatic income 
qualifiers approved by CEO or individually 
income qualified meeting the requirements 
of CEO-WX-301.2  
- LEAP 

- SSI 

- TANF 

- OAP 

- Income 

- Building Owner Information 

- Policy 307 

- AND 

Income Currency Yes Gross Annual Salary (see policy CEO-WX-
301.2 for inclusions/exclusions in this 
definition) 

Poverty Number No Indicates the % of Federal Poverty Level as 
defined by policy CEO-WX-301.2  This should 
be entered as a whole number (i.e. 150% 
should be 150 not 1.5) 

Mailing Address 
Same As Unit 

  Check the box for “same as Unit” 

Address 1 Text No If applicable, enter in the mailing address for 
the client. 

Address 2 Text No If applicable, enter in the 2
nd

 address line or 
unit number 

City Choice No Select the City from the drop down list.  If the 
city is not listed in the dropdown list, please 
send an email to Wx IT person. 

State Choice No The State will default to CO. 
 

Postal Code Text No Enter the zip code of the mailing address. 

Email Text No Enter the client’s email address.  If no email 
address is available, please leave blank. 

Primary Phone Text Yes If there is no primary phone number available 
for the client, leave it blank and a comment 
stating “No primary phone”  

Home Phone Text No If there is no home phone number available 
for the client, please leave blank. 

Cell Phone Text No If there is no cell phone number available for 
the client, please leave blank. 
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Application Date Date Yes Indicates the date client was verified by 
agency staff as income eligible.  If this is a 
LEAP client, use the “Date Loaded” date 
from the LEAP list on Share Point. You can 
enter the date (mm/dd/yy or similar format) 
or click on the calendar and select from 
the calendar.  

Eligibility Expires Date Date Yes Please refer to CEO Wx 301.2 for duration of 
eligibility. You can enter the date (mm/dd/yy 
or similar format) or click on the calendar and 
select from the calendar. 

 

 (UTILITY SECTION)    

Utility 1: Company Choice Yes Select the utility provider from the drop down 
list.  If your utility provider is not on the list 
please send an e-mail to the Wx IT person.  
Do not list propane provider. 

Utility 1: Bill Amount Currency No Enter the 6-month heating bill in $$ (if 
available enter the 12 month heating bill and 
state this in the comments section of the BWR 
(information usually taken from LEAP list) if 
this utility is used for heating 

Utility 1: Account 
Number 

Text  No Enter the account number of the unit’s utility 
provider. Xcel Energy customer account 
numbers must be 7 digits only (i.e. 1234567 
NOT 53-1234567-2).  See Appendices B&C 

Utility 1: Type Choice Yes Select the type of utilities this company 
provides the unit/client 
- Electric/Gas 

- Electric 

- Gas 

Utility 1: Annual Therms Text No If this utility is used for heating, enter the 
annual therms used by the unit 

ERT Number Text No For Xcel customers only, enter the 9-digit 
premise number. This is required for Xcel 
customers only.  See Appendices B&C 

Utility 2: Company Choice No Select the additional utility provider from the 
drop down list, if applicable 
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Utility 2: Bill Amount Currency No Enter the 6-month heating bill in $$ (if 
available enter the 12 month heating bill 
and state this in the comments section of 
the BWR (information usually taken from 
LEAP list), if this utility is used for heating 

Utility 2: Account 
Number 

Text  No Enter the account number of the unit’s utility 
provider. Xcel Energy customer account 
numbers must be 7 digits only (i.e. 1234567 
NOT 53-1234567-2). 

Utility 2: Type Choice No Select the type of utilities this company 
provides the unit/client 
- Electric/ Gas 

- Electric 

- Gas 

Utility 2: Annual Therms Text No If this utility is used for heating, enter the 
annual therms used by the unit 

 

(AUDIT/INSPECTION 
SECTION) 

   

Audit Type Choice Yes Select the type of energy audit that was 
performed from the drop down list 
- NEAT Audit (Site Built) 

- MHEA Audit (Mobile Home) 

- Rem Design (IHMF) 

- TREAT (CHMF) 

- EA-Quip (CHMF) 

- eQuest (aka DOE2) (CHMF) 

Footprint Number Yes Enter in the square footage of the building 
footprint, not just the living area. 

Auditor(s) Text Yes Use the checkboxes to select each auditor 
that participated in the energy audit of the unit 

CFM 50 Pre Number Yes* Enter the Pre-weatherization blower door  
measurement  

Pre not measured? Checkbox No Select if the Pre blower door testing could not 
be done 

CFM Pre Comment Text No If the Pre weatherization blower door testing 
could not be done, please note the reason 
here 

CFM 50 Post Number Yes* 
 

Enter the Post-weatherization blower door  
measurement 



 

 
Weatherization Program 
CEO-WX-403 

Building Weatherization Report 
Approved: 

July 1, 2013 

 

Supporting References CEO Wx 823, 808, 401, 210 

Supercedes:   
1/11/13 

Changes are highlighted in green 
Revised 2.0 – 2.3 & Utility Section, Appendix 
A, Added Appendices B&D 

Approved by:  CEO Wx Staff 

Page 14 of 31 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

  



 

 
Weatherization Program 
CEO-WX-403 

Building Weatherization Report 
Approved: 

July 1, 2013 

 

Supporting References CEO Wx 823, 808, 401, 210 

Supercedes:   
1/11/13 

Changes are highlighted in green 
Revised 2.0 – 2.3 & Utility Section, Appendix 
A, Added Appendices B&D 

Approved by:  CEO Wx Staff 

Page 15 of 31 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

Post not measured? Checkbox No Select if the Post weatherization blower 
door testing could not be done 

CFM Post Comment Text No If the Post blower door testing could not be 
done, please note the reason here 

Contractor cost Currency No If an audit for a unit was contracted out, and 
completed and paid for in a prior program 
year, please make a note in the comments 
section.  Do not enter an in-house audit cost 
on the BWR.  This is considered an overhead 
cost and should not be a job cost on the 
BWR.  In-house audits are included in the 
monthly fiscal reimbursement. 

Start Date Date Yes Designate the date the work began. You can 
enter the date (mm/dd/yy or similar format) or 
click on the calendar and select from the 
calendar. 

End Date Date Yes Designate the date the work was completed. 
You can enter the date (mm/dd/yy or similar 
format) or click on the calendar and select 
from the calendar. 

Inspection Date 
 

Date Yes Designate the date in which the unit was 
inspected after all work has been completed 
per the work order for quality workmanship 
and accuracy. You can enter the date 
(mm/dd/yy or similar format) or click on the 
calendar and select from the calendar. 

Inspector(s) Checkboxes Yes Use the checkboxes to select each inspector 
that inspected the unit  
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20.1 Instructions to Add Measures to the BWR 
 

After saving your job, from the edit form of the BWR, scroll down to the Measures 
area of the BWR (see example below) 
 

 
 

20.1 Instructions to Add Measures to the BWR (continued) 
 

Select the Measure you’d like to add from the drop down and click “Create 
Selected Measure.”  The form for the measure you’ve selected will be displayed. 
Complete the measure entry and click the “Save (Measure Name)” button (as 
usual).  You’ll be returned to this same area – select and add your next Measure 
and continue until all Measures have been entered for this BWR. 

 
20.2 How to Print the BWR 

From the Job List, click on the hyperlink on the Job Number OR click the drop 
down for the menu and click on View Item.  The BWR will be displayed and near 
the upper top left you will see the print icon next to “Print BWR.”  Click on the 
print icon and the print image and print dialog box will open.  If you are having 
problems printing the BWR, you may need to reset your settings on IE. 

20.3 How to reset your settings on IE – From the browser click on Ctrl-0 (this is the 
zero from the keyboard not the number pad).  This will reset your browser back 
to standard size which can affect your printing and print preview. 

  



 

 
Weatherization Program 
CEO-WX-403 

Building Weatherization Report 
Approved: 

July 1, 2013 

 

Supporting References CEO Wx 823, 808, 401, 210 

Supercedes:   
1/11/13 

Changes are highlighted in green 
Revised 2.0 – 2.3 & Utility Section, Appendix 
A, Added Appendices B&D 

Approved by:  CEO Wx Staff 

Page 17 of 31 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

21. INSULATION MEASURES 
21.1  Individual Insulation Measures (Attic, Wall, Perimeter, Rim, Duct/Pipe, 

Belly, Floor, Floor-Crawl) 
Click on the Edit Icon to the left of the Measure name to view the form and enter 
data about the specific insulation measure.  You must enter the Cost information 
(Material, Labor or Contractor) in the individual measure. 

 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
insulation measures.   

Labor Hours Number No Enter the total labor hours used for this 
insulation measure.  

Labor (Cost) Currency  The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

R Value Pre Number Yes The R value before weatherization (must be 
entered for Attic, Wall, Perimeter, Duct/Pipe, 
Belly, Floor) 

Contractor (Cost) Currency No If you’re tracking costs at this level, enter the 
contractor cost for the measure. 

R Value Post Number Yes The R value after the insulation was added 
(must be entered for Attic, Wall, Perimeter, 
Duct/Pipe, Belly, Floor) 

Material (Cost) Currency No The cost of materials for this measure 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29. 
Reference Policy CEO-Wx 306.2 

Sq Footage Number Yes Enter the square feet of space insulated (must 
be entered for Attic, Wall ,Belly, Floor)  

Linear Footage Number Yes Enter the linear footage for the measure (must 
be entered for Perimeter, Rim, Duct/Pipe) 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Save Insulation 
(measure name) 

Button No Click this button to Save the Insulation data 
you have entered 
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22. FURNACE MEASURE 
22.1 If the unit has multiple furnaces enter them separately them on the BWR.  Mark if 

the furnace is EC or HS and Repaired or Replaced then enter the costs on the 
individual measure.  When entering multiple furnaces, enter the appropriate %Eff 
values for the replaced furnace. 

 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
furnace work.   

Labor Hours Number No Enter the total labor hours used for this 
furnace measure.  

Labor (Cost) Currency No The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

Manufacturer Text Yes* Enter the manufacturer if the furnace was 
replaced 

%Eff Pre % Yes* Indicate the % Efficiency of the old furnace 

Contractor Currency No The Contractor Cost for this measure 

Model Number  Yes* Enter the model number of the furnace if the 
furnace was replaced 

% Eff Post % Yes* Indicate the % Efficiency of the new furnace. 

Material (Cost) Currency Yes Reflects the total cost of all energy 
conservation materials used on this job for 
this furnace measure.   

Repaired/Replaced Radio buttons Yes Select repaired or replaced.  This cannot be 
left blank. 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Appliance Fuel Type Radio buttons  Select the appliance fuel type for the Furnace 
measure (Natural Gas, Electric or Propane) 

Save Furnace Button  Click this button to Save the Furnace data you 
have entered 

* Only required if furnace was replaced for this unit. 
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23. REFRIGERATOR MEASURE 
 

COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
furnace work.   

Labor Hours Number No Enter the total labor hours used for this 
furnace measure.  

Labor (Cost) Currency No The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

High Efficiency Checkbox Yes Select if the refrigerator is high efficiency 

Contractor Currency No The Contractor Cost for this measure 

Old Unit Year Made Number Yes Enter the year the old refrigerator was 
manufactured 

Manufacturer Text Yes Enter the manufacturer of the new refrigerator  

Material (Cost) Currency Yes Reflects the total cost of all materials used on 
this job for this refrigerator measure.   

New Unit Year Made Number Yes Enter the year the new refrigerator was 
manufactured 

Model Text Yes* Enter the model of the new refrigerator 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Save Refrigerator Button  Click this button to Save the Refrigerator data 
you have entered 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29 
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24. COOLING MEASURE 
 

COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
furnace work.   

Labor Hours Number No Enter the total labor hours used for this 
furnace measure.  

Labor (Cost) Currency No The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

Quantity Number Yes Enter the quantity for this measure. 

Contractor Currency No The Contractor Cost for this measure 

Material Currency Yes Enter the cost of all materials for this measure 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Save Cooling Button  Click this button to Save the Cooling data you 
have entered 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29 

* Only required if cooling measure was completed on this unit. 
 

25. PELLET STOVE MEASURE 
{Same as Cooling Measure} 
 

26. WOOD STOVE MEASURE 
{Same as Cooling Measure} 

 
27. STORM WINDOWS MEASURE 

{Same as Cooling Measure} 
 
28. REPLACEMENT WINDOWS MEASURE 

{Same as Cooling Measure} 
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29. WATER HEATER MEASURE 
 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
furnace work.   

Labor Hours Number No Enter the total labor hours used for this 
furnace measure.  

 
 

   

Labor (Cost) Currency No The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

%Eff Pre Number No Enter the efficiency rating of the old water 
heater 

%Eff Post Number Yes* Enter the efficiency rating of the new water 
heater 

Contractor Currency No The Contractor Cost for this measure 

Repaired/Replaced Radio buttons Yes Select Repaired or Replaced.  This cannot  be 
left blank. 

Manufacturer Text Yes Enter the manufacturer of the new Water 
Heater  

Material (Cost) Currency Yes Reflects the total cost of all materials used on 
this job for this Water Heater measure.   

Model Text Yes* Enter the model of the new refrigerator 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Appliance Fuel Type Radio buttons  Select the appliance fuel type for the Water 
Heater measure (Natural Gas, Electric or 
Propane) 

Save Water Heater Button  Click this button to Save the Water Heater 
data you have entered 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29 

*only required if the Water Heater was replaced 
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30. AIR LEAKAGE MEASURE 
{Same as Cooling Measure} 

 
31. NECESSARY REPAIRS (equals Incidental Repair) 
 Any time you do a necessary repair it is required you enter the reason for this repair in 

the Comments.  Any necessary repair associated with the installation of a measure 
(included with the measure SIR) should be included in the cost of that measure, not 
under Necessary Repairs.  Incidental Repairs not associated with a specific measure 
should be entered under Necessary Repairs. These are Necessary Repairs without an 
SIR and are spread over the Energy Conservation Measures (ECM). 

 
32. OTHER  

Describe any other approved efficiency or health and safety work completed on the 
residence that cannot be categorized into the measures above.  The format of the 
“Other” measure is repeated to provide for separate entry of EC and HS “Other” 
measures.  Some common EC items that should be entered in this measure are 
basement wall, water tank wrap, thermostat and window repair (a window repair can 
also be reported as an incidental repair in the Necessary Repair Measure).  Some 
common HS items that should be entered in this measure are ASHRAE fan, bath fan, 
vent repair, vapor barrier, and smoke/CO detector.  List all items in the Reason field that 
are part of the total cost.  Total dollars should be added up for Material, Labor or 
Contractor and entered.   Do Not include in-house audit or inspection costs in the Other 
measure category.  These costs are part of Overhead and are not part of the BWR Job 
cost. 

 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
furnace work.   

Labor Hours Number No Enter the total labor hours used for this 
furnace measure.  

Labor (Cost) Currency No The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

Reason Text Yes Enter the reason for this measure  
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Contractor Currency No The Contractor Cost for this measure 

Material Currency Yes Enter the cost of all materials for this measure 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29 

Add another Other Hyperlink  Click here to add another “Other” measure 

Save Other Button  Click this button to Save the Other data you 
have entered 

 
33. LOW COST MEASURES 
 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
furnace work.   

Labor Hours Number No Enter the total labor hours used for this 
furnace measure.  

Labor (Cost) Currency No The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

Contractor Currency No The Contractor Cost for this measure 

Number of 
Showerheads Installed 

Number Yes Enter the number of low-flow showerheads 
installed at the residence 

Material (Cost) Currency Yes Reflects the total cost of all materials used on 
this job for this Low Cost measure.   

Number of CFLs 
Installed 

Number Yes Enter the number of CFLs installed at the 
residence 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Save Low Cost Button  Click this button to Save the Low Cost data 
you have entered 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29 
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34. HIGH COST MEASURES 
 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

EC or HS Radio button Yes Designate whether this is an Energy 
Conservation (EC) or Health and Safety (HS) 
measure. 

Labor Rate Currency No This is a standard, average hourly labor rate 
established at the beginning of the year for 
furnace work.   

Labor Hours Number No Enter the total labor hours used for this 
furnace measure.  

Labor (Cost) Currency No The Labor Cost for this measure.  You can 
enter both the Labor Rate and Labor Hours 
and calculate the Labor Cost OR simply enter 
the Labor Cost here.   

Contractor Currency No The Contractor Cost for this measure 

Furnace Fuel 
Conversion 

Checkbox No Indicate whether or not a fuel conversion was 
performed on this unit 

Material (Cost) Currency Yes Reflects the total cost of all materials used on 
this job for this High Cost measure.   

Water Heater Fuel 
Conversion 

Checkbox  No Indicate whether or not a fuel conversion was 
performed on this unit 

Total (Cost) Currency Display The total of Labor, Contractor and Material 
costs are calculated and displayed 

Save High Cost Button  Click this button to Save the High Cost data 
you have entered 

Contributions Button  Click this button to add Contributions 
pertaining to this measure.  See Section 29 
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35. WHOLE HOUSE 
 A new measure called Whole House has been added to the BWR in order to give us 

flexibility to add a contribution which is not associated with any measure but is applied 
to the entire unit.  This measure is automatically added to the BWR once any measure 
has been added.  There should not be any costs associated with this measure, 
contributions only.  See below: 

 

 
 
You can add a contribution to the whole house measure like you add a contribution to 
any other measure by clicking on the measure to edit it then go to the bottom and add a 
contribution see section 35 CONTRIBUTIONS. 
   



 

 
Weatherization Program 
CEO-WX-403 

Building Weatherization Report 
Approved: 

July 1, 2013 

 

Supporting References CEO Wx 823, 808, 401, 210 

Supercedes:   
1/11/13 

Changes are highlighted in green 
Revised 2.0 – 2.3 & Utility Section, Appendix 
A, Added Appendices B&D 

Approved by:  CEO Wx Staff 

Page 26 of 31 
 

The CEO Wx Share Point copy is considered to be CONTROLLED.  All other printed copies are UNCONTROLLED. 
 

36. CONTRIBUTIONS 
After saving your measure, from the edit form of the BWR, scroll down to the 
Contributions area of the BWR (see example below) Click Add Contribution. 

 

 
 

Select the Contribution type you’d like to add from the drop down. 
Complete the contribution entry and click the “Save Contribution” button. You’ll 
be returned to this same area – select and add your next Measure and continue 
until all Measures and Contributions have been entered for this BWR. 

 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

Job Display  Displays the Job Number for this Contribution 

Measure Display  Displays the Measure name for this 
Contribution 

Add a Contribution Hyperlink  Click to add a Contribution 
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Type Choice Yes Select the type of Contribution from the drop 
down list: 
- Landlord 

- Utility (to be used for CEO managed 

utilities only – this will be automated) 

- CIP 

- Other (to be used for any outside 

contribution not listed, i.e. non-CEO 

managed utility contributions) 

Organization Text No Enter the Organization name, if applicable 

Comment Text No Enter a comment pertaining to this 
Contribution (optional unless you choose 
“Other” then you must include the source of 
the contribution (i.e. Atmos, Source Gas, etc) 

Amount Currency Yes Enter the amount of the Contribution 

Date Date No Enter the date of the Contribution 

Save Contributions Button  Click to save the Contribution data you have 
entered 

 

37. BWR SUMMARY  
The BWR Summary is visible on the “View” of the job.  Click on the hyperlink on the job 
number OR use the dropdown menu beside the job number and select “View Item.” 

 
COLUMN TITLE FORMAT REQUIRED? DESCRIPTION 

MEASURE COSTS    

Labor (EC) Currency Display The total of Energy Conservation Labor for all 
measures for this job  

Labor (HS) Currency Display The total of Health and Safety Labor for all 
measures for this job 

Labor (Total) Currency Display The sum of Labor (EC) and Labor (HS) 

Materials (EC) Currency Display The total of materials from all Energy 
Conservation measures for this job 

Materials (HS) Currency Display The total of materials from all Health and 
Safety measures for this job 

Materials (Total) Currency Display The total of Materials (EC) and Materials (HS) 

Contractor (EC) Currency Display The total paid to Contractors for all Energy 
Conservation Measures and the Audit for this 
job 

Contractor (HS) Currency Display The total paid to Contractors for all Health and 
Safety Conservation Measures for this job 

Contractor (Total) Currency Display The sum of Contractor (EC) and Contractor 
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(HS) 

TOTAL (EC) Currency Display The sum of Labor (EC) and Materials (EC) 
and Contractor (EC) 

 
TOTAL (HS) Currency Display The sum of Labor (HS) and Materials (HS) 

and Contractor (HS) 

TOTAL (Total) Currency Display The sum of Total (EC) and Total (HS) (Total 
Costs) 

CONTRIBUTIONS    

Utility Currency Display The sum of all Utility Contributions for this job 

Landlord Currency Display The sum of all Landlord Contributions for this 
job 

Other Currency Display The sum of all “Other” Contributions for this 
job 

CIP Currency Display The sum of all “CIP” Contributions for this job 

Total Currency Display The sum of Utility, Landlord, Other and CIP 
Contributions for this job (Total Contributions) 

Net BWR Total Currency Display Total Costs minus Total Contributions – 
TOTAL (Total) minus Total (Contributions) 

    

 
38. Cheat Sheet  

The Cheat Sheet is a Summary to help the Agencies with a quick reference to enter the 
job.  Click on the attachment link below to get a copy of the latest version of the Cheat 
Sheet. 

 
Cheat Sheet for CEO Wx 403 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/documents/P-P/CEOForms/Cheat%20Sheet%20for%20CEO%20Wx%20403.docx
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Appendix A  - Fiscal and BWR Matrix 
 
Link to Share Point: 
 
Fiscal BWR Matrix 
 
  

https://focalpoint.state.co.us/sites/wx/Docs/Documents/P-P/CEOForms/Fiscal-BWRMatrix.docx
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APPENDIX B:  Sample Xcel Current Billing 
Red indicates location of Premise Number 
Green indicates location of Account Number 
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APPENDIX C:  Future Xcel Energy Billing 
Red indicates location of Premise Number 
Green indicates location of Account Number 
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1.0 DISCUSSION:  It is the policy of the CEO Wx that a Local Administering Agency (LAA) 
may not deviate from the budget and production totals set forth in the funding contract 
or award letter without first requesting and receiving prior written authorization from 
CEO Wx.  Prior approval requests must be submitted to CEO Wx along with a revised 
Budget Support Sheet IV (Budget) or Budget Support Sheet V (Production) (which is 
included in the agency signed contract).  The last date for submitting a plan/budget 
amendment is April 20th of the current fiscal year.  

2.0 The budget line item amounts set forth in the funding contract or award letter may be 
revised through the use of a plan revision.  The original allocation of Administration, 
Leveraging, and T&TA funds cannot be increased.  The movement of budget amounts 
to do more units is allowable and does not require prior approval budget revision.  

3.0 The total allocation of Federal funds, Administration, Leveraging, and Training and 
Technical Assistance funds can only be increased via an amended award letter.  At 
program year end, small adjustments in the other budget categories are allowable. 
However, the cumulative amount of these adjustments may not exceed ten percent 
(10%) of the last approved budget.  

4.0 Expenditures which deviate from the amounts set forth in the contract, without prior 
written approval from CEO Wx, may be classified as questioned costs and will be 
addressed as such.  A brief narrative with an explanation for the proposed changes 
must be submitted with any proposed revisions.  

5.0 REVISION PROCEDURE:  When proposing a revised budget and/or production plan, 
prepare the revision on forms BSS-IV or V (as agreed to in the Agency/CEO Wx 
contract for the current fiscal year).  The request should be signed by the authorized 
agency representative and submitted for approval to the CEO Wx office.  Once 
approved by the CEO Wx office, the budget and/or production schedule are to be 
revised in the CEO Wx database with CEO Wx staff assistance. 
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1.0 DISCUSSION:  As changes occur in any of the items listed below, the Local 
Administering Agency (LAA) must inform the CEO Wx office of such changes in a timely 
manner, in writing, as noted in each item listed below.   

1.1 Legal status of the organization (by-laws, articles of incorporation) - inform the 
CEO Wx office before a change occurs and submit the change within two weeks 
of occurrence.  

1.2 Board members and officers-within two weeks of occurrence.  

1.3 Signature authority for fiscal reports-within two weeks of occurrence.  

2.0 Staffing changes in “key” positions (positions which interact with the CEO Wx Office) - 
inform the CEO Wx office by phone of pending changes and as they occur; notify CEO 
Wx office within 30 days of any changes to approved plan and budget resulting from 
change.  

 
3.0 The CEO Wx office needs to be kept informed of such items, since they can affect 

program operations.  

4.0 Regarding LAA-client interactions, the CEO Wx office is to be informed as soon as one 
or more of the following are at issue:  the CEO Wx work performed has caused the 
client to make a health/safety complaint with the LAA; the client complaint could 
potentially yield media attention; the client (or a representative of the client) has 
threatened to take legal action.  LAAs are asked to use their best judgment in assessing 
when a potentially serious client issue could emerge and informing the CEO Wx office.  
If uncertain, it is best to hedge on the side of over-communicating with the CEO Wx 
office.  
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1.0 DISCUSSION:  The Local Administering Agencies (LAAs) shall prepare and submit a 
BWR for each unit where a rebate-able measure is completed.  Rebate-able measures 
are defined by participating utilities.  The amount of the rebate and the restrictions to 
qualify for the rebate are also defined by participating utilities. 

 
2.0 Participating utilities may include Excel Energy, Atmos Energy Corporation, Black Hills 

Electric, Black Hills Gas, Eastern Colorado Utilities, San Miguel Power Association, San 
Luis Valley Rural Electric Cooperative and Source Gas.  Budget, measures and 
contract duration vary for each utility.  Please refer to Appendix A to link to the 
Utility Contribution Summary. 

 
3.0 Once you enter the BWR and close the file in SharePoint, a member of CEO Wx staff 

will run data downloads to analyze and create Rebate reports for all Utilities.  There is 
no longer a need to submit a separate Rebate Report, as it is now being done 
systematically from the BWR data.  It is important that any restriction values on 
measures be entered correctly, for example Pre-R value, Post-R value, Pre AFUE, Post 
AFUE, etc. 

 

4.0 Late BWR’s or inaccurate values on the Measure details constitute a contract violation 
and will be addressed accordingly.  These values are critical for the system to calculate 
your rebate amounts systematically, thus accuracy is key. 

 

5.0  If utility dollars can be utilized for a measure they must be used.   
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Appendix A: 
 
Link to the Utility Contribution Summary in Share Point 
 

Utility Contribution Summary.xlsx 
 

https://focalpoint.state.co.us/sites/wx/Docs/Documents/Utility%20Contribution%20Summary.xlsx
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1.0 DISCUSSION:  It is policy of CEO Wx that each Local Administering Agency (LAA) 
performing weatherization services shall maintain a client file for each household 
receiving CEO Wx services.  A client file must contain, at a minimum, the following:  

 

1.1 Top Sheet forms, printed from the LEAP or CEO Wx Share Point Database, 
shall serve as an application and documentation of eligibility.  Intake 
technicians should sign or initial the date of approval for LEAP eligible clients’ 
Top Sheets to ensure that properties are not being re-weatherized.  

Or  

1.2 A completed application, designating status of eligibility, and a statement signed 
by the client that the information is true, to the best of his/her knowledge.  The 
intake person is to sign and date the application approval in ink.  The approval 
process is to include a review of past records, including the signature and date of 
the staff person determining eligibility, to prevent re-weatherization.  

1.3 Documentation of eligibility (NOTE:  The LAA approving the application for 
eligibility has the responsibility and liability for costs incurred in serving ineligible 
units.).  Includes:  Income Worksheet, signed by two persons; Notarized Income 
Affidavit if income is zero or if other income documentation is not available. 

1.4 Written permission from the client to enter the premises, perform work and allow 
inspection by local, state, and federal officials is required.  Permission from the 
client to photograph the home for pre and post work conditions is required as 
well. 

1.5 A release form signed by the owner of rental property to allow the installation of 
weatherization materials and performance of energy conservation services.  This 
must be in the file prior to the unit receiving weatherization services.  

1.6 For rental property, a signed agreement with the landlord regarding not raising 
the rent as a result of the services provided (see CEO Wx Policy 306.2). This 
must be on file prior to application approval.  

1.7 Copies of State waivers granted, as required by CEO Wx Policy 204.2. 
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CEO-Wx 501 (continued) 

1.8 Documentation of judgments/decisions and technical waivers made by the LAA 
regarding services provided or not provided. 

1.9 For rental property receiving substantial enhancements (such as furnace 
replacements, new refrigerators, or major repairs), documentation of the 
landlord’s contribution to the cost of the enhancements (Refer to CEO Wx 
306.2).  

1.10 When serving a multi-family unit, documentation of eligibility, per CEO Wx 301.6 
and 307.  

1.11 Authorization of the release of fuel or utility consumption records to the LAA, as 
required by CEO Wx 304.  (NOTE:  In the case of LEAP eligible clients, 
authorization of release of fuel or utility consumption records has been obtained 
by LEAP.) 

 
1.12 A copy of the Building Weatherization Report submitted to CEO Wx.  

1.13 A unit inspection form, with all required signatures and identification of all 
required measures to be reported to the CEO Wx Database.  See CEO Wx 812 
and CEO Wx 815.  

1.14 Documentation of all material and contract labor costs associated with 
weatherizing this unit, including all related invoices, purchase orders and a 
completed job audit/estimate form.  (NOTE:  The job audit/estimate form must be 
approved by the CEO Wx Office prior to its use.)  

1.15 Completed CEO Wx Combustion Appliance Summary Sheet, or appropriate 
documentation of pre and post condition of all combustion appliance work.  

1.16 Heating System Replacement documentation.  

1.17 Refrigerator Replacement documentation – For those jobs that receive a new 
refrigerator, the client file must include forms that document the delivery of the 
refrigerator (and notation of landlord contribution, if applicable).  
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CEO-Wx 501 (continued) 

1.18 Crisis Intervention Program (CIP) documentation – For those jobs that receive 
financial participation through the CIP program, invoice to LEAP and supporting 
documentation for CIP charges must be included in the client file.  

1.19 Hard copy of the NEAT or MHEA report of results of CEO Wx approved audit.  
The 2nd NEAT or MHEA showing contribution and resulting SIR’s, if applicable. 

 
1.20 A signed copy of the Legal Residency Affidavit and a copy of a valid form of 

identification.  See CEO Wx 301.2, 6.0. 
 
1.21 The Chemical Sensitivity Statement is to be included in the client file and is to 

include the signature of the client and signature of the auditor. 
 
1.22 A signed copy showing client receipt of the RRP Lead Safe pamphlet. 
 
1.23 A copy of the assigned Certified Renovator’s current valid certificate for all jobs 

requiring Lead Safe Work Practices. 
 
1.24 A signed copy of the State Historic Preservation Document for all homes built 

before 1950; if applicable for work outside the exemption, see CEO Wx 312.  
 
1.25 Client files are considered a permanent record and subject to a set retention 

schedule and are therefore required to be kept in a secure location at all times to 
ensure confidentiality.  All documentation contained within the file shall have 
notations, comments, metering results, signatures, etc in ink (no pencils).  
Corrections shall be crossed out in ink and restated in ink. 
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1.0 DISCUSSION:  In order to continually improve the CEO Wx and CEO Wx Field Policies 

and Procedures as well as the implementation of the Weatherization Program it may be 
necessary to amend or establish new policies or procedures. 

 
2.0 Amendments:  The Colorado Energy Office (CEO) reserves the right to amend CEO 

Wx Policies and Procedures at any time during a contract period.  All amendments will 
follow the protocol below: 

 
2.1 Amendment requests will be presented by a CEO Wx staff member to the CEO 

Wx staff.  At minimum, 50% of the CEO Wx staff members must be present to 
consider the request. 

 
2.2 The CEO Wx staff will have a review period of 7 days. 

2.3 Final ruling on an amendment requires at minimum 50% of CEO Wx staff 

members. 

3.0 Amendment Implementation:  All Local Administering Agencies (LAAs) will be notified 
of the amendment in writing (electronically or otherwise) within 5 business days of the 
final ruling.  Implementation of the amended policy or procedure by the LAA is to be 
completed within 10 days.  If circumstances prevent this implementation a written 
request to the CEO Wx Program Manager requesting an extension will be required of 
the LAA. 

 
4.0 New Policy or Procedure:  It is the desire of the CEO Wx staff to implement new 

policies or procedures at the beginning of a fiscal year.  However, there may be 
circumstances that immediate implementation will be required. 

 
4.1 New policy or procedure requests will be presented by a CEO Wx staff member 

to the CEO Wx staff.  At minimum 50% of the CEO Wx staff members must be 
present to consider the request. 

 
 4.2 The CEO Wx staff will have a review period of 7 days. 
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CEO-Wx 503 (continued) 
4.0 New Policy or Procedure (continued) 
 
 
 4.3 Final ruling on a new policy requires at minimum 50% of the CEO Wx staff. 
 
 4.4 New policies cannot be applied retroactively.  
 
5.0 New Policy or Procedure Implementation:  All Local Administering Agencies (LAAs) 

will be notified of the new policy or procedure in writing (electronically or otherwise) 
within 5 business days of the final ruling.  Implementation of the new policy or procedure 
by the LAA is to be completed within 10 days.  If circumstances prevent this 
implementation a written request to the CEO Wx Program Manager requesting an 
extension will be required of the LAA. 
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1.0 DISCUSSION:  The Local Administering Agency (LAA) shall be responsible for 
arranging an independent audit that complies with the federal General Accounting 
Office Standards for Audit of Governmental Organizations, Programs, Activities, and 
Functions, and OMB Circular A-133, Audits of States, Local Governments, and Non-
Profit Organizations.  Audits shall be conducted annually by all LAAs, unless the 
exceptions of A-133 apply.  Audits are to be either single audit or program specific in 
scope.  CEO Wx program will not accept any audit not complying with any aspect of the 
federal regulations and the cost of that audit will be disallowed.  Two copies of the audit 
and one copy of an audit reconciliation are to be sent to CEO Wx within 180 days of the 
end of the agency’s fiscal year. 
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COLORADO (CEO Wx) AUDIT RECONCILIATION 
 

Purpose:  This information will be used to reduce misunderstandings regarding the 
comparison of audit contents with reports to CEO Wx.  This reconciliation is to be transmitted 
to CEO Wx with the required copies of the audit.  This will reduce the need for later 
correspondence and additional work. 
 

A. Agency 
Name   __________________________________ 
Contract Number __________________________________ 
Audit Period  __________________________________ 
 

B. INSTRUCTIONS: 
1. The grant year is the year in which the grant starts July 1, 20XX.  If your fiscal 

year is on a calendar year, you will have 2 grant years occurring in one audit 
period.  The State contract number is contained in the contract and on the Fiscal 
Reports.  It starts with a “C900XXX” (such as C900971). 

 
2. The CFDA No. is the “Catalogue of Federal Domestic Assistance” number. It is 

on recent award letters:  for DOE it is 81.042 and for LEAP it is 93.568. 
 
3. For section D, “Total Expenditures for Both Audit Periods” and the Total 

Revenues for Both Audit Periods” should equal.  Please make sure the CEO Wx 
Fiscal Report and the audit figures are for comparable periods.  

 
C. AUDIT QUESTIONS: 

1. For D and E, if audit figures and CEO Wx figures are not the same, please 
explain the differences.  Attach the explanation form. 

 

2. Were there any findings? __________ If yes, please describe actions to resolve 
these finding. 

 

3. Were there any recommendations relating to the CEO Wx grant? ________ If 
yes, please provide responses to the recommendations.  

4. Were there any questioned costs relating to the CEO Wx grant? ________ If 
yes, please provide responses to the questioned costs.   
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CEO Wx-504 (continued) 
D. GRANTS STARTING DURING A PRIOR AUDIT PERIOD 
 Please specify audit period: __________________________________ 
 Agency Name:   __________________________________ 
 

DOE CEO Wx Fiscal 
Reports 

Audit 

State Contract No. C900XXXXXXX C900XXXXXX 

CFDA No. 81.042 81.042 

Prior Audit Period Expenditures $  

This Audit Period Expenditures $  

TOTAL EXP FOR BOTH AUDIT PERIODS   

Prior Audit Period Revenue N/A  

This Audit Period Revenue N/A  

TOTAL REVENUE FOR BOTH AUDIT PERIODS $  

LEAP – 93.568   

State Contract No. C900XXXXXXX C900XXXXXX 

CFDA No. 93.568 93.568 

Prior Audit Period Expenditures $  

This Audit Period Expenditures $  

TOTAL EXP FOR BOTH AUDIT PERIODS   

Prior Audit Period Revenue N/A  

This Audit Period Revenue N/A  

TOTAL REVENUE FOR BOTH AUDIT PERIODS $  
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CEO WX-WX-504 (continued) 
 
E. GRANTS STARTING IN THE CURRENT AUDIT PERIOD 
 
 Please specify audit period: __________________________________ 
 Agency Name:   __________________________________ 
 

DOE CEO WX Fiscal 
Reports 

Audit 

State Contract No. C900XXXXXXX C900XXXXXX 

CFDA No. 81.042 81.042 

Expenditures Amounts $ $ 

REVENUE AMOUNTS $ $ 

LEAP – 93.568   

State Contract No. C900XXXXXXX C900XXXXXX 

CFDA No. 93.568 93.568 

Expenditures Amounts $ $ 

REVENUE AMOUNTS $ $ 

TOTAL  $ $ 
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1.0 DISCUSSION:  Local Administering Agencies (LAAs) are required to cooperate fully 
with monitoring and inspection activities conducted by CEO Wx staff and other 
authorized individuals.  The purpose of monitoring and inspecting are to assess the 
current level of performance and compliance, determine training and technical 
assistance (T&TA) needs, and to provide T&TA.  

1.1 LAAs will be given adequate advance notice of site visits.  This notice will also 
include a brief description of the purpose of the visit (compliance monitoring, 
T&TA, unit inspections, follow-up to previous findings, etc.).  CEO Wx staff will 
also notify the LAA in advance of which units are to be inspected, so that clients 
can be contacted by the LAA to schedule the inspections.  The intent of this 
advance notice is not to provide the agency with an opportunity to prepare the 
unit for the CEO Wx inspection.  This preparation defeats the purpose of 
inspecting a random sample of the agency’s work, and conflicts with the 
definition of a completed unit (see CEO Wx 804).  If the agency is performing a 
follow-up inspection or follow-up work to a unit after it has been selected for 
inspection by CEO Wx, then the BWR for this unit should not have been 
submitted because work was not complete according to the standards.  

1.2 Return visits by staff to pre-inspect units selected for CEO Wx inspection are not 
allowed.  In order to prevent this from occurring, CEO Wx reserves the option to 
withhold the information regarding some or all of the units selected until the 
CEO Wx staff’s arrival at the agency, at which time the units will be scheduled 
for inspection.  This will definitely lengthen inspections visits and is not the 
desired course of action for the CEO Wx Office; yet, it will be implemented if 
necessary to maintain a representative sample of the agency’s work.   
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1.0 DISCUSSION:  There will be occasions when the Local Administering Agency (LAA) is 
contacted by the media for interviews.  Media types may include newspapers, 
television, magazines, internet and local community communications.  In addition, all 
printed materials used for Outreach or other specific uses will need to follow the 
guidelines outlined in Section 4.0.  All materials and website pages that include 
reference to the CEO must be approved in advance of publication by the CEO Wx 
Communications Associate. 

2.0 CEO Communications:  The CEO’s office has a communications department and it is 
recommended that all requests from the press for interviews be directed to the CEO 
communications department.  Guidance can then be given on how to respond to the 
topic of discussion.  This will assist in conveying a consistent message about the 
Weatherization program and its goals of helping low income families.  CEO will attempt 
to give LAA program directors a heads-up when reporters contact CEO and then want 
to seek additional information from the LAA.  Contact the CEO Wx Communications 
Associate regarding any interaction with the press. 

 
3.0 Tips for Interviews: 

3.1 Contact CEO’s communications department and inform them of your plans to do 
an interview.  They can provide additional tips for getting your message across in 
the media, as well as help to keep track of media clips. 

3.2 Be prepared. Find out what the interview is about and be prepared to discuss the 
topic. 

3.3 Develop a few key messages about Weatherization.  These should be brief, to 
the point, and should show the program is designed to help low income families.  
The more profound and colorful these statements, the more likely they are to be 
used by the media as quotes or sound bites.  
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3.0 Tips for Interviews (continued) 

3.4 Simplify.  Be direct and whittle down to the basics.  The reporter's job is to tell the 
story to the public, usually on an 8th-grade level.  Most reporters will only have 
limited knowledge of your work and limited time to prepare the story.  The more 
you simplify it for them, the more likely that the story will be accurate and 
informative.  

3.5 Avoid industry jargon or technical language.  You must be understandable to 
everyone.  

3.6 If you don't know, say so. It's okay to tell a reporter you don't know the answer to 
a question.  Offer to find out and get back to them.  Don't speculate or make up 
an answer that could turn out to be incorrect.  

3.7 Always be professional and polite.  Anything you say or do can be quoted by the 
reporter, so don't forget that you are always "on the record” even if you request 
that it not be “on the record”. 

3.8 Speak slowly.  Everyone tends to speak faster than normal when being 
interviewed.  So if you practice speaking slowly, you'll probably end up being just 
right on camera. 

3.9 You represent your agency, Colorado Energy Office and the State of Colorado, 
always keep the message positive. 

3.10 Don't ask to see a story before it runs.  The media typically will not have time for 
this and generally will not show their stories to their sources ahead of time.  

3.11 Remember your appearance. If you are doing a TV interview, remember to dress 
professionally; speak confidently; sit with good posture; don't "talk with your 
hands". 
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3.0 Tips for Interviews (continued) 
3.12 Weatherization work is visual; therefore TV and newspaper photographers in 

particular are often interested in getting footage and shots of ongoing work.  This 
is a great way to advertise the program and should be accommodated whenever 
possible. 

 
3.13 Most reporters most of the time are working on straightforward stories that 

educate the public about what we/you are doing.  On occasion, however, a 
reporter will be working a more complicated or controversial angle.  Please 
contact the CEO if there is any sense that this is an investigative piece, usually 
by one of the metro TV stations, or any of the larger news organizations, such as 
the Denver Post.  The CEO should be involved in developing a response to a 
reporter’s queries in these circumstances. 

 
4.0 CEO Name Referencing: When referencing the program to the general public LAA’s 

should refer to the program as the “Colorado Energy Office Weatherization Program.” 
This includes all advertising, promotional and education materials, as well as, websites, 
contracts and applications. When referencing the office the name must be fully spelled 
out when referenced for the first time in written form.  After the first reference, the 
acronym (CEO) may be used.  Example: “The City of Golden is partnering with the 
Colorado Energy Office (CEO) on the Insulate Colorado Program.  

 

4.1 References to the Colorado Energy Office Weatherization Program:  When 
referring to a program or project for which the CEO provides funding, partners 
must include the following: 

 
4.1.1 A CEO approved description of the CEO Weatherization Program:  

The CEO Weatherization Program is a federally funded program managed 
by the CEO that seeks to improve the comfort, safety and energy 
efficiency of Colorado’s low-income housing stock.  The CEO will also 
need to be recognized as a program funder. Examples include:  “In 
partnership with the Colorado Energy Office…” or “Supported by the 
Colorado Energy office…” 
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4.0 CEO Name Referencing (continued) 
 

4.1.2 A link to the CEO website (or the site address if not online) 
www.colorado.gov/energy.  
 

4.4 The CEO Wx staff will provide a variety of uniform statewide outreach materials 
to each LAA. Any other Weatherization Program outreach materials created by a 
LAA must be done in conjunction with, and have approval from, the CEO Wx 
communications staff to avoid overlap and inconsistency.  

 
The CEO reserves the right to require specific messaging and design be used in 
materials that are not created by its office when the materials are promoting the 
Weatherization Program.  In addition, the CEO logo must be included on a 
partner’s website, electronic documents, and printed materials if they are 
promoting the Weatherization Program.  All printed materials promoting the 
Weatherization program must be reviewed and approved by the CEO Wx 
communications team prior to use.  Please see Policy CEO Wx 202. 

 
5.0 The Colorado Energy Office Logo:  The CEO logo consists of the official seal of the 

State of Colorado, along with the entire name of the office.  A color or black and white 
version is available.  The logo is not to be changed in any way.  See Appendix A for 
examples. 

5.1 At no time should the CEO logos be copied from the CEO’s website.  Properly 
formatted logos can be obtained using the CEO’s Share Point server, or by 
contacting a member of the CEO communications team. 

5.2 Improper use of the logos: 

 Do not condense, extend, distort, crop or redraw any part of the logo. 

 Do not infringe on the white space around the logo. 

 Do not use the logo within text. 

 Do not change the proportion of the State Seal and the name of the office. 

 Do not split apart any elements of the logo.  

http://www.colorado.gov/energy
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6.0 Publications:  An acknowledgment of Federal support and a disclaimer must appear in 
the publication of any material, whether copyrighted or not, based on or developed 
under this grant, as follows: 

Acknowledgment:  "This material is based upon work supported by the Department of 
Energy under Award Number DE-EE0000095 

 

Disclaimer:  "This report was prepared as an account of work sponsored by an agency 
of the United States Government.  Neither the United States Government nor any 
agency thereof, nor any of their employees, makes any warranty, express or implied, or 
assumes any legal liability or responsibility for the accuracy, completeness, or 
usefulness of any information, apparatus, product, or process disclosed, or represents 
that its use would not infringe privately owned rights.  Reference herein to any specific 
commercial product, process, or service by trade name, trademark, manufacturer, or 
otherwise does not necessarily constitute or imply its endorsement, recommendation, or 
favoring by the United States Government or any agency thereof.  The views and 
opinions of authors expressed herein do not necessarily state or reflect those of the 
United States Government or any agency thereof." 

7.0 Partner Communications Checklist:  This communication checklist as a guide to help 
you spread the word about efforts and partnership with the CEO. 

7.1 Designate one person within your organization to be responsible for 
communicating and marketing the program.  Make sure this person connects 
with the CEO communications team, in addition to the CEO program manager. 

7.2 Adhere to the standards included in this document. 
7.3 Ensure that the program is posted on your website in a relevant and visible 

location. 
7.4 Include announcements about the program in your organization’s electronic and 

printed newsletters.  Ask other community organizations to include information in 
their newsletters as well. 

7.5 Work with the CEO Media Relations Manager to earn press coverage in your 
local media outlets. 
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7.0 Partner Communications Checklist (continued) 
 
7.6 Maximize the program’s visibility community events, in organization displays or at 

speaking opportunities. 
7.7 If your organization uses ongoing advertising in local publications (newspapers, 

magazines, etc) include information about the program in them. 
7.8 Consider advertising in local publications. 
7.9 Partner with relevant outlets in your community on advertisements, coupons, 

announcements and events.  Relevant outlets might include: 
 

 Grocery stores 

 Farmers market 

 Contractors (insulation installers, solar companies, energy auditors, etc.) 

 Non-profit organizations 

 City and/or County departments 

 University extension outlets 
7.10 Add program announcements and events to community event calendars if 

appropriate. 
7.11 If possible, include program information in “bill stuffers”. 
7.12 Run information about the program on your community public access channel. 
7.13 Announce program information in new or ongoing public radio announcements. 
7.14 Gather success stories resulting from the program and highlight them through 

case studies, features in publications and as website content. 
7.15 Work with the CEO communications team to ensure that your correct 

organization information is posted on the CEO website. 
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Appendix A – Logo examples 

CEO Color: 
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Appendix A:  Logos, continued 
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