October 14, 2011
«Agency»
«First_Name» «Last_Name»
«Title»
«Address»
«City» «State» «Zip»
RE:  New Mexico Energy$mart Technical Program Monitoring
Community Action Agency requested that New Mexico Mortgage Finance Authority staff coordinate the monitoring visit with the New Mexico Energy$mart Trainer activities  so therefore we will be performing an on-site monitoring review «Monitoring_Days», «Monitoring_Dates».  We will arrive at your office at on «Arrival_Day» and expect to finish by «Departure_Day» at approximately «Departure_Time»
MFA will be performing the technical monitoring of the program.  The visit will include a review of «Agency»’s computerized Energy Audits, Tools and Equipment, Health and Safety and Training and Technical Assistance. Operations review will cover the agency’s Audit Process, Plumbing/HVAC Process, Weatherization Measures, Mobile Home Weatherization Techniques and Final Inspection Process

Field inspection will include a job in progress, a final inspection process and an energy audit. The purpose of this field visit will be to discuss the application of the technical standards. In addition, I will inspect a completed unit with the auditor, inspector and crew chief for 1 unit. The unit will be: 

Please have the appropriate staff available to answer questions regarding the above.  MFA requires the attendance of the Executive Director, the Program Manager and the Weatherization Coordinator (if applicable) at the Entrance and Exit Interviews.   A copy of the Monitoring Instrument is enclosed.  Please complete the monitoring tool and return to me 1 week prior to the visit with confirmation (address, client name and job number) of the three units to be visited during the field inspection.  An exit interview will be conducted at the end of the each monitoring visit.

If you have any questions or need additional information, please contact me directly at «Phone» or toll-free at (800)444-6880.

Sincerely,

«Program_Specialist»
«Title1»

Field Inspection

Final Inspection

	Client Name 
	

	Client’s Address
	

	Unit Number
	

	Agency Staff to Attend
	


Energy Audit 

	Client Name 
	

	Client’s Address
	

	Unit Number
	

	Agency Staff to Attend
	


Work In Progress

	Client Name 
	

	Client’s Address
	

	Unit Number
	

	Agency Staff to Attend
	


Final Inspection

	Client Name 
	

	Client’s Address
	

	Unit Number
	

	Agency Staff to Attend
	


Comprehensive Review 

	Client Name 
	

	Client’s Address
	

	Unit Number
	

	Agency Staff to Attend
	


	New Mexico Mortgage Finance Authority
WEATHERIZATION ASSISTANCE PROGRAM

	SERVICE PROVIDER TECHNICAL MONITORING

	Agency Name

	Contact Person
	Position

	Address

	Phone No.
	Fax No.

	Persons Interviewed:

	

	

	Number of weatherization facilities other than main weatherization office

	Location (address)
	Purpose

	
	

	
	

	Type of Organization (Check Only One):

	
	CAA, Nonprofit Corporation
	
	CAA, Local Government Agency
	
	Non CAA, Nonprofit Corporation

	
	Non CAA, Local Gov. Agency
	
	Subcontractor
	
	Other (Specify)

	Date(s) of this Monitoring Visit
	
	Date(s) of Last Monitoring Visit
	

	Problems from previous monitoring for follow-up:



	Comments:

	

	I. 
WEATHERIZATION PROCESS

	A.  Computerized Energy Audit
	YES
	NO

	Does the Subgrantee use an approved computerized energy audit?   
	
	

	What is the date of the most recent update of materials cost within the audit?
	

	What is the date of the most recent update of the cost of labor within the audit?
	

	What is the date of the most recent update of the fuel costs within the audit? 
	

	
	YES
	NO
	N/A

	Is the cost of repair measures included with eligible weatherization measures for the calculation of the measure’s Savings to Investment Ratio?
	
	
	

	Does the Subgrantee conduct Pre and Post blower door tests on each unit?
	
	
	

	Is documentation contained in the client file justifying health and safety measures to be installed as part of the weatherization process?
	
	
	

	B.
Production Monitoring
	
	
	

	* Do all homes receive a final inspection before being counted as a completion on the monthly reports?
	
	
	

	Is the person completing the final inspections different from those doing the actual work and initial assessment?
	
	
	

	Are any deficiencies noted as a result of the final inspection?
	
	
	

	   If yes, is there a follow-up procedure to verify correction of noted deficiencies?
	
	
	

	Describe:


	Does the Weatherization Coordinator/Program Manager inspect any units?
	
	
	

	How does the Weatherization Coordinator monitor crew productivity? 


	Were homes reweatherized under DOE WAP during the last Program year?
	
	
	

	Were all reweatherizations weatherized initially before September 30, 1994?
	
	
	

	Who schedules the work crews?  Who schedules the contractors?

	What factors are used to determine crew scheduling? 


	II. 
PROCUREMENT PROCEDURES


	A.   Tools and Equipment

	Are crews responsible for tools and equipment?
	
	
	

	Are tools and equipment in locked storage?
	
	
	

	Is there a master list of tools and equipment?
Please provide a copy of the master tools & equipment list.
	
	
	

	Date of last tool and equipment inventory

	III.
HEALTH AND SAFETY 10CFR440.16(h), 10CFR440.18©



	A.
Crew Safety

	
	YES
	NO
	N/A

	Does the agency have a written Health and Safety Policy?

If yes, attach a copy to the monitoring instrument.

If no, what are agency’s plans for development of written policy, and the timetable?
	
	
	

	Does agency have a staff member who serves as the “competent health & safety officer”? If so, describe the crew safety-related duties of this staff member.
	
	
	

	Agency’s respiratory protection procedures
	
	
	

	Is respiratory equipment use required?
	
	
	

	
For what type of work? (list)
	
	
	

	
Type of respirator equipment used:
	
	
	

	
Are pulmonary exams required of staff prior to use of respirators?
	
	
	

	B.
Hazardous Materials

	Does the agency have a hazardous materials communication program to inform workers about potential hazards regarding material used?
	
	
	

	How are hazardous materials in the workplace identified for worker awareness?  Describe: (container labels; other forms of warning):


	Does the agency maintain Material Safety Data Sheets (MSDS)?
	
	
	

	Are Material Safety Data Sheets accessible to employees?
	
	
	

	Are MSDSs accessible at the job site?
	
	
	

	Is hazardous material usage training provided to employees?
	
	
	

	C.
Client Safety (energy related health & safety)

	Who is responsible for informing clients of the hazardous materials to be used on the client’s home? (Name & Position)



	Who is responsible for determining if any member of the client’s household has any medical conditions requiring special precautions during the weatherization work? (Name & Position)



	How is field staff notified of need for special precautions due to medical condition in the household? (Describe)



	Does agency have any written polices for what health & safety issues must be addressed in each household?
	
	
	


	IV. 
TRAINING & TECHNICAL ASSISTANCE

	
10CFR440.12(7), 10CFR440.23
	YES
	NO
	N/A


	Does the agency have an in-house training program for new personnel?
	
	
	

	Does the agency provide training for the Weatherization staff?
	
	
	

	Describe how the agency identify the training needs of staff.


	List the training sessions conducted within the last Program Year. List should reflect trainings according to job category.



Monitors visit work sites.  Primary purposes are to:


a. 
Become familiar with agency’s mode of operation in the field and 


b.
Offer comments or suggestions regarding alternative approaches (sharing ways that other agencies are operating).

Audit Process 

Please describe «Agency»’s process for auditing, training, and provide a record of the training for the following:

1. Blower Door Test 
2. Zone Pressure Diagnostics 

3. Duct Leakage Tests

4. Duct-Induced Pressures 

5. Worst-Case Draft Testing 

6. Health & Safety Assessment and Communication

7. Final Inspection Tests
Plumbing/HVAC Process 

Please describe «Agency»’s process for installation, training, and provide a record of the training for the following:

1. Furnaces and Boilers 

2. Gas Range Testing 

3. Clean & Tune – Gas & Oil Fired Furnaces & Boilers
4. Manual J Calculations
Weatherization Measures 

Please describe «Agency»’s process for installation, training, and provide a record of the training for the following areas as well as the costs for each measure. For measures not performed, please indicate the reason «Agency» does not perform the measure.

1. Air Sealing 
2. Attic Insulation 

3. Sidewall Insulation 

4. Foundation Insulation 
5. Window Measures 

6. Door Measures 
7. Heating System Retrofits
8. Heating System Replacement
9. Water Heater
10. Masonry-Chimney Liners
11. Heat Pumps and Air Conditioners
12. Duct Improvements 
13. Baseload
14. Health & Safety
Mobile Home Weatherization Techniques

Please describe «Agency»’s process for installation, training, and provide a record of the training for the following areas. 

1. Process

2. Training

Final Inspection Process

Please describe «Agency»’s process for final inspections, including documented processes for the following areas. 

1. Missing invoiced items not installed 

2. Missing audit items not installed

