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SECTION-PROGRAM OVERVIEW

Purpose

The lllinois Home Weatherization Assistance Progri@dWAP)enables lowincome families to
permanently reduce their energy bills by making their homes more energy efficient while increasing the
comfort of their homes. Additionally, IHWAP addressesesbome health and safety issues especially
where they are connected to indoor air quality. IHWAP does not complete other home improvement or
rehabilitation that does not meet these goals.

Legislative Background

The lllinois Energy Conservation and Ritbn Act of 1976 established the lllinois Home
Weatherization Assistance Program. The lllinois Department of Commerce and Economic Opportunity
(DCEQ}hrough the Office o€ommunityAssistanc€OCA)utilizes three funding sources tssuelHWAP

grants to 34 Local Administering AgencigdAAs),who administer the weatherization program
throughout the state of lllinois. IHWAP funding comes from U.S. Department of EBQIE)
Weatherization Assistance Program, the U.S. Department of Health and Hoenaces(HHS)Energy
Assistance Block Grant, and lllinois S{&®&te)SupplementaEnergy Assistance Funds.

With respect to Weatherization Assistance Program grant funds administered the by the U.S.
Department of EnergyDOE) use of these fundss goverred by Federal statute and implementing
regulations set forth iTitle 10, Code of Federal Regulation, Parts @98CFR440)and Title 2, Code of
Federal Regulation, Chapter II, Part ZBCFR200), as well as periodic grant guidance from DOE.

IHWAP grantunds originating either from the U.S. Department of Health and Human Services Energy
Assistance Block gra(tHS)r State Supplemental FundState)are primarily governedy the same
Federal statute and implementing regulation which define the usea®DOE Weatherization Assistance
Program. HoweveDCEO reserves the right to establish rules and procedurésH&and StateGrant
Funding that achieve energy efficiency and ensure home health and safety for low income lllinois
households that differ fysm the DOE Weatherization Assistance Program rule and regulaigamples

of rules forHHS and State Grantsat DCEO authorizes includsyt are not limited to

T Replacement okxisting 80% EF&hd below furnaces witt©5% EFE units without the SIR
requirements however, the units must betested, and the efficiency accuratelgecorded in
WeatherWorks.

1 Replacement of existing 90% EFE appliahbggears or oldewith 95% EFE appliances without
the SIR requirements.

1 Clean/Tune heating and cooling systemsgd minor repairs, as an appropridtecidental Repair
cost.

1 Heating System replacement for Health and Safety reasons using any of the 3 funding sources
is allowable, on a caday-case basis, with State approyaee WPN 18; still in effect as of
WPN Z-1).

1 Replacement of existing Packaged Terminal Air Conditioner (PIAG@®ars or oldewith
Package Terminal Heat Pumps or rsiplitswithout the SIR requirements.

1 Replacement of natural gas or propane water heaters thatlrgears or oldewithout the SIR
requirements. Replacements must BeergyStarrated, prefeably powervent units.
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1 Replacement of electric water heaters that d@ years or oldewithout the SIR requirements.
Replacements must bEnergyStarrated, preferably HeaPump units.

A Be sure that the PMI for space requirements are nagpecially for closet and/or mobile
home installations.

A Water Heater replacement for Health and Safety reasons is allowable using any of the 3
funding sources, on a catg-case basis, with State appv

1 Replacement of existing central A/C units that have a SEER legstgan 10.0or are older
than 10yrswithout the SIR requirement®eplacements must bienergyStarrated.

1 Replacement of existing Window A/C units that have anl&<=RharB.0or are older than8yrs
without the SR requirementsRepgacements must b&nergyStarrated.

When two or morewindow/wall A/C units are being utilized in a dwelling, andefesting duct system will
support a central A/C uniit maybe permissible for the LA# call fora central A/C unit following IHWAP
policies Window units can be replaced with a central air conditioning system if the following conditions are

met:

T

1
)l
)l

When two or more window/wall air conditioning units are being used in a haiBthe combihed

cooling capacity is equal to or great than 24,000 Btus (2 tons)

All units have EERs of 8.0 or lower or are older than 8 years,

The existing duct system will support a central air conditioning system, and

¢tKS K2YSQa SEA&GAY 3T Hepole fields 6fla Eentral &itcorBitonitd Isysteny S S

If there is a situation when a home has 2 or more window units that meet the age/SEER replacement
requirement and are 2 ton or larger in combined cooling capacity, and there are other window unit®that
not meet the requirements, the window units with the 2 ton of capacity can be replaced by a central A/C
unit.

A Verify that the home's electrical system can meet the unit's power requirements.
1 Repairor Replacing gas ranges/ovens/stoves when they preadiealth and Safety concern;

A State review and approval is requireddOE funds are no longer allowed for
range/oven/stove replacement.

1 Replacement of refrigerators and/or freezers that apee-2006 with energy efficient
replacementswvithout the SIR requaments.
A No more thanacombination of 4 unitsnay be replaced.
A Ejsting refrigerators must be within the thermal boundaoybe replaced; manufacturer
warranty issues outside the thermal boundarRefrigerators located in garages,

enclosed porches andther unconditioned areas will no longer be eligible for
replacement

A The model number, year, brand, style, doth/Yr.from the database must beecorded
in WeatherWorks even ifthere is no replacement occurring

9 If you are unable to locate the modeh the database, please note in
WeatherWorks and select the cla@ppliance based okWh consumption.

-Site Refngerator/Freezer Data
todelMurnber Tear | Erand | Style | K\ hi'ear (1340-2005)

[RT18ak 0 2004 Roper Top Freezer w/o lce 532 Databaze |
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1 Installing Smart Thermostats or replacing existing programmabldyaek thermostats with
Smart Thermostats.

{1 Attic, Wall, and/or Foundation Insulation Msares, including the Box Sill, that do not obtain a
SIR at/above 1.00.

1 Replacing windows &/or doors under @ealing. When a windoar door is damaged beyond
repair, or when it is an ineffective abvarrier they can be replaced when the air leakage is
quantified. This is a twetep procedure per window or door.

A¢CKS FANBO aGSLI Aa (2 NMHzy GKS o0f26SNJ R22NJ
record the existing blower door reading.

A The next step is to seal the window or door opening that gice seeking to replace and
run the blower door a second time to gauge the air leakage of the sealed window or
door. If the air leakage reduction is 250 GBMor greater per window and door than
that unit may be replaced under air sealing.

1 This equalsoughly 25 square inches.

A Each windowor door that is being considered for replacement must be measured
separately. Cumulative readings are npermittedand could lead to a diallowed cost
scenario. Photographic and written documentation must be sulied to your State
Tech for review and approval. All correspondence must be placed in the client file for
review and auditing purposes.

1 A missing or severely damaged windthat cannot be effectively masked affay be replaced
under airsealing, on a casby-case basis, with State review/approval,
A Supporting photo documentation and narrative justification must be submitted;
1 Ininstances where there is axisting bilco/storm cellatype doorwith no basement door, a
door may be installed under agealhg on a caséy-case basis, with State review and approval.
The idea behindhis is to complete the pressure boundary;
A Photo documentation is required in the Client File
f Any measure or other weatherization activilgemed appropriatéi 2 L1 2 1 t @derg@@ 2 | f &

efficiency and home health and safety that may be identified by either revision of this manual
or by issuance of IHWAP Procedure or Technical Memorandum.

For anyfurnace, A/Cwater heateror refrigerator/freezerbeing considered for dacement under the
HHS/State replacement rulesentioned abovethe serial number, modetiumber, manufactured date

(if available)andmanufacturerof the existing ppliancéequipmentmust be included ithe assessment
and WeatherWorksprovidein assessonotes) A photo of theequipment namepte that includes this
information should also be included in tlassessment documenfThis information is needed to verify
that an appliance is djible for replacement under th@ge requirementsprovided by HHS/State
replacement ruleslf thisverificationinformation is not provided in the assessment and WeatherW,orks
any costs incurre for replacement of thee appliances may basallowed.
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How the Program Works

The lllinois Home Weatherization Assistance Program is administeredgthraunetwork of34 Local
Administering Agencig@ AAs)i K+ G LINP GARS 6SIFGKSNATFdGA2y aSNBAO
Subgrantees provide energy conservation services by subcontracting work to local contractors and/or
with their own trained irstallation crews.

IHWAP has helped thousands of laweome households save energy and money, although the best way
to save energy varies from home to homéVeatherWorksdetermines which measures to install
depending on the composition and condition okthdwelling to be weatherized.

These measures may includeut are not limited to

T

T
T
T

= =4

Air-sealing structural cracks, holes, and bypasses with weatngping, foam and caulking;
Insulating attics, walls, foundations, box sills, and/or floors;

Repairing widows and doors;

Replacing missing and/or neepairable windows or doors when their replacement
significantly reduces ainfiltration;

Replacing heating and cooling systems when doing so results in increased energy efficiency;
Clean, tune, or repairing la¢ing and cooling systems when doing so results in improved
operation of those systems for low income households;

Baseload measures such as LED lamps, emserggg replacement refrigerators and /or
freezers, faucet aerators, and leflow showerheads;

Install Health and Safety items such as mechanical ventilation, limited moisture control, smoke
detectors, carbomfmonoxide detectors, and fire extinguishdmhen applicable)

Make Incidental repairs when those repairs enable installation of weatherizatiorsumes: or

will protect the effectiveness of weatherization measures after their installation.

The Weatherization Program has six basic steps:
1.

2.

An lllinois resident applies at a Local Administering Agency (LAA) by completing an application
for the program.(See Section ¢iPROGRAM ELIGIBILTY AND BENEFIT)

The agency determines if the applicant household is incefiggble and prioritizes the
household for energy audit and weatherization work. Additionally, the agency determines if
0KS | LILX A Olsyidme K 2ligitdeSfér avéath&ization(SeeSection lic Program
Eligibility andBenefit andSection I\, Intake).

Agency weatherization staff conducts an energy audit, also known as an assessment; enters
the audit information into an energy modelingpfeware program that calculates what
measures will save more energy dollars for the household than cost IWHAP to install. The
results are printed on a Work Order(SeeSection VE ASSESSMENTS).

HVAC (Heating Ventilation and Air Conditioning) measugagified in the work order are
installed by a HVAC contractor who will also inspect the furnace to make sure that it is safe
and in good working order and make health and safety repairs as necessary.

An experienced weatherization crew and/or a contractoll install weatherization measures
listed on the work order using quality materials that meet federal standards. The
Architectural Crevand/or Contractorwill also complete work on the building shell to reduce
conductive and/or air infiltration heabkses.

A final inspection is completed by a Certified Quality Control Inspector to ensure that the work
is complete and correc{SeeSection IX FINAL INSPECTION).
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Overview of the DOE Rules and Regulations

The lllinois Home Weatherization AssistancedgPam (IHWAP)with designated exceptiongperates
under the United States Department of Energy (DOE) rules and regulaBer40 CFR, Part 440
Department of Energy Rules.

It is the responsibility of the Local Administering Agency (LAA) to be famitlathese rules and to
understand their own accountability in administering the Weatherization Program

The! ®{ ® 5SLI NIYSyYyid 27F 9y GINERRAG areNdilztles dnto khg” Rllovidg 3 dzt |
sections:

440.03 Definitions

440.12 State Appkation

440.13 Local Applications

440.14 State Plans

440.15 Sub Grantees

440.16 Minimum Program Requirements
440.18 Allowable Expenditure

440.19 Labor

440.21 Standards and Techniques for Weatherization
440.22 Eligible Dwelling Units

440.24 Recordkeeping

440.26 Incentive Fund

440.27440.29 Performance Fund

440.30 Administrative Review

Appendix AStandards for Weatherization Materials

5h9Q&a 2SI 0KSNRT I G XEAPYehutatiohsand rulé<pvide M faluNdathon for States

to follow while carrying out the Weatherization Program but the Department of Energy also allows each
State to establish their own procedures and policies to implement their individual WAP programs. This
YIydzZ- £ LINRPGARSA Lt Ayd®Rpkosedures forlindplendeiting<the WeaSheriza@idn A O A ¢
Assistance Program in the State of lllinois.

The management of the Weatherization Assistance Program also requires a working knowledge of the
procurement regulations established by the Department of Enexgytained in2-CFR200. These
federal regulations are summarized in Section Il of Yaume IlI- lllinois Home Weatherization
Assistance Program, Procurement Manual

Overview of IHWAP Program Manuals

SubGrantees must comply with all IHWAP requiremeptdicies, and procedures as set forth by DCEO
including, but not limited to, IHWAP Program Manuals, Procedure Letters, Technical Assistance
Memoranda, written directives, and/or any other guidance.

IHWAP provides Program Manuals to the Local Administragescies to administer the weatherization
FaaAadlyOS LINPINIYP ¢KSAS YIlydzfa YIS dzLJ GKS
(IHWAP) policies and procedures.

The information and directives found in these updated manuals supersede the mfiormand
directives of past IHWAP Program Manuals, IHWAP Procedure Letters, and/or IHWAP Technical
Assistance Memorandum.
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The following is a list of the IHWAP Program Manuals and a description of their use:

Volume I¢ lllinois Home Weatherization Assiance Program, Program Operations
Manual {Updated for P¥2020}

The Program Operations Manual is the policy manual of the lllinois Home
Weatherization Assistance Program (IHWAP).

The information and directives in this manual supersede information arettiies of

past IHWAP program manuals. This manual outlines the requirements, necessary steps
and details of operating a successful weatherization prograhimis manual will be
updated on an ameededbasis.

Volume II- Office of Community Assistancerocurement Manual{updated in PY-2019}

This manual is a guide to the Grantees to provide general information on procurement
regulations, sample proceduresndbest practice information

Volume lllI- lllinois Home Weatherization Assistance Program, Field i&tards
Manual {Last updated in P-2019}

This manual provides the standards for installation of weatherization measures,
materials and equipment for LAA Assessors, subcontractors, crews and Final Inspectors.
In addition it outlines the standards, best praces, and quality of workmanship for the
work done by the program. The Field Standards Manual is used to identify properly
completed weatherization measures as well as weatherization measures that were
missed. The Assessor, Contractor &/or Crew, Finapector, and State Monitor are
required to have this manual in their possession during all phases of the weatherization
process.This manual will be updated in accordance to updates to the SWS.

Volume V- lllinois Home Weatherization Assistance ProgramAssessment/Energy
Audit Manual {Planned forupdate for PY-2020}

Details the IHWAP assessment / energy audit policy, procedures, and methods for
completing the assessment and final inspection of homes to be weatherized. Similarly,
OCA Weatherization Sfatise this manual to determine if policy, procedures and
methods were followed in an assessment completed by the LAKes Assessor and Final
Inspector are required to have this manual in their possession when completing
assessments and final inspections.

Program Manuals Availability Requirements
These manuals were written based on the current programmatic rules, policies, and procedures at the

time of distribution. Please reference all subsequent Procedure Letters, Technical Assistance Memos,
and/or News Bulletins to assist you in performing your job to the fullédte program manuals can be
found online athttps://ceo.partner.illinois.gov/OEA/OEA _LAA/default.asp

Hardcopies ad/or electronic copies of all current IHWAP Manuals, Procedure Letters, Technical
Assistance Memos, and News Bulletngst be readily available to all agency weatherization dtaff
their reference during each stage of the Weatherization Pracess
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Grant Agreements

ThesuelA N} yiSSQa aAayladz2NE 2F | OO0OSLIiFyOS 2y GKS DN
oath that the subgrantee has read, understands, and agrees to all provisions of the agreement(s). The
sub-grantee further acknowledges that trevard of grant funds is contingent upon this agreement.

Any subcontractor(s) contracted by the surantee shall also be subject to, and conform to, all
applicable terms and conditions of the Grant Agreement.
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SECTION-HPROGRAM ELIGIBILITY AND BEREFIT

IHWAP Eligibility
Eligibility for weatherization services is based on household income. 100% of the client files will be
verified for income eligibility by the local agency staff. A minimum of 10% of the client files are also
monitored by the State stafor proper documentation. Household income maximums are detailed
below. The determination of household income is based on an applicant household's income for the
past 12 months, LIHEAP eligibility a household which contains a member who has reckoash
assistance payments under Title IV or XVI of the Social Security Act at any time duringribietii2
period preceding the determination of eligibility for weatherization assistance.

2020 IHWAP INCOME ELIGIBILITY GUIRES
Poverty Income Levels

See WPNO9-3
150% Annual Income 200 % Annual Income
Household Size State HHS &DOE Funds
1 $18,735 $24,980
2 $25,365 $33,820
3 $31,995 $42,660
4 $38,625 $51,550
5 $45,255 $60,340
6 $51,885 $69,180
7 $58,515 $78,020
8 $65,145 $86,860

M 150% Level: For each household member over &880
M 200% Level: For each household member over $a8d0

Weatherization asistance will only be provided to:
1) Eligibility for IHWAP is limited to households at or below:

a. 200%: beginning in P2018 the HHS Poverty Income Level has been raised tof@ab00%
weatherization work. Both DOE and HHS grants will now be able tolizeditraided
for those clients who fall in the 1519200% range of th@overty Income Level.

i. There would still be a $7,500 max on labor/material and a max of $1,750 for
health/safety per funding source.

b. 150%o0f the poverty level for weatherization workan be paid for with all 3 IHWAP
weatherization grant§DOE, HHS, and State Grants)

I. If a client is below the 150% range for income, they would qualify for two pots of
funding using any combination of the three funding sour@@9E/HHS/State).
There wouldbe a $15,000 max on labor/material and a max of $3,500 for
health/safety.
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1. The funding source with the highest cost designations will be considered
the primary funding source and will have a $7,500 material and labor max
limit and a $1,750 health/safety mxalimit. The two remaining funding
sources can be combined, as 1 pot of money, for a max limit of $7,500
materials/labor and $1,750 health/safety.

c. 3 Pots of Money:

I. In rare instances, ant best serve our most vulnerable clients, 3 pots of money
be utilized up to the full limits per funding source (i.e.: $7,500 M/L x 3 = $22,500
and $1,750 H/S x 3 = $5,250 for a total of $27,750) as long as they qualify for all 3
funding sources.
ii. When 3 funding budgets are to be considered a State review and approcags
is required. The LAA must submit proper justification and phqtagifyingtheir
request. All requests must be sent to your Weatherization Specialist and copied
to the Wx Program Manager.
2) A family unit that contains a member who has received @ssistance paymentader Title IV
or XVI of the Social Security Act or applicable state or local law duringneorith period
preceding the date of application for weatherization assistance (such people are categorically
eligible for assistance and autotiwlly qualify for weatherization eligibility); and

3) A household that received services under the Hoeome Home Energy Assistance Program
(LIHEAP) within the past 12 months.

ReWeatherization

HHS and State grants will haaelO-Program Year revolvingate for reweatherization {i.e.: if a home

was previously weatherized inR¥10it would qualify to be raveatherized in P2020based on income
eligibility and the priority ranking systemlkocal Weatherization agencies must keep a card file, trgckin
system, or spreadsheet of previously weatherized units to ensure that ineligible units are -not re
weatherized. All homes that are to be-weatherized under this policy must h@e-approvedby
DCEO/OCA before work can begidxCEO/OCA may grant independ re-weatherization approval, on

a caseby-case basis, if the LAA has developed an effective tracking system and has established a proven
track record.

GC2NJ {IfS¢ {0GFiddza 2NJ C2NBOf 2adzNB

A home may not be weatherized if a LAA knows that the unit is fer eain the process of being sold.

This would include a sign in the yard or other public posting. If the LAA discovers that the home is listed
GC2NJ {I £ S¢ RdzZNAy3a (GKS LINRPOS&aa 2F 2SIGKSNRATIGAz2Y
notified, and the Job should be closed out. The process should be well documented with narrative
and/or digital photos in the file.

Also, a home that is in the process of legal foreclosure is not eligible for Weatherization assistance as
well. However, the clie®®a NBOSALII 2F | LR GSydAlidnotthe stBtOFf 2 & dzN
foreclosure proceedings/judicial foreclosure process and does not affect Weatherization elidibiisg

details should also be documented in the IHWAP client file.

Non-Statonary Campers and Trailers

Nonstationary campers and trailers that do not have a mailing address associated with the eligible
applicants are not allowed to be weatherized. The use of a post office box for-statnary camper

or trailer cannot be gbstituted for a mailing address.
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State Supplemental Energy Assistance
IHWAP State Grant funds, a.k.a. State Supplemental Energy Assistance funds, may only be used for
clients that meet the IHWAP eligibility requirements and the following additionarait
1. Have either primary or secondary utility accounts that participate in the collection of the 48¢
per month meter charge in accordance with the recent electric utility deregulation legislation.

2. Household income is at or belal®0%of the currentPoverty Guidelines.
3. Is a homeowneor renter.
4. Is a current LIHEAP recipient, oeligjible for LIHEAP assistance.

Determining Household Income

L¥ (KS K2dzaSK2f R KI &9 toASHA0 fRSEG SANWY A[YLSIR9 !atL yEORNKSA v
U. S.Department of Energy (DOE) regulations automatically allow the application to be eligible for
IHWAP as welMWhen not usin@n existing LIHEAP approved application, or eligibility from entities listed

in D.2 below, IHWAP uses the DOE definition of hooiseincome.

DOE Weatherization Definition of Income
A. INCOMEIncome means Cash Receipts earned and/or received by the applicant before taxes
during applicable tax year(but notthe Income Exclusions listed belowRaragraphC. Gross
Income is to b used, not Net Income (WPN-BY.
B.CASH RECEIPCTS8sh Receipts include the following:
1. Money, wages and salaries before any deductions;
2. Net receipts from noffiarm or farm seHemployment (receipts from a person's own
business or from an owned oented farm after deductions for business or farm expenses);
3. Regular payments from social security, railroad retirement, unemployment compensation,
AOGNRTS 0SYySTAGA FNRY dzyAz2y TFTdzyRaz ¢2NJ SNRA
stipends, anony, and military family allotments;
4. Private pensions, government employee pensions (including military retirement pay), and
regular insurance or annuity payments;
5. Dividends and/or interest;
6. Net rental income and net royalties;
7. Periodic reeipts from estates or trusts; and
. Net gambling or lottery winnings.
C.INCOME EXCLUSION®: following Cash Receitre notconsidered sources of Income for
the purposes of determining applicant eligibility:
. Capital gains;
. Any assets drawthown as withdrawals from a bank;
. Money received from the sale of a property, house, or car;
. Onetime payments from a welfare agency to a family or person who is in temporary
financial difficulty;
. Tax refunds;
. Gifts, loans, or lumpum inheitances;
. College scholarships;
. Onetime insurance payments, or compensation for injury;
. Noncash benefits, such as the employmaid or unionpaid portion of health insurance;
10. Employee fringe benefits, food or housing received in lieuagfes,
11. The value of food and fuel produced and consumed on farms;
12. The imputed value of rent from own@ccupied noAlarm or farm housing;

jo¢)
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13. Depreciation for farm or business assets;

14. Federal nortash benefit programs such as Medicare, Medickood Stamps, school
lunches, and housing assistance;

15. Combat zone pay to the military; and

16. Child Support, as defined below$®ction E

17. Reverse mortgages; and

18. Payments for care of Foster Children

D. PROOF OF ELIGIBILGMantees ad Sub Grantees are reminded that proof of income
eligibility and the associated documentation will be included in the client file.

1. Availability of Supporting DocumentatioRor purposes of review and aud#iach client file

must contain an applicatiorrdm the client that contains the required demographics and
income for the entire family living in the residenc&he file must also contain evidence
provided by the subgrantee that the client is eligible for weatherization assistance services.
This evidace may include, but not limited to, a memorandum fromtrard-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 oretained in hard copy for each client (Newee WPN 1-B).

2. Eligibility Determined by Outside Agency/Prograhimcome eligibility is determined by an
outside agency or programe. Lowincome Home Energy Assistance Program (LIHEAP) or
the U.S. Depaément of Housing and Urban Development (HUIBgEn copies of the
eligibility documentation can be a statement of LIHEAP eligibility or a copy of the HUD
building list. This documentation must be retained in the client file.

3. SelfCertification After al other avenues of documenting income eligibility are exhausted,
selfcertification is allowable, but evidence of the various attempts at proving eligibility
must be contained in the client filencludinga notarizedstatement signed by the potential
applcant indicating that he has no other proof of income.

E.CHILD SUPPQRild Support payments, whether received by the Payee or paid by the Payer,
are notconsidered sources of Income to bddedto the payee income odeductedfrom the
payer income fothe purposes of determining applicant eligibility
1. Payee:Where an applicant receives child support from any state program or individual
during an applicable tax year, such assistaag®tconsidered Income for the purposes of
determining eligibility
2. Payer:Where an applicant pays child support through a state program and/or to an
individual, such assistanig notconsidered a deductiofor the purposes of determining
eligibility.

Funding Restrictions and Options

DOE Weatherization Funding mde available through grants received from the U.S. Department of
Energy(DOE)
1 Freezersare notan allowable retrofit measure for DOE. However, up to two refrigerators may
be replaced/installed as long as they both achieved an S#até 1.00.
1 Clean ad Tune heating system maintenansenot allowedvith DOE weatherization grant funds

as an Incidental Repaiteasure butmay be allowed as a Health and Safety Measure with proper
documentation and preapproval.
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1 Heating System and Watéteaterreplacementsare allowable for Health/Safety reasons using

all 3 funding sources, includiyOE funds(see WPN 16, still in effect per WPN 1T) but must

have State Approval.

ReWeatherization date oSeptember 301994 for DO#®Nly homes.

All retrofit measures mushave an SiBt/above 1.00.

Stove and Oven replacement is no longer allowable with DOE funds, only health and safety
corrections are allowable with DOE funding. If a Stove or Oven replacement is needed to correct
a health and safety issue, State and Hittling are the only allowable funding options.

= =4 -4

HHS and State Weatherization:Funding made available through grants received from the U.S.
Department of Health & Human Servicg$HS)r through State Supplemental Fun(istate). Please
refer to pages 7d 9 for the allowable exceptionsStatefunding is not required to be combined with
Federal funds.

For clients under the 150% poverty threshold DOE, HHS, and/or Staterfapdise braidedip to the
maximum cost limits of $7,500 materials/labor, $1,7%&lh/safety per fundingource,and $700 for
incidental repair measures (included in the M/L budget) per funding so@uly. a combination of two

pots of money may be utilized without State Approval {see pag®©hdy}.clients that fall below the 150%
poverty threshold that receive utility service from an Energy Assistance Act Participating Utility are
eligible for State Funding.

For clientdetween 150% and 2008bthe poverty income threshold DOE and HHS fumalg be braided
up to the maximum costriiits of $7,500 materials/labor and $1,750 health/safety per funding source,
and $700 for incidental repair measures (included in the M/L budget) per funding source.

The idea is to address the building shell and HVAC retrofitsD@ts funds firsiwhen hey SIR at/above
1.00 and while budgets allow, and to use State &or HHS funds for the remainder of the desired
measures. If DOE funds are not available HHS and State funds may be braided.

There will be no umecessary improvement® & F2J IR( AhytIatey beyond the scope of
weatherization. The SIR priority rankings must still be followed. Window &/or Door replacements still
must obtain an SIR at or above 1.00 or meet the criteria listed undeseaing. | 2 6 SGSNE- G KS
52¢y ¢ 2 LI A aple. Anamebstirésanstalléd) dkemed unnecessary or not meeting replacement
criteria, shall be considered a disallowed cost.

Funding Limits

DOEand HHS If a client was in thd50% to 200%ange for income they would qualify fewoth DOEand HHS
grantfunding. There would be $7,500max for Materials and Labowhich includes all retrofit measures, -air
sealing, and a max of $700.00 for Incidental Repaid)a$1,750max for Health and Safeper funding source
Braided Funding For clients betweet51% and 200%f the poverty income threshold DOE and HHS
fundsmay be braidedip to the maximum cost limits.

For clients who arbéelow the 150%0overty Level DOE, HHS, and/or State fundg be braided up to
the maximum cost limits per funding sour&@nly2 pots of money from any combination of the 3 funding
sources can be used with a limit $15,000for Materials(which includes all retrofit measures, -a&aling,
and a max of $1,400.00 for Incidental Repaars) a$3,500max for Health and SafetyA waiver to exceed the
Health and Safety and/or Incidental Repairs Limits will be approved on dg&sse basis.

1 The idea is to address the building shell and HVAC retrofitsD@A funds firstwhen they SIR
at/above 1.00 and while budgets allowpéito use State or HHS funds for the remainder of the
desired measures.
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91 If DOE funds are not available HHS and State funds may be combnedx of $15,000 for
Materials and Labor, $3,500 for Health and Safety Measures, and $1,400 for Incidentas Repair
which are included in the Material/labor limits (see page 14).

f There will be no wmecessary improvementé & F2)f IR thaf Aré beyond the scope of
weatherization. Window &/or Door replacements still must obtain an SIR at or above 1.00 or
meet the citeria listed under aksealing.| 2 6 SOSNE-5 A KBE a2d@A2Yy A& |
the Pilot Program.

Utilizing 3 Funding Sources
In rare instances, antb best serve our most vulnerable clients, 3 pots of mormey be utilized up to the full
limits per funding sourcé.e.: $7,500 M/L x 3 = $22,500 and $1,750 H/S x 3 = $5,250 for a total of $2& T&i)
as they qualify for all 3 fundjng sources. MevasAur,esi that can be i’ns:[aUed Wittl State fl{nds inglude window and/or
door replacements whenkiSé N5 RSUSNAZ2NI USR 0Séez2yR NBLI AN 2N 4K
repairs, partial roof replacements, and roof replacements; and electrical upgradlesse measures or other
weatherization activitfdeemed appropriatél 2 L | 2 | t @rergyHeffitiehdy anl Fome health and
safety.
1 When 3 funding budgets are to be considered a State review and approval process is required.
The LAA must submit proper justification and photos justifying their request. All reqmest
be sent to your Watherization Specialist and copied to the Wx Program Manager.

Desk Auditing
Everybraided¥ dzy RSR 2262 6A0GK (KS WT¥t SEAOGE S Ghoukaagdrdyy 3 |
review utilizing the IHWAP Desk Audit Form.

The completed form must alsbe submitted to your State Tech for an additional review during a
probationary period as determined by your State Tech. Once the State Tech has completed their review
they will make one of the 3 determinations: Approved, Pending, Denied.

The intentof the desk audit review by the State Tech is to ensure compliance with braided funding policy.
An approval of a desk audit is not a blanket approval for all measures included in the audit; the State
Techs do not have all the information on the project amd therefore not going to find all the potential
issues with an audit.

The probationary period has been reset for020to ensure IHWAP Program complianéeminimum

of 10 Desk Audits must be P#pproved byyour Techoefore independent desk auditing granted No

work can commence until approval has been granted by your assigned State Tech during this
probationary period IHWAP desnot intend for the State Techs to review more than the 10 desk audits
unless issues continue to beund with the audts. Once an agency has been given-seliew status,

the State Techs will not review anymore desk audits for that program year.

aAy3d G0KS wS i NP T AlivestmSntRatiziPd@odize{WoR A y 3 & (2
KS 2SI 0KSN?2N] & aeaisSNH AYXR SEa Si 20 KBS yoSIxkH IRA yir3 {S:
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Ayl OOdzN} GS | YRk 2NJ dzy & NHz KT dzAf y &R W5 & &ENE OKW SISt €I
ISYSNI GSR FAASH K yARKIZOID diyd (| Q2 XK F RS NRR G2 6 SRt 026G & ©
¢KS 3F2Ff A& GKIF(G (&KBAMKSIR [|AyaR yTRdyt af @t Kil-( REARNGS a1a SR/
I R R NEBEhéréSwRlide no umecessary improvements a 32 IRG that & beyond e scope of
weatherization. Window &/or Door replacements still must obtain an SIR at or above 1.00 or meet the
criteria listed under a#sealing.

Whole House SIR Ratigg-or DOE Funded Units ONLY

In addition to calculating an individual Savings to Itwesit Ratio (SIR)for proposed Retrofit
weatherization measures WeatherWorks will calculai/lacle House SHiar the entire weatherization
project. Each weatherization projethat has any DOE funds associatedist have a WeatherWorks
calculated WholdHouse Slif 1.0 or greater.

All the proposed weatherization and incidental costs are included in the Whole House SIR Calculation.
Health and Safety Costs are not included in the Whole House SIR calculation. The calculation can be
found on the WeatherWiks SIR Screen.

G.dz2 52¢y¢ hLIIA2Yya

When performing the energy audit on an eligible dwelling unit, the total costs associated with the
installation of eligible measuresas listed in Appendix Acan be discounted by the amount of non
Federal resourcdsveraged for that particular measure in determining the SIR. The types dfeueral
resourcegbuy-down)that could be used would includéut are not limited to:landlord contributions,
utility funds, donations from private sources, and/or state neses that supplement other similar
Fdzy Rad -52 K% ¢ a mmdzkb@ Subiditted to your assigned State Tech for review and approval.

Contributions may be used to cover the costs, or portion of the costs, of any weatherization measure
allowed that doesiot meet a minimum 1.0 SIR as a part of their contribution toward the weatherization
of the building, under the following conditions:
1) Contribution shall be equal to or exceed the bdgwn amount needed to generate an SIR greater
than or equal to 1.0.
2) The source of buy down cannot come from other IHWAP Weatherization Grant funds or Federal
funds of any kind.
3) There shall be documentation in the client/job file of the energy audit, including measures that
will be completed which have an initial SIR of kss or equal to 1.0.
4) A summary of all costs associated with the weatherization, includingfexeral resources, shall
be retained in the client/job file.
5) DCEO/OChre-approvalis NB lj dzA NS R -R 2 Ny 8rfydbuydévinsizéith minimal client
expensss Af f 0S O2YyaAARSNBRO® L1121t akK2dz R y2d Gdz

Non-Program Contributions

When cost ceilings are exceeded, a fngram contribution is required. If the per unit cost ceiling is
exceeded at no fault of the home owner, thecabAdministrative Agency (LAA) is liable for the exceeded
costs. IHWARINndscannot beusedto pay costs in excess of allowable costs. @mygram contributions

FNE NBLE2NISR 2y GKS da/2a0 wSLRNIAY3I { ONBSyw:e 27
Processing Contributions and B#jowns

IHWAP has established a minimumléfcalendar days to make the contribution. The contribution or
Buy-Down can not to be in the form of cash. No IHWAP work is to begin until the contribution is secured.
TheLAA may use any one of several procedures to process the contrib@mne examples are:
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1. The LAA enters into a contractual agreement and the contribution is sent directly to the LAA
where it remains until the contractors, suppliers, and/or crews are paid

2. The LAA sets up a separate escrow account to hold the contribution until the contractors,
suppliers, and/or crews are paid.

3. The LAA may have the contribution sent directly to suppliers, and/or contractors prior to
weatherization.

Additional Work

If the dient or landlord wishes to have additional work done, above the standard weatherization
measures, the additional work must be negotiated separately with the contractor(s). Any additional
work to be completed on a dwelling, that is beyond the scope ofther@&ation and negotiated
separately, must be completed after the weatherization work is final inspected and considered
complete.The client or landlord is required to pay 100% of any additional work that is beyond the scope
of weatherization.The additimal work is not the responsibility of the LAA and therefore is not part of
the final inspection of the home. Client complaints about additional work completed on the home or
building as part of a separate agreement with the weatherization contractorédysine responsibility

of the home owner.

Because the additional work represents a separate agreement between the home owner and the
contractor, the additional work is not to be entered into the WeatherWorks System and is not reported
on the Cost Reporto Screen of the WeatherWorks Energy Audit.

Joint Funded Projects

OCA, Commonwealth Edison, Peoples/Northshore Gas, Nicor Gas, and Ameren lllinois have arrived at an
agreement that will allow fojoint funding of projects. The utilities have agreed tesponsor the costs

for measures at a fifty percent contribution. In order for an LAA to utilize utility funding, the home or
unit must receive service from one of the utilities mentioned aboyeneren lllinois is only funding
specific measures, LAA/Utiliggreements should be referenced with respect to the allowability of
measures from a utility perspective.

If Utility contributions are associated with a measure, only grant costs for the measure will be
represented in WeatherWorkdVieasureswill still be prioritized by ranking SIR for DOE funding. All HHS
and State funded exceptions to the SIR of 1.0 or greater will be prioritized below ranking measures with
positive SIRs of 1.06r greater Measures that would not normally achieve an SIR of 1.0 ortgrea
without a utility contribution will also be prioritized at the bottom of the retrofit li§this means a
measure with a fifty percent utility contribution with an SIR of less than 2.0 would be prioritized at the
bottom of the retrofit list if DOE funidg is being used.

All utility funding will be tracked outside dfie WeatherWorks system. If an LAA is utilizinigjty
fundingon a project the LAA shaltepresent the measures for that home in a separate catalog that
incorporates only the grant fuding for measuresThe separate catalog should represéiftly percent

of the procured costs for measures impacted by utility contributiofise catalog should be clearly
named in a manner that identifies utility funding is associated. Example: B@isyW Crews.

LAAs must also allocate staff time appropriately for joint funded projects. If a weatherization project is
funded at 50% by utility contributions, the staff time aother overhead expenditures related to the
project should be allocated at 50% to the grant and 50% to the utility.

Use of grant purchased equipment shall be permitted in the following priority. 1.) IHWAP/LIHEAP
Grant purchased equipment is used on grmded weatherization/furnace projects; this includes
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grant and utility cefunded projects. 2.) When all grant funds are expended, the equipment can be

used by other federal programs if the equipment is no longer needed by the IHWAP/LIHEAP Program.
3.) Ifno other federal programs are using the equipment, then the equipment may be used by non
grant related programs (rental fees will apply).

Please see theental prices for equipment associated with weatherization assessments/final
Inspectios and heating system assessments/final inspectiorise Exhibits The lllinois Association of
Community Action Agencies (IACAA) and the Office of Community Assistance have negotiated rental
prices for equipment; these prices are in alignment with market prices foetfugpoment.

After OCA grant funding is expended, or before OCA grant funding is available, it is permissible to
complete utility-only weatherization/furnace projects with grant purchased equipment. If grantees
complete this work utilizing solely utilifunding, these rental fees must be charged to the utility for

any equipment used that were purchased with IHWAP/LIHEAP grant funds. The rental fees should be
recorded as program income in the current grant of the fund originally used to purchase the
equipment, and the proceeds should be utilized in the IHWERar records and documentation of

the equipment rental transactions must be maintained and available for review by OCA monitors, and
the receipt and expenditure of the equipment rental proceeds nhestlearly identified in the
reconciliation submitted for that grant.

Additionally, costs for any weatherization staff (program support) or administrative staff associated
with weatherized homes funded with only utility money must be properly allocatatdeo
corresponding utility fund.

Categories of Weatherization Measures
¢KSNB FNB F2dz2NJ OF 1S3I2NASE 2F 6SIFGKSNATFGA2Y YSI
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Retrofit Measures
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Central &/or window/wall air conditioning units are an energy conservation retrofit that should be
assessed and calculated for replacemelittwo or morewindow/wall A/C units are being utilized in a
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dwelling, and the existing duct system will support a central A/C unit, it is permissible for the LAA to call
for the central A/C unit following IHWAP rules and policies

When an existing lightbulb can simply be replaced with an LED lightbulb, replacing timg ligtture is
prohibited. Installers should also avoid using diode LED fixtures where replacement of burddeDout
lightbulbs requiresreplacing the entire fixture.

If an Agency wastto install measures that are more efficiethan the standards (eXR60 attic insulation
insteadof R49, 17 SEER central air conditioner instead of 16 SEfKRss water heater instead of
power-vented energy stastorage water heater)they must calculatand documenthe SIRor the two
optionsandcan only call fothe measurewith higher efficiency than the standard if it has a higher SIR
than the other measure.

1 For example If an Agency wants toonsider going beyond the minimum standard e#®Rfor
attic insulation and instead install6®, they would need te@alculate the SIFr R60 insulation
and for R49. If the R60 insulation has a higherSthan the R19, then the Agency could consider
going beyond the minimum standards and instab@ If R60 is being installed, the client file
must include the R report for both options to document that tHelR for F60 is higher than R
49.

Air Sealing Measures

Air Sealing Measurestop outside air or conditioned inside air from penetrating the thermal boundary

of the home. The effectiveness of these measusedeitermined by measuring air movement through

the thermal boundary before and after the installation of the air sealing measures with a Blower Door.

2 SIFGKSN 2Nl aQ SySNHe Y2RStfAy3 Fdzy Ol A AySedmgSR | A N
rating for the home. Because of this, all air infiltration measures installed on the honoeugnedto

generate a single SIR value.

1 Some examplesf Air-Sealing measures would include weatfséripping, caulking, foam sealing,
installing threfolds, door sweeps, sash locks, and/or sealing ducts that are located outside of
the thermal envelope.

o Per DOE guidance, no more than half of a tube of caulk can be called forseahkthe
interior or exterior, not bothef a window or door without proer justification and photo
documentation.

o Failure to follow this policy could lead to a-dibwed cost(s).Procurement Bid Sheets
must be set up to reflect this mandateAAscanround up the number of tubes of cdk
when addressing an oddumber of windows or doors.

A Sample:You have 5 windows that you are proposing to interiossaial, you would
take 5 divided by 2 (2%2) and round up to 3 tubes of caulk.
1 Replacing windows &/or doors under &ealing. When a window &/or door is damaged
beyond repair or when it is an ineffective darrier they can be replaced under @ealing, on
a caseby-case bais, with State review/approvallhey must first be entered as a retrofit to see
if they SIR at/above 1.00;

0 Replacing windows &/or doors undair-sealing. When a window &/or door is damaged
beyond repair or when it is an ineffective -barrier they can be replaced when the air
leakage is quantified. This is a tstep procedure per window or door.

f The first stepisto run the blowerdogrA 6 K (G KS K2dzaS aSd dzLd A
and record the existing blower door reading.
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I The next step is to seal the window or door opening that you are seeking to replace
and run the blower door a second time to gauge the air leakage of the sealed
window or door. If the air leakage reduction is 250 E&Mor greater per window
and door than that unit may be replaced under air sealing.

0 This equals roughly 25 square inches.

1 Each window &/or door that is being considered for replacement must be
measural separately.Cumulative readings are not allowed and could lead to-a dis
allowed cost scenario. Photographic and written documentation must be
submitted to your State Tech for review and approval. All correspondences must
be placed in the client fileof review and auditing purposes.

1 A missing or severely damaged windtwat cannot be effectively masked affay
be replaced under aisealing, on a casley-case basis, with State review/approval;

1 Supporting photo documentation and narrative justificatimoist be submitted;

1 In instances where there is aexisting bilco/storm cellatype door with no
basement door, a door may be installed underssrling on a casey-case basis,
with State review and approval. The idea behind this is to complete thesymess
boundary;

I Storm window repair or replacement cannot be considered as an air sealing
measure. They mus$te considered as a retrofit and must have an SIR of 1 or more
to be eligible.

1 Photo documentation is required in the Client File

Health and Safty Measures

These measures are defined as weatherization work that protects the Health and Safety of the client,
their family, as well as the IHWAP workef$e average Health and Safety costd54000. The average
costs appf to DOE only; not HHS or&t Funds.

The Health and Safety maximum limit&if, 750 per funding sourceon any one unit, which may not be
exceeded unless a waiver is approved by DCEO/OCA. If braided funding is used an abitlfi50l
allowed per funding sourcdéor a maxmum of $3,500.00.
Exampeswhich may be paid under Health and Safety are:

1 Installation of Smoke Detectors and Carbon Monoxide Detectors; Fire Extinguishers may only
be installed in homes where solid fuel sources are utilized.
Installation/Repair of exhaat fans in kitchens and bathrooms;
Lead Safe Weatherization (LSW) work;
Correcting/Repairing leaking fuel supply lines;
Correcting/Repairing improper or ineffective Water Heater venting;
Installing water heater discharge pipes when they are missing;
Remedation of conditions that may lead to or promote biological concerns and unsanitary
conditions (Addressing bacteria and viruses is not an allowable health and safety cost. Where
severe mold and moisture problems are so severe they cannot be resolvedexidtng health
and safety measures and with minor repairs the building is deferred);

= =4 -8 48 -4 4
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1 Minor electrical repairs/upgrades necessary for weatherization measures and where the health
and safety of the occupant is at risk;
1 Minor correction of moisture and moldreating conditions when necessary to ensure the long
term stability and durability of the weatherization measures and the clientsteng health and
safety;
o Thiswould include gutter or downspout work necessary to keep rain water out of the
dwellingtoda G 2 LJ 2NJ LINB @Sy i Y2f Rk Y2AaGdz2NBEk YAt RSS
o0 This also would include sump pump repairs, replacement, and covers necessary to keep
seepage water out of the dwelling to stop or prevent mold/moisture/mildew conditions
LISN)I 5h9Qa {2{o
A Sump pmps may be installed when none exist
Heating System and Water Heater repair and/or replacement within the allotted budget
An air conditioning system, usually a room/window unit, can also be installed when it is medically
necessitated, with supporting argpproved documentation from a medical professional: i.e.:
Licensed doctorAll replacements must be Energy Star Rated.
1 Other measures required to correct CAZ Depressurization issues.

1 Asbestos testing where limited and prescriptive (abatement or remawahot permitted,
however, encapsulation may be allowed in some circumstances).

Incidental Repair Measures

' Y YOARSyYy&SE aneNBI AMNS | Yigdssii Ihdt ik nedessgly for the effective performance
or preservation of &etrofit Measurd ECM).Incidental Repair measures are separate and distinct from
Retrofits and/or Health and Safetyeasureshowever these measures musupport aRetrofit Measure
and not merely desirable home repair.

= =

The maximum cost limit for Incidental Repair Measuig$700 per funding sourceon any one unit,
which may not be exceeded unless a waiver is approved by DCEO/OCA. If combined funding is used an
additional$700is allowed, per funding sourctgr a maximum of $1,400.00.

Example®f Incidental Repair Masures are:
Repair_or replacement of heating system ductwoRepair or replacement of heating system
ductwork may be an incidental repair only if associated with a heating system replacement (and
documented as such). If a heating system is not beingaoepl, repair, replacement, or sealing
of ductwork could be justified as an air infiltration reduction measure because where the work is
intended to save energy lost through air leakage and substantial air leakage outside of the
building envelope is estaBlied.
Minor roof repair necessary to install insulation;

Exterior or interior wall repaivhen necessary to install insulation;

Ceiling repaiwhen necessary to install insulation;

Clean and Tunef will be allowed under the incidental budget using StatéiHS weatherization

grant funds. However, before doing so the agency must first consider whether the Clean and
Tune can be properly expensed as a Health and Safety Measure as allowed under all IHWAP grant
funds.
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Mechanical Waivers

FollowingJuly 1 2017, thereis no longer Mechanical Cost Limits in IHWAP. HowdY€EO/OCA still
expects the LAAs texhibit due diligence when procuring mechanical work to ensure that the prices
remain reasonableThe Mechanical Cost Limits for LIHEAP have beernteghdad are still in effect.

A waiver request is required to instalh 80% furnace.Supporting documentation and photos must be
submitted to your State assigned Tech for review and approval purpmseéshe IHWAP Program
Manager (in case the Tech is datthe field, for reassignment purposes) for review and approval.
Missing and/or lack of the proper documentation will only delay the approval process.

Aconversion furnaces defined as a furnace that was previously converted from the original fuetsour
prior to the weatherization assessment. Conversion, in this contieds notrefer to converting from
one fuel type to another at the time of weatherization.

IHWAP Mechanical Waiver Process

When requesting a waiver, you must submit@npletelHWAPMechanical Waiver Form following the
instructions and requirements on the form. Mechanical Waiver Requests are to be submitted to your
assigned State Teand the IHWAP Program Managier approval Correspondences of the request
and all responsesust beplaced in the client file. Failure to entirely complete the IHWAP Mechanical
Cost Waiver will require the LAA to-sebmit the request and will delay its processing.

All Mechanical Waivers must include the following information:

1 Client Name, Address, drtcomplete Job Number;

1 A complete listing of other weatherization measures to be completed on this home (include all
architectural work);

1 A complete description of why the waiver is needed, i.e. 50% replacement rule, High CO that

cannot be adjusted, etc.;

Description of other options that exist if the waiver is not granted (changing fuel sources,

heating system types, etc.);

Digital photos of the existing conditions clearly showing why the waiver is required;

All costs for the waiver, listed and detailedparated by labor and material;

Contractor name and address;

Funding source;

Agency Name

Program Designation (LIHEAP or Weatherization)

Comprehensive @mputergenerated)Heat Load calculation, i.8anual J Calculation

l3aSaazNna yl Yents RFEGS 2F aasSaa

Make/model and serial number of old heating system.

Make/model, BTU of the new equipment proposed.

=
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Heating System and Water Heater Replacements/Health and Safety

Heating System and Water Heater replacement for Health and Safety Ressdlasvablewith all 3 of

the funding sources A waiver request to exceed the Health/Safety limits must be submitted for
review/approval.
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Mobile Home Water Heaters

Mobile home water heaters need to be in separ&embustion Appliance Zof€AZ) with vent and
combustion air to the outside. The LAA may use a portion of the Health and Safety funding to separate
the mobile home water heater from the conditioned portion of the dwelling. A Hazardous Condition
Form shall be completed and given to the client if the progee of water heater is not installed in the
house. If funds are not available to separate the combustion appliance zone, then the hazardous
condition form shall beompleted,and home deferred until repair is made.

Appliance Repairs/Replacement

IHWAPonly allows the repair or replacement of the following items when theydamaged or leaking

gas lines, sediment traps, flexible connectors, or gas shut off valves. Appliance repair applies to gas
dryers, gas stoves, water heaters, heating systemsngrogher gas appliance and is part of the Health

and Safety costs.

If any of the above item@uch as existing flex line, missing gas shut off valve ag&cdiscovered at the
time of assessment and are not damaged or leaking, the client must be giem@EetedHazardous
Conditions Noticand informed of the potential health and safety problem. A copy of the completed
Hazardous Conditions Notioeust be placed in the client fil&ée Section Xiling Systems

If a flue liner supports a retrofit meare for a new water heater, then the cost is included in the cost of
the Retrofit. If the flue liner is NOT being installed because of the Retrofit, then it should be included in
the Health and Safety costs.
1 Example: A flue liner for an orphaned watdreater due to a new furnace install would be
Health/Safety measure.

Note: Under no circumstances may an-uented gas space heater be repaired or installed
with IHWAP funds. Existing wented gas space heatersust be removedrom the dwelling
before any Weatherization work can begin. If the client refuses removal of the space heater,
the home must baleferred,and a Hazardous Conditions Form should be completed.

Historical Preservation Review

Prior to the expenditure of federal funds to weatiwe any building 50 or more years old, the local
IHWAP agency is required to comply with Section 106 of the National Historic Preservation Act (NHPA).
Section 106 applies to historic properties or sites that are listed on or eligible for listing oratio@a

Register of Historic Places. In order to fulfill the requirements of Section 106, the LAA must contact the
State Historic Preservation Officer (SHPO) to coordinate the Section 106 review as set forth in 36 C.F.R.
Part 800. These reviews should cnducted on any dwellings that are over 50 years old and will be
completed with any funding from DOE or HHS weatherization grant funds.

IHWAP and lllinois SHPO have a written agreement detailing the types of activities that do not affect a
historic propety and that if weatherization work on a property falls within the agreement, the LAA does
not need to perform any further Section 106 review. Any IHWAP dwelling that is 50 or moreoigears
andwill be weatherized with federal funding (DOE or HHS) iestibp a potential Section 106 review

by the SHPO. The Weatherization Measures exempt from this review are listed \Welathierization
Measures Exempt from Section 106 Reviews

1 For example In order to be exempt, any replacement or repair work for @ignwindows, doors
and door frames must closely match the existing paint or substrate (surface) and framing. Any
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IHWAP measure that will be funded with Federal weatherization grant dollars (DOE WAP, DOE
ARRA or HHS LIHEAP) on a home 50 or more yeaitsapld, not listed below iWeatherization
Measures Exempt From Section 106 Reviawlkneed a full Section 106 review by the lllinois
State Historic Preservation Officer (SHPO).

IHWAP LAAs are encouraged to learn where the historic neighborhoottscated within their service
territory. Alsq be aware that many individual homes may have historic status as well.

The LAA must document the Historic Review process for each weatherization jgiyodddure is
straightforward:

Gomplete the Historic
Weatherization will Building More than All Work / All Preservation Ravi_ew
use DOEor HHS > 50 Years Old? » Measureson the _Form and Place in
Grant Funds. ’ Exempt List? Qient Fle and Record
completein
I I WeatherWorks:
¢ Assessment Tab/
General Sreen.
Request the No
commentsof the

Sate Historic f
<t No

Preservation |

Officer ¢ If on
historicregistry, ——»<_ Comments/ Place In Qient Fle & Record complete on
request approval. WeatherWorks: Assessment Tab/ General
Sreen

Weatherization Measures Exempt from Section 106 Reviews
All lllinois Home Weatherization Assistance Program (IHWAP) work will be done in accordance with
applicable local building codes or the International Building Code, where applicable. In accordance with
36 CFR 808(a) (I), the following IHWAP work has been determined not to cause effects on historic
properties:
Exterior Work
1 Air sealing of the building shell, including caulking, weasltepping, and other air infiltration
control measures on windows and doorsidainstalling thresholds in a manner that does not
harm or obscure historic windows or trim.
1 Thermal insulation, such as nooxic fiberglass and foil wrapped, in walls, floors, ceilings, attics,
and foundations in a manner that does not harm or damag#ohic fabric.
1 Blown in wall insulation where no holes are drilled through exterior siding, or where holes have
no permanent visible alteration to the structure
1 Removable film on windows (if the film is transparent), solar screens, or window louvexrs, in
manner that does not harm or obscure historic windows or trim.
1 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 maratetdls
not alter the roofline, or where not on a primary roof elevation or visible from the public-right
of-way.
Storm windows or doors in a manner that does not harm or obscure historic windows or trim.
Replacement or repair of primary windows, doorglaloor frames that closely resemble existing
substrate and framing.

= =4
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1 Repair of minor roof and wall leaks prior to insulating attics or walls, provided repairs closely
resemble existing surface composite.

Interior Work
Special NotelHWAP worko 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 autonfigtexecluded fronrSHPO
review. This work includes:
Energy efficiency work within the building shell:
Thermal insulation in walls, floors, ceilings, attics, crawl spaces, ducts and
Foundations.
Blown in wall insulation where no decorative plaster is dgath
Plumbing work, including installation of water heaters.
Electrical work, including improving lamp efficiency.
Sealing air leaks using weather stripping, door sweeps, and caulk and sealing major air
leaks associated with bypasses, ducts, air coowiitig units, etc.
Repair or replace water heaters.
Adding adjustable speed drives such as fans on air handling units, cooling tower fans,
and pumps.
Install insulation on water heater tanks and water heating pipes.
Install solar water heating systemmovided the structure is not visible from the public
right of way.
1 Install waste heat recovery devices, including water heaters, condensing heat
exchangers, heat pump and water heating heat recovery systems, and other energy
recovery equipment.
Repair o replace electric motors and motor controls like variable speed drives.
Incorporate other lighting technologies such as dimmable ballasts, day lighting controls,
and occupantcontrolled dimming.
Work on Heating and Cooling Systems:

1 Repair or replace he¢img systems, including furnaces, oilers, heat pumps, vented space
heaters, and wood stoves.

1 Repair or replace cooling systems, including central air conditioners, window air

conditioners, heat pumps, and evaporative coolers.

Install insulation on ductand heating pipes.

Conduct other efficiency improvements on heating and cooling systems, including
replacing standing pilot lights with electronic ignition devices and installing vent
dampers.

1 Modify duct and pipe systems so heating and cooling systegragate 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.

1 Install programmable thermostats, outdoor reset cong,oUL listed energy
management systems or building automation systems and other HVAC control systems.

Energy efficiency work affecting the electric base load of the property:

1 Convert incandescent lighting to fluorescent or LED lighting systems

1 Add reflecbrs, LED exit signs, efficient HID fixtures, and occupancy (motion) sensors.

1 Replace refrigerators and other appliances.

= =4 -8 4 -8
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Health and Safety Measures
1 Installing fire extinguishers(Solid Fuel Sources Only),
1 Smoke or Carbon Dioxide Detectors / Alarms.
1 Repair or Replace Vent Systems on fegl-fired heating systems and water heaters
to ensure that combustion gasses draft safely to outside.
1 Install Mechanical Ventilation, in a manner not visible from the public right of way, to
ensure adequate indoaair quality if house is agealed to building tightness limit.

Procedure for Full Section 106 Review by the SHPO
INITIAL DOCUMENTATION REQUIRED FOR IHPA REVIEW

In order to request the comments of the State Historic Preservation Officer concerning @gssielct
effects on cultural resources (both structural and archaeological) for purposes of the National Historic
Preservation Act or the lllinois State Agency Historic Resources ProtectidheAct]owing information

should be provided:

1. Names oflafunding, licensing or permitting agencies, i.e., IEPA, COE, HUD, CDBG, OWR, etc.
2. Complete description of all elements of proposed undertaking.

3. Any relevant permit, project or previous IHPA log numbers.

4. Map clearly indicating project locatioie., city maps, county maps, USGS 7.5 minute

topographic maps (for archaeological projects).
5. Project site plans and specifications, if applicable.
6. Project address, i.e. street address or legal location.
If structures will be impacted by thendertaking pleaseinclude the following additional information:
M P [ dZNNBy (i LIK20G2a akKz2dzZ R 06S O2t2NJ opYY oy2i
MMEé LI LISNI y2 avYltfSNI Ky né E né¢ SIOKI 27
2. Interior photos if project alters interior space and if structures are over 50 years old.
3. Possible date of original construction of structure.
4. Any known historical information, i.e., is structure significant in the community or is it
associated wh an individual of significance.
This information should be addressed to:
Deputy State Historic Preservation Officer
Preservation Services Division
lllinois Historic Preservation Agency
1 Natural Resources Way
Springfield, Illinois 62702

IHWAP P2020 PROGRAM OPERATIONS MANAg4 28



FORMS ANEXHIBITS for SECTIONPROGRAM ELIGIBILITY

IHWAP Income GuidelingsS.........ccccuiviiiiiiiiiieeiiii e Page30
IHWAP/LIHEAP Application...........c.ccoeeeiiiiiiieieeeeeean Page3l
Mechanical Cost Waiver FOIm.........cccoooveieviiinieee e Page33
Retrofit BuyDown WaiVer............cccooiieiiiiiiieei e Page34
Furnace Assistance Change Order Request...................... RPage 3
Historic Preservationd¥iew FOrm............ccoooevviiiviiincennnceenns Page 8

Rental of IHWAP Equipment for Utitibyly Weatherization...Page 3

Rental of IHWARunded Equipment for UtilityfEmergency Furnace
WSLI F OSYSYd t NEINIF YXXXXXXXP4gEBX X X X X X .
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2020 IHWAP INCOME ELIGIBILITY GUIDELINES
Poverty Income Levels

See WPNO9-3
150% Annual Income 200 % Annual Income
Household Size State HHS &DOE Funds
1 $18,735 $24,980
2 $25,365 $33,820
3 $31,995 $42,660
4 $38,625 $51,550
5 $45,255 $60,340
6 $51,885 $69,180
7 $58,515 $78,020
8 $65,145 $86,860

1 150% Level: For each household member over $&680
9 200% Level: For each Betnold member over 8 adi$,840
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lllinois Home Weatherization Assistance Program / Low Income Home Energy Assistance Program
Office of Energy Assistance State of lllinois Department of Commerce and Economic Development

Check one: Weatherization Mechanical Cost Waiver Furnace Assistance Mechanical Cost Waiver Reques’

Costs exceeding mechanical cost limits without prior authorization from OEA will be disallowed.
Complete this request form in its entirety. An agency making an incomplete submission will be required to resubmit which will delay processing.

Agency: Assessor: Date
Assessed:
IHWAP Job #: Funding
Application #: Source:
Contractor: Contractor's
Address:
Client Name: Client's Address:

Detailed Reason for Replacement

To expedite the approval process, be_clear, concise and thorough regarding the reason for replacement. A detailed cost
breakdown of material and labor by work description is required. Use your procured IHWAP approved catalog
mechanical prices. Include heating system make, model, and size and detailed work to be performed-no general
classifications. Detailed color digital photos of the existing conditions, clearly showing the reason for the request, must
accompany the request. If duct work is required, include photos of the existing ducts and/or lack of ducts. If no furnace
is present, state what was previously used to heat the home. Where there is no existing furnace, LIHEAP funds cannot
be used.

Material / Labor Description QTy Material Labor

Total

Complete and Thorough Description of Why Waiver is Needed:

Other Weatherization Measures to be Completed:

Revised October 2014
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lllinois Home Weatherization Assistance Program
Office ofCommunityAssistancelllinois Department of Commerce and Econo@fportunity

Retrofit Buy Down Vdiver
Furnace Assistance Mechanical Cost Waiver Request

Complete this request form in its entirety.
An agency making an incomplete submission will be required to resubmit which will delay processing.

Agency: Assessor: Date
Assessed:
IHWAP db #: Funding
Source:
Contractor: Contractor's
Address:
Client Name: Client's Address:

Details of funding used for Retrofit Buy Down

Retrofit(s) to be bought down

Description Funding | Buy Down Total

P Source Amount Retrofit Cost
Total
Approved By: Date:

IHWAP P2020 PROGRAM OPERATIONS MANAgd 34



ENERGY ASSISTANCE PROGRAM
FURNACE ASSISTANCE

CHANGE ORDER REQUEST FORM
(for addition or deletion of work)

CLIENT NAME: APPLICATION ID #:

The goal of Furnace Assistance is to restore the heating system back to safe and effective operation.
This is not a “furnace replacement program.”

NOTE: Ifthe furnace must be replaced, a Furnace Replacement Justification Form (not a Change
Order Request Form) must be completed by the individual conducting the assessment.

THIS CHANGE ORDER REQUEST IS AN AGREEMENT BETWEEN THE UNDERSIGNED
CONTRACTOR AND "NAME OF LOCAL ADMINISTERING AGENCY" TO APPROVE AND CARRY
OUT WORK THAT IS SUBSTANTIALLY DIFFERENT THAN THE ORIGINAL PROJECT SCOPE.
BOTH PARTIES UNDERSTAND THAT THE REQUESTED MATERIAL/LABOR CHANGES, AS
SPECIFIED BELOW, MAY ALTER THE PROJECT'S PRICE AND SCHEDULE. IT IS ALSO
UNDERSTOOD THAT ANY DIFFERENCES IN ESTIMATED COSTS DUE TO THIS CHANGE
ORDER WILL BE ACCOUNTED FOR IN THE REGULAR PAYMENT SCHEDULE.

EXPLANATION FOR ADDITION OR DELETION OF WORK:

Changes either adding or deleting material/Labor from the home will change the estimated total costs
on the work order. The Contractor will contact the Agency and receive authorization before making
changes. The Contractor will manually calculate new costs at bottom of this form to reflect the
requested changes. The Contractor will provide all labor and material for the following work:

Labor Costs: (Add/Deduct) Material Costs: (Add/Deduct)
Does Change Affect Schedule? [ Yes O No

New Estimated Completion Date, if applicable:

Approved:

Signature of Agency Staff Approving Change (Date)

Agreed:

Contractor Signature (Date)
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Historic Preservation Review

Weatherization File Number

Building Address:

Age of Home

D The age of the home does not warrant a Historic Preservation Review.

D All Weatherization measures are included in the list of exemptions (IHWAP Policy and
Procedures, Volume 1 — Program Operations, Pages 29 — 32).

D lllinois Historic Preservation Agency, Section 106 Review completed and attached.

Certification Signature:

(LAA Reviewer) (date)

(tile)

Note: All information must be filled out completely and placed in the appropriate client case

file. See Volume | - lllinois Home Weatherization Assistance Program, Program Operations,
Section Il --Program Eligibility and Benefits-Pages 29 — 32 for a list of weatherization measures
and work EXEMPT from full Section 106 review by the Illinois Historic Preservation Agency.

Complete the Historic
Weatherization will All Work / All Preservation Review

Building More than
use DOE or HHS  —3» SOYiars S

—J»  Measures on the Form and Place in
Grant Funds. Exempt List? _L Client File and Record
complete in
WeatherWorks:
Assessment Tab/
General Screen.
Request the No
comments of the
State Historic f
< No

Preservation
Officer —If on
historic registry, —»
request approval.

SHPO
Comments /
Decision

Place In Client File & Record complete on
WeatherWorks: Assessment Tab/General
Screen

Hstrc Preservation Rvw Frm IHWAP 2014 09 04.pdf
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Rental of IHWAP Equipment for Utility-only Weatherization
Breakout

Daily Equipment

Rental with
Vehicle

Equipment Pieces
Blower Door Kit, including manometer $60.00
Flue gas analyzer/printer $40.00
Infrared Camera S50.00
Gas Monitor Kit $10.00
Pressure Pans $25.00
Exhaust fan flow meter £25.00
Ladder $20.00
Small hand tools £10.00
Total Daily Equipment Package Rental Cost $240.00
Vehicle Daily Rental Fee-Sedan/Crossover/Van $60.00
Total Cost for Daily Equipment and Vehicle Rental 5$300.00

Assumptions:

Vehicle daily rental price includes unlimited mileage

Equipment rental methodology applies to projects funded exclusively by utilities

Daily rate applies to equipment used for maore than half a day, usage of less than half day will be discounted to 50% of the daily rate
Mo taxes are applicable to stated costs
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Rental of IHWAP-funded Equipment for Utility Emergency Furnace Replacement Program
Breakout

Daily Mechanical
Equipment Rental with

wvehicle
Equipment Pieces
Flue gas analyzer/printer 540.00
Small hand tools $10.00
Total Daily Equipment Package Rental Cost 550.00
Vehicle Rental Fee
Daily Vehicle Rental-Sedan, Crossover/\Van 560,00
Daily Equipment and Vehicle Rental $110.00

Assumptions:

Vehicle daily rental price includes unlimited mileage

Equipment rental methodology applies to projects funded exclusively by utilities

Daily rate applies to equipment used for more than half a day, usage of less than half day will be discounted to 50% of the daily rate
Mo taxes are applicable to stated costs
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SECTION KOUTREACH AND CLIENT EDUCATION

Outreach

Outreach is intended to let the general public know of the weatherization services offered by the agency.
Each LAA is required to put together an Outreach Plahis plan will outline the steps theite LAA will

take to ensure that they have enough approved income eligible applications to complete their production
each year.

Agencies must develop outreach procedures that ensure the eldéflyand over)persons with
disabilities, families with yawg children(5 years of age or undegnd LIHEAP householdse aware of
IHWAP benefitsit is imperative that each agency develop a positive working relationship with those
groups in the community that are in regular contact with these targeted popmniati

Outreach is often considered an unnecessary activity by agencies that have a list of weatherization
clients that will take them through the end of the program year. However, outreach responsibilities
include more than seeking clients. It includes:

1 Ensuring the elderly, persons with disabilities, households with children, and LIHEAP
households are prioritized for services.

1 Coordinating with and referring to other energglated services.
1 Providing energyelated consumer education throughout the aggtscservice area.

Outreach is the agency's first contact with a potential client. This contact may be as direct as-a "walk
in" client who has questions about weatherization services or as indirect as a person reading an agency's
program flyer on the groag store bulletin board.

Coordination and Referral

IHWAP is only one of many residential energy assistance programs. Agencies should see that each
potential applicant is aware of the array of services available in their service area. In addition tg makin
referrals to energy assistance programs, the agency should attempt to determine other needs of the
household and make appropriate referrals. For example, does the household know about and utilize
other benefits/programs such as: "Circuit Breaker" takefe food stamps; Supplemental Security
Income; senior services such as homemaker and chore service; nutrition programs; child abuse hotline;
Head Start; local discount programs; etc. A client, who has to wait for IHWAP services, could apply for
the LowrincomeHome Energy Assistance Program to help reduce energy costs.

As a lowincome service provider, the agency will regularly receive referrals from various agencies and
hotlines. The following tefree hotlines will probably make referrals.

Hotline Nunber Agency Client
877/411-9276 The GCA Energy Households needing
Assistance Hotline LIHEAP and IHWAP
assistance
800/2528966 Senior Help Line Seniors with diverse
Department of Aging needs
800/2253607 DIALDepartment of Persons with
Human Services disabilities may
receive Rehabilitation
Services
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800/7721213 Social Security

Benefits

800/2522873 DCF&Child Abuse Family needs
Hotline

866/8141113 lllinois Office of the Hotline to report
Executive Inspector LIHEAP dHWAP
General fraud or abuse

The agency should develop a system for handling these referrals.
To ensure adequate coordination and referral at the local level, the agencies' grant agreement
specifies that a directory of services be compiled and/or updated. rihanum, this directory should
include the following:

1 Program title

1 Program components

1 Eligibility criteria

1 Limitations on availability

1 Contact agency/person and phone number
The agency should develop a system for handling these referrals.

Client Health ad Safety Education
Client Education on Health and Safety will be providigabth the time ofapplicationand at the time of
assessment/energgudit.

At Assessment, the assessor will discuss with the client health and safety hazards identified anel will gi
general education on home health and safety hazards including LEAD h@zhoise was built before
1978),mold and moisture risks, and such information that the assessor deems appropriate or is required
when the assessor identifies particular hazards.

The Assessor will give every IHWAP client household the EPA publitagahBooklet (Renovate Right)

and A Brief Guide to Mold, Moisture, and Your Homed A/ A G AT Sy Qa Bidhe e ofiine wl R
initial assessment / energy auditUnless the asessor can determine conclusively that a continuous
ventilation fan will not be required in the weatherization process, the assessor must also give the client

0 KS 0 NRedtkataNJor You & Your Hotne | & ¢St f @

Applicant Health and Safety Intake Questiaire¢ This questionnaire is required by federal regulation
to be completed at the time of application for Weatherization Services. This form can be found above
at Intake Exhibit.

At the time of the Assessment/Energy Audlite Client must sign theClieat Education Materials
Notificationstating they have received the booklets/ brochures and client education on specific health
and safety hazards identified in the assessment as well as the required publications and general home
health and safety education

If LAAs do not have sufficient health and safety publications on hand they should make copies from the
digital version available on the OEA extranet site in the Health and Safety Materials folder (figure 1
from these websites:

A Brief Guide to Md, Moisture, and Your Home
http://www.epa.gov/iedmold1/pdfs/moldquide.pdf
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Lead Safe Certified Guide to Renovate Right
http://www.epa.gov/lead/pubs/renovaterightbrochure.pdf

Combustion Appliances

http://www.nsc.org/news_resources/Resources/Documents/Combustion_Appliances.pdf

Seven Tips to Keeping a Healthy Heme
http://portal.hud.gov/hudportal/documents/huddoc?id=DOC _11882.pdf

Safe Pest Contrqghttp://portal.hud.gov/hudportal/documents/huddoc?id=DOC_25454.pdf
A Citizen's Guide to Radeltp://www.epa.gov/radon/pdfs/citizensguide.pdf

{dzZNB &2dzNJ K2YS Aa Of SIFyX odzi A& AL at

http://www.epa.gov/osw/con serve/materials/pubs/hhw-safe.pdf

And General EPA home hazards publications at
http://www.epa.gov/osw/conserve/materials/pubs/hhw -safe.pdf

& http://www.epa.gov/regionl/healthyhomes/pdfs/healthyhomes.pdf

Office of Energy Assistance (OEA) Extranet Site » Wx Program & Policy » Wx Program & Policy

Central repository for all information related to OEA's Weatherization Program and Policies.
Office of Energy Assistance (OEA) Extranet Site OEA Extranet Sub Site for OEA LAA Only Access

OEA Extranet Sub PY  Section (if applicable) Type  Name Modified
Site for OEA LAA Only
Access

Wx Training Calendar = Wx Folders: (2)

WX Procurement FAQ

Library = Document Type @ (2)
Surveys Ca Health and Safety Client Education 1/23/2014 10:1
RREIES 3 Health and Safety Client Education Materials 1/23/2014 10:2

LIHEAP Program & Policy

Fiscal Operations Program [ wx Folders : IHWAP Assessment (3)
& Policy

e Ekcy 4 Wx Folders : IHWAP Operations (2)

OEA Communications

Figure 1. Location of IHWAP Health and Safety Materials

TS FT2NJ

OCA encourages Agencies to give clients other appropriate building energy effiairhhome health

and safety information and education as it sees fit, including:

1 Any appropriate client education materials hazard or health and safety risk identified in
the assessment. Sé¢azardous Conditions Notificatidime directory of serviceslow:

o The IHWAP client brochure
o The LIHEAP client brochure
o The IHWAP/LIHEAP Energy Savings Tips brochures

Hazardous Conditions Notification

In addition to receiving standard client education, whenever an Energy Auditesgmsbeliees there
are conditiors that constitute anmmediate or potential riskto an individualor property, the client
/household must receive Blazardous Conditions Notice Foamd appropriate client education. The
Hazardous Canditions Notification Brm should list the hazardousaditions identified and the assessor
should give a copy to the clienh@d/or landlord. In concurrence with WPHI7-7, listed below are@me
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of the conditions that could be included on the Hazardous Conditions Notification Form when identified
or suspectd:

Asbestos- in sidingwalls, ceilings, pipes, heating systems, etc.
Removal of sigig is albwed to perform energy onsewation measures. Removal ofiding isdone
to perform energy onsewation measures. All pecautions nmust be takennot to damagesiding.
Asbesbs sding shouldhever be cut or drilled. &ommended, where possilde, to insulatethrough
home interior.

Abatementand redacenent of astkestos @ntaining building corponents is not albwed with
any IHWAP funding. Removal @fisg isdoneto perform energy onsewation measures. All
precautions nust be takennot to damagesiding. Asbesbs sding shouldnever be cut or
drilled. Rrcommended, where possille, to insulatethrough home interior.

Whensuspeded asbesos siding ispresent cient / owner is informed and informedon how to
take precautions.

Asbestos; in vermiculite
Attic Insulation that looks like vermiculite shlol not be removed or disturbed.

Blower door testing is still permitted and should be done in pressurization mBaee
vermiculite cannot be disturbed, agealing cannot be performed in an attic with vermiculite
andventilation may not be installed through an attic.

If there is vermiculite in the attic and it iohpossible to comply with ASHRAE ventilation
requirements through supply ventilation, balanced ventilation, or exhaust ventilation that
goes through the side wiakthe home should be deferred.

The emoval of vermiculite attic insulation is not allowed vany IHWAP funding.

If a local agency chooses to test for asbestos to determine whether insulation or air sealing
can be conducted, it must follow the by Asbestos Hazard Emergency Response Act of 1986
sample collection method, and testing must be conaulkcby a certified tester.

When suspected vermiculite is present in the attic, the client/owner is informed on how to
take precautions.

Biologicals and Unsanitg Conditions- odors, bacteria, virusesaw sewage, rottingwood, etc.
Remediation of conditions that may lead to or promotdiologcal cacerns and unsanitary
conditions is dbwed. Limited water damage repairs that can be ddressed by wedierization
workers and correction of moistureand mold creaing @nditions are albwed when necesary in
order to weatherize the home and toensure the longterm stability and drability of the measures.

Addressig baceria and viruses isnot an albwable cost. Wtere severe Moldand Masture
problems areso severeghey cannot be resoled under existing ledth and safety measws and
with minor repairs the buiding isdeferred.

Mold testingis not an IHWAP lawable cost.

Deferral may benecessary in ases where a krown agent is presentin the home thatmay create
aserousrisk tooccyantsor weatherization workers.

Where theseproblems are identifiedclients receive informatn on the isses and where
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appropriate information on how to mantain a sanitary lbme or masture awareness
information. Wtere a tome is defered for these isges the LAA Wt inform the client of what
steps to taketo correct the deferral condions.

All clients wilreceive theBPA Lead Baklet (Renovée Right), ad the Moisure/Mold Bmklet, are
requiredto be given to every IHWAHientat the time of the Asssanent/Energy Audit. Th Client
must ggn a form stéing they havereceived the baoklets at te time of Assessment.They can
either 9gn the form in the lack of he baok or the form in Exhibit VIII.12.If LAAs do nothave
sufficent copies onhand, they will opy the @mera-ready wpies of theseb2 { f St a FTNRY
internet site andprint them localy.

Building Structureand Roofing
Building rehabilitatioriso S&@ 2y R G KS { 02 HSnedviith coridiflofsithatrdquire
more than incidental repair should be defedr& DOE is the only funding source availdbke:
the client is over the 150% poverty income [gWbwever, roof repairs and/or roof
replacements are allowable with State fundioigly, but a request must be submitted to your
assigned State Tech forview/approval.

Visual ngpection for roofing and struatiral issuesis partof the asgsanent protocol. Evaluation
of roofing andstructuralissues incudes ensuring that acess necesay for weatlerization work
is sde for entry and performance of assessent, work and ispection. Limited structural and
roof repair are allowable.

Where the lousehas leen mndemned or electiical, heating, plumbng, or other guipment has
been"red tagged" by local ostate buildingofficials or utilties the hane is defered.

Clientsare to be notified of stuucturally compromisedreas and, where thebuilding is defered for
roofing or gructural issues, of the necessarystepsto correct.

Roofhg repair to ensure he longterm stabilityand durability of weatherizationmeasues maybe
allowed urder the healthand safety balget.

Code Compliance
CGorrection of preexisting ©®de compliace issuesis albwable only vhere weatherizaion measures
are being comlucted.

Corredion of pre-existng code compéinae issiesis not allowable except wherenveatherization
measues are béng canducted. When correction of preexisting code compliance issuisseing
paid for with IHWAP fund#he LAA must cite the specific code requirements with reference to the
weatherization measure thatiggered the code compliance issue in the client file.

Weatheiization work willcomply with appicable mdes in the jurisdidon where the work is being
done. Visual mspection at assessnent and local ode enforcenent ingpections are used to
edablishcode compliance issues.

Condemmed properties and hoseg A (i K taggtidS RKISahd safety caditions are deferred.
Clientswill be informedof code comphnce issaswhere they are uncoved in the asessnent.

CombustionGases
Proper venting ofcombustion appliances is an IHWAP eguirement. Correcibn of venting is
allowed when testing indicates prodem.
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Rephcement, repairor modification of comlustion venting that is not related to $ang healthand
safety poblems ndicated by testings beyad the smpe of IHWAP weégerization funding.
Combustion safety testing will occur wherevemndmistion appliances arpresent. The asessor
shall nspect venting of @mbustion appliancesand confirm a@equate clearances. Naturally
drafting appliances are testedor draft andspillage urder worst case coditions before and afer
air sealing. Cookg burners may be ingected for operability and flame quality.

Electrical Other than Knob and Tube Wiring
Ekctrical repairsare alowed where health and safety of occyants is at isk. Ugrades and
repairs willalsobe allowed vihen necessary to prform specific weatherization measures.

Beyond IHWAP @pe: Repacementof the entire electical systemss allowable with State funding
only, on a caséy-case basis, with keew/approval from your assigned State Tech. Request must
include proper justification.

Standards for Reedy: The Assessawill inspect for eledrical safety issues at assesnt.

Standards for Defral: Tothe extent electical condiionsprevent proper weatherization and may

not be adiressedwith WAP funds, the home ideferred and other resources, if available, on aase-
by-case lasis.

Client Edcation: Clients may be provided the Electrical Safety workbook which includes
information on overcurrent praection, overloading circuits, and basic electrical safety/risks.

Electrical Knob and Tube Wiring
Ekctrical repairs, including upgrass of knob ad tube wiring sysems, are atbwed where health
and safety obccpantsis at rik. Upgrades and reairswill also be atwed when necessy to
perform spedfic weatherization measues.

Beyond IHWAP @pe: Repacementof the entire electical systemss allowable with State funding
only, on a caséy-case basis, with review/approval from your assigned Statd.Té&Request must
include proper justification.

Standards for Reedy: The Assessavill inspect for eledrical safety issues at assesmnt.

Standards for Defral: Where the exént electiical condtions prevent proper weathetization and

may not be addessedwith WAP fundshe buildingwill be deferrel.

Client Edcation: Clients are provided the Electrical Safety Workbook which includes
information on overcurrent protection, overloading circuits, and basic electrical safety/risks.

Fire Hazards
IHWAP allowcorrecton of fire hazatls when necesary to perform weatherization work.

Beyond IHWAP &®pe: |IHWAPfunds @nnot be used to remedy certan canditions that
congtitute fire hazards, suchas excessive acowlation of debrs that make it imposslb to
safdy perform weatherization work beyond the limits of the Healtland Safety Budget.
Standards for Reedy: Assessrant and audit wilinclude a cleck for fire hazards.

Standards for Defral: Certain conditions that constitute fire hazards, such as exessive
accumuation of debris thatmake it immssble to safdy performweatherization work and cannot
be remedied within the health and safety budget is groda for dderral.

Client Edcation: Clientsare informed of obsened fire hazads.
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Formaldetyde, VolatileOrganc Compounds (VOCs) and other Air Pollutants
Removal of pollutants is &wed and is equired if theypose a risk tavorkers.

Standards for Reedy: Sensory insgction is part of the inspection process. Removal of
pollutants isallowed and isrequired if they pose aiskto workers.

Standards for Defral: If pollutarts pose such a risk and theym@ot be removed,or the client
will not allowremoval,the property is deferred.

Client Edcation: Clients are advised where there is an observed risk anglmagrovided
with written materials on safety and proper disposal of household pollutants.

Gas Ranges/Ovens/Stoves
Standards for Reedy: wS LI | OAy 3 2NJ NBLI ANAYy3I Il & NIy3ISakz2
is at risk is an allowable Health/Safety maias At assessmnt the asgssorwill measure the C/O
levels anddetermineif it is in a safe and allowable range. If there is an unsafe condition repairs
should be attempted. If repairs are not a viabjgtion, then replacement is allowable on a case
by-case basis with DCEO/OCA apprdv@lE funds may not be utilized for the replacement of a gas
range, oven, or cook stove. HHS funding and State funding are the only grants that should be
utilized for replacement.
Client Edcation: Clientsare informed of the hazardous condition resulting from high C/O
emissions.

Injury Preventions for occupants and workers
Minor repairs and installaton are allowed only when recessary to effeavely weatheirze a home.

Beyond IHWAP &@pe: Repairs for hjury prewention other than when necessary to effectively

weatherize ahomeare notallowed to be fundedwith IHWAP fuds from any source.

Standards for Reedy: Assessr observation at asessment is thie primary means of
identification of injury risks to worlirs such as repairing stairs oreplacing hardrails.

Client Edcation: Clientsare informed of obsened hazardsand associated iisks.

Lead Based Pairtfazards
Where lead safework practices arerequired their coss may be funded as a health and safety
measure.

Leadbasedpaint hazardabatement isnot allowed with IHWAP Weatherization funding.

Testing foréad based pmt hazrds is dowed. If testing is noperformed,allhomes builtprior to
1978aretreated as if they have leallased paintand all work folbws therequirements of the United

States Environmdal Protecton Agery@ efiovation, Rpair, and P/ G A y 3¢ gramwt 0 L
employing leal-safe methals while working on painted surfaces thatare beng repared or
retrofitted for energy efficiency.

Summary of Leal-based Paint Safe WorRractices ;(An RRP Cefied Rawovator performs job site
set upand ceaning verification.

All weatterization workers and LAA avdinators, assessorsnd final insgctors have kad Safe
Weatherization Traimg and EPA Lead 8dkenovator traning.

DCEQprovides the revied Lead SaféVeatherization(LSW) Praates Traning to all WAP Sub
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grarnee staff as prt of both its required TCP traning requred of all ag@&cy cardinators, asessors
and final inpectors and its @ntractor Certfication Training required of all weatheization
contractors.

All SubGrartees and buding shell contractors areequired to have the EPA Certified Lead
Renovator training. The SubGrantees and buiding shellcontradorswill obtainthis trainingon
their own.

Mold and Moisture
Limited water damagerepairs that carbe addressd by weatlerization workersand correction
of moisture and mold creatng conditionsare all alloved when necessary in oder to weaterize
the home ad to ensure thelongterm stability and dumgbility of the measues. Gutter and
downspout installation to promote proper site drainage is an allowable health and safety
measure. Sump pump repair, replacement, installation, or covers necessary to keep seepage
water out of a dwellig are also allowable health and safety measures.

IHWAP funding from argource @nnot be used tcaddress seere Mold andMoisture issues nor can
it be usd for moldtesting. Severe mold is defined as an aggregate area o4 fhore(see section
1113in the IHWAP Field Standards Manual).

The subgranteeQ a essagishall visuallyngpectat the time of the audit.
Wherese\ere Mold andMoisture issue cannot beddressed, deferral is requed.

The client shall be provided a copy thfe EPA puldation A Brief Guide to Mold, Mature,
andYourHome"is distributed to all WAP clients

Occupant Preexisting or Btential Health conditions
Temporary rdocation of atrisk oceiparts is albwedon a @se by ese bass.

Beyond IHWAP &pe: If cost of rebcationis beynd the scpe of the health and safety bggt, no
IHWAP funds from anmyrant scurce maybe used.
Standards for Reedy: Initial client inerview will nclude questions on krown or suspected health

concerns. Clierts are screnedagain during audit.
Standards for Defral: If cost of rebcation is beynd the scope of the healtland safety budet,
the home nust be deérred.

Occupational Safety and Health Administration (OSHA) and Crew Safety
Weatherization workers will follow OSHA standards and MateBafety Data Sheets (MSDS)
pursuant to the revised Hazard Communications Standard 29 Code of Federal Regulations
1910.1200 andwill take precautions to ensure the health and safety of themselves and other
workers.

Wherever workers or residents may beposed to hazardous materials sub grantees and their sub
contractors will develop and maintain a written hazard communication program conforming to the
revised Hazard Communications Standard 29 Code of Federal Regulations 1910.1200 which at least
describessub grantees and/or the# dzo O 2 y (pkagramifé:NA Q

1. Labeling of hazardous chemicals and other forms of warning, safety data sheets, and
employee information and training, and

2. Maintaining a list of the hazardous chemicals known to be presenhernabsite using a
product identifier that is referenced on the appropriate safety data sheet (the list may be
compiled for the workplace as a whole or for individual work areas); and,
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3. Methods used to inform employees of other employers and, when apjatgresidents,
of hazardous chemicals in use on the jobsite.

Training also includes the requirement and use of Material Safety Data Sheets (MSDS), first aid

techniques, and related safety equipment like ladders and respirator protection and propermworke
safety techniques.

Pests

Pest removal isllowed only where inéstation would prevent weatherization.
Standards for Reedy: At assessent the asgssorwill determinethe presence and degree of
infestation and risk to workes.

Standards for Defral: Infestation of gests may beause for Deferrakhere the infestation cannot
be reasonably removed or pses health ad safety con@rn for workers.

Client Edcation: Clientsare informed of obsened conditions @ngituting pest elated health
risks.

Radon
Testing may beallowed in locaionswith highradonpotential. However, due to the inconsistencies
of radon tests, these tests are not advised.
Beyond IHWAP @pe: Other than covering expsed dirtwith vapor barriers, the cods of
radon mitigaton cannot be fundedwith DOE WAP funds.
Standards for Reedy: Whene\er site conditions permit, expo®d dirt must becovered witha vapor
barrier except for nobile homes. In homeswhere racbn may be present, pgcautions stould be
taken to redicethe likelnessof makingradon isses worse.

Refrigerant
Thecods of refigerant handing andsafedisposal are included in thecosts of the relevant
retrofit weatherization measure.

Standards for Reedy: Refrigerant is reclaimeder the Clan Air Act 1990, seiin 608,as
amerded by 40 Er82, $14/93.

Trainng: Workers handling refrigerants are requiréalhave EPApproved section 608 type | or
universal cetification.

Client Edcation: Clientsare advised to not disturb fegerants.

Dismpsal Piocedures & Proedure and Protocd: Refrigeraton apgiancesthat are repbced are
disposed ofaccording to the envirmmental standads in the Clan Air Act (190), Section 608
as amened by the Final Re) 40 CFR2, May 14, 199. The party ecoveling the refrigerant must
possessan EPAapprovedSection 608 Type lldense or an approved unival certification.

Smoke, Carbon Monoxid&larmand Fire Extinguishers
Installation of snoke/ CO alarms albwed where alarms are not @sent or are inogerable.
Standards for Reedy: In all lousesweathelized at least me operational smoke alarm is instadd.
Batteriesare instaled to make eisting smokealarmsoperationalwhennecessary.Smokealarmsare
instalied by the contraabr and not left with the client. Smoke / CQAlarms areinstalled per
manufacturer@ ingructions. CO alarms are instatl on each serate living level of the home wdre
household nembers frequently pend time.
When snoke alams / CQalarmsare installed, the instalker will test them for proper perdrmance
assure bhat they contaimnew batteries or, in the casef hard-wired smoke abrms or CO alarms,
are wired to a circuit that is eangized at all times and not wed to a ground- fault circuit interrupter
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(GCI).

CO arms will meet or exceed Uld34-98 andbr IAS696standards, will plugin modelswith
separate battery backip, will have amanual est and reset buttan, and will hare a fiveyear
warranty on the alarmand ensor. The expiration date, as warranted by the manufacturer, is
written on the front of the alarmn permanent ink.

Client Edcation: LAA personel revew smoke alarm testing piocedures with clients folbwing
alarm nstallation and adise them reg@rding battery repbcement as gpropriate.

Solid Fuel HeatingWood Stoves, etc.)
Maintenance, epair, andreplacement of primary indor heating unis is alloved where occyant
health and safetyarea cacern. Maintenance and epair of secomlary heatingunitsis allowed.
Standards for Reedy: Agency inpedors nspect chimney andl@ie of all wad stovesand
conduct combustion applance pne depressurization testing.
Client Edcation: Where assessnent detects euwllence of this hedth and safetyhazrd, ub granee
staff at assessemnt or at final inpection will counsel theclient on woodstove safety.

Space Heates / Stand Alone Electric
Removal is allowed.
Beyond IHWAP @pe: Repair, replacement, or installation of astand-alone electic space
heateris not allowed with IHWAP funding from any source.
Standards for Reedy: Removal is recomnmeled toclientswho use them.

SpaceHeaters Unvented Combustion
Removal of unvented comistion space heaters is regired and is an allowable pgnse to
IHWAP grants.
Standards for Reedy: IHWAP Wetherization contractors arerequired to remove unvened
space heatereven if useds a secodary heatsaurce and the unitonforms toANSI Z21.12.

The unit may remainntil areplacement heatingsystemis inplace.
Client Edcation: Clientsare informed of the dangerof unvented space heats.

Space Heaters, Vented Combustion
For purposes of health andsafety vented corbustion space heaters are treatedas funaces,
venting is teged consstent with furnaces anadombustion safety protocol for draft, CO and
supply line leksunder the sameprotocol as firnaces.

SprayPdyurethane Foam(SPF)
Health and safetyprecautins related tothe installaton of SPF, includg worker personal
protective equpment (PPE) are ihaed in the cots of the asociatedmeasure.
Standards for Reedy: Installers shall follow EPA recamndations wherworking within a
conditioned space or whersPF fumes beate evicent within the conditicmed gpace. When
working outsde the buildng envelpe, isolate thearea where foamis appled, pre@utions are
takenso that fumeswill not transfer to inside conditioned spacand exhaust fumes osidethe
home. During installaton instalers will chedk for penetrations in the buildingenvelope and make
sensory ingection nside the home ér fumesduring foam apptation.
Client Edcation: Before installabn notification aregiven to cliems of plans to use twepart foam
and the preautions thatmay be necessary.
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Ventilation

When mechaical ventilation systes ae required to neet the ASHRAE 62.20(16 requrements,
costsare albwable healthand safety expeses.

Standards dr Renedy: Compbnce with ASHRE 62.2 2016 ventilation comphnce to the
fullest extent possite is met in all hores weatherized.

Client Edcation: Clientsare providedwith information on functbn, use ad mantenance of
ventilation ystem andcomponents when ventilationfans are intalled. Clierts are providedca
disclairer that ASHRAE 62.2 enot accont for high pollutingsourees orguarantee ndoor air
quality.

Window and Door Replacement, Window Guards
Replacement, repair, or installation is redtowed health and safety cost.
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FORMS AND EXHIBITS for SECTIORUITREACH AND EDUCATION

Client Education Materials Notification................c....c......... Pagebl
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Client Educational Materials Notification

(LAA Name)

Client Name:

When left hand column is checked,the following educational materials/instructions were
provided and discussed with the client:

Always
Provide

Weatherization Assistance Program

File ID:

Provided if

Hazard  Educational Material/Topic
Identified

Client has been instructed in the following:

g

o

Check here if client Refused Removal of Stand-Alone Electric Space Heater(s). Checking this box serves as a waiver that the
client is accepting potential hazards resulting from continued use of the electric space heater.

| have been provided the “checked” above health and safety educational materials and each one was explained
in detail. All of my questions were addressed and | understand the importance of the materials | have been
provided. | also understand that maintaining a safe and healthy home requires active participation on my part

Please contact your local WAP agency if you have any questions or concerns about the work being performed in your home.
Weatherization Program Local Administering Agency Contact Information:

B K E KX

R QR

Lead Safe Certified Guide to Renovate
Right for pre-1978 homes (EPA)

A Brief Guide to Mold, Moisture, and
Your Home (EPA)

Ventialtion For You And Your Home

ESFi: Electrical Safety Workbook

A Citizen’s Guide to Radon (EPA)

Asbestos Safety Information (EPA)

Combustion Appliances handout
(NSC)

Seven Tips on Keeping a Healthy Home
(HUD:)

Safe Pest Control (HUD)

Hazardous Conditions Notice

Client’s Printed Name:

Client’s Printed Signature:
Date:

Precautions taken to prevent lead exposure for pre-1978 homes.
Recommendations for encapsulating chipping paint.
Risks when lead paint is in contact with movable windows and doors.

-
o
=
=
3
e
=

Preventing moisture intrusion, maintaining gutters, and proper
landscaping and site drainage.

Importance of adequate ventilation, use of exhaust ventilation.
Ventilation does not account for high polluting sources or guarantee
indoor air quality.

Over-current protection, issues with overloading circuits, and basic I:I
electrical safety/risks.

Precautions to be taken if radon is known to be present in the home

Client must not disturb suspected asbestos containing materials and
any removal must be performed by an asbestos control professional
with air clearance certification provided in order for the agency to
return.

Dangers of disturbing any suspected asbestos containing materials.
Note: observed suspected asbestos siding & precautions taken by
the agency.

Dangers of unvented space heaters & other combustion appliances ifD
present.

Recognizing signs of back drafting of appliances and wood
stoves/fireplaces.

Dangers of unvented space heaters.

Dangers of CO, moisture, NO2 and CO even if CO alarm does not
sound.

Biological or unsanitary conditions may have been observed.
Hazardous conditions must be corrected by a professional for the
agency to return.

Signs of pests may have been observed.

Whenever a hazardous condition is observed the LAA Staff has
completed and the Client Has signed the Hazardous Conditions
Notice

00 0000

0
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SECTION W/INTAKE

Every agency must establish an intake systhat will collect the application data needed to
determine an applicant household is eligible for weatherization assistance. The importance of
the intake process cannot be overemphasized. The IHWAP/LIHEAP Program Application is the
official application fom.

If any agency other than the grant recipient provides intake services or an intake site, the agency
must ensure they will perform intake responsibilities according to the instructions in this manual.
If these services are free of charge, a +fimancal agreement must be signed by the LAA and its
intake provider. If the LAA pays for these services, a subcontractbeestablished and noted

in the LAA's annual grant applications; or, if added later, reported to the OCA in writing.

Intake responsibilies cover the following areas:
1 General Intake
1 The IHWAP/LIHEAP Application form
1 Required documentation

IHWAP Priority

A priority ranking system will be used ft homes in the IHWAP, including HHS and State homes
that are being reweatherized under thé.0-year rolling Program Year date. IHWAP applications
are taken throughout the yedsut income eligible households containing elderly memhé&s

and ove}, persons with a disability, or young childrén years of age or belowyill be given
priority for weatherization services.

1 IHWAP no longer uses income or high energy burden/usage when determining priority.
Upon completion of the new weatherization database, IHWAP will once again consider
high energy burden/usage in priority calculations. Guidanoe poioritization will
accompany the rollout of the new database.

IHWAP no longer allows the grouping of priority lists by application periods but rather inserting
high priority applicants in the priority rankings as they are approved. This will etigiréhe
highest priority applicants are provided weatherization services first.

1 First come, first served on application date if tie,

1 Prioritization is by county.

Lower priorityranked, incomeeligible households will be served later in the program year,
when funding is availablelt is important that the Intake staff convey this information to the
client during the intake process.

Every household is ranked and assigned a priority by the WeatherWorks system. All eligible
households in 24 unit buildings should be ranked with the average score used to determine the
0dzA f RAY3Qa LINA2NRGE Ay GKS F2fft26Ay3 YIYyySNY

ELDERLY DISABLED CHILDREN

YES =2 YES =2 YES =1 There is a new maximum of 5 points

NO =0 NO =0 NO =0 that determine the priority ranking.
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IHWAP Priority Definitions

Elderly. Any member of the householg0 yearsof age or older2 points no matter how
many elderly occupants.

Disability. Household cotaining a person with a disability per the Americans with
Disabilities Act2 points no matter how many persons with disabilities.

Children. Any member of the householl yearsof age or belowl point no matter how
many children.

Key Points

All higher prority households should be weatherized before going to lesser priority households.
Scheduling variances (due to location, etc.) within a program year are permissible provided the
priority rankings are followed during the program year.

Vacant units thawill be occupied within the next 180 days with an eligible client are not subject
to prioritization. For example, if a client lived in one side of a duplex and the other half was
vacant, then the priority ranking for the eligible client would determine thnking for both units.

EXAMPLE: Funding Availalbbe Seven Houses

Household ggf;'ca“on Elderly | Disability | Children | TOTAL | RANK
A July 1 0 0 0 0 7
B July 8 2 2 1 5 1
C July14 0 0 1 1 5
D July17 0 2 1 3 3
E August 1 0 0 1 1 6
F August10 2 2 0 4 2
G Augustl4 0 2 0 2 4

General Instructiongor Intake of Applications

If the agency is accepting applications, all households must be given the opportunity to apply,
whether or not the applicant has all the necessary information with him/aethe time of
application. Applicants havib calendar days from date of application to supply the necessary
documentation. At Intake, a Documentation Request Form is to be given to every client whose
documentation is not complete.

All documentation mst be date stamped. This is especially important for documentation
submitted after the date of application. It is the date documentation is completed that
determines the start of th&0-calendarday notification timeline.

If the applicant does not prode the required documentation within 16alendar days, the
application must be denied. Agencies are reminded that infoiromateceived on applicants is
confidential and is obtained only for use by the Weatherization Assistance Prodd@mNOT
give out iformation about the applicant or his/her application over the telephone except the
status of the application (for example, "the application has been approved”). All information
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requested during intake applies to the status of the applicant's householdhenday of
application.

Weatherization applicants that have received LIHEAP benefits within the previous 12 mvihths
not needto complete a new IHWAP application. If the applicant's income has not changed since
the LIHEAP application was approved, pycof theapprovedLIHEAP applicatianay be used as

the client's new IHWAP income and verification.

IHWAP/LIHEAP Application Instructions

OEA utilizes a duédne-page)LIHEAP/IHWAP application. PRINT all responses clearly and legibly.
Use a balpoint pen, rather than a pencil or fettpped pen. DO NOT USE CORRECTION FLUID
TO MAKE CORRECTION®S. correct, draw a horizontal line through the mistake and write
corrections to the side of the box.

Agency- Enter the Agency Name.

Intake Site- Enter thelocation of the intake site. If you wish, you may also use an intake site #
or code. The agency may use its own number or letter code.

Countyc¢ Enter the County that the Household resides in.

Application Date.Enter the date the application is takefhis will be an eighdigit number. The

first two digits represent the month (e.g., January will be 01, February will be 02, etc.). The
second two digits will represent the day of the month (01/31). The final four digits represent the
current calendayear. Example: February 18, 2012, will be recorded as 02/18/2012.

Service Requested Enter LIHEAP or IHWAP. If the applicant wants to apply for both programs,
enter LIHEAP/IHWAP.

Application Number- When this application has been entered into the LAREet system, the
Application ID # should be entered here.

Job Number- When this application has been entered into the WeatherWorks system, and
approved, the Job Number should be entered here.

Household Member Grid; This area should contain all of thefarmation for all household
members. If there are more than 4 members in the household, you must use an additional
application or supplemental sheet to record the additional household information.

HOHc Place a check mark on the line that representsif®sad of Household (HOH).
Social Security Number9 y 1 SNJ 1 KS K2dzaSK2f R YSYoSNRa {20Al f

Il F NR O2L) LINR2F 2F {{b YI& AyOftdzRS | 0O2Lk 27
license that shows the Social Security Number, or ather form of governmenissued
identification that shows both name and number. The Department of Commerce and Economic
Opportunity (DCEO) is committed to protecting the privacy of its vendors, grantees and
beneficiaries of programs and serviceat times, DCEO will request social security numbers
(SSNs) or other personal identifying informatidfederal and state laws, rules and regulations
require the collection of this information for certain purposes relating to employment and/or
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payments for goods ral services, including, but not limited to, grant®CEO also collects
confidential information for oversight and monitoring purposes.

Furnishing personal identity information, such as a social security number, is voluntary; however,
failure to provide equired personal identity information may prevent an individual or
organization from using the services/benefits provided by DCEO as a result of state or federal
laws, rules and regulations.

Last Name/First Name/Middle Initiat Enter the legal name of theousehold member

Date of Birth- Enter the birth date of the household member. This must be entered in the
following format: MM/DD/YYYY.

Ethnicity ¢ Enter the ethnic group
Sex. To indicate the sex of the head of household, chddk a male;Fif a female.

Disabled. If the applicant fits the description of a person with a disability, MéeSif not, mark
NO.

Ethnic Group.Indicate the ethnic group of the household member.

1 Asian, AsiasAmerican, Indochinese, Vietnamese

AfricanAmerican

Hispanic

Native American

White

Other than the above ethnic groups

Emancipated; Place a check mark on this line if the household member is emancipated.

OO WN

Disabled- Place a check mark on this line if the household member is disabled.

Household Income This setion pertains to all gross income received byrtbasehold members

at the time of applicationLIHEAP.Net will use a-8@y income eligibility period. Weatherization
uses a 1Zmonth eligibility period, or an approved LIHEAP application. The grosserammount

should be listed in whole dollar amounts onlglways drop the cents figure. For Weatherization
purposes, if the household can be documented as receiving LIHEAP benefits within the past
twelve months, enter the income amount by taking the-@@y LIHEAP income and multiplying

by 12. Attach a copy of the approval notification letter or a copy of the LIHEAP.net screen. It is
important to note that any new Weatherization application will require the income to be
RSGUSNNY¥AYSR 0@ 5 htold F& SHWAR, Pdcum2ntation muyst bé IBised on at

f SIad GKNBS Y2yidiKa AyO02YS LINA2N) (2 GKS RIFGS
tax return may not be acceptable, unless it was filed near the time that the IHWAP application
was conpleted. If an applicant does not have proof of income for the full 3 months, the best and
quickest way to handle this is to have the applicant go to the source of the income(s) and have
the source complete an Income Statement. If the applicant does na peoof of income, or is
claiming no (zero) income, then the Income Affidavit must be completed. This form is required
to be notarized.
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Wages/Salaries/SelEmployment. Enter the previous 3@day (IHWAFRL2 month) gross total of
all money, wages, and sales (before any deductiomsexcluding food or rent in lieu of wages.
Wages earned by child care and other odd jobs should also be entered on this line.

Applicants who are sed#mployed must complete the Sedfimployed Income Worksheet.
Wages/cash draws paito the applicant and/or household members are considered income. The
sum on the SelEmployed Income Worksheet will be entered on the application. In addition, if
Line C of the form shows a profit and Line D is maiesladd the profit amount to thericome

for that household member on the application. If Line C shows a loss, no action is required.

Social Security Administration (SSAYVhen using the award letter as documentation, subtract
the monthly Medicare amount from the gross monthly amount & the 30day income. When

using a copy of the check, a bank statement or a statement from the business that cashed the
check, use the actual amount to calculate thed&y amount, or multiply by 12 for IHWAP. Do

not add Medicare amounts to this figure.

Be careful not to confuse SSA benefits with those of Supplemental Security Income (SSI). Some
monthly amounts may change.

Unemployment. Enter the previous 3day/12-month total of payments for unemployment.

Supplemental Security Income (SSBnter tre total of payments from SSI, excluding Medicare
payments.

Temporary Assistance for Needy Families (TANE)ter the total of payments from TANF.

Aid to Aged, Blind, and Disabled (AABPnter the total of payments from AABD.

General AssistanceEnterthe total of cash or vouchers for cash from Transitional Assistance.

Other. Enter the total of all other sources of income not listed above.

Total Household IncomeAdd items and enter total.

Dwelling Type.¢ 2 AYRAOI GS (KS (& Igléircl@che of theKdlaiwid K2 f RQa
Single Familyneans a structure containing no more than one household unit.

Two to Four Unitsf there are 2, 3 or 4 household units in the dwelling or building in which
the applicant's household resides (e.g., a #8tory hause with one apartment on each
floor would be two units).

Five to Ten Unit#f there are 5 to 10 household units in the dwelling or building in which
the applicant's household resides. A TREAT generated model is required for buildings
with five or more uiits.

Eleven or More Unitsf there are 11 or more household units in the dwelling or building
in which the applicant's household resides. A TREAT generated model is required for
buildings with five or more units.

Mobile Homeif the applicant resides in mobile home.
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Group Homeif 3 or more people not related by blood or marriage where cooking and
eating facilities are shared or nonexistent, and which has previously been established and
identified as a group home.

Single Room Occupancy (SR@ans a conuged hotel or building whose occupants rent

a room and do not share eating facilities and are living as independents (i.e. not part of a
common group), and which has previously been identified as an SRO. A TREAT generated
model is required for buildingsith five or more units.

Sheltermeans units that house individuals principally on a temporary basis who may or
may not be related to one another and who are not living in nursing homes, prisons, or
similar institutional care facilities. A TREAT generatedel is required for buildings with

five or more units.

Ownershipg Circle the appropriate choice:
Ownsc Yes or No
Rent- If the household pays rent.
Subsidized Housind the household lives in subsidized housing.

Rent $- If the household rents, entehe amount of the monthly rent payment. If the household
owns, draw a line through the space. Negative rent (Housing Authority) should be entéied as

Food Stamps If anyone in the household receives Food Stamp/LINK/SNAP assistance, then circle
Yes.

Service/Site Address9 Yy i SNJ (1 KS K 2 dza Siddeess RrRlading Gtiahd ZpSodei (0 S
Try to be as detailed as possible, making note of any nugfibters of the Apartment, Box,
Building, Floor, Trailer Lot and/or other identifier. This addrevill be verified when the
application is entered into the system.

Phone#29 Yy G0SNJ 6KS KSIR 2F K2dzaSK2f RQa GStSLK2yS
reached. Then circle the appropriate type of Phone #1 (Home, cell, work, etc.).

Phone # 2 If the telephone number is other than that of the head of household, or an additional
number has been provided, enter it here. Circle the appropriate type of Phone #1 (Home, cell,
work, etc.).

Mailing Address 9 Y 1 SNJ 1 KS KSIFR 27F K 2fdiffie®fit thanSedice/Sité A £ A y 3
Addresslisted above. If the Mailing Address is the same asSthevice/Site Addressmark the

Same As Service Address Box LIHEAP.NetiReferralg Check any of the listed programs that

the household has been referred to.

VENDOR INFORMATION:

Client Pays- Separate boxes are available to capture the Client Pays data on the
application for Primary and/or Secondary vendors. Mark either or both boxes if the
applicant pays the bill(s) directly to the vendor(s). Do not maekltbx if the applicant

LI &a GKS oAff odzi GKS | OO02dzyi Aa Ay Fy2iG4KS
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Medical Certification- Mark this box if the applicant household qualifies as a Medical
Household.

Customer of Record (CORPrint the name of the primargnd secondary Customer of
Record.

Fuelg Primary- Enter the fuel type of the primary vendor on the line. Fuel types are:

Natural Gas

Propane

Fuel QOil

Electric

Wood

Coal

Other
Fuelc Secondary 9 Y 1 SNJ G KS FdzSf (eSS 27F { Kbd helatlLJLIE A O
related, the electricity must be an essential part of the Primary heating system such as an
electric thermostat, or a heating system fan or pump.

Special Instructions on Applicants Who Cut Their Own Wood as a Primary Fuel
Applicants who cut theiown wood are not eligible for LIHEAP assistance. If, however, a
reputable vendor is available and signs a vendor agreement, a DVP must be made to the
g22R @SYR2N) 2y (KS K2dzaSK2f RQa o0SKIfFTo
Vendor- Print the name of the Primary and Secondary vendoe Hitimary vendor is the

heat source for the unit. The Secondary vendor is the electric source. The name is copied
from a current bill the applicant presents.

Listed below are some accepted abbreviations for certain vendors:

Ameren CILCO AmCILCO AmIP

Ameren CIPS AmCIPS Ameren IP
Commonwealth Edison ComEd North Shore Gas
NICOR Gas North Shore Northern lllinois Gas

Peoples Gas
Note: The secondary heatlated vendor will be an electric vendor.

Account Number- 9 Yy 1 SNJ G KS | LILJX A Caryyaind SEc@rdiznSveior R Q a
I O02dzy i ydzyo SNA ® L¥ 0KS @SyYyR2NJ R2Sa yz2d d
last name plus last 4 digits of social security number.

Statusc Enter the status of the account. Iglisconnected from the vendor?
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Eligikility
Eligiblec Yes or No
Eligible Due to: Income If the household is eligible due to income, check this line.

Eligible Due to: 66% RuleWeatherization only If 66% of the IHWAP households residing in
this Site are eligible and the building is a Hpgreater than 5 units building, check this line.

Eligible Due to: 50% RuleWeatherization only If 50% of the IHWAP households residing in
this Site are eligible and the site idwo- or FourUnit building, check this line.

Eligible Due to: Autc Weatherization onlyg If any household member receives SSI, TANF, or
AABD, check this line.

Eligible Due to: LIHEAPWeatherization only If the household is eligible for LIHEAP, check this
line.

Eligible Due to: HTE Weatherization only If the househdl is eligible for the ECHR program
and the Housing Trust Fund, check this line.

Prior Weatherization Assistance If the household was previously weatherized, then enter the
date here.

LIHEAP ES Furnace Dati the household received prior ES Furnaceséasce, then enter the
date here.

ReDetermination IHWAR, If more than 12 months have passed since the last IHWAP application
was approved, then enter the f@etermination here.

Documentation- Enter the status of the needed documentation and the dateche

The Following Four Areas are for Verification/Determination Staff Qnly

Household Income; For verification purposes, carefully review the information for correctness
and documentation, then enter your initials and date here.

Household SSNsFor veification purposes, carefully review the information for correctness and
documentation, then enter your initials and date here.

Primary Energy Bill For verification purposes, carefully review the information for correctness
and documentation, then enteyour initials and date here.

Home Ownership- For verification purposes, carefully review the information for correctness
and documentation, then enter your initials and date here.

Applicant Signature- If the applicant cannot read thémportant Notice andthe Applicant
Statementon the application, the Intake Worker is responsible for reading and explaining the
material. The application must then be signed and dated by the applicant.

If another person provides the information, that persgnust be 18 yearor olderkhall sign the
FLILJX AOFyidQa yIFYSI KSYy GKSANI 246y VYI ®©$9.,JohiR AYR,
Jones by Mary Smith, daughter).
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If the person giving the information is other than an immediate household member, the applicant
must give written permission for the application to be signed by the person. The applicant/signer
must then enter the date.

If applicants are unable to sign their name to the application and have no representative to sign
for them, applicants may sign withy"- &afithey so desire. The intake worker must then initial

0 KS | LILI éBigniatyrel dRthe Inftake Worker The intake worker must sign his/her name

on this line and enter date of signature. DO NOT sign an agency or organization name or use the
iyadr1S 62Nl SNRa AYyAlGAlLfaod

Eligibility Verification/Determination Signature The Verification/Determination worker must

sign his/her name on this line and enter date of signature. DO NOT sign an agency or organization
YIEYS 2NJ dzaS GKS 62NJ] SNR&a AyAdGAlLfao

Payment Authorization Signature The Payment Authorization worker must sign his/her name

on this line and enter date of signature. DO NOT sign an agency or organization name or use the
g2N] SNRa AyAlALfao

Your Rights Handout If the Your Rightsnformationwas not able to be printed on the back page
of the application. The client must be provided with the separate-jpage handout at the time
of the application.

The intake worker gives the last page or copy of the application to the applicant and giaces t
first page (original) in the client file.

If any documentation is not provided (as required in the documentation section), the intake
worker must give the applicant a Documentation Request Form, indicating in writing the
documentation that the applicantust provide and the time in which it must be provided (no
less than fifteen (15) calendar days). A copy of the "Documentation Request Form" provided to
the applicant must be placed in the applicant's file.

Required Documentation
Both income documentatio and home ownership documentation are required to determine a
client's eligibility for home weatherization.

Income Documentation

At the time of application, gross income documentation must be provided for each person in the
household who has received inoe during the last 12 months. If a household is on a fixed
income (income that does not change), it is acceptable to verify one payment as income and
multiply the amount times twelve to obtain an annual amount. Examples of fixed income include:
SSA andS3

VA Benefits

IDHS payments (TANF, AABD, RRA)

Pensions

Acceptable types of documentation are:

Check(s) or copy of check(s) for the above described examples of fixed income
Check stubs that indicate payee, source, time period, and amount

= =4 4 -4 8 9 -9
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1 An affidavit of aperson who cashes the checks (such as currency exchanges,
banks, and grocery stores)

1 A medical eligibility card for TANF or RRA recipients (a copy of both sides of the
card must be made)

1 Statement or affidavit from the source of the income, such as an @yep| Social
Security Administration, IDHS (state office), Veteran's Administration,
Department of Labor, Township, etc. (Income Statement).

1 W-2 statements less than 30 days old.

Documentation must be based on at least three months income prior to the détthe

F LI AOFGA2Yy ® C2NJ SEIFYLX ST (KS LINBGA2dza &SI NI
filed near the time that the IHWAP application was completed. If an applicant does not have

proof of income for the full 3 months, the best and quickesty to handle this is to have the

applicant go to the source of the income(s) and have the source compldteame Statement

Forms should be provided for each source of income and may be returned directly to the agency
by the income source. In suchses, agencies may consider providing-adifiressed, stamped
envelopes for this purpose.

If an intake worker examines the documentation, such as a check, and determines that it cannot
be kept on file, either a copy should be made of the documentation afadavit filled out by
the intake worker if it is not possible to make a copy.

Undocumented (Zero) IncomeThe intake worker must document how the individual manages
without income(i.e., living on savings, gifts, etchis is done by having the amgant fill out an
Income Affidavit stating the amount and the source (to include name, address, etc.

Dept. of Human Services. Cash payments from TANF, AABD supplemental payments,
Transitional Assistance, and Refugee/Repatriate Assistance (RRA) arereohisideme. Food
Stamps, medical assistance (see below), and cash payments made to providers on behalf of
clients are not income.

Recipients of DHS Assistance receive a medical eligibility card. This card can be used to determine
the type of assistancenal number of recipients.

IF THIS CARD IS CODED WITH ASSISTANCE 04 OR 06, THE RECIPIENT IS RECEIVING TANF.
MAKE A COPY OF THE CARD (BOTH SIDES). THIS IS SUFFICIENT DOCUMENTATION FOR TAN
INCOME.

The IDHS case ID number is divided in the following manner:

Category PA Local Office Basic Number
00 000 000000

The type of assistance received is indicated on the medical eligibility card by the codes:
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Cash Assistance  Medical Assistance Only

00 RRA 90
01 AABD 91
02 AABD 92
03 AABD 93
04 TANF 94
06 TANF 96
07 GA- Chicago Only 97

LIHEAPElIigibility for LIHEAP means automatic eligibility for IHVid&Rever, the applicant must
have been notified of LIHEAP benefits within the last twelve months. Otherwise, a new IHWAP
application must be taken. Acceptablealimentation is a copy of any of the following:

1 LIHEAP application with an authorization signature dated within the last twelve months

1 Copy of the notification letter dated within the last twelve months

1 Written statement or affidavit from the LIHEAP agency

1 Copy of the LIHEAP.net screens

Rental Income.Rental income is counted if: 1) the applicant rents property outside his/her own
household or, 2) if the applicant shares his/her home (i.e., one household unit with a boarder(s)
and/or renter(s) who is NOtelated). For item #2, do not count the renter(s) as household
member(s) or include his/her income in the household's income. In the situation of an income
eligible, owneroccupied landlord, the applicant may deduct from their income those expenses
assotated with operating the property (i.e., heating costs paid by landlord, maintenance, etc.).

If the Applicant Requests Assistance in Obtaining Documentation
While the major responsibility for obtaining documentation rests with the applicant, the agency
mayassist on some occasions (for example, when an employer will not provide the information
requested, or when a social security office delays the verification process). While it is best to
have written documentation, the agency may verify the informatigriélephone in cases
where the written information is difficult to obtain. If this is done, the file must contain a
statement which includes:

1 Person contacted and their relation to applicant (e.g., employer)

1 Date of call

1 Address and telephone number pérsonscontacted

1 Information obtained in the telephone contact

1 Signature of person(s) at the agency who made contact
Ownership Documentation
If an applicant owns his/her home, documentation must be provided by the applicant to verify
home ownership. If th@pplicant rents, the landlord must supply proof of building ownership.
This documentation may include a copy of the deed, property tax bill, mortgage payment book,
or an authorization statement from the executor of a blind trust, etc.
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In addition to theabove described documentation, the following document must be completed
by the applicant who owns, and placed in the file:

Building Owner Certification Work Authorization.

If the applicant rents, the landlord must complete both forms before the uniteteminined
eligible:

9 Building Owner Certification Work Authorization

1 Rental Agreement
These forms must be placed in the applicant's file as documentation, and a copy given or mailed
to the applicant and/or landlord.

1 Note: After the applicant and intakeorker have signed the IHWAP application form, the
application is ready for data entry. All weatherization applications, regardless of status,
are to be entered on the WeatherWorks systerBection XlI, Program Reportjng

Rental Properties

IHWAP will beompleting work on rental properties in 2020, paying the State Prevailing Wage
(reference the lllinois State Prevailing Wage factach job descriptiofi.e.: carpenter, plumber,
electrician, etc.)Anlllinois Department of Labor, Certified Payfedrm must be completed and
present in the client file for all workers associated with labor activities conducteahddWAP
Rental PropertyThere is still the caveat for an income eligible landlord that livesiten For
more information please contathe lllinois Department of Labor.

LAA Staff Applications for Assistance
Any applications for Weatherization Assistance that are made by Local Administering Agency
(LAA) employees (full or patitne), or immediate family members of LAA employees, musit firs
be reviewed, approved or denied and signed off on by the LAA Executive Director
T 1y SYIFAf RSGFAfAYI (GKA& | OGA2Y Ydzald oS
Weatherization Specialist.
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FORMS AND EXHIBFOESECTION IMNTAKE

Agency-Contractor Agreement.........ccoeevveieeiiiiiiiieeceineeeens Page65
Home OwnetAgencyCoNntract ..........ccocevvveiiiiiiieecceeeeens Page68
OwnerOccupiedAgencyContractor Contract....................... Pagerl

LEttAYy2A4a 5SLINIOYSYU 2F [ | oPager
Sanple IHWAP Rental AgreemedxkKXXXXXXX.. X X X X X.Rager5
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AGENCYCONTRACTOR AGREEMENT

THIS AGREEMENiacke the [DATE] by and betweefAGENCYherein referred to as the

AGENC)Yacting herein through its Executive Director, and , (a company) of

, County of , and State of lllinois, herein referred to as the

CONTRA@R

The term of this contract shall be for a periodBERIOD OF CONTRA®EGnning[DATEand
ending [DATE] TheAGENCWill give thirty days advance notice in writing of the intention to terminate
the AGREEMENTTheAGENCMunder the provisions ohis Agreement, may terminate this
AGREEMENM accordance with the general conditions of this contract if any provision of this contract

is violated.
WITNESSETH hat for and in consideration of the pagnis and agreements hereinafter

mentioned, to be mee and performed by ,G@NTRACTORreby agrees with

the AGENCY commence and complete the basic and/or furnace weatherization work described as
follows. The job names and numbers assigned taQ@NTRACTQRII have weatherizatiomaterial

items installed (as designated by the Work Order of each individual dwelling) according to the terms and
conditions stated in the attache8cope(s) of Service, General Labor Specifications, Notice to Proceed,
Contractors Individual Work Packet Agment. TheCONTRACTQRreby agrees to perform all work at
his/her own proper cost and expense and to furnish all machinery, equipment, tools, supervision, labor

insurance, and other accessories and services necessary to complete said jobs.

ThisAGREEMNTshall include the following documents marked as Exhibits and made a part
hereofand theCONTRACTCHgrees to comply with such Exhibits, in addition to any and all other
related IHWAP documents, as determined by the Agency, in accordance with IHWSAPeguéations

and policies

Exhibit A,Owner-Occupied Weatherization Contract, dated

IHWAP P2020 PROGRAM OPERATIONS MANA3gd 65



Exhibit B,Supplemental Conditions, dated

TheCONTRACTGQHRall, in a satisfactory and proper manner as determined byAGENCY
perform the folowing: supply materials listed on the bid sheets at the cost accdpietie agreement
for the duration of the agreement; provide that the quality and acceptable standards of safety and
effectiveness of all materiglandmeet appropriate standards fore&atherization materials

TheCONTRACTGIgrees to assume financial liability for all materials used according to
the terms and conditions outlined in this Contract and to fully complete each group of
Weatherization jobs within thirty (3@alendardays fom the day theCONTRACTGHRyns for
the work orders from theAGENCY TheCONTRACTQRreby agrees to be responsible for
storing any materials to be used at the job site. In the event of theft, fire or flood, which may
damage said materials; tteONTRA@Ragrees to replace all materials at his/her own
expense and to complete the work as specified.

TheAGENCWEATHERIZATION PROGR#kées to pay th€ONTRACTOR a timely manner
in current funds, for the performance of the Contract, subject to addgtiand deductions, as agreed upon
by the AGENC¥nd theCONTRACTOR

TheCONTRACTGHRall maintain such records and accounts, including property, personnel,
financial records, as are deemed necessary byAG&NCY0 assure proper accounting for all funds.
These records will be made available for audit purposes tAtBENC¥nd will be retained for three (3)

years after the expiration of the Contract unless permission to destroy them is granted BGERCY
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SIGNATURE PAGE

IN WITNESS WHERE®IE parties to those present have executed this Contract in two (2)
counter parts, each of which shall be deemed an original, in the year and day first mentioned and

mutually agreed that the length and duration of this contract will remain in effect from (dateete).

Agency name Contractor name
Street address Street address
Phone number Phone number
Agency FEIN Contractor FEIN or SSN
BY: BY:
Signature of agency representative Signature of contractor representative
Executive director Title
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HOMEOWNERAGENCYONTRACT

This OwneiOccupied Weatherization Contract, hereinafter referred t(A@&REEMENTMade
the [DAY] day of [MONTH], [YEAR], by and betid&@MEOWNERhereinafter referred to as the
OWNERand [AGENCY/NONPROFIT], hereinafter referredAG&NCY

WHEREAS, ti@WNERs the owner and occupier of a singlamily residential structure located
at [ADDRESSjereinafter referred to as thPROPERT¥nd

WHEREAS, tleWNERwvishes to weatherize thEROPERT ¥ereinafter referred to as the
PROJEGHith funds provided byAGENCYhrough the! D 9 b /[WEATHERIZATION PROGRAi

WHEREAS, tt@WNERwvishes to engage thAGENCY undertake thePROJEGCINd the
AGENCWishes to perform the?ROJEC®r the OWNERand

WHEREAS, tt@WNERand theAGENCYecognize that the receipt and use of the funds
obligates them to comply with all Federal, State and lteas, ordinances, rules, regulations, circulars,
and executive orders applicable to tRROJECT

NOW, THEREFORE, the parties do mutually agree as follows:

1. That for and in consideration of the payments and agreements hereinafter
mentioned, to be made anderformed by theAGENCYthe AGENCYereby agrees with the
OWNERo commence and complete tHeROJEGIescribed as follows: thAGENCWill install
weatherization material (as designated by the Work Order fortttfe b 9 wwkling).

2. TheAGENCYereby agreeso perform all work at his/her own proper cost and
expense and to furnish all machinery, equipment, tools, supervision, labor insurance, and other
accessories and services necessary to complet€R@JECT

3. The AGENCYhall, in a satisfactory and propemanner as determined by the
OWNERand theAGENC)Ysupply materials listed on the bid sheets at the cost agreed to by the
AGENCT6r the duration of theAGREEMEN®&Nd provide that all weatherization materials meet
appropriate standards of safety and effe®ness.

4, TheAGENCHgrees to assume financial liability for all materials used according to
the terms and conditions outlined in thisGREEMENANd to fully complete th ROJEGHithin
thirty (30) calendar days from the date hereof.

5. TheAGENCYereby arees to be responsible for storing any materials to be used
at the job site. In the event of theft, fire or flood, which may damage said material GENCY
agrees to replace all materials at his/her own expense and to complete the work as specified.

IHWAP P2020 PROGRAM OPERATIONS MANA344 68



6. The AGENC¥grees to accept payment for services rendered to@WNERor
performance of theAGREEMEN$ubject to additions and deductions as agreed upon by the
OWNERand theAGENCY

7. TheAGENC¥grees that they will indemnify and hold t@/VNERarmless from
any and all claims from all parties including &’ ENC¥hemselves, their employees, and their
subcontractors.

8. ThisAGREEMENMay be executed in any number of counterparts, all of which
shall be taken to be one and the same instrument, for the esafffect as if all parties hereto had
signed the same signature page.
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SIGNATURE PAGE

IN WITNESS WHERE®E parties hereto have caused this Contract to be executed and attested by their
authorized representatives.

OWNER:

Representative:

DATE:

AGENCY:

Representative:;

DATE:
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OWNEROCCUPIED WEATHERIZATION CONTRACT

This OwneiOccupied Weatherization Contract, hereinafter referred t(AN@&REEMENMade
the [DAY] day of [MONTH], [YEAR], by and betid&@ME OWNERhereinafter referred to as the
OWNER[CONTRACTQR4 compan) of , County of , and State of
lllinois, herein referred to as theONTRACTOBRNd [AGENCY/NONPROFIT], hereinafter referred to as
AGENCY

WHEREAS, tf@WNERs the owner and occupier of a singhamily residential structure lodad
at [ADDRESSjereinafter referred to as theROPERT¥nd

WHEREAS, tt@WNERvishes to weatherize thPROPERT ¥ereinafter referred to as the
PROJEGHith funds provided byAGENCYhrough the! D 9 b /[WEATHERIZATION PROGRaAM]

WHEREAS, tt@WNERwishes to engage theONTRACTQR& undertake thePROJECANd the
CONTRACTQRshes to perform th®ROJECHr the OWNERand

WHEREAS, teGENCWill act ash 2 b 9 \ade#t to direct thePROJECANd provide the
CONTRACTQ#Rth the agreed upon funds undéhis AGREEMEN&Nd

WHEREAS, tt@WNERand the CONTRACTORBcognize that the receipt and use of the funds
obligates them to comply with all Federal, State and local laws, ordinances, rules, regulations, circulars,
and executive orders applicable to tRRQECT

NOW, THEREFORE, the parties do mutually agree as follows:

That for and in consideration of the payments and agreements hereinafter mentioned,
to be made and performed by the GENCYhe CONTRACTQRreby agrees with the
OWNERo commence and completine PROJEGIescribed as follows: the
CONTRACTGRII install weatherization material (as designated by the Work Order for
theh 2 b 9 wWweling) according to the terms and conditions set forth in the Agency
Contractor Agreement and attachments.

TheCON'RACTORereby agrees to perform all work at his/her own proper cost and
expense and to furnish all machinery, equipment, tools, supervision, labor insurance,
and other accessories and services necessary to completeRIRIECT

The CONTRACTO$hall, ina satisfactory and proper manner as determined by the
OWNERand theAGENC)Ysupply materials listed on the bid sheets at the cost agreed to
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by the CONTRACTCGHRd theAGENCYor the duration of theAGREEMEN@&N provide
that all weatherization materials eet appropriate standards of safety and effectiveness.

TheCONTRACTCHrees to assume financial liability for all materials used according to
the terms and conditions outlined in tisGREEMENANd to fully complete th& ROJECT
within thirty (30) calendadays from the date hereof.

The CONTRACTOtereby agrees to be responsible for storing any materials to be used
at the job site. In the event of theft, fire or flood, which may damage said materials; the
CONTRACTCHgrees to replace all materials askher own expense and to complete the
work as specified.

The AGENC¥grees to pay th€ ONTRACTQR behalf of thecOWNERIn a timely
manner in current funds, for the performance of tAMSREEMENSubjectto additions
and deductions, as agreed upon ietOWNERAGENC¥Nnd the CONTRACTOR

TheCONTRACTGIgrees that he or she will indemnify and hold @g&VNERharmless
from any and all claims from all parties including @@NTRACTOfnself, his
employees, and his/her subcontractors.

ThisAGREEMENTaybe executed in any number of counterparts, all of which shall be
taken to be one and the same instrument, for the same effect as if all parties hereto had
signed the same signature page.
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SIGNATURE PAGE

IN WITNESS WHERE®E parties hereto have caus#iiis Contract to be executed and attested by their
authorized representatives.

OWNER:

Representative:

Date:

AGENCY:

Representative:

Date:

CONTRACTOR:

Representative:

Date:

FEIN/SS#
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/1 State of lllincis
L Minois Department of Labor

Certified Transcript of Payroll

D00 Casa Flle Mumber: Payrall Start: Payroll End:
Contractor andlior Subcontractor Public Body Information
ICompany Bame] (Contact Mama} |Pubsibc Eady Mama) iContact Mamal]
({Contract Numibar)
(Strast Addrass) ("] [Stroet Address) [Tr%]
[Profect Numbsn
‘Staha) Fipooda] (Telaphona Mumbss] (State) Fipeoda) (Talaphono Mumbar)
[Profect Location;
Report Hours for Each Day, Induding Cvertime Houwrs, List Hourly Prewvailing Wage Rate and Hourly Fringe Benefits Allotments.
Wiorker Name, Address * Hows worked each day Totd Siignt | Total OT | Hourly Wage | OT Wage Per Pay Parod
Last Four of 35N & Telephone Mumber SUN  MON TUE WED THR R SAT Time Hours Hours Rate Rate GEs hiet
Py
H|

Labor Classicaion

Hourly Fringz Benafit  Pension: |:|

Healthnwelfare- :l

Training: |:|

Lainor Classicaton

=

Hourly Frings Benaftc  Fension: |:|

Healthwielfare: I:l

Tralnin

Labor Classicaion

Hourly Fringe Benait  Pension: [ |

Health/Welfare- :l

Tralnin

J—

Flzase place an F by the hourly rate for finge benefits paid to a Fund joinfly managed by one or mone labor organizations or employers in accordance with the federal Labor

Management Relations Act (See instruction 4 for completing this form)

n addition confractors/subcontractors whi do not make contributions for coversd fringe benefits to a fiings

benefit fund that is jointly managed and joindly govemned by one or monre labor organizations o empboyers in accordance with the federal Labor Management Relations Act must provide
the additional inforrmation set fiorth on the form on page 2 (see Instruction 5). Contractors/subcontractors who do not rmake contributions for finge benefits on 3 per hour basis for each
hiour weorked miest convert such contributions to an annualized per hour basis for purpose of reporting on this form in accordance with instruction 5. You must keep oniginal records

showing start and end time each day.

IL452CMO2
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lllinois Home Weatherization Assistance Program
Rental Agreement

l , certify that bm the owner/authorizedagent for the property located at

(Owner/landlord initials here) | understand that the energy efficiency and health and safety work
performed on my property is being offered to benefit the tenants of my building and is offered free of charge.

(Owner/landlord initials here) | certify that | have given my permission to (local agency name here), the
weatherization agency or its designatikagent, to allow work on the dwelling and/or mechanical systems at the
property listed above.

Owner shall mean either the party holding the legal title to the building located at the above address that contains
a total of dwelling units or the peos authorized, in writing, to enter into a contract for the party holding
the legal title to the said building.

This agreement entered into by and between the Owner/Authorized Agent, Tenant and the Weatherization Agency
shall be subject to the followingonditions:

1. (local agency name heragrees to provide weatherization services to the residence of the
Owner/Authorized Agent that is occupied by the current tenant(s) with the owner paying 0% of any
weatherization work as noted above.

2. The owner and his oher heirs or assigned agrees not to raise the rent (based on the weatherization
improvements) on the described property for a period of 12 months from the date of the completion of the
weatherization final inspection. At present, the rentis $ per . (HUD/Section 8 annual
rental restructuring increases are exempt and may still be applied as a rental increase.)

3. The owner and his or her heirs or assigned agrees that the tenant will not be evicted without legal cause
(non-payment of rent, etc) for a period of 12 months from the date of the weatherization final inspection.

4. The owner hereby affirms that the premises are not presently being offered for sale. If the owner sells the
building within 12 months from the date of the weatherizationrfal inspection, the new owner must
comply with the terms of this agreement.

5. The agencynd owner agree that the tenants are the persons to benefit from the weatherization program
and may enforce this AgreementThe agenchall provide a copy of this agement to each tenant. The
owner agrees to provide a copy of this Agreement to all future tenants while this Agreement is in effect.

6. The owner understands that weatherization work performed will be guaranteed for a period of 12 months.

If this agreenent is not adhered to by the Owner, the cost of the weatherization improvements shall be reimbursed
by the owner to said agency providing the weatherization services.

| certify that | agree to the aforementioned provisions of this agreement.

Signed

(Owner/Authorized Agent) (Date)

IHWAP P2020 PROGRAM OPERATIONS MANAagd 75



SECTIONADETERMINATION

Determination of Client Eligibility
Determinatio is the step irthe client application processing that ensures the household is eligible
for weatherization services. It is a cradseck of the information and documentation provided at
intake. Thedetermination steps for the agency's protectionby having two people review the
application reduces the likelihood of ineligible clients and related monitoring findings.
Determination may not be performed by the same person who did intake unless a waiver is
approved by DCEO/OCA.
Determination responsikties include the following:

1 Reviewing the application form to see that it is complete

1 Assuring all documentation is present

9 Determining if documentation is valid

1 Completing application verification

1 Redetermining eligibilitywhen necessary)

Assuring Docmentation is Present

The applicant has a maximum ©% calendar days from the date of application to supply the
necessary documentation, or the agency will deny the application. For this reason, it is
recommended that pending files be organized by date.

When documentation has not been received, the agency may attempt to contact the applicant
either by telephone or lette(please document that effort)Any contact should indicate that the
application will be denied unless the documentation is submitted @ray include an offer to assist

in obtaining the documentation.

Once the documentation is complete, the LAA Basalendar days from the date all documentation
was received to determine and notify the client of their eligibility statindake instructbns require
all documentation to be datstamped on the date of receipt. This date is day (hef the thirty
(30)day determination and notification period.

Reviewingand Validatingthe Application Form

This is a confirmation of the intake work. d$tthe responsibility of the person performing the
determination step to assure intake has been done correctly. For this reason, the determination
worker must be as familiar with intake instructions as intake workers are.

Verifying Household Income Inforntin:
The determination/confirmation process should verify the number of persons, types of income, and
who receives which income documented in the file corresponds to the application information.

Recipients of SSI, AABD or TANF, and applicants notifiedHEAP eligibility

within the last twelve months are automatically eligible for IHWAP.
Using the family size indicated in "Number of Household", determine/confirm that the verified
annual income iat or belowamountlisted on the Income Eligibility Glgline chart.
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Determination of Building Eligibility

In addition to determining a client's income eligibility, it is also necessary to assure the building is

eligible to be weatherized. Prior to authorizing the work, verify that documentatiotained,and

procedures followed to support building weatherization. Requirements will vary by building type:
Single Family OwneOccupied. Dwellings shall be assisted if they are occupied by an
incomeeligible owner. The owner must supply proof of propertynenship.

Single Family RenteDccupied. For dwellings occupied by incoredigible renters, a rental
agreement signed by the landlord is required. The weatherization process cannot move
forward until the Rental Agreement is signed.

2-4 Unit Rentals.If one unit of a Two Unit building is, or two units of laree or FourUnit
building are, occupied by incomeligible renters, and the building has a common
foundation, then the entire building may be weatherized. If this is the case, then the
landlord nust sign a rental dwelling unit agreement.

NO ARCHITECTURAL WORK IS TO BE DONE ON ANY UNIT WHERE THE HEATING SYSTEM |
BEEN DETERMINED TO BE UNSAFE.

Condominiums Condominium units in multifamily buildings cannot be weatherized as
singlefamily homes. To weatherize a condominium multifamily building all 100% of the

0dzZAf RAY34Q O2yR2YAYAdzY 26y SNRBR Ydzald ljdzr t AF& |
and 50% eligible household threshold applicable to multifamghtal buildings does not

apply to camdominium multifamily weatherization projects.

1 An exception will be made to allow weatherization of unit in a condominium multifamily
building assinglefamily unit when a townhouse or duplex unit has no common spaces or
shared HVAC systems with other andnd it can be energy modeled to justify
weatherization measures that solely benefit that townhouse or duplex unit.

Redetermination of Eligibility

If actual weatherization work (materials installed) has not begun on the unit witlygarfrom the

date digibility determination, household income eligibility must be-determined. Unless a
substantial amount of information on the application has changed, a new application will not need
to be completed. In this case, sign and enter the date of the reatjic to complete the
application.

If the client is oveincome or otherwise determined ineligible after -determination, the
application is denied. However, if work has begun within the required timeframe on the mechanical
system, it is not necessarg te-determine client eligibility.

ReWeatherization

HHS and Statgrants will have d0-Program Year revolving dafer re-weatherization{i.e.: if a
home was previously weatherized inZ008 it would qualify to be rereatherized in P'2018 based

on income eligibility and the priority ranking systenijocal Weatherization agencies must keep a
card file, tracking system, or spreadsheet of previously weatherized units to ensure that ineligible
units are not reweatherized. All homes that are to be-weeatherized under this policy must be
pre-approvedby DCEO/OCA before work can begin.
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SECTION VI: WORK AUTHORIZATION

The Work Authorization process links eligible clients to the weatherization services and includes
the following activities:

1 Overseeing atint notification

9 Prioritizing assessment for IHWAP Clients

1 Receiving authorization for work on multnit buildings, SROs, Shelters, and Group
Homes
Reversing approvals and denials
Selecting heating contractors
Tracking of assessment timelines and schiedule-determination and reassessment
when needed.

= =4 -4

Client Notification

The agency ha80 calendar days from the date the application documentation is complete to
determine eligibility and notify the applicant in writing the status of the application. p ob the
notification letter, as well as the approval or denial letter must be placed in the client file. The denial
letter must include appeals information and the appeals brochure. (Sample letters appear at the
end of this section Formsand ExhibitsSection Vi- Work Authorizatioi

Process for Eligle Applicants:
1. Eligible applicant will receive a letter of notification

2 Eligible application will be prioritized
3. High priority applicant will receive Approval letter
4. I LILXE AOlFyiQa K2YS gAftt o0S aasSaasSRr
5. Applicant's home will be weatherized
6. Applicant's home will be inspected
Process for Ineligible Applicants:
1. Ineligible applicant will receive a letter of denial
2. Ineligible applicant will receive information on process for hearing and appeals

Prioritizing Howseholds

Upon approval of a higpriority ranked household applicatiomcluding homes that qualify for re
weatherization, the file is to be marked in a manner thdgntifies the household as a priority
household. The only exception to this rule appldsen weatherizing a muliamily building. In

such cases, the need to weatherize the entire building takes precedéieatherization work for
all_high priority households should be immediately scheduled for assessment and installation of
weatherizationmeasures.

Agencies should remember that all timeframes remain in operatiohhis system will result in
higherpriority households receiving weatherization services fitstis possible that lowpriority
ranked households may not be scheduled for assesds during any given period. These
households may be included in the next subsequent priority ranking.

Extenuating Circumstances

As described in Section | of this manual, Section 440.18 of the DOE Rules and Regulations describes
the allowable weatheriZigon expenditures. Three specific circumstances will reverse the
determination to provide or deny weatherization services:
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1. The approved household lives on a site scheduled for clearance or demolition within 12
months of the date of weatherization

2. A houselold is denied as having received prior weatherization, but the unit has been
damaged byfire, flood, or other act of God and the repair of the damage to the
weatherization materials is not paid for by insurance. In other wdtdsdenied house due
to prior weatherization is approveor reasons outlined above.

3. The unit approved for weatherizatiobecomes vacant before weatherization work is
completed. A vacant building is not to be weatherizéfda client is a homeowner, work shall
be discontinued, anthe unit shall be counted as a complete.néft owner occupiedand
the landlord signs an agreement to rent to another lowome eligible client withiri80
calendar days, work shall be continued, and the unit shall be counted as a completion. If the
landord refuses to sign the agreement, work shall be discontinued.

IHWAP Timelines
Work Authorization includes the responsibility of the agency to follow the required timelines as
described below:

Eligibility Determination.

The agency ha80 calendar daysrdbm the date an applicant's documentation is completed to

determine and notify the client ofheir application status. If documentation is incomplete at time

of application, the applicant has a maximum D% calendar dayso provide the necessary

information. If the required documentation is not provided, the application will be denied.

1 ReDetermination.

If weatherization worKmaterials installedpas not begun on the uniithin 1 year from the
date eligibility determination was made, the income Hlility must be redetermined.
Unless a substantial amount of information on the applicativms changed, a new
application will not need to be completed. If the client is eweome or otherwise
determined ineligible after reletermination, the applicéon is denied. It is not necessary
to re-determine client eligibility if work has begmaterials installedvithin the required
timeframe. If more than 1 year has elapsed since eligibility determination and
weatherization measures are installed wititaure-determination of the income, the costs
of those measureare disallowed.

Assessment.

Prior to beginning any weatherization work, trained agency personnel will conduct an assessment

for architectural shell and mechanical systems weatherization.

1 ReAssessment.

If weatherization work has not begwaithin 1 year of the original assessment date, an on
site reassessment is necessary. The assessment mustdadculated,and a new Work
Order printed. Caution must also be taken when assessmentslie®re completed, work
has not started and spans over program years where program rules have changed. New
rules apply when work has begurrailure to comply with new program rules will result in
disallowed weatherization costs.

Work Began.

Under the abee guidelines, actual weatherization work must begin withiryearof the date
eligibility determination was made. No work (mechanical or architectural) is to be started until the
Weatherization Audit System(s) has determipetiich cost effective measusewill be done on the
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entire unit. The final costs for mechanical work must be determined before architectural work
begins, to avoid exceeding per unit costs maximums.

1 Work Begammeans: architectural and/or mechanical contractors or LAA crews have dtarte
the weatherization work processVhere an assessment is completed but the work has not
yet been started the agency is responsible for conforming the work to any changes in
programmatic rules that have been changed in the period between the assessniewbak
start date. Inthose cases where program rules have changed, those new rulesFapipiye
to comply with new program rules will result in disallowed weatherization costs.

Work Completed.
All weatherization work must be completed on each unithwn 90 calendar days of the date work
was begun on that unigxcluding multifamily projectsconsisting of 5 units or more.

1 Due to the limitations of the WeatherWorks System, and following Best Accounting
Practices, ALLweatherization projects that arstarted in one production year must be
completed and closed out in that same production yeatLcompleted weatherization jobs
must be Cost Reported in a single production y&ailure to complete all of the work on a
home in the same program year thatwas started may result idisallowed costso the
LAA. If an LAA anticipates that this situation may arise, OCA must be notified as soon as
possible to assist in the resolution of the issue.

Final Inspection.

The final inspection must be done withitb calendar days after work on the unit has been
completed unless an extension waiver has been graniall all of the required paperwork is
turned in by the contractor.In the event the Final Inspector determines the unit is alcatk due

to workmanslip and/or missed measure(s) the-tfay time frame is nullified and will +&tart upon
completion of the workmanship or cdllack measure(s) being remedied and final inspection
approval has been obtained.

CallBacks and Change Orders.

All caltback measuresand/or change ordersresulting from the final inspectiomrmust be
satisfied within 15 calendar days of the final inspection or the reason for the delays must
be documented in the client file until the measures are completed.

1 CaliBack measures and/ohange orders resulting from &tate Monitoring Visimust be
satisfied within 3&alendar days of the receipt of the Monitoring Letter or a partial response
isrequired,and thepartial response proces®gins. The goal is to have all outstanding issues
resolved within 60 calendatays from the initial notification.

Data Entry.

Agencies are required to complete data entry on the WeatherWorks System on each unithgithin
calendar daysf the final inspection date. The completed unit is to have finalscestered into the
Costs Reporting Screens of the WeatherWorks Energy Audit withicalEhdar daysof final
inspection.
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The Data Entry includes completing thd KI v IS | daadda3d 2 WSIWG Oietinds Bl (G S & €

thea | A a (0 2 NAtéblinfordéitb derSiméthat the established deadtines are being met.

Charge:
Cost Reparting

I []

Cortractos Dates

Contractor Aszsigned Stated _ Retuned _ Failed

/2320 7
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
Weatherization APPROVAL LETTER

Date

Dear

Your application for the lllinois Home Weatherization Assistance Program (IHWAehnas
approved for assistance to improve your home's energy efficiency. A staff member will contact
you to set a time to inspect your home to determine if it can be weatherized.

The steps taken in weatherizing a home are as follows:

1. One of our staff memhbs will assess your home and conduct a computerized energy audit
that will determine the work to be done.

2. The work to be done will then be placed on a schedule. You will be called and advised of
the date when work will begin on your home.

3. When the weatheization work is complete, a staff member will come to inspect the

quality of work. You will then be asked to sign the final inspection form that indicates that
an inspection was done.
The purpose of this program is to reduce a home's heat loss. Heataongse reduced by:
1. Stopping infiltration
2. Adding insulation
3. Make sure the furnace is working properly

The work generated by the energy audit will be completed. The labor and materials to perform
the weatherization work is provided to the applicant at name.

If you have any questions about the weatherization program, please contact

We appreciate this opportunity to serve you.

Sincerely,

cc: Applicant's File
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
DENIA OF ASSISTANCE LETTER
Date

Applicant's Name
Applicant's Address
Dear Applican):

Your application for the lllinois Home Weatherization Assistance Program (IHWAP) has been
considered and a determination was made that your househalekigyiblebecause:

Your household's total income was over the allowable limit for your household size.

Your residence has already received Weatherization Assistance on
Date
Your household did not submit all required documents and/or information by

, the required date for submission.

p2 i 2!

po]

Date
There are insufficient funds available in this program year.
Your home is not structurally sound and the energy conservation measures that could be
installed would not be effective.

A _ Other

>

You havea right to appeal this decision by requesting an informal conference at our agency within
30 days of this letter by contacting:

Remember, you have a right to reapply for assistance.
Sincerely,

(Agency Representatiye

cc: Applicant's File
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(LAA Mme)
WEATHERIZATION PROGRAM FURNACE CONTRACT

JOB NO.

THIS AGREEMENT, made _thisday of , 20, by and between the

, herein referred to as acting herein through its Executive
Director, and [strike out inapplicable terms
corporation a partnership an individuaf o , County of

, and State of , herein referred to as the Contractor.

WITNESSETH: That for and in consideration of the payments and agreemeimnisftesre

mentioned, to be made and performed by , the Contractor hereby agrees with

to commence and complete the construction described as follows.

Job no. , hereinafter called the Project, for the sum_of dollars ($ )
according to the terms and conditions stated in the attached Scope of Services and General Labor
Specifications, as well as any General and/or Special Conditions attached to the Contract. The
Contractor hereby agreds perform all work at his/her own proper cost and expense and to

furnish all machinery, equipment, tools, supervision, labor, insurance, and other accessories and
services necessary to complete said Project. The Contractor hereby agrees to acquirg #ord pa

all materials according to the method outlined by

at apublic meeting prior to program startup. The Contractor agrees to assume financial liability
for all materials used according to the terms and conditions outlined in this Contract and its
attachments. The Contractor hereby agrees to commence work under this Contract on or

before (a date set by a Notice to Procgeahd to fully

complete the Project within thirty (30) consecutive working days thereafter. The &xoir

hereby agrees to be responsible for storing (if needed) any materials to be used at the job site. In
the event of theft, fire or flood that may damage said materials, the Contractor agrees to replace
all materials at his/her own expense and to coetplthe work as specified. The Contractor

hereby agrees to guarantee the materials and labor for a period of one year after installation.

agrees to pay the Contractor in a timely manner in curfentds

for the performance ofthe Contract, subject to additions and deductions, as agreed upon

by and the Contractor.
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IN WITNESS WHEREOF, the parties to those present have executed this Contract in
two (2) counteparts, each of which shall be deemed an original, in the year and day first

mentioned.
(LAA Name) (Contractor)
(Signature) (Signature)
Title Title
Date Date
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NOTICE TOWNER

This is to notify you that on , (Date) or soon thereatfter,
intends to make payment of $ (Ar to
) for done at (Building Address).

LAA) has inspected the work and has determined it to be completed

in a satisfactory manner. Should you have any cause why payment should not be made to

the contractor as set forth above, please notify prior to the

date indicated 6ér payment.
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SECTION WIPROGRAM REQUIREMENTS

The Local Administering Agency (LAA), as ag&utiee for lllinois Weatherization Program Grants,

will comply with the lllinois Home Weatherization Assistance Program (IHWAP) requirements as
outlined in ths manual and the other IHWAP Manuals, Procedure Letters, Technical Assistance
Memoranda, electronic communication, and all other directives, as promulgated by the Office of

Community Assistance (OCA), lllinois Department of Commerce and Economic Opyportunit

Training
1. The LAA will maintain a complete set of program manuals, procedure letters, technical
assistance memoranda, and other directives as established by OCA. The LAA w#l make
sufficientnumber ofcopies availabléo ensure accessibility to allaft and where relevant, such
as the IHWAP Field Standards, available to subcontractors and their personnel.
2. The LAA will be represented at all workshops, round tables, and/or meetings called by
DCEO/OCA for local administering agencies.

3. The LAA will ensuréhat the Weatherization Coordinator, Assessors, and Final Inspectors
O2YLX SGS GKS NBIAdANBYSydGa F2NJ LI2!1tQa ¢NIAY
attendance at training sessions, successful completion of written examination, and successful
field certification.

Program Requirementslraining and Certification Program (TCP)

Weatherization Coordinators, Assessors, and Final Inspectors must be TCP certified within one year of
their employment unless written approval is granted by DCEO/OCA for amséxte This certification
ensures that weatherization staff understand the policies and technical requirements necessary to
complete the home weatherization process successfully. Staff that do not meet the requirements of
certification cannot sigioff on assessments or final inspections.

TheTraining and Certification PrograffiCP)s a Weatherization Assessment Course consisting of ten
one-weeksessions as follows:

Weatherization Basics;

Heat Transfer;

Building Fundamentals;

Introduction to Building 2gnostics;

Infra-Red Thermography and the Architectural Assessment;

Introduction to Heating Systems;

Advanced Heating Systems;

Heat Pumps, Air Flow, and Air Conditioning;

Health & Safety, Indoor Air Pollutants and Laadfle Weatherization; and,

10. Complete Asessment Exam (hands field examination) and Proficiency Exam.

© o N AN

Continuing Education Classes

Periodically during the program ye@ontinuing Educationlasses will be offered to Weatherization
Coordinators, Assessors, and Final Inspectors. In ordelatotam certification statusstaff will be
required to participate in th&€ontinuing Educationlasses.
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Refresher Classes

The state will provide a series of refresher classes every four years to ensure that Weatherization
Coordinators, Assessors, anddt Inspectors are up to date on the technical aspects of the program.

In order to maintain certification in the TCtRe local agency staff will be required to successfully pass
the test(s) for the Refresher classes.

Training andCertificationfor Quality Control Inspectors

As part of an effort to establish high quality work standards for the national weatherization assistance
program, the U.S. Department of Energy (DOE) has established a national certification for Energy
Auditor, Final Inspector, Instats and Installer Crew Leaders. Final Inspector Certification, known as
Quality Control InspectdQCI) Certification, was the first to be implemented.

The QCI certification requires the Final Inspector and State Monitor to demonstrate knowledge of
inspection of work in progress, inspection for safety practices, work quality, client relations, and client
satisfaction. The Quality Control Inspector must also demonstrate a level of competency in running
and properly interpreting all of the required diagrtiestesting. Starting in 2019, a prqualification for

the QCI is to have the Energy Auditor (EA) certification; the QCI is now acsitification of the EA
certification.

QC Inspectors will also be expected to perform our traditional tasks of filk $e¥ > L2 &G Mo 2 N
AYyalLlSOoiAazya 2F 020K ¢2N)] O2YLX SGSR FyR |aasSaayvySy
In conjunction with the Indoor Climate Research and Training Center (ICRT) at the University of lllinois

AY [ KFEYLIAIYT 5/ 9hkh/ ! KIa&a RSgJAsthaveiBeRnednstafiulsué G2 S
this certification process for its weatherization staff. To prepare IHWAP candidates for the exam, ICRT

has received accreditation for a QC Inspector Training Program.

Each LAA should review the prequalification requirementtined below and identify who among
their staff need to take the examination. DOE has set the minimum experience requirement for taking
the QCI as 40 points accumulated in the following manner:
a. WAP assessor experiencd0 points for every 1,000 houmsiaximum 20 points.
b. Other industry experience
i. 5 points for 2,000 hours as a crew leader
ii. 10 points for 2,000 hours as an assessorinimum 15 audits (proof required)
c. Building experience (framing, roofing, insulating, e¢tclp points for 1,000 or more
hours
d. Training fromindz& G NB ma LJISOA T A OX10w@niskeaxit > b! ¢9> SHO0d0
ALL DO#unded weatherized units will receive a final inspectionby a QCICertified Final
Inspector. This inspection wilkensurethat the weatherizationwork was completed properly,
that all measures died for in assessment and work order(s) have been installed and completed in a
workman likemanner andare in accordance with the priorities determined by the audit procedures,
standard work specifications, and Illinois Home Weatherization AssistanceaRrdgeld Standards
Manual. This same process and requirements apply wimengitoring is conducted by a QCertified
State Tech.

LAAs may request tmporary waiver to allow experienced field staff who have not yet completed
TCP or achieved their QCltifgcation to conduct assessmesnd final inspections on HHS and State
funded homes. The waiver must indicdtee type and length of related field experienad the
employee and when they anticipate themployeewill complete TCP and/or take the testrfEA/QCI
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certification. A weatherization specialist halccompany the staff person for an assessment or final
inspection to ensure thegan conducthis field work in accordance with IHWAP policy.

QCiCertified Final Inspectors will be periodically ntored to ensurehigh quality work standards are
being completed and that the individual is competent in running and properly interpreting all of the
required diagnostic testing. Consultation will be given when the need is noted, as well as training and
technical assistance. If the individual continues to struggle and is not showing signs of improvement
restrictions may be placed on them including a probationary period and up-tmcation of final
inspection sigroff authority. In some instancesf egegious disregardoir program policy or client
KSHfGK yR alFfSte Aa RA&ALXLFITE@SR o6& F v/ LX hi/!
upon first offense.

Where program size, budget, and/or temporary staff shortages at thegsabtee levelmake
independent final inspection impossible a waiver may be granted to allow the assessor to final inspect
the same job as long as all efforts have been exhaudibd waiver request and approval must be
renewed annuallylndependent Final Inspectorseaaindividuals who have no prior involvement in the
work inspected as the energy auditor/assessor or as a member of the crew.

For LAAs who have a planned production of 60 units or fewer, the waiver request must be submitted
via email to your assigned Tedor review and potential approvalFor agencies with a planned
production of at least 61 units, the waiver request must be reviewed and approved by IHWAP
management.

When such a waiver is granted DCEO will require that thegsaibtee conduct an inter review of

[ 2F GKS FaaSaazNkTAylFf AyalLlSOd2 Nktleast Ngpof | v R
the subANI yiSSQa 6SIGKSNATFGAZ2Y YR 6Aff 02y RdzO
AYaLlSOoi2NRa o2 NJ ssoFinaBnsgedo)is ablé 6 toinpeteritiBperfomsb&h tasks.
DCEO/OCA will also ensure that each client file contains a form which certifies that the unit has
NEOSAOBSR I v/ L ONBRSYGAFftSR FAYIFf AyaLiSlide2y o
adherence to SWS standard$he client file must also contain a second completed final inspection
form if it was monitored by a State Tech.

LAAStaffingRequirements
1. Each LAA will employ a Weatherization Coordinator. The Weatherization Catordis
responsible for all IHWAP programmatic components at the local level.
2. The LAA will secure an adequate number of persoffn#land parttime, paid and volunteer)
to serve as outreach workers, intake workers, verifiers, clerical support and
accountng/bookkeeping staff.

3. The LAA will have written job descriptions on file for all weatherization program positions,

5/

LI

AyOfdzZRAYy3a (GK2aS RSAONAROSR AY LI NIFINFLIK H 020

or parttime status, or paid or volunteestatus.

4. The LAA will keep on file a current agency organizational chart detailing how its weatherization
staff will fit within the overall agency structure. The LAA will also keep on BEparate
organizational chart for weatherization staffat includes pb title and job functions.

5. Any Assessor and/or Final Inspecidrosesalary is paid in part or in full with weatherization
fundsarenot allowed to complete the same or similar job function at their respective LAA as a
contracted employee.
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6.

Nepotism/Caflict of Interest- no employee, officer, board member, or agency of the provider
shall participate in selection, or in the award or administration of a contract supported by
IHWAP grant funds if a conflict of interest, real or apparent, is involvech &aonflict would
arise when the employee; officer; board member; agent; any member of the immediate family;
his/her partner; or an organization which employs, or is about to employ, any of the above that
has a financial or other interest in the firm seted for award.

Each local agency must have an internal document that contains a Code of Standards of
Conduct regarding procurement procedures. This Code of Standards should describe
specifically how the LAA segregates responsibilities during the proemtemssessment, final
inspection, and during the overall Weatherization process. The local agency shall describe their
policy regarding Nepotism (the act of favoring a related family member for employment, or any
Weatherizationservices/work) in detail.

Outreach

1.

Intake
1.
2.

The LAA will conduct outreach activities designed to assure that priority households, those
households which participate in theow-incomeHome Energy Assistance Program or which
contain elderly or disabled individuals or both, are made aware edtherization assistance
offered with IHWAP grant funds.

The LAA will keep a record of outreach contacts (letters, phone calls, meetings, and workshops).

The LAA will disseminate general weatherization program information brochures which will
include theLAA name, address, and telephone throughout the service area. These materials
may be developed by the local agency.

The LAA will contact the local officers of other specified agencies to coordinate outreach/
publicity efforts and to implement referral necbanisms.

The LAA will contact other groups, clubs, churches, schools, and local units of government to
coordinate outreach/publicity efforts.

The LAA will develop news releases about the program. News releases must contain a program
description, eligoility criteria, and application procedures, as well as, the information to be
provided by the applicant. All news releases or media interviews, contacts, and/or evesits

be preapproved by DCH®ior to release to the media. A record of news relesaed to whom

they are sent must be kept.

The LAA will arrange sites for intake, which are preferably transportation accessible, accessible
to disabled persons and visible at the community level, e.g., senior centers, nutrition sites, etc.

The LAA will cdact local resources to arrange for interpreters as needed, e.g., second
language, signers. These could include county DHS offices and community colleges and/or
universities.

The LAA will, where appropriate, conduct dd@ordoor canvassing to identify gpential
applicants.

The LAA will ensure that applicants are assisted on a pr@nitked basis.

The LAA will provide home visits to those potential applicants who, due to disability or lack of
transportation, could not otherwise make applicationUnder exceptional circumstances,
applications may be taken by other means, however these procedutest be approvedy
DCEO/OCA.

IHWAP P2020 PROGRAM OPERATIONS MANAag¢ 91



3.

The LAA will develop a systematic approach to the intake, priority ranking, and processing of
applications, e.g., internal] how the applications are processed within the agency consistent
with the input of client applications into the Department client information computer system.
An outline of the intake and processing systems to be used by the LAA will be kept on file by
the LAA.

Application Process

1.
2.
3.

No household may be denied the right to apply for Weatherization assistance.
The LAA is required to utilize the dwagdplication form provided by the State.

The LAA will assure that all applicants are provided assistance,veleeled, in completing the
application form and/or in obtaining required documentation as outlined in this IHWAP
Program Operations Manual. The LAA will work with employers, County DHS offices, Social
Security offices, banks, etc., to secure the requirgdrimation.

The LAA will ensure that the IHWAP Applicant Health and Safety Intake Questionnaire is
completed with the client at the time of the IHWAP application.

The LAA will take and verify an application, make a determination of eligibility, and thetify
applicant within30 calendar days of the date of application. Sample notification formats will
be provided by the State.

The LAA will assure that all applicants are informed of eligibility requirements and hearing
rights. Pamphlets outlining this mrimation will be provided by the State.

The LAA will assure that all applicants are afforded the hearing rights as prescribed in this
IHWAP Program Manual, including the right to an informal conference before the LAA and a
hearing. The hearing proceduraee outlined inSection X1\ Hearings and Appeals

The LAA will prepare an outline providing the locations in the proposed service area needing
bi-lingual assistance, as well as, the network to be used by the LAA to provide the assistance.

The LAA will mvide, as needed, communication assistance to households with individuals who
are hearing, vision, or speech impaired or who have low literacy levels. The resources to be
used by the LAA to assist the visually, speech or hearing impaired will be kefg by fhe

LAA.

10.The LAA will verify income eligibility for 100 percent of the applications, as defined in Section

V of this Manual.

11.The LAA will designate a staff person(s) to authorize the eligibility of all applications.
12.The LAA will establish and maimta filing and tracking system (S&ection 10 Filing System

for all applications. The method for filing and tracking the applications will be kept on file by
the LAA.

LAACoordination

1.

2.

The LAA will survey and identify energy conservation programs geivice area and compile

a resource directory (the Department will provide information about national and statewide
programs).

As appropriate, the LAA will make referrals on behalf of IHWAP applicants to other benefit and
social service programs as admstered by the federal government and this state, particularly
low income energyelated programs under Subtitle VI (relating to Community Services Block
Grant Program) under the Supplemental Security Income Program, under Part A of Title IV of
the SociaSecurity Act, under Title XX of the Social Security Act, under the Low Income Energy
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Assistance Act of 1981 and the lllinois Energy Assistance Act of 1989, as amended, or any other
provision of law which carries out programs which were administered unerBconomic
Opportunity Act of 1964. If needed, the Department will provide assistance in identifying
appropriate state agency benefit/service providers.

3. The LAA will secure written agreements with all agencies/organizations which assume any of
the following activities:
1 provide facilities for intake sites;
1 provide outreach and/or intake services; and
1 provide intake workers and/or clerical support staff.

The agencies/organizations which will be conducting any of the above noted activities will be kept on
file by the LAA.

Compliance Monitoring and Reporting

Grant Agreements
ThesuslA NI ySSQa aA3IylFGdz2NE 2F | OOSLIilIyOS 2y (KS DNI
oath that the subgrantee has read, understands, and agrees to all provisions of teemgnt(s). The
sub-grantee further acknowledges that the award of grant funds is contingent upon this agreement.

Any subcontractor(s) contracted by the stdrantee shall also be subject to, and conform with,
all applicable terms and conditions of thea@t Agreement.

Grant Agreement Enforcement

LAA failure or refusal to comply with IHWAP standards, policies, and/or procedures as found in the
IHWAP Field Standards Manual, IHWAP Program Operations Manual, IHWAP Assessment Manual,
and/or IHWAP Procurement &hual are grounds for the lllinois Department of Commerce and
Economic Opportunity, Office of Community Assistancesuspendterminate, or otherwise apply

special condition(dp the subgrantee agreements to provide weatherizatiearvices.

Monitoring by OCA, General Monitoring Procedure

To determine compliance with lllinois Home Weatherization Assistance Program Policies, Guidelines,
wdzf Sa FyR wS3dzZ FGA2yas 5/ 9hkh/ ! gAff 02y RdzO0 Y2\
and weatherized hmes and will conduct other grant compliance activities such as review of
WeatherWorks data specific to an agency's weatherized homes. These monitoring activities will
include, but not be limited to:Quality Control MonitoringFile Reviews, Assessment Maoning,

Procurement Monitoring, Lead Safe Weatherization Monitoring, EPA Lead Renovator Compliance
Monitoring, Fiscal Monitoring, Historic Preservation Monitoring, and/or any other monitoring deemed
necessary by Federal and/or State rules, policies, arlatigns.

1. Quality Control Monitoringwill evaluate the overall effectiveness of retrofits selected, safety
practices, workmanship, overall appearance and compliance of installed measures with the
IHWAP Field Standards Manual. This Monitoring will alsaiateathe overall quality of the
initial assessment.

After gathering facts from the Quality Control Monitoring Visit and related Client File Review,
the OCA monitor will make @etermination. The OCA monitor will rate the weatherized home
as eithera | @@t (PASSYr dUnacceptablé (FAIL)

2. File Review Monitoringwill evaluate the overall organization, completeness, and accuracy of
the IHWAP Client files. These reviews will include document review and verification. OCA will
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require the LAA to cored specific problems observed in its client files. Where consistent file
deficiencies are observed OCA will require the LAA to submit a corrective action plan for review.

3. Desk Monitoring WeatherWorks Job File Monitoring will review accuracy, completeards
compliance of the LAAs use of WeatherWorks energy monitoring and job management
functions. OCA will ask the LAA to correct specific problems observed in its WeatherWorks job
files and may initiate quality control monitoring of specific files when a@ed. Where
consistent job file deficiencies are observed OCA will require the LAA to submit a corrective
action plan for review.

4. AssessmentMonitoring A f £ S@I tdz2 6S GKS [!'! Qa O2YLX SGSR
adherence to all IHWAP Policiasd Procedures Assessment Monitoringill also review the
[11Qa 2SFGKSN22NJ & RFEGF SYydiNER YR NBUNRTAD
be rated as eithetAcceptablé (PASS)r dUnacceptablé (FAIL).

5. Procurement Monitoringwill evaluatel KS [ 20Ff ! RYAYAaUiSNAy3 ! 3SyO

IHWAP Procurement PolicyProcurement Monitoringwill include, but not be limited to;
Contractor file reviews, material/labor bid survey review, subcontracts and WeatherWorks
Catalog review.

Procuement Monitoringmay also include a review of Material and Labor prices. If DCEO

RSGSNX¥AYySa GKIFIG GKS [!'1 Q& LINRPOMZNBYSy(d LINROS
LINE OdzNBYSy i NBIldZANBYSyia 2F |y a2LSy EFyR FIlA

procure.
6. Lead Safe Weatherization Monitoringvill be conducted to ensure compliance with DOE
mandated Lead Safe Weatherization Practices and training requirements.

7. EPA Lead Renovator (RRP) Compliance Monitomvilj ensure LAA and subcontractor
compliance with ER Lead Renovator training and work practices requirements.

8. Confined Spaces Policy Monitoringill be conducted to ensure compliance with OSHA
mandated Confined Space Requirements of CFR 1926.1201 AA Subpart, as defined in
5/ 9 h Kk RConfin€d&pace Safetiah.

9. Fiscal Monitoringg Af f 0SS O2yRdzOGSR o6& h/! CAAOFft &adl F73

Agreement, Joint Committee on Administrative Rules Administrative Code, and all other
applicable Federal and/or State rules and regulations.

10. Historic Preservatin Monitoring will be conducted to ensure the LAA is complying with the
historic preservation requirements outlined in this manual.

11.Programmatic Monitoringg A f £ 6S O2y RdzOGSR G2 SyadzaNBE GKI G
and education, eligibility, priogt system, subcontracting, worker training and safety, health
and safety, final inspection, records maintenance, and any other relevant aspect of its program
complies with the rules, regulations, and statutes that govern the use of IHWAP funds for
weatherization of homes.

The Quality Control Monitoring Process
OCA conducts a comprehensive quality control monitoring at each agency during each Program Year
that consists of:
1 Selecting homes to be monitored by geographical area, date completed, grant source(s)
utilized, and/or housing type.

1 A comprehensive review of the job files for the homes selected for monitoring.
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A field visit will review the work installed, compare work installed to the work order and invoice,

review the quality of the original assessmenty R NB @A Sg (GKS [!! Qa TFAYIl €

Where OCA monitoring identifies a deficiency in the work or in the weatherization process the
OCA monitor will gather facts and documentation describing the deficiency.

Whenever possible the OCA monitor will bring #wvidence of the deficiency to the attention

of LAA personnel during the inspection and/or at an exit interview with the LAA before
departing the agency.

After completing a monitoring visit the OCA monitor will, where there is evidence of a
deficiency inwork quality or in the weatherization process associated with the home
weatherized, make determination ofd | OO S LBASS) xS ¢y I OO S(EAIL) o f S ¢
Within 30 calendar days of the conclusion of a monitoring visit, the OCA Monitor will send the
LAAMonitoring Letterwhich will review theQuality Control Monitoring Visitts purpose, and
02y Of dzar2yad 2 KSNBJndtd@ablk 2 ¥ES oL B2 RESNBRS B
policy upon which the determination was based will be referenced.

The Monitoing Letter will require the agency to remedy work quality deficiencies identified
during the visit. Additionally, th&lonitoring Lettermay disallow costs associated with any
measure and/or repair that does not comply with the IHWAP Field Standards Mamadialr

the IHWAP Program Operations Manual.

[ 11 Q& w6 thd NBnitdrily Lettercontaining determination(s) withiB0 calendar days

2F GKS fSOGGSNI adFrdAy3a ye RA&LMzIS 6A0GK (GKS
the deficiencies, and wdre requested in théMonitoring Letter the action taken or planned to
ensure that homes weatherized by the agency will not have similar work quality deficiencies in
the future.

Partial Responsedfthe[ ! | Q& wdthelMdnytdiir®) Letteris a partal response, where
not all of the corrective actions have been satisfied, the State will issue a fofidetter within
150F £t SYRINJ RIFéda 2F (KS NBOSALI 2F GKS [!! Qa
been satisfied. The State will also re@guan additional response from the LAA witHif
Ot SYRFNJRFé&a 2F GKS {dFddSQa
o Partial Release.This process may be repeated a second round, for a maxim@a of
calendar days, to resolve atiutstanding issues. If all measures have not been
completely atisfied by the aforementioned deadlindgbe noncompliance process will
begin.
OCA will issue Releasd etterii 2 I K Respohskeadérwithin 15 calendar days releasing
the LAA from the determinations of the monitoring letter if all deficienciesdciiave been
corrected.

o If all of the deficiencies have not been satisfiedadlow-Up Letterwill be sent by OCA
requiring al5-calendardayresponse.

Monitoring visits may focus on problem areas identified in previous monitoring visits to prevent
patterns from becoming trends.
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Monitoring Determinations
Monitoring Activities are rated as eithekcceptableor Unacceptablebased on the infraction or
deficiency in the quality of work, the assessment, the final inspection, and/or any other aspect of the
[11 Q&4 SESOdziAzy 2F GKS LlI21t S| idetiidtionsanthe y I NI Y
following:
1. Findings
a. Work completed with IHWAP funds that compromises the health and safety of clients,
LAA staff, and contractor/crew staff, or the sttural integrity of the building.

b. A health and safety problem is created by, exacerbated by, or not corrected by the
delivery of IHWARunded services.

c. The omission of a required procedure that addresses health and safety concerns that
are within the scop of weatherization.

d. The omission of a required measure or technique with major energy savings potential
as determined by the Savingg-Investment Ratio in the WeatherWorks System or
Weatherization measures that were paid for with IHWAP Funds but arappied to
the dwelling.

e. Expenditure of IHWAP funds for items that exceed the stated cost limits, without prior
written OCA authorization as specified in IHWAP Program Operations Manual.
Additional funds that exceed the cost limit specified will be consideas disallowed
costs and must be removed from WeatherWorks and refunded to DCEO. All fiscal files,
records, and documentation must be revised accordingly.

f. Poor quality workmanship that significantly affects the performance of the installed
weatherizaton measures.

g. Expenditure of IHWAP funds on a measure or measures that are not approved under
IHWAP or required for mitigation of health and safety concerns.

h. Expenditure of IHWAP funds on Retrofit measure that do not yield an acceptable
Savinggo-Investmer Ratio as determined by the WeatherWorks System.

i. Any action or lack of action that would threaten the integrity of the IHWAP and/or its
ability to receive future grant funding.

2. Observations

a. Observationspreviously referred to aslinor Findingsmay indude, but are not limited
to: sloppy work, missing attic insulation measuring sticks, incorrect documentation, etc.
Observations may, or may not, cause the field inspection to fail depending on the
severity of the infraction.

I. Observationswill require aResponsefrom the LAA, detailing the corrective
action taken to alleviate the deficiency identified, if specifically noted in the
Monitoring Visit Letter

ii. When similarObservationsare found on two or more consecutive monitoring
visits, those Observatiomeay be elevated to &inding

iii. Observationgould result in the requirement of additional training for the LAA
personnel and/or contractor personnel.
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3.

4.

Recommendation

a. For field conditions observed that do not constitute substantial noncompliancetiath
IHWAP Field Standards Manual and/or IHWAP Program Operations Manual, OCA may
determine aRecommendation

Best Practice

a. For weatherization work installed or weatherization process completed that is
exemplary in nature OCA may makBest Practiceletermination.

A monitoring visit report from OCA that containsindings:

T

= =4 4 4 4 2

Requires an immediate response from the LAA receivindrih@ingas defined in the
Monitoring Visit Report generated by OCA.
Requires that corrective action must be taken.

Could resulin disallowed costs that the LAA would have to refund to DCEO.
Could result in an increased monitoring frequency by OCA.

Could result in the requirement of additional training for the LAA and/or
LAA/contractor personnel as specified by OCA.

Could resultin the recommendation oHighRiskstatus or Grant Default Status for the LAA
receiving theFinding Subsequently, Special Conditions will be placed on the LAA's grant
agreement(s).

ContinuedFinding may result in the termination of the LAA's IHWAP gegteement with
OCA.

Substantial Number or Repeat&ihding High Risk Status or Grant Default Status.

The occurrence of a substantial number of, or repeatéidding may result in a decision by
the DCEO administration that a LAA be placed on High Risis sir Grant Default Status.

If a LAA is placed on High Risk status or Grant Default Status, special conditions will be placed
on the grant which will affect the LAA's ability to draw IHWAP funds. Those special conditions
will include but not be limitedd additional reporting requirements as specified by OCA, a
detailed corrective action plan to remedy monitoring deficiencies, and limited or total
restrictions on the availability of cash requests from the appropriate IHWAP grants, or all DCEO
funding.

o IfaLAA is placed on High Risk status or Grant Default Status, the LAA will be placed on
probationary status for up to two years following the date of the probation period
initiation.

o Failure by the LAA to comply with the special conditions placed on tim: ggaeement
and/or continued norcompliance orFinding will be grounds for termination of the
grant agreement between the LAA and DCEO.

0 After failing to comply with Weatherization grant conditions, or the correction of grant
deficiencies, the LAA will beferred to DCEO Legal Counsel for review and disposition.

Notwithstanding any of the above, DCEO may suspend or terminate a contract without prior written
notice upon aindingof substantial norcompliance or substantial breach of grant agreement.
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Qudity Control-Quality Assurance

The LAA will ensure that IHWAP services are provided in a quality manner. Specific procedures on how
the LAA manages, monitors, reviews, and evaluates assessments, workmanship, and final inspections
must be developed and difle for OCA review.

Production

1. The LAA will weatherize an appropriate number of homes to utilize all funds made available on
the WeatherWorks Budget for each IHWAP Grant. The LAA will ensure that funds are spent in
the county to which they were allocated

2. The LAA will submit a production plan and will revise this plan on the Tracker Screen in the
WeatherWorks system as required by DCEO. Tracker must be updaveecbethefirst and
fifth day of each montfior plannedand actual production and assessments

3. Due to the limitations of the WeatherWorks System, and following best accounting practices,
ALLweatherization projects that are started in one production year must be completed and
closed out in that same production yeaALLcompletedweatherizationjobs must be Cost
Reported in a single production ye&ailure to complete all of the work on a home in the same
program year that it was started may resultdisallowed costto the LAA.If an LAA anticipates
that this situation may arise, OCA mustrmified as soon as possible to assist in the resolution
of the issue.

ProductionRelated Costs

1 Program Support will beeimbursedat a rateof 35%of the material and labor applied for each
individual unit completed45% reimbursement for program support forew-based agencies
and agencies that have crelmased agencies complete the weatherization of homes a
memorandum of understanding/shared services agreement. In this scenario, thebasvd
3SyO& ¢g2dzf R 6S LINE @A RA Y Ap asBekddwalSte warkaind O2 & § ¢
must be expended during the current grant period on expenditures allowed under the
Weatherization grant.

1 The LAA agrees not to exceed the maxamper unit costs for the IHWAP established in writing
by DCEO, unless a written waiver has been obtained.

1 Administrative funds will be earned at a final rate of the amount of the grant that was properly
expended. For example: If an IHWAP agency was @nfy & (2 O2YLX SGS vy m:
production, they would only be able to receive a total reimbursement of 80% of the
administrative funds for that grant.

Performance
The LAA will provide complete IHWAP services to all eligible households throughout tice seea
which will be a critical factor in evaluating the overall performance of the LAA under this grant.

General IHWAP Requirements
1. Under no circumstances is the LAA to complete the Architectural portion without first ensuring
that no fuel leaks ar@resent,and the heating system and water heater are operating safely
and are properly venting.
2. No Weatherization material is to be left at the job site for the client to install and/or dispose
of. If a weatherization material cannot be installed, notatisno be made on the Work Order
as to why installation was not possible.
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a. Any item replaced must be removed from the premi3éss would include refrigerators,
freezers, incandescent lightbulbs, space heaters, heating units, windgcaralitioning
units, etc.

3. Weatherization waste byproducts/debris are required to be removed daily.

4. The LAA will ensure that the WeatherWorks Catalog is complete with the current competitive
prices for all material and labor. Each WeatherWorks System catalog:

a. Shall not réerence installation of storm doors. IHWAP grant funds cannot be used to
install storm doors;

b. Shall Reference replacement windowsd doors as Retrofit Measures or as an-air
sealing measure when documented, justified, and approv@thrm windows can only
be considered as a retrofit.

5. Replacing windows &/or doors under @ealing. When a window &/or door is damaged
beyond repair or when they are an ineffective-barrier they can be replaced when the air
leakage is quantified.

6. Replacing storm windows (glass in storm windows) cannot be considered as aisesting
measure. Storm windows can only be considered as a retrofit and must have an SIR over 1.

7. All duct work installed or repaired (except duct insulation that supports a Retrofit) is considered
an Incidental Repair Measure and/or a mechanical cost and shall only be costed as either part
of the retrofit measure or as an incidental cost when it is in support of a retrofit measure such
as furnace replacement.

8. Switching primary fuel sources can only dene after approval in writing is provided by the
assigned OCA Weatherization Specialist. Fuel Switching is allowed on a case by case basis when
the savings over the life of the measure are greater than what they would be without the fuel
switching. It nust be demonstrated by generating two StRse for each fuel source measure.

If approved, documentation must be maintained in the client file.

9. If an Agency wants to install measures that are more efficient than the standards§éatic
insulation nstead of R49, 17 SEER central air conditioner instead of 16 SEER, tankless water
heater instead of powevented energy star storage water heater), they must calcuéaid
documentthe SIR for the two options and can only call for the measure with higffierency
than the standard if it has a higher SIR than the other measure.

10. Installation of new jalousie or mobile home awning typ@dowsis prohibited

11.When primary sashes (on a sibeilt home) are not assessed for replacement or when the
window didnot receive an SIR of 1.0 or greater for replacement, the check rails of the window
at the point of the sash lock shall meet and be flush. This may require that the lower sash be
planed on the bottom to allow the checkrails to be flush with one anoth¢hatsash lock. It is
LINPKAOAGSR (G2 &AKAY YR dalLl OS¢ alak t201ad

12.1f rolled metal is used for the heat barrier on attics insulated with cellulose, the barrier must be
fastened securely to the attic joist in such a manner as to not allow the barrier tpselend
touch the heat source. All heat barriers must be anchored in such a manner as to provide a
three-inch air space between the barrier and the heat producing source. Batt insulation may
not be used as a heat barrier.

13.Duct repair refers to situatizs where major duct work installation is required to balance the
heat delivery of the furnace. This usually occurs when a replacement furniastaided,and
the existing duct work isversizedpr major pieces of the duct system are missing. Duct repai
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includes supply and return air registers. Duct replacement with the installation of a new
furnace is considered as part of the overall Retrofit measure costs.

14.When an existingightbulb can simply be replaced with an Ligbtbulb, replacing the lightig
fixture is prohibied. Installers bould alsoavoid using diode LED fixturesere replacement
of burned outLEDightbulbs requires replacing the entire fixture.

15.Electrical refers to the installation of electrical wiring needed to allow the insitatlaof
insulation. The installation of electrical wiring includes all junction boxes and conduit needed
to complete the work.

16.Plumbing refers to the installation or correction of plumbing problems that may cause any
weatherization measure not to be indkad. Plumbing also includes the repairing of the
plumbing pipe if the water or sewage is backing up and creating a moisture problem for
installed weatherization material.

17.Roof refers to the replacement or repair of roofing so that insulation may be liedta
Limitations do apply. OCA review and approval is required.

18. Structural refers to repairs to the structure of a home that must be made to preserve the
integrity of the building shell and can be an incidental repair when necessary to allow
installation of a retrofit measure or protect and preserve a retrofit measure after installation.
Example®f structural repair are replacing the flooring under a water heater in a mobile home
and patching open sections of side wall on a-bitidt home for airsealng purposes.

19. Water heater work refers to health and safety measures necessary to ensure that no fuel leaks
are present,and the water heater is properly venting.

20.New furnaces installed in the lllinois Home Weatherization Assistance Program and in the
LIHEAP Emergency Services Component must have the flue gases checked for Carbon Monoxide
and Oxygen after installation and the tape of the ptesdt included in the client file and taped
to the gas appliance.

These two (2) measurements will indicate whethétre new furnace is operating to
manufactured specifications. The heating system efficiency and Oxygen percentages will vary
depending on the individual manufacturer and system design specifications. On new heating
system installations, the PMI manualtéisbe attached to the HVAC system, and available for
AyalLlSoiArzyo CdzN¥y I OS FAEfGSNINIO1a NB (2 oS
95 Plus Furnace Installationg 95 plus heating systems will be installed only apif2e
systems with se@rate exterior combustion air intake and flue gas exhaust. The Oxygen
(02) and Carbon Monoxide (CO) measurement will be taken at the flue on the outside of
the house. Normally the furnace will be sidented through the foundation of the home.
If the fumace is vented through the roof and it is difficult to access or hazardous, the flue
test may be omitted. When the flue has been drilled, the hole is to be sealed with high
temp RTV sealant, nylon plug, or bubgcked adhesive tape. Standard adhesivgninum
tape is not to be used.

In cases where the Oxygen and/or Carbon Monoxide measurements do not fall within the
parameters established by the manufacturer, the mechanical contractor is to correctly
adjust the furnace to proper specifications.

80 Pus Furnace Installations The Carbon Monoxide (CO) measurement will be taken at
the furnace, unless the manufacturer specifies that drilling the flue will invalidate the
warranty. No draft test is needed on these power vented systems. Mobile home geatin
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systems withsealed double wall flues are not to be drillddouble wall, type Bent flues
may be drilled and sealed with high temp RTV sealant.

In cases where the oxygen and carbon monoxide measurements do not fall within the
parameters establishetly the manufacturer, the mechanical contractor is to adjust the
furnace to proper specifications.

80% furnaces may only be installed with a DCEO waidvlechanical Waiver Request,
with the appropriate documentation, and digital photos are required.

Disregard for IHWAP Policy and/or Client Health and Safety

If any local administrative agency staff (including but not limited to intake staff, assessor, final inspector,
weatherization coordinator, fiscal staff, or Executive Diredtioa} displays egregious disregard for program
policy or client health and safety, DCEO reserves the right to revoke the signature authetéff and
prohibit participationin IHWAP or other OCA programgon the first offense. Furthermore, IHWAP will
prohibit the localadministrative agencgalaries fronthe staffbeing paid from OCA grant$ staff.

DCEO also reserves the right to prohibit IHWAP trainers or any weatherization contractors who display
egregious disregard for program policy or client health and sdifetg participating in the IHWA® other
OCAprograrrs.

If IHWAP exercises this right, the local administrative staff, IHWAP trainers, and weatherization contractors
will be notified by letter and will be informed of the appeals process.

Use of IHWAP Fursdfor Out of State Travel

Per Section 200.474 ofQFR200, Outof-State travel costs are defined as expenses for transportation,
lodging, subsistence and related items incurred by employees who are in travel status for official
business of the noffrederalentity.

Effective July 1, 2017, all new grants administered by @CAe required to havéALLOut-of-State

travel, regardless of estimated cost, approved by OCA. The request should be submitted at least six

(6) week prior to the travel date in ordéw receive approval in a timely manner.

DN} yiSSa gAff 0S NBEI|jdZANBRo-i@dl ©8 YLINEGSTE | wRIj 8z ¥ A
Weatherization Specialist for review and approval purposes. The LAA must complete the form in its
entirety, includingd LINB LJF NER 06@&¢ | yR dal LIWINRPOSR o6&¢ aaayl idzN
either the Authorized Signature Authority or Designee for the grant in which the travel is being paid

from. The Department will notify the LAA within 10 business dagstheir decision.
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FORMS AND EXHIBSECTIONIM- PROGRAM REQUIREMENTS

Out-of-State Travel FOrm..........ccooooiiiiiiiieieee RPagel03
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Illinois

Department of Commerce
& Economic Opportunity

OFFICE OF COMMUNITY ASSISTANCE

JB Pritzker, Governor

OFFICE OF COMMUNITY ASSISTANCE
Out of State Travel Request Form

DESCRIPTION

C/LAA

Amount Requested

Contact (Name/Title)

Telephone/Email

All grant programs
benefiting from travel

Justification for Travel
(Why is this travel
necessary)

Conference/Event
Description (include
conference/event title,
dates, location, and a brief
description)

Expected Outcome (What
information or experience
will be gained? Who will
information be shared with
upon return?)

Attendees which the
request is for? (include
names and titles)
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BUDGET

Budget Category CSBG LIHEAP Weatherization Other Total

Travel

Event Fee/
Conference Rate

Lodging

Per Diem

Other:

Total

C/LAA Prepared by: Date

C/LAA Approved by: Date

DCEO Use Only: [] Approved [ ] Denied

DCEO Signature: Date:

Reason if Denied:
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FECTION VHIASSESMENT

Assessment Overview

The assessment is one of the most important steps in the weatherization process. The assessment is
the first point at which the agency enters the clierfttme anddetermines the structural condition of

the home. The assessojtsh is to conduct a thorough client interview and review of the home to
determine the weatherization measures that will save the most energy while ensuring health and
safety. If weatherization work has not begun withinyear of the original assessment data
reassessment is requiredheassessment must becalculatedand a new Work Order printed.

The process for conducting the assessment of the home is containgdlime [V lllinois Home
Weatherization Assistance Program, Assessment/Energy Audit Mdn The Health and Safety
procedures are contained in this section. The assessment for both architectural weatherization and
HVAC system weatherization is required to be done at the same time, with the exception of a LIHEAP
Furnace Assistance Assessmefihe completion of the Standardized IHWAP Assessment Input
Document is mandatory.

The EPA Lead Booklet (Renovate Right), Moisture/Mold Booklet, and the Client Satisfaction
Questionnaire are required to be given to every IHWAP Céietite time of the Asessment At the

time of Assessment, the Client must sign the Client Education Materials Checklist stating they have
received these two brochures and any other Client education brochures and education necessary
because of the presence of specific hazasdmnditions.

Additionally, where specific hazardous condition or conditions are identified, the assessor must

complete and sign thelazardous Conditions Notifern> RSt A @SNJ A (G2 (GKS Of ASy

signature on a copy to be kept indhiHWARlient / job file.

Required Color Photographs

Digital color photos documenting existing conditions for any retrofit or other measures that involve
replacement of equipment, fixtures or building materials are required to be placed in the clent fil
Photos should document any problematic areas that the contractor needs to address. The assessor
should refer tovolume I\/1llinois Home Weatherization Assistance Program, Assessment/Energy Audit
Manual, for photo requirements Copies of photos of pblem areas should also be attached to the
work order for crew/contractor referencd?hotos present in the client file must be clearly labeled as
assessment photosfinal inspection or post weatherization photos, for auditing purposes.

When a change ot is requested by and /or granted to the contractor, color digital photographs are
required to support the request. The photographs must clearly document the need for change and
mustbe affixed to the change order with legible copies in the IHWAP Gilient

Refrigerator/Freezer Replacement

The lllinois Home Weatherization Assistance Program will remove inefficient refrigerators and/or
freezers and install replacement high efficiency u(id&ERGBrARrated)that are cost effective. These
newer unitsuse much less electricity to operate and can pay for themselves, in energy savings, in a
few years Only HHS and State funds can be used to replace freezers.

1 Refrigerator/Freezer Replacement Purpose
The purpose of replacement refrigerators and/or freezar the weatherization program
is to reduce the electrical consumption in lemcome households and save the client
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money on their energy costs. It is not necessary to assess a refrigerator and/or freezer
for replacement if they were manufactured afte@@6.

1 Refrigerator/Freezer Replacement Discussions with Client
During the initial client intervievandbefore the assessment of the dwelling the potential
for replacing the refrigerator and/or freezer should be discussed with the client. It is most
important that the client not be promised a new refrigerator and/or freezer.

A The assessor must make it clear to the client that a refrigerator and/or freezer will
only be replaced if they meet IHWAP criteria and the existing unit(s) is/are
removed from the dwding.

A The assessor should also explain to the client that a color choice is not an option
and that IHWAP will not pay for installation of ice makers or other@ul

Refrigerator Replacement Assessment Procedure
The assessor identifies the make and miodE the refrigerator and/or freezer. The model
number of the refrigerator and/or freezer can be found in several places depending on the make
and year; it is often in the inside of the door, bottom of the panel of the refrigerator, or in the
freezer comprtment. In someasesthe number may be in the back of the unit.
1 The existing size of the refrigerator/freezer must be noted to ensure that the replacement
can fit the physical space (depth, width, height, and clearance).

Refrigerator Backup documentation

The assessment of the refrigerator and/or freezer must be placed on an IHWAP approved
F3aSaaYSyid R2O0dzySyid GKIFG AyOfdzRSa | y2ialGdAazy
single door, right or left hinge, height, width, depth, and whether @ fseezer to be replaced.

In addition, the location and any other special conditions that might be needed should be noted.

1 The documentation must also include a form the client signs that states they understand
the refrigerator and/or freezer that isding replaced will be removed and disposed of,
according U.S. Environmental Protection Agency Regulations, by the installer.

1 A copy of the certificate or receipt indicating the appliance has been accepted by the
recycling facility must be provided to tlueal weatherization agency and be placed in the
client file for each refrigerator/freezer replacement.

1 Under no circumstance is the refrigerator and/or freezer that is being replaced to remain
in the house and not disposed of.

Program Refrigerator/Feezer Replacement Rules
1 OnlyENERGSTARrated refrigerators or freezers are allowed for replacement.
The weatherization program will not pay for any installation of icemakers or water feeds.
The program will not pay for a particular color refrigerateram extra charge;
Refrigerator or freezer repair is not allowed; this component is not a repair activity.
Refrigerators or freezers that are replaced are to be disposed of according U. S.
Environmental Protection Agency requirements.
f Refrigerator/Freeze Data must be entered into WeatherWorl8 @Sy A F 6 SQNB
replacing it:

= =4 -4 -9

-5Site Refrigerator/Freezer Data
b odelt umber r'ear | Brand | Shyle | Fan'hiv'ear [1340-2005)

[RT18&kK D" 2004 Roper Top Freezer w/o lce 532 Databaze |
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Deferral/Walk-Away Policy
The decision to defer work in a dwelling or, in extreme cases, provide no weatherization services, is
difficult but necessary in some cases. This dog¢smean that assistance will never be available, but
that work must be deferred or postponed until the problems can be resolved. LAAs are expected to
pursue all reasonable options on behalf of the client.

Deferral conditionsmay includeput are notlimited to, the following:

1. The client has known health conditions that prohibit the installation of insulation and/or other

weatherization materials.

2. The building structure or its mechanical systems, including electrical and plumbing, are in such
a stae of disrepair that conditions cannot be resolved in a @i&tctive manner.

3. The house has sewage or other sanitary problems that would further endanger the client and
weatherization installers if weatherization measures were installed.

4. The house has e condemned or electrical, heating, plumbing, or other equipment has been
"red tagged" by local or state building officials or utilities.

5. Moisture or site drainageproblems are so severe they cannot be resolved under existing
allowable health and safetyieasures or with minor repairs.

6. Dangerous conditions exist due to high carbon monoxide levels from combugifgiances
andcannot be resolved under existing health and safety allowable limits.

7. The client is uncooperative, abusive, or threatening te ttrew, subcontractors, auditors,
inspectors, or others who must work on or visit the house.

8. The extent and condition of ledoased paint in the house would potentially create further
health and safety hazards for the client or workers and could not beecied with
weatherization.

9. lllegal activities are being conducted in the dwelling.

10.Client has an unvented space heater and refuses removal of the unit prior to weatherization
services being conducted.

11.Client refuses installation of any weatherizationasares that have been prioritized through
the WeatherWorks databas@)cluding the installation of an ASHRAE 62.2 Fan

12.Severe Mold and Moisture problems are so severe they cannot be resolved under existing
health and safety measures and with minor repai8gvere Mold is defined as an aggregate of
10 square feet.

13. Areas cluttered or obstructed to such an extent that workers do not have access to home areas
where assessment, weatherization work, or final inspection need to be performed.

14.Pest Infestatiormay be cause for deferral, if the pests cannot be removed and pose a health
and safety risk to the workers.

15.Homes that contain products containing air pollutants, flammable liquids, and other volatile
organic compounds that may pose a threat to workers mayRte ¥ S NNB R @ I ftASY(dQ
educated on the dangers of these products, and informed that the products must be removed,
before work can commence.

16.Any other health or safety condition present or created by, exacerbated by, and cannot be
corrected by thadelivery of IHWAP funded services.
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In some cases, IHWAP funds may be utilized to correct the situationia@geed heating system, high
CO readingsminor roof repair to stop bulk water intrusion, etc.). If you have questions, or concerns,
contact yourWeatherization Specialist.

When a LAA determines that invoking the Deferral Policy is necessary, the following steps must be
followed:

1. The client must be notified in writing via certified mail stating the reason(s) for invoking
the Deferral Policy.

2. The IAA is required to notify the client that work may proceed if the reason(s) for
deferral are properly remedied and the client contacts the LAA when remedy is
complete. The LAA must visit the site to verify the reasons for deferral have been
remedied.

Health and Safety Plan
lllinois has developed aHealth and Sadty Plan using WAP funds identify and abate sgcific health
and safety hazals that may exist in dwegs weatherized by Local Aministering Agencies.

Health and Safey Expenditure Limits Recognizing that potentialHealthand Safety G@stscould
absorb and exeed IHWAP resgces for any one hme weaherizaion prgect, DCEO ds
established aHealth and Sadty Budget withan averaye 0f$993.38perunit weatherizedunit (DOE
funding only)and maynot exceed$1,750 in any one unit without written approval from your
assigned State Tech.

Costs which may be paid umer Health and Safetyinclude:

1. Installation ofSmoke Dedctors andCarbon Monoxide detecbrs; and fire extinguishers
when solid fuel sourceare utilized;

2. Installation Repair of exhust fans irkitchensand bathrooms inaccordancewith ASHRAE

62.2 protocols;

Correcting/Repairing unsafe or ineffective dryer venting

Correcting/ Repaing leaking fuel sipply lines;

5. Cortecting/Repaimg inproper or ineffective HVAC ventinsuch as nstalling a chimney

liner);

Heating System repair and/or replacementist have OCA approval;

7. Repairing/Repladng Air Conditiomig units in homes where atrisk, medically
certified/necessitaied ocauLJ Y dwallQ

8. Water Hater repair and/or replacement must have OCA approval;

9. Renediation of conditons that may lead to or pranote biologcal concems and
unsanitary onditions;

10. Hectrical repars/upgrades recessary for weatherization nmeasuresand where the health
and safetyof the occyant is at risk;

11.Minor correction of moistire and moldcreating conditonswhen necessary to esure the
longterm stability and duability of the weatherization measures and the clSy 1 4 Q@ f 2y 3
term health and safety;

12. Gutter ordownspout work when necessary to promote positive site draiga and to stop
or prevent moisture/mold mildew conditions;

13.Sump Pump repairgeplacement, installation, and/or covers nessary to leep seguage
water out of the dwelling tot®p or preventmoisture/mad mildewcondtions;

14.Sealing of foundation cracks, the installation vapor barriers, sump pump covers to lower
the risk of radon to occupants;

Hw

o

IHWAP P2020 PROGRAM OPERATIONS MANAa4¢.108



15.Repair stairs and/or replacing hand railings for workers (and occupants) health/safety;

16.Pest Removal, as outlined in WPN77

17.RRP lead safe worklated activities;

18.0Oven/Stove repair and replacemer(Note: DOE funding cannot be used for oven
replacement, only repaijs

19. Lead testing of painted surfaces in homes built prior to 1978. Note: if an agency does not
wish to perform led testing, they may assume the home built prior to 1978 contains lead.
RRP practices should be followed if assuming the presence of lead.

20. Asbestos Testing in accordance with the Asbestos Hazard Emergency Response Act of 1986
sample collection method. Thsample must be taken by a certified individual and the test
must be completed by a certified testing facility. If testing is performed, documentation
must be present in the client file.

21.OtherHealthand Safetyelated wmstsas deemed appropriate, must @a®CA approval.

Health and Safety Guidance (Specific Hazards)

1 CO Detectors
CO detectors shall be installed according to the manufacturer's recommendations, and the
IHWAP Field Standards Manual.

1 Combustion Appliances
The type of work allowed under the IHWAdealth and Safety Plan shall includspbttion and
Testing of Combustion Appliances, checking combustible fuel lines forfteadscombustion
appliances. This includes the heating appliance, water heater, gas stoves and dryers. Leak
testing shall b conducted on all accessible gas lines.

A Performing a flue gas analysis test on the heating appliance, gas stove, and water heater
to determine the parts per million of carbon monoxide and ensure adequate draft in
both the heating appliance and water heatvent pipes.

A If a high level of carbomonoxide is found to be preseiiBee IHWAP Field Standards
Manual for current CO limixén the water heater or furnace vent, then the client should
be notified that the home cannot be weatherized until the wateratex, or gas
appliance is repaired or régced. At that time, the tests will be-tonducted and
weatherization will proceed, if CO levels are acceptable. Health and Safety funds may
be used to correct high CO issues with appliances.

1 Exhaust Fans
Exhaist fans may be installed to ensure compliance with ASHRAE 62.2 as well as spot
ventilation in bathrooms and kitchensyhen needed Installing Exhaust Fans and Venting
Existing FansSection 511 of the Illinois Home Weatherization Standards Field Marmatips
the instructions for installing ew exhaust fans and venting existing onéans intended for
spot ventilation should be installed on a singlele switch. Fans installed to meet ASHRAE 62.2
compliance should be installed with either a timed sWwi{tmtermittent) or wired direct using
the breaker for the maintenance shutoff (continuous flow).

91 Fire Extinguishers
The installation of Fire Extinguishers is an allowable IHWAP expenditure only when the home
is heated with a solid fuel source (such amod). Fire extinguishers shall be installed near the
solid fuel source appliance.
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Flexible Gas Line Connectors

Gas lines supplying gas appliances that do not leak are to be left in place without modification.
Install a flexible gas line connector whan existing connector is leaking gas. A properly sized
flexible gas line connector may be utilized on IHWAP installed water heaters or furnaces.

Gas Line Replacement
Gas lines of gas appliances that do not leak are to be left in place without modific&eplace
gas lines only in cases where the gas line is leaking. When replacing gas lines use black pipe of
the correct diameter to allow adequate amount of gas to appliances. Flexible gas pipe (Trak
Pipe, etc.) is to be usazhly in crawlspace areaghere installing black pipe is not feasible
A Any gas line that is leaking or damaged, is consideredhamediate Hazarénd must
be remedied. This includes black pipe, copper, galvanized, etc.

A Any functional, but improper type of gas piping, such as copped in natural gas lines,
galvanized, etc. is consideredPatential Hazard This condition should be noted on the
Hazardous Condition Form and a copy of this form should be given to the client. Total
copper gas line replacement is not an allowabl/iP expenditure.

Gutters and Downspouts
Repairs and Improvementse recommended to promote positive site drainage, preventing
water from leaking into the crawl space or basement.
Moisture Control
Excess moisture will be controlled by implementing théfeing measures:

A A visqueen ground cover is required in all accessible crawlspaces (See field Standards

for exceptions)

A Exhaust fans in kitchens and bathrooms shall be replaced when necessary.
Sediment Traps
Gas lines supplying gas appliances that doewit are to be left in place without modification.
When installing new gas appliances, a sediment trap may be installed as part of the retrofit,
costs should be reflected in the retrofit measure, not as a health and safety expenditure.
Smoke Detectors
If not existing, at least one smoke detectwill be installed on each level of the home. The
costs of installing these unitgill be charged to Health and Safety costs.
Mercury in Existing Thermostats and CFLs
When replacing existing thermostats and CFL &ultentify and dispose of any mercury
containing thermostats and CFLs in accordance with Environmental Protection Agency
guidance.

Immediate and Potentially Hazardous Conditions

During the assessment, the IHWAP assessor may discover a variety of bhazaedtth and/or safety
conditions. These hazardous conditions are classified as &itherediate"or "potential" depending
on their severity. They are defined as follows:

Immediate Hazard Conditions
A condition that reasonably represents an immediask of harm to person or property.

A Examplesof Immediate Hazards could include: Dryers exhausting into chimney; gas
leaks, insufficient combustion air in the Combustion Appliance Zone (CAZ); CO reading
abovethe maximum allowable levelsinvented combustin space heater in the interior
living space.
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Potentially Hazardous Conditions
This would be a condition that reasonably represents a potential risk of harm to person or property.
A Examples of Potential Hazards could include: Improper pipe for gas tippefcfor
natural gas, or galvanized water pipe); Improper or missing Water Heater discharge
pipe; or an uncertified water heater in a mobile home.
A All conditions an assessor believes constitute an immediate or potential risk to an
individual or propertyshall be documented on thHazardous Conditions Notitisted
in the FORMS AND EXHIBITS section at the time of assessment and a copy given to the
client and/or landlord. The original copy of the Hazardous Conditions Notice must be
included as part of thelient file.

IF ANMMEDIATE HAZARB DISCOVERED, NO WORK, ARCHITECTURAL OR MECHANICAL, ISTO
BE DONE ON THE UNIT UNTIL THE IMMEDIATE HAZARD HAS BEEN CORRECTED! IF THE HAZ,
CAN BE CORRECTED, AS AN ALLOWABLE IHWAP EXPENDITURE, THE HAZARD REMEDIATION

TAKE PRIORITY!

Radon Consent

In order to align IHWAP with WPN-I'Health and Safety Guidance, IHWAP has added a
radon consent form to the audit book. The client must be informed that as a result of
weatherization activity, there is a slight risk of ineseng radon levels of the home. The client
will also be informed that we will bestalling measures that can alleviate radon levels in the
home such as covering and sealing exposed dirt crawlspaces, sealing foundation cracks,
covering open sump pits, anastalling crawl space venting on unconditioned crawlspaces.
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FORMS AND EXHIBITS for SECTIONAABESSMENTS

Notice of Hazardous Conditions Form...............cccccevuveeee.. Page 13
Moisture/Mold Checklist..........ccccooveiiiiiiii e, Page 14
Certified Lead Renovator Checklist..............ccooevvviiinneennn.e, Page 15

Lead Hazard Pr&enovation Letter Sample Language....... Page 16
Radon Consent FOBMX X X X X X X X X X X X X X X X X X XK X X Xt | T
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM / ENERGY ASSISTANCE FURNACE COMPONENT

NOTICE OF HAZARDOUS CONDITION

Name: Job#:
Address:
City: Date:
Phone: Time: AM / PM

circle

Check the appropriate hazardous conditon(s):

The condition described below presents an IMMEDIATE HAZARD* and must be corrected by a competent
repair person.

The condition described below presents a POTENTIAL HAZARD under certain situations. This condition
should be corrected by a competent repair person.

HAZARDOUS CONDITION (S):

* No Weatherization Work Can Be Performed Until
The Immediate Hazard is Corrected.

PLEASE CALL THIS OFFICE AFTER CORRECTIONS HAVE BEEN MADE TO RESCHEDULE AN INSPECTION.

Weatherizaiton Phone and
Contact:

Owner's or Occupant's Signature:

Assessor's Signature:

Original - Client
Copy - Weatherization job/client file




Dwelling Assessment: Moisture and Mold Checklist
Client: Address: Date:

I. Winter Moisture Problems

Are there signs of excess moisture in the winter, leading to mold and s®aining Yes No

A. Exterior wall in closets. (Move belongings as required.)

B. Behind beds, sofas, and heavy drapes on exterior walls.

C. Walll/Ceiling juncture on exterior walls.

D. Moisture damage on roof sheathing (attic).

E. Excessive condensation on interior window frames

Total:

If yes to any location A thru D, can the location be insulated to prevedéensation?

Potential Actions: 1. Add insulation to eliminate chilled surfaces whenever possible. Action Taken

2. Reduce moisture sources whenever possible. See Section Il.
3. Do no air sealing unless 1 and/or 2 addressed.

Il. Moisture Sources

Check for excess moisture sources. Address the sources as required. Yes No

Is there an efficient bathroom exhaust fan?

Is the clothes dryer vented to the exterior?

Is there a kitchen exhaust fan?

Is thee an uncovered dirt crawl space?

Is there signs of water infiltration into a basement?

Is the house overcrowded?

Ommo0|m >

Is there a humidifier operating during the winter?

Action Taken

Potential Actions: 1. Reduce maist sources by adding local exhaust ventilation, coveri
crawl spaces, disconnecting humidifiers, solving foundation moistu
entry.

I1l. Bathroom Mol d Yes No

A. Is there excessive mold on bathroom walls and ceilings?

B. Does it appear that the tub/shower surround is leaking?

Potential Actions: 1. Install efficient bathroom fan and controls.

IV. Bulk Moisture Problems Yes No

Is there mold or water damage from the following bulk water entry areas?

Plumbing (Check bathrooms, kitchen, and laundry area)

Roofs (Check ceilings in all rooms)

Window or Door leakage (Check walls around openings)

O0|m| >

Basement and crawl spaces (Dampness and water entry)

Action Taken

Potential Actions: 1. Make repairs to eliminate leaks if practical.
2. Address exterior drainage to improve foundation dryness
(See Section V).

V. Exterior Improvements for Foundation Moisture Yes No

A. Is there a functioning gutter system?

B. Are repairs required to improve drainage away from house?

Action Taken

Potential Actions: 1. Repair gutters, downspouts, and leaders to assure drainage awg
2. Perform minor grading to relieve foundation water entry.

VI. Notifications and Official Business
Assessords Signatur e:

Date:
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Certified Renovabr Recordkeeping Checklist

Weatherization Job #: Contractor Name:

Date and Location of Renovation:
Brief Description of Renovation:
Name of Assigned Renovator:

Name(s) of Trained Worker(s), if used:
Name of Dust Sampling Technicidnspector or Risk Assessor u$ed:

__ Copies of renovator and dust sampling technician qualifications (training certificates, certifications) on file.
___ Certified renovator provideftaining to workers on (check all that apply):

__Posting warning signs Setting up plastic containment barriers
___Maintaining containment Avoiding spread of dust to adjacent areas
___Waste handling Postrenovation cleaning

___Test kit or test results from an ERAcognized laboratory on collected paint chip sample, used by certified
renovator to determine whether lead was present on components affected by renovation (identify method used,
type of test kit used (if applitée), laboratory used to conduct paint chip analysis, describe sampling
locations and results):

__Warning signs posted at entrance to work area.
__ Work area contained to prevent spread of dust and debris
___All objects in the work area removed or covered (interiors)
__HVAC ducts in the work area closed and covdjiateriors)
__Windows in the work area closed (interiors)
___Windows in and within 20 feet of the work area closed (exteriors)
__Doors in the work area closed and sealed (interiors)
__Doors in and within 20 feet of the work area closed aadesl (exteriors)
__Doors that must be used in the work area covered to allow passage but prevent spread of dust
__Floors in the work area covered with tapsmvn plastic (interiors)
__Ground covered by plastic extending 10 feet from workdangastic anchored to building and
weighed down by heavy objects (exteriors)

__Vertical containment installed if property line prevents 10 feet of ground covering, or if necessary to prevent
migration of dust and debris to adjacent property (exteriors)

__ Waste contained esite and while being transported -sife.

__ Work site properly cleaned after renovation
___All chips and debris picked up, protective sheeting misted, folded dirty side inward, and taped for removal
__Work area surfees and objects cleaned using HEPA vacuum and/or wet cloths or mops (interiors)

___ Certified renovator performed pestnovation cleaning verification (describe results, including the
number of wet and dry cloths used):

__If dust clearance testing was performed instead, attach a copy of report
__ | certify under penalty of law that the above information is true and complete.

Name and title Date
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Lead Hazard Pr®enovation Letter Sample Language

This sample form may be used by renovation firms to document compliance with the Federal pre
renovation education and renovation, repair, aralrging regulations.

Occupant Confirmation

Pamphlet Receipt

A 1 have received a copy of the lead hazard information pamphlet informing me of the potential risk of the
lead hazard exposure from renovation activity to be performed in my dwelling unit. | esctiis
pamphlet before the work began.

Owner-occupant Potout Acknowledgement

A I confirm that | own and live in this property, that no child under the age of 6 resides here, that no
pregnant woman resides here, and that this property is not a astlktlpial facility.

Note: A child resides in the primary residence of his or her custodial parents, legal guardians, foster
LI NByidas 2N AYF2NXYEE OFNBGF{SNIAF GKS OKAfR
residence.

Note: A childoccupant facilityis a pre1978 building visited regularly by the same child, under 6
years of age, on at least two different days within any week, for at least 3 hours each day,
provided that the visits total at least 60 hours annually.

If Box A is checked, check eithexB®or C, but not both.

f A

A (B) | request that the renovation frmuse the ledd ¥S ¢ 2 NJ] LINF OGAOS& NXBIjdzA NBR a

Repair, and Painting Rule; or
A (C) I understand that the firm performing the renovation will not be required to use thedatvork
LIN} OGAOSa NBIdZANBR o6& 9t! Qa wSy20FiA2y> wSLI ANE

Printed Name of Owneoccupant Signature of Owneoccupant
wSy 2@ (2NDa { St ForteaMBbckupidd@weliidgg ofly)2 LIG A 2y 0

Instructions to renovatorif the lead hazard information pamphlet was delivered but a tenant signature was
not obtainable, you may check the appropriate box below.

A Declinedc I certify that | have made a good faith afféo deliver the lead hazard information pamphlet to
the rental dwelling unit listed below at the date and time indicated and that the occupant declined to sign
the confirmation of receipt. | further certify that | have leftapy of the pamphlet at theinit with the
occupant.

A Unavailable for signature | certify that | have made a good faith effort to deliver the lead hazard
information pamphlet to the rental dwelling unit listed below and that the occupant was unavailable to
sign the confirmation of reeipt. | further certify that | have left a copy of the pamphlet at the unit by
sliding it under the door or by (fill in how pamphlet was left.

Signature of Person Certifying Lead Pamphlet Delivery Printed Name of Person Certifying
Delivery
Attempted Dévery Date Unit Address

Note Regarding Mailing Optiorg As an alternative to deliver in person, you may mail the lead hazard
information pamphlet to the owner and/or tenant. Pamphlet must be mailed at least seven days before
renovation. Mailing must beatumented by a certificate of mailing from the post office.
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IHWAPRadon Informed Consent Form

Weatherization achieves energy and cost savings and improved comfort, health and safety of homes
through a variety of home retrofit measures, including somecihimprove the airtightness of the
0dZAf RAYy3Id ! OO2NRAY3I (2 GKS 5SLINIYSYd 2F 9ySNHE 65
Quality: Measured Impacts inSinglel YAt & | 2YS& dzy RSNJ 6KS 2SI GKSNRT I GA
is a small risk ahcreased radon levels in homes when the building air tightness levels are improved.
These increases are smaller in manufactured housing everywhere, and all homesaddmpotential
counties, and higher isite-built homes in highradon-potential courties. There is some evidence that the
installation of continuous mechanical ventilation reduces radon levels in homes, and counteracts any
radon increases that are due to improved building air tightness levels.
Precautionary MeasuresThe precautionary masures indicated below will be installed as part of
weatherization, when applicable:
1 Exposed dirt floors covered and sealed
Floor/foundation penetrations sealed
Open sump pit capped
Crawl space venting inspected and/or improved (unconditioned cranéspac
Other:

= =a =4 =4

| am aware that weatherization may result in increased levels of radon, and that mechanical ventilation

Y& O2dzyi SN} OG (K2aS AYONBlIaSao L KIFgS ONROSAMNBSR (K
/| AGAT Sy Qa Ddzhi RS -rél&ed risksRvrg diséusskedy IRavéldhddenylo go forward with
weatherization andaccept all risks of injury or damages.

| have carefully read this informed consent form and have signed it of my own free will.

Client Name:

Client Signature: Date:
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SECTION IkXFinal and IAProgress Inspections
QClCertification Requirement for DOE Funds

Every DOEweatherizedunit, regardless of how much DOE money was speitityeceive a

final inspectionby a QClkertified final inspector. Thisinspection willensurethat the
weatherizationwork was completed properly, that all measures called for inesssnent and
work orders have been installed and completed in a workmamtitener andare in accordance
with the priorities determined by the audit procedures, standard work specifications, lllinois
Home Weatherization Assistance Program Field Standaatsu} and in alignmentith the
IHWAP Operations Manual

EVALUATING THE ASSESSMENT
The final inspection process includes the following:

1 review of the audit and work scope to determine that the work that was specified was
completed, and that any changes the work scope were approved in advance and
properly documented,;
photographs of completed work;
verification of field measurements and the accuracy of the maps/diagrams;
verification of the quality and quantity of materials installed;
verification thd installation standards and work quality is acceptable;

a blower door test to verify final air flow, in units where the test can be safely conducted,;
verification that health and safety tests were conducted and that appropriate mitigation
measures werg@erformed;

a steadystate efficiency test, when necessary;

client signatures verifying completion of work;

written notification to owners and occupants of any unsafe conditions; and,

any additional documentation necessary to explain the outcome ofvtkatherization
project

=A =4 -4 -4 -4 4

E R N

The final inspection is to be conducted as thoroughly as the assessnatunding verifying the
measurements of the dwelling by 1aeasuring it. Final inspectors should look for problems
that the crew or contractor may have to cent and check for materials that significantly vary
from those assessed. As part of the final inspection process the client satisfaction questionnaire
should be reviewed and signed off by the client. Ask the client for their input, whether
suggestions ocomplaints.

Considering the potential for vandalism, weathefated damage and safety problems, it is
required that the final inspection be done on each wmithin 15 calendadays unless a waiver

has been granted by OCAfter both the architectural ad mechanicalsystem work is
completed. The final inspection cannot proceed until the Work Order and support
documentation for work completed has been returned to the Local Administrative Agency (LAA)
by the weatherization contractoir final inspectionannot be completed without an invoice and
other required contractor paperwork

To ensure an objective final inspection is completed on every home, the person performing the
final inspection cannot be the same person who completed the assessment; uméeagdncy
has received a written waiver from the DCEO/OEA allowing this acfionaiver for this will
require the agency to identify a plan to ensure that the quality and integrity of assessment and
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final inspection are maintained The waiver must be mrewed annually Under no
circumstances, may the final inspection be done by any person who performed the work.

1 An objective final inspection, ensuring the weatherization work completed conforms to
IHWAP policy and rules, is a procedure unique to thethex&ation program that
guarantees the IHWAP weatherization work will deliver energy savings with reduced
indoor environmental risk to the residential households the program serves.

1 Work that was not installed to standards or energy and health andsafetasures that
were missed at assessment or installation must be corrected before an IHWAP
weatherization job is complete.

1 The final inspection must be objective and thorough.

The following Final Inspection Fornmust be completednd included in theClient File:

1. Final Inspection Detail ReportThis checklist form ensures that the Final Inspector has
reviewed each section of the weatherized home and must complete in full for each home
weatherized. This form should guarantee that the agency hasewed its
weatherization work as completed as an outsider reviewer would. Photo documentation
is required to support the final inspection process, as during the assessment process.

2. Results from the Final Inspection are to be uploaded into SharePoint bgsiicg the
OEA Extranet and going into the Weatherization Quality Control Reviews Tab:

OEA Extranet Sub Site for OEA LAA Only Access

Office of Energy Assistance (OEA) Extranet Site  OEA Extranet Sub Site for OEA LAA Only Access  Weatherization Quality Control Reviews

Weatherization Quality Control Reviews » Home

Office of Energy Assistance (QOEA) Extranet Site  OEA Extranet Sub Site for OEA LAA Only Access  |Weathenization Quality Control Reviews

3. Photo DocumentatiorFailures and deficiencies require clear color digital photographs
highlighting the failure or deficiency as noted. The photographs are siémtcadlback
and/or rework notice(s) to contractors or crews.

A A copy of the callback/rework notice with digital photographs must be
maintained in the client file even after rework has been completed and re
inspected.

4. Final Inspection Summaig a reviev of the work with the client and a summary checklist
that ensures that all phases of the Final Inspection and that all post weatherization
diagnostic readings are complete. This form requires review and signature and final
inspector completion and sighare.

CKS CAVIE LYallSOoiz2NRa 2206 Aa G2 SyadaNB GKFGy

1. The Assessor has correctly assessed each building section in accordance with the IHWAP
Assessment procedures (sedlinois Home Weatherization Assistance Program,
Assessment/Energy Audit Manugblume V.

2. The work completed has been accomplished tavarkmanlike standardin accordance
with the quality control standards and specifications set fortNatume 11l lllinois Home
Weatherization Assistanderogram, Field Standards Manual
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correspond and that nothing has been omitted or missed. This process also ensures that
materials applied, labor, and actual costs foe timit are accounted for and checked off
by the crew/contractor on the Architectural and Mechani@ébrk Orders

A For HVAC work, the final inspector will review thechanical Contractor
Checklistor completeness.

4. A postwork efficiency test with the fie gas analyzer (if applicable to the fuel source) is
conducted on the heating and domestic hot water distributgystems ands entered
on the Final Inspection Summary Report.

A The Final Inspector is to attach the final Flue Gas Analyzer readingsFmti Inspection
Summary Report, and a copy is to be attached to the heating system and the water
heater.

A If the fuel source is natural gas, the meter must be clocked and measured input entered
on theFinal Inspection Summary Repastwell.

5. The finalinspector will also make a final diagnostic reading with the blower door and
compare it to the preweatherization and interim readings.

A Ininstances where the air sealing target is not met the final inspector must make
a determination whether additionahir sealing opportunities exist and if cost
effective measure can be made to reduce the infiltration.

olf yes, the callback /change order process must occur before final
inspection can be completed.

o The procedures for conducting these tests are liste#olume 11l Illinois
Home Weatherization Assistance Program, Field Standards Manual

Evaluatingand Confirminghe Initial Assessment

The Final Inspector must review the assessment document and the home weatherized to verify
the assessment was done pegly. Any section of the assessment document not completed
indicates the Assesstailed toconducta full assessment. Notes on any assessment deficiencies
found should be entered both in WeatherWorks audit database in the section applicable to the
building.

A In cases where the Assessor did not complete a full assessment of the unit the final
inspector is to return the assessment document to the Assessor for completion of the
assessmenor complete the assessment themselves.

o0 Every LAA is required toate a process where assessment deficiencies are
tracked and communicated to the assessment staff for continual improvement
and elimination of incomplete assessments.

A If a Change Order is required, and project budget permits, additional assessment
information is entered into the WeatherWorks Energy Audit and the assessment
information is recalculated for SIR. A supplemental Work Order (Change Order) is then
generated to address the missing weatherization measure(s).

o0 The supplemental Work Order is attachéo the original Work Order and
becomes part of the Client File. The weatherization crew/contractor is provided
the Change Order to complete any additional measure(s) that the WeatherWorks
Energy Audit calculated to be installed.

A Ininstances where nprogram funds remain to complete the needed measures the Local
Administrative Agency will pay for the measure with agency funds.

IHWAP P2020 PROGRAM OPERATIONS MANRag4 120



RequiredDocumentation ReviewPrior To Final Inspection
The Final Inspector must insure the weatherization crew/contractor sudmsnitted all of the
required documentation regarding the work completed before the final inspection

A The Final Inspector must complete a comprehensive file review of the ClientfFile

documents are missing, the final inspector notifies the contractomweatherization

crew.

A Final inspection of a weatherization job cannot begin until the missing documentation is
submitted and reviewed. The required documentation and definitions by Mechanical
Contractor and Architectural Crew/Contractor are listedidve

Mechanical Documents

1 Mechanical Work Order- Weatherization measures to be completed by the
aSOKIFYAOFE [/ 2yGNXOG2NI I NS LINAYGSR Ay fAal
provides cost estimates for each weatherization measure and summarizesastal

0é

OFrGS3I2NE® CKSNBE A& Iy a9aidAYlI{iSR DNJI

that provides an estimated total cost for the job. When estimated costs have not

OKIyaSR G9adAYFiSR DNYyR ¢2(Flft¢ 06S02YSa a
Totab Ydzad ©6S GKS SEIFIOG &ary$S Fa GKS 3INI YR
invoice.

o Where changes to the work order effect material and labor costs the work
2NRSNJ Ydzad o6S YlydzZtfte NBEO2YyOAf SR (2
correct. Verification of ta approved change order(s) must be completed.

2 KSY | ¢SFOGKSNAT I GA2Y YSIadaNBE Aa 0O2YLX
contractor next to the measure to indicate completion. The final Inspector
also checks a box next to the measure to indicate finakmevi

o !ff 2F GKS aO02YLX SGA2YyE YR GFAYLIE Aya
show completion and final inspection before costs of the home are reported.

o The Final Inspector is required to initial and date the work order below the

G! Oldzl f DONIFR @GRS LIIINRPISR FAYLFE AyalLlS
charges.

1 Mechanical Change Order document(sThere are certain circumstances where the
mechanical contractor cannot install a weatherization measure listed on the Work

Order,

o

or a measureaeds to be added.

When changes to the Work Order are needed the mechanical contractor must

first obtain permission to make the change by contacting the Local
Administrative Agency (LAA). Making changes to the Work Order is known as

0KS a/ KI'y DS aRmNIPS NI t NP

¢tKS LINRPOS&aa AyOfdzRSa GKS O2YLX SiAzy 2
must be submitted to the LAA upon completion of the weatherization work.

The LAA will place the change order document into the client file. The
document will list the measu(s) subtracted or added to the Work Order with

the labor and material costs for each measure stated separately. The bottom

2F 0KS OKIFy3aS 2NRSNJ Ydzad LINRPDARS I+ aDN
of all changes.
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0 Weatherization measures listed on changrders must be reconciled with
the work order. The Work Order must reflect the information on the Change
Order(s).

A For exampleif the Change Order subtracts a weatherization measure
from the Work Order a notation must be made on the Work Order at
the location of the measure as to who at the LAA authorized said
changeandi KS RIS 2F (GKS YSI adzNBaQ
deleted from the Work Order the total costs for the category in which
the measure appeared would be over written with a new tatast. If
a weatherization measure is added, the measure is to be written in at
the location on the Work Order where it would appear. The written
measure would include the description, labor and materials costs, and
name and date of the LAA staff autimng it. The category for the
added weatherization measure would include the new total.

1 Mechanical Invoice The mechanical contractor is to submit an invoice summarizing,
by labor and material, the cost of each measure applied to the hoifiee costs
sunmaries of the invoice are to match the detail and costs summary of each measure
on the Work Order.

A For exampleThe replacement furnace on the Work Order states the
summary cost for furnace labor is $500.00 and summary costs for
material is $950.00.KIS Ay @2A 0S g2dzZ R alé& aLyad
9CL o6al(1Ska2RStkK{SNAIf bdzyoSNDL CdzN
showing $500.00 and the material column showing $950.00. The
AYy@2A0S Aa (2 fa2 aK2g¢g | GDNIYR ¢2
GKS GDNBfyR 2B GKS YSOKFIYAOFf 22NJ h

1 Assurance and Guarantee of Work.abor and materials applied to client homes are
guaranteed for one year starting on the approved final inspection .daiée
guarantee is valid for one year where there is no misuse My ¢lient of
weatherization servicefbreakage, etc.).

o0 The Assurance & Guarantee of Work document does not supersede any
manufacturer warrantee for a weatherization measure guaranteed beyond
the twelve-month period. The Assurance and Guarantee of Wordudzent
is a required document that must be completed by the Mechanical
Contractor, with the original document given to the owner of the property
and a copy, or duplicate, placed in the client file.

1 Release of Liena master copy must be placed in eachq@ement award file. We
no longer require that the contractor/vendor complete the release on a per job basis.
This form will no longer be required in the client file.

¢
(0p))

1 Mechanical Contractor Checklist The mechanical contractor will document the
conditionof the heating system with th&echanical Contractor Checkllsg taking
various readings and measurements outlined on the checklist. Corrective repairs or
replacement of the heating system may be determined by the results of the readings
and measurements
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o TheMechanical Contractor Checklsust be entirely completed and signed
by the Mechanical Contractor completing the work for every heating system
installed.

Architectural Documents
1 Architectural Work Order- Weatherization measures to be completdd; the
I NOKAGSOGdzNF £ / 2y (N OG2Nk/ NSg I NBE LINAYy(GSR

o The Work Order provides cost estimates for each weatherization measure
YR &adzyYlI NAiT Sa dGz2d41rt O2adta oé& OFGS3z
¢c20rt ¢ 0 GKS aderihatproviddstan déstitratedadtaN
cost for the job.

0 2KSy SadAYlFriSR 02adGa KIFI@S y244 OKIy.
0S02YSa a! Olidzrf DNIYR ¢20G1féd ¢ K ‘
exact same as the grand total of the Architectural Contractorigezo

o Where changes to the work order effect material and labor costs the work
2NRSNJ Ydzad 0SS YlydzZftte NBEO2yOAf SR G2

correct.
o Verification of the approved change order(s) must be completed. When a R
weatherization measurde & O2 YL SGSR + OKSO1062E A

contractor next to the measure to indicate completion.

o The final Inspector also checks a box next to the measure to indicate final
review. The Final Inspector is required to initial and date the work order
bef 26 GKS &! Oldz2rf DNIYR ¢20GFt¢ 2F GK
certification of the charges.

0 ¢KS AGLYGSNXYSRAFGS . f26SNJ522NJ) bdzYo SNJ
of the Workh NRSNJ 2NJ R20dzySyiuSR 2y GKS [ 2
Blower Door Form.

1 Architectural Change Order document(s)There are certain circumstances where the
Architectural Contractor cannot install a weatherization measure listed on the work
order, or a measure needs to be added. When changes to the work order are needed
the Arditectural Contractor must first obtain permission to make the change by
contacting the Local Administrative Agency (LAA). Making changes to the work order is
1y26y +Fa GKS G/ KFy3aS hNRSNIt NPOSaae o
0 ¢KS LINRPOSaa AyOfdzRSa (GKS GSWtisiigyi2vd
be submitted to the LAA upon completion of the weatherization work. The LAA
will place the change order document into the client file. The document will list
the measure(s) subtracted or added to the work order with the labor and nadteri
costs for each measure stated separately. The bottom of the change order must
LINE OA RS | GDNY YR ¢201I f ¢ LIN2E A RAY 3 (K
Weatherization measures listed on Change Orders must be reconciled with the
Work Order. The Work Order musgeflect the information on the change
order(s).
A For example: If the change order subtracts a weatherization measure
from the work order a notation must be made on the work order at the
location of the measure as to who at the LAA authorized said @&and
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0KS RIGS 2F GKS YSIadaNBaQ RStSGAzyo
work order, the total costs for the category in which the measure
appeared would be over written with a new total cost.

If a weatherization measure is added, the measure isgavbitten in at

the location on the work order where it would appear. The written
measure would include the description, labor and materials costs, and the

name and date of the LAA staff authorizing it. The category for the added
weatherization measure oawuld include the new total.

9 Architectural Invoice- The architectural contractor/crew is to submit an invoice
summarizing by category (windows, doors, etc.) the cost of labor and materials applied
to the home.

o The costs summaries of the invoice are tatoh the costs summaries of each
category on the work order.

A For example: The windows category on the work order states the
summary cost for window labor is $100.00 and summary costs for window
YFEGSNRAFE A& PHpndnnod ¢ K Sithihg/1gbdrA OS 6 2
column showing $100.00 and the material column showing $250.00.

If there are detailed questions about the type of window work completed

for the summary costs refer to the Work Order. The invoice is to also
AK2¢ | GaAINI YR V28KXOK I Yl GESS D 202 a3
the architectural work order.

1 Assurance and Guarantee of Work_abor and materials applied to client homes are
guaranteed for one yeastarting on the date of the signed final inspection.

o The/ 2 y i NI Ol 2 NR Suatasitee dcNWorkidEs not supersede any
manufacturer warrantee that extends beyond theelve-month period.

o0 The document used to provide the guarantee is Assurance and Guarantee of
Work

o The Architectural Contractomust complete anAssurance ah Guarantee of
Work document, give the original document to the owner of the property, and
give a copy or duplicate to the LAA for placement in the client file.

1 Release of Liena master copy must be placed in each procurement award file.

o We no longer equire that the contractor/vendor complete the release on a per
job basis.
A This form is no longer be required in the client file.

1 Intermediate Blower Door measurementArchitectural Contractors complete work on
homes that seal interior air bypass opeginto the outside.! ANJ { S f Ay 3 a
STtAYAYF(GS 2NJ NBRdzOS AN Y2@SYSyid (KNRdJzZaAK

0 ¢KS ! NOKAGSOUOdzNI £ /2y GNI OG2NDa 62N 2
After sealing the openings identified in the wkoorder the Architectural
Contractor willmakeat least oneblower door measurement with a manometer
to determine the success of the air sealing work that was completed.

0 ¢KS GLYGSNXYSRAIFIGS . f26SN) 522N bdzYo SNE Y
Workh NRSNJ 2NJ R20dzYSy i SR 2y (GKS /2y GNF OG 2N
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T

o0 The Intermediate Blower Door measurement must also be entered into the

G.t26SN) 522NE G106 2F (GKS 2SIFGKSN2 2NJ a

closed and reported. If the Intermete Blower Door measurement could not be
completed a notation on the first page of the Work Order explaining why will be
provided by the Contractor.

Note: If the air sealing target determined in the Assessmeminismet, the contractor
must use the blver door for guided air sealing measuresan attempt to meet or
exceed the target.(See lllinois Home Weatherization Assistance prograffield
Standards Manual, Section 2QBrchitectural Standards, Subsection 22llesting).

Additional documents agequired by the Local Administrative Agency (LAA), State
and/or Federal Regulations.

o Before arrivingn-site,the Final Inspector must review the work order before the
final inspection begins to insure it is _completed correctly and to become
familiarizedwith the weatherized home.

o If the work order indicates weatherization measures were not completed, and
there is no supporting documentation explaining why the work was not
completed, return the work order to the contractor for completion of the
weatherization measures.

Verification of Work Order CompletiorlThe final inspector must review the Work Order before
the final inspection begins to insure it has been completed correctly. Below is a list of items to
look for:

= =4 4 -4 8 A

Have all of the completion checkxas been checked?

Has the labor and material for each weatherization section been tallied?

Has the total labor for the job been written at the bottom of the Work Order?

Has the total material for the job been written at the bottom of the Work Order?

Has agrand total for labor and material been written at the bottom of the Work Order?
If a change was made to the Work Order, were a date, time and name of the LAA staff
authorizing the change written on the Work Order?

The Final Inspector verifies the worklled for on the assessment input document and then
checks the work that has actually been done. If procedures were not followed, check to see if:

= =4 4 4 -8 9

The audit was entered correctly
The field measurements are accurate
Ayn unforeseen problem(s) was/were documeel when the work was attempted
The assessment was wrong
The work was incomplete
Therewereno significant reductions in the blower door readings
o If any of the last three items apply, a eldick and/or change order is required.

Verification of Compleed work. Determine whether completed work meets the standards and
specifications indicated in the Illinois Home Weatherization Standards Field Manual. In most
cases, the job of the final inspector will be to determine that the assessment and data entry
were correct, and the weatherization measures the Work Order and invoice have been
installed correctly.
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A Where the work is clearly unacceptable a @tk must be ordered. In circumstances
where there is a questiof whether a completed measure meetpuality control
standards, document the measure in question and discuss it with the contractor/crew
completing the work. Locate the measure in the quality control standards and review
call back or questioned measures with the contractor/crew.

Accountng for the Work. Materialsappliedand actual costs must all be accurately accounted
for. The final inspection is the last opportunity to make changes to the weatherization work.
Therefore, it is his/her responsibility to ensure these items are coyeattl safely installed.
A The correct numbers and costs are to be entered on the Work Order and placed in the
file,. ¢KS /2y GNI OG2NDa AYy@P2A0S Ydzald 6S RSGFAES
order and format as the Work OrdeiThese figures are thkasis for reporting to the
Department.

Work Order Checloff. The final inspection should include verifying and comparing the work
2NRSNE OKIFy3dS 2NRSNAZ (GKS O2yidl Oli2NRa AYyd2AO0¢
documents to the work inspectednd verifying that the work installed complies with IHWAP
standards and procedures, the final inspector should check off each item on the Work Order.

A The goal of this process is to be the final check for high quality weatherization work. OCA
canreview2 yt @ | LISNOSydGl3S 27 [lyis the fidalndpeatos | i K S N.
who has the last chance in the IHWAP process to detect and correct problems with the
completed job.

Completing theFinal Inspection Detail Repodnd the Final Inspection SummgrReport The
final inspector completes th&inal Inspection Forgnonly after any and all cddbck work has
been successfully completed. These forms should be completed in the presence of the
client/owner. Every effort must be made to fully inspect theit and to obtain the
client/owner’s signature on th&inal Inspection Summary Report
A A copy of this form is to be left with the client and the original placed in the Client File.
A The Final Inspector is to attach the final Flue Gas Analyzer reattintige Final
Inspection Summary Repognd a copy is to be attached to the heating system. The
Final Inspector is to ensure that the Final Blower Door reading is entered drrthe

Inspection Summary Repoand on the cover page of tHenalWork Order
o In the event that repeated trips to the home do not result in a final giffnthe

agency must document the efforts made and attempt to get the client/owner's
signature via certified mail. Retain a copy of the letter sent to the client/owner
requesting afinal inspection date and/or signature on theéinal Inspection
Summary Report If the agency does not receive a response from the
client/owner, the home may be reported as final inspected, using the date of
actual inspection, or the date the responsette letter was due back in the
agency.

In-Progress Inspections

In-Progress Inspections have always been considered a best practice and are now being
incorporated in the IHWAP on a percentage of weatherized uhit&n effort to comply with
WPN 177 Healh and Safety Guidancepcal Agencies will now be required to complete in
progress inspections on 20% of their IHWAP production. Local Agencies must document the
inspection in the client file and track the inspections in a spreadsheet that may be revigwe
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OCA Monitoring Staff. An-Progressrispection may be performed by any TCP Certified
employee. Irprogress inspections will provide the contractors with rxale feedback and
give local agencies an opportunity to provide hands on training whdenbrk is being
conducted.

An InProgress Inspection includes a review of the following when applicable:

f OSHA Construction Regulatish  f 2 OF f | 3SyOASa N’ y2i (KS
pay attention to worker safety. If you see a crew member in oledation of OSHA
Construction Regulations, provigenstructiveguidanceto the workersand document
the training.

 EPA/Lead Renovatof, 2 OF f | ISy OASa | N& ldfa@aa y20 (GKS a
responsibility to the clients and crew members. If you aetear violation ofead safe
work practicesprovide constructive guidance to the workers and document the
training.

f IHWAP Field Standardgcal agenciearetil KS L1 21t CAStfR {dF YRI NF
you see a completed task or taskprogress that des not comply with IHWAP Field
Standardsprovide constructive guidance to the workers and document the training.
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM iob Number:
. . Client:
Inspection Detail Report
|Address:

Housing Type: [single Family [Mobile Home [Multi-Family [other:

Primary Fuel: [Natural Gas [CPropane [CEtectric ol [Colid Fuel

iIncome Level: [ Below 150% [above 150% \Funding:

The Quality Assurance process requires completing the Client File Review Form, a Desk Audit, and this Form.
Pass: work meets IHWAP Standards, assessment was properly completed, and the Client File is complete.
Fail: indicates that a Call Back &/or Change Order Form must be completed and forwarded to Contractor.

HEATING, VENTILATION, AIR CONDITIONING Pass Fail N/A Comments

Heating System o O 0O

Air Conditioning o 0O 0O

Heat-Load Calc/Manual J in the Client File O O O

Distribution System Modifications O o 0O

Duct Sealing [ Y = v

Set-Back Thermostat o o 0O

Filter Installed and____left with client o O 0O

Ventilation Requirements Verified O O O JnasHRAE 62.2 Compliance? [ves ()
CAZ Testing Verified, Documentation is Complete O O O rest to be completed on all "natural draft" homes

ATTIC Pass Fail N/A Comments

Attic Insulation Installed O 0O O Jexisting R- Added: R- Total R-
Good Insulation Coverage O O O JsmoothandEven Blow? [lves o
Insulation Certificate Completed & Posted O O O Jeopyinthe Client File? [lves o
Heat Source/ Vent Damming O 0O O Jeroperly secured? [ves o
lunction Box Markers Present o O 0O

Attic Access Insulated and Secured = = R |

Attic Air Sealing was Performed o O 0O

SIDEWALLS & KNEEWALLS Pass Fail N/A Comments

Walls Insulated by IHWAP o o O

Wall Insulation Verified {select method(s) used) O O Od [0 Blower Door & Smoke 0  Infrared Camera
Plugs, Patching, & Painting appropriate o O 0O

FOUNDATION Pass Fail N/A Comments
[Band Joist Insulation added by IHWAP o o 0O
lFIoor Insulation added by IHWAP o O 0O
|Basement Wall insulation added by IHWAP O O 0O

Vapor Barrier added; proper coverage & secured O O O Jcrawispaces are to be inspected when accessible
WINDOWS/DOORS Pass Fail N/A Comments

Windows were properly addressed g 0O 04

Storm Windows &/or Glass Block Inserts installed o O 0O

Doors were properly addressed [m] O [m]

Weatherstripping/Thresholds/Sweeps o

Pre/Post Photo Documentation Completed O O O
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OTHER MEASURES Pass Fail N/A Comments

\Water Heater Replacement O (] a O Energy-Star Rated O  Power Vented
Water Heater Insulation Blanket [ =

Pipe Insulation o O 0O

Low Flow Showerheads &/or Faucet Aerators O O a

Lighting - LEDs Installed O O O [numberinstalled:

Refrigerator &/or Freezer Replacement O o 0O [m] Energy-Star Rated

Smoke Detectors o o o Number Installed:

Carbon Monoxide Detector g E E Number Installed:

ASHRAE Fan Installed O O a ASHRAE Fan Setting verified Clves o
Other H&S Measures O m 0

Other Energy Related Repairs R v [ |

Air Sealing Measures O o 0O

Other (Describe): 0 E iE

INCIDENTAL REPAIR MEASURES (IRM'S) Yes No N/A Comments

All IRM’s have relationship to the specific energy conservation measure O O O

(ECM) or group of ECM’s.

On Site Work Assessment Pass Fail N/A Comments

Measures Installed were Properly Justified ] R i R 1

A or did not miss appropriate measures - 0 B B

Work Installed Complied with IHWAP Standards o O 0O

Final Inspection was complete o 0O 0O

Each building section properly d/addressed in Input D ? [ives [ No

Is all of the required documentation in the Client File and Reviewed? [ves [ No

Did this job Pass Inspection? [ lves [No

Does this job need additional attention? [ves [ No If yes, order a Call-back or Change Order

Are all labor hours, materials used, and actual costs accounted for? [ves [ No

Invoice and Work Order Reconciled? [ves [ No
|Reports included with Q/A Report: Client File Review 0O Desk Audit 0 Call Back 0 Change Order [
Other Notes and Comments

lAssessor: date: Application Approval Date

Contractor: date: Contractor Deadlines Met Dlves Do
Final Insp. date: Final Inspection w/! 15 days Dles Do

(signature) (date)
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Illinois Home Weatherization Assistance Program Job Number:
Final Inspection Summary Report Job Address:
To be Completed with the Client/Homeowner
Client Name
| have been provided the Assurance and Guarantee of Work by:
which guarantees for one year the completed Weatherization Work for one year from the date of this Final Inspection. Problems that occur after
Final Inspection date or that are unrelated to work installed by the Weatherization Program are acknowledged as the responsibility of the
Client/Homeowner
| have been instructed in use and maintenance of all items and measures installed including Smoke Detectors, C/O Detectors, Clves CIne
and Exhaust Fans (if applicable) and provided with equipment manuals?
Check here if client Refused Removal of Stand-Alone Electrice Space Heater(s). Checking this box serves as a waiver that the client is [m]
accepting potential hazards resulting from the continued use of the electrice space heater.
Number Installed: co Light Fire Other:
Smoke Detectors: Detectors: Bulbs: Extinguishers: (Describe)
1 am satisfied with the weatherization work completed on this dwelling?  [ves Ono
Comments:
Client's Signature: Date:
Post-Weatherization Diagnostic Readings
Blower Door Readings Worse Case Depressurization
Pre Wx CFM-50 Reading: CAZ 1: CAZ 2: CAZ 3:
CFM-50 Target Number Spillage Test-Out
(ASHRAE 62.2): Heating System: Seconds to Draft:
Intermediate Reading:
Final CFM-50 Reading: Water Heater secondsito Diafe
System:
Zone Readings
Attic Zone Reading: Water Heater: Flue Gas Testing Heating System:
Crawl Zone Reading: Rating Input
Other Zone Reading: Measured
All required Testing Done?: Oves One Draft/IWC
If "NO" explaing why: C/O ppm
Flue C/02
Efficiency
ASHRAE Fan Setting | (based on final blower door test)
CFM
Pressure Pan Readings C on Diag ic Readi
S/R Location Assessor | Contractor |  Final
Signature Date Additional Signature Date

IHWAP P2020 PROGRAM OPERATIONS MANRag¢ 131



ILLINOIS HOME WEATHERIZATION ASSISTANCE PHJob number:

QCI Work in Progress Monitoring Rep{Client:

Contractor: Address:

Crew Leader: City:

Assessor: Date of WIP:

QCI WIP Inspector: ARCHWIP / MECHWIP  (circle one or both)
Housing Typg Single Family Mobile Home Multi-Family Other
Primary Fuel Natural Gas Propane Electric Qil Solid Fuel

CONTRACTOR/CLIENT INTERACTION: Y N NA Comments

Crew leader has informed client of measures to be doEI I:l I:l

Workers are acting in a professional/courteous mann |:| I:l

Clientis aware of the next steps in the WX process |:|

Client has questions and/or concerns

Job site/neighbor properties clean, free of excess debfis

Contractor working EPA RRP/WX Lead safe

Contractor working to W.O./SWS/IHWAP standards

IRNEN
HREREN
IR N

Copy of IHWAP Field Standards on site?

Other Notes & Comments:

Observed (O)work is being done on this measure/section
Training(T): indicates that on the spot training was provided.
HEATING, VENTILATION, AIR CONDITIONING O C NA Comments

Heating System REPAIR / REPLACEMENT [ ][ ][ ]
Air Conditioning REPAIR / REPLACEMENT [ ][ ][ ]

Distribution System Modifications

Duct Sealing
{Sidimnm. 01 ¢KSN¥Y2adldks ' ¢KSNyYz2aidl i
MERYV 6 Filter Installed and left with client

Ventilation Requirements Verified In ASHRAE 62.2 Compliance?  Yes No

OO0OE00

Spillage/Combustion Testing Verified

o[

[]
[]
'
[]
[]
[ ]
ATTIC/FINISHED ATTIC T NA Comments
Attic Insulation Installed/ Good Coverage [ ][ ][ ] r-value addea: Total Value
Knee walls Insulated |:| |:| |:| R-Value added:
Roof Rafters Insulated [ ][ ][] rvalue addea:
Collar Beam Insulated [ 11 ][] rvalue added:
Outer Ceiling Joists Insulated |:| |:| |:| R-Value added:
Insulation Certificate Completed & Posted |:| |:| |:|
Heat Source/Vent Damming [ 1 ][] propery secured? Yes No
Junction Box Markers Present LI
Attic / Knee wall Access Insulated and Secured| | [ ][]

Attic Air Sealing was Performed

[]
[]
[]
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Observed (O)work is being done on this measure/section
Training(T):indicates that on the spot training was provided.

SIDEWALLS O T NA Comments
Walls Insulated

[]
[]
[]

Plugs, Patching, & Painting appropriate
DENSEPACK MONITORING
Insulation Machine within acceptable PSI range

]

zZ
>

Comments

L=<

Dense pack test box performed

Dense pack verified (smoke and/or other meth
FOUNDATION
Band Joist Insulation performed

L]

o[8[

pzd
>

Comments

Floor Insulation performed

Basement Wall Insulation performed

O]

6ml Vapor Barrier added; proper coverage/secL

WINDOWS/DOORS

zZ
>

Comments

Windows were properly addressed

Storm Windows &/or Glass Block Inserts installs

Doors were properly addressed

Weatherstripping/Thresholds/Sweeps

IRNNN

Pre/Post Photo Documentation Completed
OTHER MEASURES

Comments

A YA
A I I A

Water Heater REPAIR / REPLACEMENT I:l Energy-Star Rated: _Heat Pump: _ Power Vented:
Pipe Insulation installed [ ]
Low Flow Showerheads &/or Faucet Aerators |:| #Installed:
[AIKGAY3 m [95a Lyadt [ ] #nstalled:
Refrigerator &'or Freezer Replacement |:| Energy-Star Rated: Cubic Ft
Smoke Detectors [ ] #nstatied:
Carbon Monoxide Detector |:| #Installed:
Dryer Vent Kit Installed |:|
ASHRAE Fan Installed [ ]
Other H&S Measures [ ]
Other Energy Related Repairs |:|
Air Sealing Measures |:|
Other (Describe): [ ]
Do workers need additional training ? Yes No (circle)
If yes, what training is needed?
Assessor B/D Reading: Target:
Contractor initial B/D: Contractor intermediate B/D: Contractor Final B/D:
Target Met: YesNo If not, was it within 10% of TargetYes No

Other Notes & Comments:

lllinois Home Weatherization Assistance Program
Date Last Modified 2/2/2018
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Illinois Home Weatherization Assistance Program

. . Job Number
Weatherization

Callback/Rework Notice

Contractor / Crew: client name

The following items need to be completed, changed, or corrected in order to comply with IHWAP Standards and
policy in order to finalize the Weatherization work on this home:

1)

2)

3.

a)

5.)

6.

7.)

8.)

9.)

10.)

All work must be completed by (date)

Change Order/Revised Work Order I:I I:I
Yes: No:

Attached:

Comments:

LAA / Assessor Signature: Date:

Name (Print) &Title:
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CONTRACTOR ASSURANCE AND GUARANTEE OF WORK

(Give original to the client; retain a copy for the file)

of

l,
Name
guarantee the workianship for installation of:
Firm Name
at for one year
Client Address
beginning and ending
Date Date

in accordance with manufactueQd A Y a G NHzZOGA2Y | yR GKS 1 YSNAROLI Y

(ANSI) procedure.

Signature Date

PositioriTitle
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MASTER CONTRACTOR RELEASE OF LIEN

WHEREAS, we the undersigned, have installed materials and furnished labor and/or
equipment and that all materials were installed and labor was furnished according to a

written agreement dated between

(herein referred to as the LAA) and (hereafter

referred to

as the contractor);

WHEREAS, we the undersigned have agreed to release any and all claims and liens
which we have, or might have, against the owner weatherized properties, the occupiers
of weatherized properties, and the LAA by reason of the labor, materials, and equipment
furnished by us in connection with said Weatherization Projects.

NOW THOSE PRESENT WITNESSETH that we, the undersigned, in consideration for
the sum listed on the Work Orders and any attached associated Change Orders, the
receipt whereof we do hereby acknowledge, do hereby release, remiss, and forever quit
any or all manner of liens, claims, and demands whatsoever which we now have, or
might have in the future against the owners and occupiers of weatherized properties and
the LAA.

(Company Name) (Company Representative) (Date)
Program Year(s): {if the Procurement Award is for multiple years}
Verified By: {Agency Staff/Procurement Lead}
Date: / /
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CHANGE ORDER REQUEST

Job Name:
Job Address:
Job #:

This is an agreement between the undersigned contractor and to
approve and carry out work that gibstantially different than the original project scopath

parties understand thatthe reqéeli SR OKIF y3S&as> & aLISOAFASR 0Sf 2«
and schedule. It is also understood that any differences in estimated costs due to this change

order will be accounted for in the regular payment schedule.

Changes either adding or deleting taaal/Labor from the home will change the estimated total
costs on the work order.Contractor will contact agency and receive authorization before
making changes to work ordeiContractor will manually calculate new costs at bottom of work
order to refex changes. Contractor will also write changes, added or subtracted, at location on
work order where changes take place and enter new costs, greater or less than, those costs
printed on work order.

ExplanatiorNeedfor addition or deletion of work:

Contractor will provide all labor and material for the following work:

Labor Costs: $ (Add/Deduct) Material Costs: $ (Add/ Deduct)
Does Change Affect Schedule? Yes/ No
New Estimated CompletioDate:

Approved:

(Agency Contact Person) (Date)
Approved:

(Contractor Name) (Date)
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Example of Change @er Documentation

A ¢Change Ordar okl requiredwhen there is asubstantial changdérom the Work Order

Minor changescan be simply noted on the Work Ordéihe contractor will write an explanation

of the OK I y3S Bliing(Béckos ¢ 2 F GKS YSI Adz2NE ¢ KS SELX
measure added or deleted, who the crew/contractor contacted to authorize the change, date

of change, and the amount of labor and material dollars added or deleted. &wécontractor

will also initial the explanation Any changes in cost will be accurately reconciled on the invoice

and cost reporting in WeatherWorkSee the following example

Building Section Fumace

Code FRNI 2 Measure(s) Fumnace Sizing: 79035
Measure Mobilke Home Fumace - Natural Gas Type Mechanical
Matenial
Category Material Cost  ynit Quantity Total
Task Fumnace- Mobile Home - Natural Gas - 70,000 Labor $400.00
HVAC Fumnace - Mobile Home - Natural Gas - 70,000 $100000 Each 1 $1,000.00
BTuU
Additional Labor $0.00
Additional Material $0.00

Inchudes all Connections and Leaving Two Filters With Client Also the recharging of the central air unit and The Removal And
Disposal of Existing Healing System.

Flex connectors are not permissable on furnace or water heater.

Labor $400.00 $400.00 material $1,000.00 $1,000.00 M Contractor Inspected
Measure Tape All Boots wih 3" ALUMA- GRIP Tape / Mobile Home Type Mechanical
Material

Category Material Cost  ynit Quantity Total
Task Tape Al Boots wih 3" Alumi - Grip Tape / Mobile Home Laber $30.00
SEAL Aluma - Grip Tape 37 $40.00 Fer Rol 1 $40.00
One additional roll of tape needed. Called Frank Jones 09/23/09. Frank
authorized 1 more roll oftappe at $20.00 and ¥ hour labor for SJ]I.rD ;D HDJ - s Lador e

: — Additional Material $0.00

Contractors are to make sure boots are attached to floor with screws to reduce space between boot and floor before sealing
edges of bool Contractor may use silicone caulk, metal tape, etc to seal boots. Confractor 15 too make sure that register can be
replaced without cutting metal tape n the comers of botts.

Labor §3000 —»3$40.00 Material $4000 — $50.00 [ Contractor [ Inspected

The costs of the measure will be added or subtracted from the estimaieor land material
costs on theWork Order  The revised costs will be written into the actual material and labor
costs lines. In this example tB20.00for the addition roll of tape was added to t$20.00roll

of tape already existing on thé&/ork Orderfor a total 0of$60.00 The$10.000f additional labor
was added to the existin§30.00labor for a total 0f$40.00
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SECTIONKLING SYSTEMS

This section of the manual provides guidance for establishing and maintaining effective filing
systems. Recordsre to be classified, arranged, and stored so they can be found quickly when
they are needed Any files containing PIl must be stored in a secure location

1 IHWAP requires that the LAAs shall maintain two file systems
A Weatherization Subject Filésee béow)
A Weatherization Client Filggalso known as Job Files).

1 The LAA shall also utilize file systems as necessary to operate an effective weatherization
program as well as maintain a Release and Retention of Records Policy.

IHWAPSubject Files

The LAAs required to establish Subject Files in order to maintain the basic program records.
These files should be kept so they are easily found and reviewable by OEA monitors. Subject
headings under which records are to be retained include:

1. Grant Agreement

. Ineligible Applicants List

. Insurance

. Procurement Code of Conduct
. Personnel

. Correspondences

. Regulations

. Procurement

. Homes Previously Weatherized

O©oO~NO UL WN

1. Grant Agreement.The grant agreement is one of the most important files in the system.

It contains the followinglocuments:
A. A copy of the signed lllinois Weatherization Assistance Program Grant Agreement
B. A copy of the current WeatherWorks Budget Summary page, Budget Detail sheets
and current Production Plan
C. A copy of any Budget Modification sheets (in chronologiodé¢n
1 Usually, the originals of the above documents are filed directly in the
Executive Director's office. The Weatherization Coordinator is to secure a
copy. The contract file contains the documents that give the agency its
authority to operate the wedterization program.
2. Ineligible Applicants.The agency mushaintain files containing applications and other
pertinent information on ineligible applicants.
3. Insurance.ltis required that each agency maintain a file on insurance coverage. The file
will contain at least the following information:
1 Type of required insurance requirements
1 Agent or company providing coverage and telephone number
1 Policy number and date of expiration
1 A copy of the policy

4. Procurement Code of Conduct
Each local agency must haveiaternal document that contains a Code of Standards of
Conduct regarding procurement procedures. This Code of Standards should describe
specifically how the LAA maintains segregation of responsibilities during the
procurement and overall Weatherizationgress. The local agency shall describe their
policy regarding Nepotism (the act of favoring a related family member for employment,
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or any Weatherization services/work) in detail. For more information, please refer to

the IHWAP Procurement Manual.

1 Nepotism/Conflict of Interest
As prescribed by 10 CFR 600.236 11.2 (b)(3)(iv) or OMB Circil@r Attachment O,
3.a. (whichever applies), no employee, officer, board member, or agency of the
provider shall participate in selection, or in the award or adstmtion of a contract
supported by IHWAP grant funds if a conflict of interest, real or apparent, would be
involved. Such a conflict would arise when the employee; officer; board member; or
agent; any member of his immediate family; his or her partneram organization
which employs, or is about to employ, any of the above has a financial or other
interest in the firm selected for award. For more information, please refer to the
IHWAP Procurement Manual.

. Personnel. Each person employed as a part of tHenois Home Weatherization

Assistance Program shall have a file which contains those necessary items for proper

personnel management. This file may be under the direct control of any person

identified by the Director of the agency and shall meet theimum requirements found

in the grant agreement with THE DEPARTMENT.

. Correspondence The agency must maintain a file that deals with general

correspondence for the Weatherization Program. Examples of file subjects follow:
1 The Department miscellaneous cespondence
1 News media correspondence
1 Citizen (norclient) correspondence
1 Public and/or electe@ ¥ T AcOrfespbndefce

. Regulations. The department program regulations define activities that are permitted
under the Weatherization Program. The followohmcuments musbe contained in the
file:

1 All the Department manuals, Procedure Letters, Technical Assistance letters
and other directive or guidance documents relating to the Weatherization
Program.

1 Federal Management Circulat4-4; cost principles applicable to grants and
contracts with State and local governments.

1 Office of Management and Budget (OMB) CircularlO2A Uniform
Administrative Requirements for Graimt-Aid to State and Local Governnis;
or OMB CircularA10.

1 State Energy Efficiency Programs Improvement Act of 1990: 10 CFR Part 440
Weatherization Assistance for Ldwcome Persons.

. Procurement. An important aspect of the Weatherization Program is thatiehship
between the agency and equipment and materials suppliers, as well as weatherization
contractors. Several files are required to maintain records and correspondence of this
activity.
1 Please referenc&olume II- Procurement Procedurder more cketails on filing
requirements. This manual has been recently updated with major changes.
. Homes Previously WeatherizedA file must be established listing the addresses of all
units previously weatherized under this program.
1 Boththe unitandthe clientmust be eligible for weatherization. A card file or
spreadsheet/database is suggested, since it is only the address that is needed.
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1 HHS and State funded units will have ayg@r reweatherization rolover date
based on the Program Year thatuais closed out.

Release and Retention of Records Policy
There are three areas the agency must be aware of relative to the release and retention of
records.
1 These areas are Freedom of Information, the Right to Privacy, and Records Retention.
A Freedom of formation makes it easier for individuals, legal representatives,
advocacy groups, investigators, and other interested parties to gain access to
information in government program files.

o First, the applicants have a right to see what the agency haseocaldout them.

0o Second, anyone who files a written request can obtain certain program
information that does not violate the client's right to privacy. (The department
legal counsel has, in the past, interpreted this to include addresses of units
weatherized.)

A The provisions for &lient's Right to Priva@yre also important. In accordance with

the Client Privacy Act of 1974 (5 USC 552a), the agency may not release the client's name,
phone number, income information, etc. Nor may it release lists ohtchames and
addresses to other entities (including service agencies), even with the best of intentions.

o The WeatherWorks information is also confidential. Do not use this information
for anything other than the authorized purpose. If you receive a retjfier
information from outside groups or individuals, contact the Department prior to
supplying any information.

A FinallyRecords Retentiois of concern. Local agencies are to keep program files for
four years or until that program year's audit is figaksolved to the satisfaction of DCEO.

o The Department may require an LAA to retain records longer than four years by
specific request.

o0 Agencies wishing to store records in reduced size using microfilm must apply in
writing to the Secretary of State dimeceive written approval before records can
be converted.

Weatherization Client Files
¢KS [20Ff ! RYAYA&AGSNRYy3I ! 3Sy0eQa 6SIGKSNRT FGA
Weatherization Client Fifer each weatherization application opened. Trder and contents
of the Client File, also referred to in this manual and elsewhere adahéd-ilewill follow the
Standardized IHWAP Client File System described in this chapter.
The Client File System serves three purposes:
1) Standardization foeasy review and completion,
2) Continuity, and
3) File audit efficiency.
¢tKS FTAfSa aK2dZ R 0SS I NNIy3ISR 08 (KS O@yzyie 23
client last namedr in numerical orde by job number).
h 9! gAff Y 2syiWeatteation yClieft Filefor conformance with this prescribed
format, as well as for the presence of these documents and their conformance to the IHWAP
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standards and rulesSubgrantees are mandated to completely fill out all information on each
required form.

A minimum of a sixab section/classification style folder is required. To ensure consistency
across the IHWAP network, and to fulfill our review and auditing requirements, DCEO has
mandated a Client File System that prescribes what documemtatithbe found within or under
each tab.

1 Agencies that utilize a General Contractor or Crews may use-tab systemwith

DCEO/OEA approval.

Each tab should start with a copy of the appropriate tab checklist (see below) to be used by LAA
weatherization staff to track the completion of the file.

The tabs should be labeled in same order as the checklists appear beloivh are arranged
by the order of operation of the weatherization process.
1 Thefirst tab of the file contains theé\pplication- only, as a standalone document.
Thesecond talzontainsintake Documentation
Thethird tab containsAssessment Documentation
Theforth tab containsMechanical Documentation
Thefifth tab containsArchitectural Documentatian
A For agencies that utde a General Contractor, or Crews, who are approved to use a
five-tab systenthey may combine tabs 4 and 5.
0 Available upon request from your assigned State Tech.

1 Thesixth tabisthe last tab of the filandshould contain the WeatherWorks Fiscal Detalil
Report on top, Homeowner initiated contracts, certified payrolprogress inspection
form and any other agency specific or other miscellaneous paper work may be contained
in this section.

A Once again, LAsh\are mandated to completely fill out all of tmdormation on each

required form

1
1
1
1

Content requirements under each Tab:
Tab 1: Application

1 Applicationsigned and dated by client and intake worker

Tab 2: Intake Documentation(when applicable)
Approval/Denial letter

WeatherWorkdntake Report

Presaeen Questionnaire

Applicant Health and Safety Intake Questionnaire
Social Security Cards for the household
Current heating bill

Utility Bill Release Form

Income calculation tape

0 Check stubs

o Income statements

0 Zero income affidavisigned, dated, and narized)

= =4 8 -4 -8 48 -5 19
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91 LIHEAP eligibility formghen applicable)

(0]
(0]
(0]
(0]

Income calculation tapes

Benefit summary screen

Household screen

Verification of WX eligibility, signed and dated

1 Proof of ownershigone of the following is needed)

(0]
(0]
(0]

Property Tax Bill
Mortgage documentaon
Deed(filed at the Courthouse)

1 Mobile home proof of ownershigne of the following is needed)

(0]
(0]

Title for Mobile Homé&Copy of front and back of title)
Mortgage documentation

1 Weatherization Multifamily building plarif applicable)
1 Building Owner Céfication and Work Authorization Form

(0]
(0]

Client is the Owner
Client is a renter
A Rental Agreement

Tab 3: Assessmemocumentation

= =4 -8 -8 -8 -8 _9_42_°2_-2

Completed Desk Audit Form

SIR Report from WeatherWorks

Historic Preservation Review

ASHRAE 62.2 Spreadsheet

Hazardous Contilbns Notice(if applicable)

Client Education Materials Notification

Radon Informed Consent Form

Lead or Asbestos Testing results

Air Conditioning/Cooling Medical Condition Verification Form
WeatherWorks Assessment Input Documents

O 0000000000 O0OO0OO0OO0oOOo

Energy Audit Input Checklist

Client Signature Form

Client Interview/General Information

Health and Safety

Mold and Moisture Checklist

Pressure Diagnostics

ASHRAE 62.2 Work Sheet

Worst Case Depressurization Sheiedpplicable)

Spillage TesDut Sheet

Attic(s) Section

Walls Section

Foundation(s) Section

Windows Section

Doors Section

Heating and Cooling Systems Sectitie gas tapes attached when applicable)
Hot Water Heaters Sectigfiue gas tapes attached whepplicable)
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0 Baseload Section
0 House Diagrams per Flo@oundation, ¥ Floor, 24 Floor, Attic)
o All required photos

Tab 4: Mechanical Documentation

= =4 -4 -4 = =4 -4 -4

= =4 4 -4 8 -4 -5 -9 -2

o

Mechanical Actual Cost Report(s)
Vendor/Contractor Invoice(s)
Final Inspection Detail Repashly 1 reuired if Mech and Arch were completed at the same time)
Final Inspection Summary Repa@itly 1 required if Mech and Arch were completed at the same time)
o Client signature and date
o Final Inspector signature and date
0 Post Weatherization Readings
o Final Flugsas Tape attached
Worst Case Depressurization Faffimal Inspector Copy)
Spillage TesDut Form(Final Inspector Copy)
Contractor CalBack Notice w/color photographs of Deficienqiespplicable)
Work Order(sy, if labor and material were procured garately then a copy of the
labor only and material only Work Orders should be in the file
Change Ordé€s)(if applicable)
Hazardous Condition Notigi&applicable)
Furnace Waive(if applicable)
Mechanical Contractor Checklist
Worst Case Depressurtzan Form(Contractor Copy)
Spillage TesDut Form(Contractor Copy)
Contractor Assurance Sheet
Computerized Hedtoad Calculatiorif applicable)
Notice to Proceed, a.k.&lotice To Owner

: Architectural Documentation

= —a e _a [T

= =4 -4

= =4 4 =

Architectural Actual Cost Rert(s)
Vendor/Contractor Invoidgs)
Final Inspection Detail Repashly 1 required if Mech and Arch were completed at the same time)
Final Inspection Summary Rep@ily 1 required if Mech and Arch were completed at the same time)
o Client signature andate
o Final Inspector signature and date
o Post Weatherization Readings
Worst Case Depressurization Faifimal Inspector Copy)
Spillage TesDut Form(Final Inspector Copy)
Contractor CalBack Notice w/color photographs of Deficienqiespplicable)
Work Order(s) if labor and material were procured separately then a copy of the
labor only and material only Work Orders should be in the file
Change Ordé€s) (if applicable)
Hazardous Condition Notigiapplicable)
Intermediate Blower Door Forfif applicable)
Spillage TesDut form(if applicable)
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Insulation Certificatgif applicable)

Certified Renovator Recordkeeping Checkiispplicable)
Contractor Assurance Form

Notice to Proceed , a.k.alotice To Owner

= =4 =4 -4

Tab 6: Fiscal Detail Report/Misc. Docoents

The last tab of the file should contain the WeatherWorks Fiscal Detail Report on top,
Homeowner initiated contracts, certified payroll,-fmogress inspection fornand any other
agency specific or other miscellaneous paper work may be containedsisdbtion.

Other Tabs:

Other documentation should not be maintained in tabs 1 through 5. The LAA may determine to
include additional tabs with documentation as it sees fit if Tab 6 proves to be insufficient for
miscellaneous or other documents.
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FCRMS AND EXHIBITS SECTION X FILING SYSTEMS

6-Tab Client File Checklist ...........cccceiiiiviiiii e, Page 147

5-Tab Client File Checklist ..........cooeviiiiiiiieiiiieeeeeeeenn, Page 150
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o6-Tab Client File Checklist

TAB 1 Intake Documentation Checklist
Application
I Client Signature and Date
I Intake Worker $jnature and Date
o0 Documentation Date ( 15 days from Application Date)
o Eligibility Signature & Date (43 days from Documentation Date)

TAB 2 Intake Documentation
I Approval Letter
I WeatherWorks Intake Report
I PreScreen Questionnaire
I ApplicantHealth and Safety Intake Questionnaire
I Social Security Card(s)
I Current Heating Bill
I Utility Bill Release Form
I Income Calculation Tape for #onth
0 Check Stubs
0 Income Statements
0 Zero Income Affidaviigned and notarized
o Other Income
Documentation
If Client is LIHEAP eligible the following 4 items must be included:
0 Income Calculation Tape
0 Benefit Summary Screen
0 Household Screen
o Verification of WX Eligibility, signed and dated
Proof of Ownership
I For Singléamily homes we need one of the following:
0 Property Tax Bill
o Mortgage Payment Book
o Deed (filed at the courthouse)
o Other

—_

—

For Mobile Homes we must have one of the following:
o Title for Mobile Home (fint and back)
o0 Mortgage Documentation
For MultrFamily Building
0 Weatherization MultiFamily Building Plan
| Building Owner Certification and Work Authorization Form
o Clientis the owner
o Clientis arenter
A Rental AgreementSigned and Dated by the Landlord)
Applicant Checklist
Applicant File Checklist
Client Contact Information

—_—

— —(
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Other File Documentation

TAB 3 Assessment Documentation Checklist

It > > > >

po]

CompletedDesk Audit Form

SIR Report from WeatherWorks

Historic Preservation Review Form

ASHRAE 62.2 Spreadshe

Radon Informed Consent Form

Asbestos/Lead Testing Documentation (If applicable) Note: LAAs have a choice whether
they would like to perform Lead and/or Asbestos testing

Hazardous Conditions Notice (if applicable)

Weather Works Assessment Input Docuntsen

Tt It I I > T3 I T I I T o e B P >

Energy Audit Input Document Check [(@stmpleted, signed and dated)
Client Signature Forifsigned, dated and initialed)

Client Interview/General Information

Health & Safety Measures

Mold and Moisture Checklist

Pressure Diagnostics Checklist

ASHRAE 62\W®ork Sheet

Worse Case Depressurization (bottom of page completed)
Attic Information

Walls

Foundations

Windows

Doors

Heating and Cooling Systems (Flue gas tapes required in file)
Water Heaters (Flue gas tapes required in file)

Baseload

House Diagrams (oneer floor)

Pictures

TAB 4 Mechanical Documentation Checklist

T
T

Mechanical Actual Cost Report(s)
Vendor/Contractor Invoice(s)

(OCI Final Inspectidforms

Wo

Inspection Detail Reportonly 1 required if Mech and Arch were completed at the same time)
Finallnspection Summary Reporénly 1 required if Mech and Arch were completed at the same time)
Client Signature and Date
Final Inspector Signature and Date
PostWeatherization Readings
o Final Flue Gas Tape Attached
o Final Flue Gas Readings N/A
Worst Case Depssurization Form
Spillage TesDut Form
Contractor Call Back Notice

k Orders

T
T
T

MaterialOnly Work Ordetif applicable)
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—_—

Labor WorkOnly Orderif applicable)
Combined Labor and Material Work Ordiapplicable)
Furnace Waiver

o Furnace Waiver N/A
Contactor Checklist
Worst Case Depressurization Form
Spillage TesDut Form
Contractor Assurance Sheet
Heat Load Calculation

0 Heat Load Calculation N/A
Notice to Proceed

TAB 5 Architectural Documentation Checklist

Architectural Actual Cost Reporx(s
Contractor/Vendoinvoice(s)

(OCI) Final Inspection Forms

Inspection Detail Reportonly 1 required if Mech and Arch were completed at the same time)

Final Inspection Summary Repqagihly 1 required if Mech and Arch were completed at the same time)
Client Signature and Date

Final Inspector Signature and Date

Post Weatherization Readings (Flue Gas Tape attached, when applicable)

Worst Case Depressurization Sheet

Spillage TesDut Sheet

Contractor Call back Notice (if applicable)

k Order

Wo

— —(

MaterialOnly Wak Order(if applicable)
LaborOnly Work Ordetif applicable)
Combined Labor and Material Work Ordiapplicable)
Change Order(gif applicable)
Health and Safety Acknowledgement Form
Intermediate Blower Door Sheet
0 Assessment Blower Door Reading
o Blower Door Intermediate Reading
Spillage TesDut Form\if applicable)
Insulation Certificatgif applicable)
Certified Renovator Recordkeeping Checkiispplicable)
Contractor Assurance Form
Notice to Proceed

FiscalDetail Report / Misc. Dogments
WeatherWorks Fiscal Detail Report.
Home Owner Initiated Contracts.
o IDOL Certified Payroll form for rental properties
In-Progress Inspection Document (if applicable)
Other miscellaneouagency specific documents
A The LAA may determine to includdditional tabs with documentation as it sees fit
if Tab 6 proves to be insufficient.
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5-Tab Client File Checklist

TAB 1 Intake Documentation Checklist
Application
I Client Signature and Date
I Intake Worker Signature and Date
o0 Documentation Dat€15 days from Application Date)
o Eligibility Signature & Date (43 days from Documentation Date)

TAB 2 Intake Documentation
I Approval Letter
I WeatherWorks Intake Report
I PreScreen Questionnaire
I Applicant Health and Safety Intake Questioneair
I Social Security Card(s)
I Current Heating Bill
I Utility Bill Release Form
I Income Calculation Tape for #onth
0 Check Stubs
0 IncomeStatements
o0 Zero Income Affidaviigned and notarized
o Other Income
Documentation
If Client is LIHEAP eligible the following 4 items must be included:
o0 Income Calculation Tape
0 Benefit Summary Screen
0 Household Screen
o Verification of WX Eligibility, signed and dated
Proof of Ownership
I For Single Family homes we need one offtilewing:
0 Property Tax Bill
o Mortgage Payment Book
o Deed (filed at the courthouse)
o Other

—_

—

For Mobile Homes we must have one of the following:
o Title for Mobile Home (front and back)
o Mortgage Documersation
For MultrFamily Building
0 Weatherization MultiFamily Building Plan
| Building Owner Certification and Work Authorization Form
o Clientis the owner
o Clientis a renter
A Rental AgreementSigned and Dated by the Landlord)
I Applicant Checklist
Applicant FileChecklist
Client Contact Information

—_—

— —(
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Other File Documentation

TAB 3 Assessmenbocumentation Checklist

It > > > >

po]

Completed Desk Audit Form

SIR Report from WeatherWorks

Historic Preservation Review Form

ASHRAE 62.2 Spreadsheet

Radon Informed Consent Form

Asbestos/Lead Testing Documentation (If applicable) Note: LAAs have a choice whether
they would like to perform Lead and/or Asbestos testing

Hazardous Conditions Notice (if applicable)

Weather Works Assessment Input Documents

Tt It I I > T3 I T I I T o e B P >

TA

(Q

Energy Audit Input Documef@heck Lisfcompleted, signed and dated)
Client Signature Forifsigned, dated and initialed)

Client Interview/General Information

Health & Safety Measures

Mold and Moisture Checklist

Pressure Diagnostics Checklist

ASHRAE 62.2 Work Sheet

Worse Case Depres&ation (bottom of page completed)

Attic Information

Walls

Foundations

Windows

Doors

Heating and Cooling Systems (Flue gas tapes required in file)
Water Heaters (Flue gas tapes required in file)

Baseload

House Diagrams (one per floor)

Pictures

General Contractor Documentation Checklist
Actual Cost Report(s)
Vendor/Contractodnvoice(s)

1) Final Inspection Forms

—C === —(|() —«—< D

— —(

Inspection Detail Reportonly 1 required if Mech and Arch were completed at the same time)
Final Inspection Summary Repqaghly 1required if Mech and Arch were completed at the same time)
Client Signature and Date
Final Inspector Signature and Date
PostWeatherization Readings
o Final Flue Gas Tape Attached
o Final Flue Gas Readings N/A
Worst Case Depressurization Form
Spillage TesDut Form
Contractor Call Back Notice

Work Orders

T

MaterialOnly Work Ordetif applicable)
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I Labor WorkOnly Ordexr(if applicable)
I Combined Labor and Material Work Ordiepplicable)
I Change Order
I Furnace Waiver
I Contractor Checklist
I Worst Case Depressuriian Form N/A
I Spillage Tesbut Form
I Contractor Assurance Sheet
I Heat Load Calculation
0 Heat Load Calculation N/A
I Health and Safety Acknowledgement Form
I Intermediate Blower Door Sheet
0 Assessment Blower Door Reading
o Blower Door Intermediate Reading
A Unable b perform blower door test
Insulation Certificatgif applicable)
Certified Renovator Recordkeeping Checkiispplicable)
Notice to Proceedrorm

—( —( —

TAB5 Fiscal DetdiReport / Misc. Documents
I WeatherWorks Fiscal Detail Report.
I Home Owner Initiatd Contracts.
o IDOL Certified Payroll form for rental properties
I In-Progress Inspection Document (if applicable)
I Other miscellaneous agency specific documents.
A The LAA may determine to include additional tabs with documentation as it sees fit
if Tab 6 proes to be insufficient.
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Section XI- Multi-Family Project Procedures

All lllinois Home Weatherization Assistance Program (IHWAP H-iamuify weatherization projects for
buildings with five or more living units must use an energy audit software fwioaed by the United
States Department of Energy (DOE) for energy modeling. IHWAP uses TRER&Mihudnergy audit
software to meet this requirementVhile weatherization job management will continue to be managed
2y L1 21 tQa 2tlerefgBudE sddidodeling will be conducted with the TREAT system.
Local Administrating Agencies (LAAs) using any of the IHWAP weatherization grants féannilylti
projects of five or more units must receive approval of the lllinois Department of Commerce and
EO2y2YAO h LI NI dzy A ilye\ssistanbe{FCTREbBroval I procged Willlbg granted by
OCA only when:

1) The LAA has completed an accurate and complete #Hauttily assessment, meeting
IHWAP requirements and guidelines;

2) Supporting documentationincluding a project description that includes income
eligibility, budget allowed for the project based on the number of income eligible
tenants, and source of cost assumptidipsocured prices)tility usage; documenting
and photographing typical and usual conditions; engineering reportéwhen
applicable)and a fully completed IHWA&pproved Assessment Document.

3) The procured prices (labor/materials) for the proposed measures;

(a) At this time, multifamily and rental home weatherization projects are
subjed to the lllinois State Prevailing Wages.

(b) LAAs must devise a methodology to ensure that contractors are
complying with the lllinois State Prevailing Wage Act.

(c) Contractors must complete certified payroll in MyLCM.

(d) LAAs must contact MyLCM to populate tharrect labor rates for all
applicable labor classifications for the county in which the work will be
performed.

4) A multi-family department organizational chart that includes the roles, responsibilities,
and contact information for the staff assigned to nifitmily projects.

The procedures in this manual serve as the requirements and guidelines for:

1. Collecting assessment data to create the TREAT generated energy model;

2. Use of the TREAT software to generate an IHWAP approvable energy model; and

3. Submission ba multifamily project package for review and approval by the lllinois
5SLI NIYSYyd 2F /2YYSNDS FyR 902y2YAO hLILIRNId

TheMultiCF YAf & ! dzZRAG Ydzald 6S O2yRdzOGSR o0& [!! LISNBR2YY
Traning Certification Program (TCP) and are QCI Certified. The Final Inspector must also be QCI Certified.

The assessor must evaluate aJI likely measures chosen to ensure the best possiblgz impact on the building
FYR UKS Of ASydaQ dhgvaliniba of thalaskBsSnyert packade slbiigsiN@idzquired

by the LAA to ensure that it is accurate, consistent, and complete.

Thefunding allowanceules, policies, and procedures under HHS and State funding also apply to multi

family projects. FoFederal P2020renewable energy measures have a cap of $3,699.00 of DOE funds

per dwelling unit, is available for mufaamily projects. 18CFR440.21(el) specifies the performance

and quality standards criteria. #olar assessmemeport or otherapph OF 6 f S SELISNI Q& NB L2 N
when utilizing these measure&ny renewable energy system proposed as part of the weatherization

project must be submitted to DOE for approval.
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Multifamily Building Energy Audit Goals

The purpose of the energy audittis identify and develop measures that will reduce the energy use
and/or energy costs of operating a building. Building improvements that enhance occupant comfort,
indoor air quality (IAQ), and health and safety issues may also be addressed in an enirgihau
energy audit must capture and document the following:

1

The existing building and its energy systems, the conditions affecting the energy use of
the building, currentenergy use profiles, and health and safety considerations as they
relate to weatheizing the building.

Recommended energy conservation measures related to the building enclosure, heating
and cooling equipment, ventilation system, lighting, appliances, water heating and water
conservation measures, and other items that meet IHWAP pel&nd regulations.

The energy savings, costs, the economics of the recommended energy conservation
measures, including the data collection, modeling software, analysis approaches, and
assumptions used in making the estimates.

Other measures needed to adsbs occupant comfort, Indoor Air Quality (IAQ), and
health and safety issues.

Energy Auditor Qualifications and Responsibilities

T

S R I I Il e B B R I B B B B B |

Program Eligibility Requirements and Funding Souft®8% vs. 200% of the poverty
level)

Multi-Family Buildingypes lpow-rise, highrise)

Construction of Building Section Componefitaindation, walls, ceilings, roof, etc.)
Determining Effective Insulation Values

Building Science

Building Assessment

Diagnostic Testing

Diagnostic Tools and Equipment and their functions and gaep
Combustion Efficiency Testing and Inspection

Diagraming Elevation and Footprint Maps

Determining Square Footages and Perimeter Measurements
Mathematical Calculations

Air-Sealing Identification

Image Thermography and how to effectively use an iRealCamera

Heating and Cooling Systems and Systems Controls

Hot Water Delivery Systems and System Controls

Water FlowRates and Energy Conservation Measures

Identifying Health and Safety Hazards

Mold/Moisture Identification

LeadSafe Practices

ASHRAE 622013 and 62.2013

Ventilation Types, Flow Rates, System Controls, and IHWAP Standards
Local Codes and IHWAP Procedures and Standards

Lighting Types, Systems, and Controls

Collect the Information Required to Solve a Problem

Evaluate Options/Alternatives/Sdlons

Utility Bill Collection and Analysis

Extrapolating sampled utility bills to reflect the usage of the whole building
Energy Modeling and Analysis
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Data Logging and Data Interpretation

Project Cost Estimating using Procured Prices

Fnancial/SIR Analysi

Summarize Information and Write a Narrative Description for the Project

And who are capable of understanding, analyzing, and processing the following types of building data:
Complex layout and building plans

Floor aregincluding gross and net floor apoccupiable space)

bdzYo6SNJ 2F FiE22NAR YR dzyAda FyR W20KSNID dzal :
Enclosure areas, facings, and construction characteristics

Potential air leakage paths

Types of heating, cooling, and domestic water heating systems

Types of ventilation and exhaust systems

Location of the thermal boundary and potential thermal bridges

Unit and utility usage sampling protocols

=A =4 =4 =4

=4 =4 =4 =4 - -8 -8 -8 9

Multi -Family- Eligibility

To weatherize a mulfiamily rental building consisting of five units or more, ase60% of the

odzA £t RAy3Qa I LI NI Y Sy i a-eliyiekehants. STheelybitisl Shaf Below @ustbg” O2 Y S
followed:

# of Units Eligibility Requirements
3 (60%)
4 (67%)
5 (71%)
5 (62%)
6 (67%)
10+ multiply by .67, round up.

((oR e R ENRN RIS

A vacant unit may not be counted as eligible for purposes of determining allowable expenditures for the
building.

The allowable expenditures for work on mutimily buildings are derived by multiplying the maximum
material and labor budget limits pemit times the number of incomeligible units. The maximum
expenditure for the Site (building) is then spread equitably between all units and common areas.
However, vacant units cannot receive funding. In computing the budgets for multifamily buifloings
purposes of determining available funding, vacant units are not counted.

Landlord Agreements are required by IHWAP. A copy must be given to each tenant. The tenants are
responsible for monitoring the terms of the agreement and may file a compfdimey feel it has been
violated.

Row Houses, where there is a complete separation between units (thermal and pressure boundaries)
and have their own HVAC systems, can be considered and treated as daimgtedwelling.

Multi-family buildings (buildigs of five or more units) are not subject to priority ranking. The
Department will, however, include the priority potential of the buildings in its multifamily review process.

IHWAP P2020 PROGRAM OPERATIONS MANRag4 155



Outreach: MulttFamily Buildings

Local agencies should maximize their effodsiriform building owners, neighborhood organizations,
potential clients, and local units of government about the weatherization program. Distributing
weatherization brochures and local agency printed information shall be done to encourage applicants
who live in multifamily buildings. Outreach to potential clients shall be done on an equitable basis to all
targeted communities in the local agency service area. A record of visits shall be kept that indicates the
audience and date of visits to promote wéatization in multifamily buildings.

Local agencies shall make every effort to respond to inquiries about the program by talking to building
owners/managers and explaining the program benefits and requirements. Local agencies shall prepare
written materials that describe how the program operates and client eligibility requirements. Brochures
shall be made available to the building owner/manager and tenants, who shall also be given written
information on how and where to apply for the program, and theayf income documentation that is
required. Local agencies shall also contact community organizations to encourage participation by all
the tenants in the building when an inquiry has been initiated

HUD Listings

Beginning in January 2017, HUD no longetates the lists of qualifying properties that meet income
eligibility for the weatherization program. viders of HUEassisted and public housing multifamily
properties are encouraged to use the certification procedure adopted by HUD and DOE to qualify
individual properties on an aseeded basis. A list of properties approved by HUD ca be obtained from
DOE upon request.

HUD or Other Buildings That Have Client Income and Demographic Data

If centralized client data is obtainable for the building owner/land, then a single application may be
utilized for the entire building. Even when owners or landlords submit data directly, LAAs will still need
to collect and input income and demographic data on individual household units in the building. This
information will need to be entered on the WeatherWorks Unit Screens in the Site Manager section.

In the case of the HUD buildings, most of the needed data is contained ¢HitBe50059 formthat

the building owner/landlord will have. The building owner/landl@an give you copies of this

information orallow you to enter it into a spreadsheet for later reference. Any other needed
information can be collected from the building owner/landlord without the need for a separate
application process for each client.

The LAA will still need to enter and check the income eligibility information for each unit to determine
how much may be spent on the building, even when individual tenant applications are not completed.
All HUD units are not on the two HUD lists. Yoy fired HUD buildings that will qualify for
Weatherization in your area that were not on the 2 list8hen applicableAgency documentation
confirming that a building is on the HUD or USDA Lists is required.

Other Regular or Noirederally Assisted MultFamily Buildings

Multi-family buildings where the owner/landlord does not have documentation of the current building
200dzLJ Y1 Q& OdzNNBy G Ay 02 Yl néed tR haReSai IP\EARIahghcation Ay F 2 N |
taken for each individual unit in the building\ccess to intake sites is important when weatherizing

multi-family buildings.

IHWAP cannot weatherize individual units in a multifamily building. An entire building must qualify for

a weatherization project to proceed.

To weatherize a multifamily lilding of three (3), six (6) or more than six (6) urniim-thirds (66%pf

0KS 0dzZAf RAY3AQA dzyAdGa 2 NI I LkligidieYeSayits. dn twod2) @nd fous(4)2 O O dzLJIA
unit buildings 50% must be inconatigible. In a five (5) unit building l?ast 60% must be income

eligible.
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Assessmenbf Multi -family Buildings for Energy Audit

The overall assessment and data entry process for ffauttily buildings is more complex and interactive
than for the singldamily assessment process and certariteria must be met. MuliFamily buildings

may have one or more centralized heating systems and complex arrangements for domestic hot water
delivery. Some muHiamily buildings may have individual heating systems within each unit. Certain
buildingsmay contain a combination heating and cooling system in each unit.

Multi-Family buildings may also have common areas such as a foyer, mailroom, lobby, hallways,
stairwells, laundry rooms, and/or other common areas that may be uniqgue when comparesirigla

family home or mobile home. The building diagnostic process feseaiing work can also be more
challenging, depending upon the size and shape of the structliedler multifamily buildings, over 3
stories,may have a more pronounced stack effdue to their height.

In approaching the assessment for energy modeling the assessor should identify the space types in the
building, analyzing the common areas for energy conservation angealing measures, devise a
sampling plan for the living umsitand collect utility usage data.

Space Types

The nature, floor area, and conditioned status of spaces in the building must be understood and
documented. In many energy calculations different space types are handled separately and their
schedules and imtrnal loads are usually different. Typical space types for multifamily buildings include
dwelling units, hallways, stairwells, common areas, laundry facilities, garage, and other business tenants.
Some space types may have to be aggregated for energy mgdel

Common Spaces
Hallways:
9 In buildings havingy stories, all hallways must be inspected.
9 For buildings of &0 stories, hallways on at least half the floors (rounding up for odd values, or
3 floors for a Sstory building) should be inspected.
91 Inbuildings taller than 20 stories, hallway inspection can be based on elevator layouts, if elevator
banks have floor series (e.g., one bank serves flog2d &nd one bank serves B). At least
10 floors should be inspected

Stairwells:
1 In lowrise buldings, every interior stairwell must be inspected, with special attention paid to
the top and bottom of each.
91 In buildings taller than three stories, the top and bottom of every interior stairwell should be
inspected, and any exterior fagades of intergtairwells should be examined before deciding
which stairwells to inspect further.

Other Unique Spaces:
1 Meeting rooms, day rooms, fitness facilities, and office space need to be visited to obtain data
to ensure that the spaces are represented for agyemodeling and energy measure evaluation.

Sampling Plan and Requirements
Sampling may depend on the size of the building(s), potential issues with tenant dwelling access, or cost
implications. Sampling is involved in three general activities:
1. Samplingpf apartments/buildings for inspection, testing, and analysis.
2. Sampling of utility bills/metering required for benchmarking and truipg energy
models.

3. Sampling of equipment such as furnaces, refrigerators, hot water heaters, or lighting to
understand istalled characteristics and operation.
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A sampling plan (or protocol) must be established for every projécivritten Sampling Plan Request is
required by the submitting agencihe plan should define the totabmber of dwelling units, the number

of units being requested for sampling, common areas, the different types of diagnostic testing and the
different types of inspections to be conducte8ampling includes a representative cross section of units
within the building; e.g., if units vary in sizeetsample should reasonably represent all sizes to the extent
possible. Units in the audit sample must undergo a uniform scope of inspections and testing.
Extrapolations:

Sample sums must kextrapolatedup to account for the whole building in order to dyze the whole
building;i.e., if 10 units are sampled in a 4&it building, the simple extrapolation is to multiply summed
values (such as for energy use) by 13/10 to obtain a value for the whole building.

Unit Sampling/Assessing:
Per WPN 16, with an dfective date of May 5, 2016, the sampling requirement for rfattiily buildings
with 5+ units has been relaxed. WPN51€§tates that a minimum of 10% of apartment units must be
assessed or at least 5 units, whichever is greater. IHWAP is requiringraum of 15% to be assessed
with a minimum of at least 5 units or whichever is greater.
The following sampling/assessing protocols that must be followed
T A minimum of 15% of mulamily units must be assessed, with no fewer than 3 units of each
floor plan, with a minimum of 5 total units.
1 All units must be final inspected for health and safety concerns, regardless if they were
weatherized or not.
The intent is to make the sample as representative as possible for the effects of the building envelope.
For energy use in general, as other sampling considerations are evaluated, and depending on building
size and other circumstances, the building sample should be as follows:

Utility Bill Requirements and Sampling

IHWAP require42 cortinuous months of utilityusage information. Utility bills must be obtained and
recorded on a spreadsheet before the physical assessment begitise utility bills are incomplete

and/or do not meet IHWAP requirements the project will be delayed until the proper billing infmmat
has been obtained.

If only a sampling of unit or tenant space utility data is made available to the person conducting the audit,
such sampling can be used only if it is:

1. Judged to be representative of unit or tenant space at the building, and

2. Suffcient to estimate energy use for all tenants at the building.

3. Extrapolated to account for the usage of the whole building in order to analyze the building in
its entirety.

4. The Utility Sampling Plan must be approved by DCEO/O@Aplan should define thetal
number of dwelling units, the number of units being requested for sampling, and common
areas.

5. The utility sampling is more stringent than the unit assessment requirements. The utility
sampling guidelines below must be followed unless a waiver igegtdnyy DCEO/OCA:

a. 5 to 25 Apartment Units  70%of all utility bills must be sampled
b 26 to 100 Apartment Units 50%of all utility bills must be sampled
C. 100+ Apartment Units 30%of all utility bills must be sampled
d. Sanpling sums must beextrapolated up to account for the whole building usage

in order to analyze the whole building.
e. ALlLcommon areas, offices, etc. that are separately metered must also be included in the
sampling groufout are notpart of the extrapoléion process.
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Utility Bill Review:

Before any analysis of the utility data begins, the utility bills or invoices should be reviewed for billing
errors, including but not limited to billing for incorrect buildings or facilitiBgling irregularitiesare not
uncommon anddentifying them will ensure the correct data are used in the subsequent an&gsisw

of the data also often provides additional benefits that improve the auditing process and data analysis.

Multi -FamilyAssessment Process:
The Bak Multi-Family Assessment Process can be broken down into 3 stages:
1. PreAssessment Activities;
2. The Field Assessment; and

3. Data Entry into the TREAT program and modeling for measures.

Pre-Assessment Activities
PreAssessment contact with th€lient should be conductedo gain as much information prior to
actually visiting the completo obtain information such aage of building, number of floors, number of
units, number of tenants, space types, occupancy demographics, laundry facilitisge anaps/building
plans available, type of utilities, types of HYAC and hot water distribution systems, Historical Preservation
issues/concerns, etcThe key preassessment steps include
A. An Establish who are the main contacts (owner/landlord/maintesgamanager) that the
assessment team will be working with on this project and get all of their office and work cell
phone numbers, as well as their e/mail addredsis is also a good time to figure out who
pays for the utilities (landlord or tenant) ahdw to go about getting theequired utility bills
heySNRa aSSiGAy3a G2 SELXFAY GKS FdzZRAG LINROSaa
they qualify (ECMs, IRMs, H/S -8&aling, etc.), isptionalbut may be beneficial depending upon
the siz and complexity of the project. It is also a great opportunity to explain the SIR
requirements.

B. Based on the information gatheredtaNRP FSa 3 A2y I f kaSOKI yhaylbef 9y 3IA

required.

C. Schedule the date(s) and time(s) for the assessment. Adlopldnty of time (and extra days)
depending upon the size, shape, components, and composition of the structure.

D. interviews should be conducted with the person(s) most knowledgeable ofaddgy and
historical operation of the building, such as the maimince supervisor, esite building
operator, and/or property manager. It is highly recommended that a knowledgeabsiten
staff person be available throughout the site visit to answer specific questions as individual
building components are encountered

t NEFSaaAz2ylfkaSOKIyAOlIf 9y3aAySSNRA wSLR NI
Based on the information gathered during the faesessment activitiesRrofessional/Mechanical

9 v 3 Ay S S Ndayibe reduirdd. NJi

AStatef AOSYaSR t NEFSaaAirzyl f kaSOKI yeinQitifdmilypgojack hAS S NI a
any of the following:

1. A commercial centralized boiler system;

2. A central water/steam boiler system;

3. Multiple central boiler systems;

4. The building has 20 or more units and has a centralized HVAC system.
The Professional/MechanicBhgineer will conduct an analysis on the heating/cooling systems. This
analysis includes a complete evaluation of the existing centralized heating/cooling systems and the
domestic hot water delivery system, as well as retrofit recommendations. A Paiafdechanical
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Engineer should be present at the time of assessment to discuss and answer any concerns/questions
that the assessor might have.

Awritten waiver from DCEO/OG#requiredif a Professional/Mechanical Engineer is not utilized for any
projed that meets the criteria above.

The Field Assessment

The Assessment Procedure requires assessments to be completed on evedamilytibuilding to be
weatherized Each assessment must be completed in a thorough and efficient makm&@CA Approved
IHWAP Input Document must be completed and contain all pertinent information applicable for the
project. After completing an assessment/energy audit, measure selection must have the best impact on
0§KS 0dzA f RAY 3 Dhe AsSesstnida Rroced dehdRg8 tfiaball applicable areas of the building
receive a thorough assessment regardless of budget constraints and/or the existing conditions (except
when the Deferral/Walk Away Policy is invoked). Projects that are not submitted in full will be marked
GOEYLE SGS¢ yR oAttt 0SS NBUDNYSR (2 GKS adzoYAdGaAy3
Make sure to have all of the required equipment and diagnostic tools

Take extra batteries and ensure thatchargeable batteries are charged up.

Include all required coloredigital photos;

Include all Diagnostic Reports and printt tapes if applicablg;

Include the Utility Usage Spreadshediemographic spreadsheet, and the heating,
cooling, and appliance spreadsheets

Failure to complete &/or submit the required informatiwvill result in a delayn the
review/approval process and you will be asked tesubmit the project.

moow»

n

Exterior Inspection
tKS 20280GA0BS 2F GKS SEGSNRA2NI AyalLlSodazy Aa G2 38
the assessor/assessmeteam is walking around the building, envision the location of the thermal
boundary (the boundary that separates conditioned space froncamditioned spacey; this can be
confirmed later during the interior inspection. The following are the steps reduioe conducting an
exterior inspection:
T 'y FOOdzNI GS AftdzAaGNIGA2Y 2F (GKS o0dzif RAy3IQa F2:
each level of the building, including the basement and attic. For buildings with multiple floors
with the same layout[ ! ' Qa FFNB Fff26SR G2 dzasS | aAiy3atsS T2
long as it is documented on the diagram page.
Pictures of all windows and doors that are being considered for replacement are mandatory.
Inspect the foundation for above grade meass. Check the walls for cracks, holes or any other
air sealing opportunities that may be present. Pictures must be taken of all Air Sealing
opportunities on the exterior of the building.e. holes in the foundation, electrical penetrations
to be addresed, etc.).
Photographs are required for all pexisting damages (damaged siding, broken glass, etc.).
Drill an Inspection Hole on each side wall to determine if walls have existing insulation. Inspection
holes may be drilled in an inconspicuous locationthe inside of the building, such as a closet
on an exterior wall. The inspection holes drilled on the interior of the building shall be noted on
the air sealing diagram to be repaired by the contractor/creMote: All test holes drilled for
inspectiommust be noted, including specific locations, in the wall comment section of Assessment
Document.
1 Inspect crawl spaces to identify retrofit, health and safety, incidental repair &/or air sealing
measures neededFor example, identify the need for rim jo crawl space wall insulation,
vapor barrier, etc. Pictures are required for verification.

= =4

=a =9
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1 Record identifying information from all central air conditioners and/or window air conditioning
units, if applicable. Information required for central air unggpproximate age, SEER rating, and
size (tons/btus). Information required for window air conditioning units is age, EER Rating, size
(BTUs)It may be necessary to inquire with the resident or building owner regarding window air
conditioners that are noin place dependent on the current season of the y@drotographs of
the central air conditioning and/or of typical window air conditioning units must be included in
the client file.

Interior Ingpection

The objective for the interior inspection is tddi Ay AYF2NXI A2y &LISOATAO G
performance and identify potential energy saving opportunities that can be addressed during the
weatherization process. Following are the steps required for conducting an interior inspection:

1 Make a vigal inspection walthrough of the building. During the watkrough the assessor
must identify the thermal boundary and verify the occupiable square footage, while identifying
obvious air sealing opportunities.

1 Measure the doors identified during the extor inspection that are part of the thermal
boundary.All required Air Sealing, Incidental Repair and Retrofit measures must be documented
on the Assessment Documentd entered in the comments section.

1 Measure the windows identified during the exterimspection of the home that are part of the
thermal boundary All required Air Sealing, Incidental Repair and Retrofit measures must be
documented on the Assessment Docun@erd entered on the comments section.

1 TREAT requires an accurate count of Albt higlbs in the building. Document the light bulbs,
including existing wattage and quantity of each, on the Assessment Document and for suggested
retrofit measures.

1 Inspect the attic, for existing insulation and determine the existing effectivalie(s)

1 Identify obvious attic bypasses on the attic bypass @mwagdocument the proper measures
to seal the bypasseshttic bypasses must be identified by hangingzNJJ $ape2aNdethe
bypass location from the roof decK.the home has existing operabdxhaust fans, inspect
and ensure that the exhaust fans are vented to the exterior properly. (Ref: IHWAP
Assessment Manual section #40714 for Attics)

1 Inspect the basement for existing condition (if applicable), i.e. bulk water problems, existing
insulatian, etc. Document all potential air sealing, health and safety, incidental repair(s)
and/or retrofit measures. Note the obvious bypasses on the footpBaisement bypasses
must be identified by hangirgy dzNJJ Sape2bBwihe bypass location from thedtgoist
or near the leakage area in the rim joist.

91 Inspect the crawl space for existing condition (if applicable and accessible from inside), i.e.
bulk water problems, existing insulation, etc. Document all potential air sealing, health and
safety, incidatal repair(s) and/or retrofit measures. Note the obvious bypasses on the
footprint. Crawlspace bypasses must be identified by hanginigNJ? Stape bekbw the
bypass location from the floor joist or near the leakage area in the rim joist.

1 Assessors areequired to collect the approximate age and size of typical refrigerator /
freezers. Extrapolate the data collected for similar refrigerators/freezers found elsewhere
in the building.

{  Visiting dwelling units should be done in strict adherence to the huitliQa LJ2 f A OA Sa o L
recommended that a building staff person accompany the auditor during all visits to dwelling
units to ensure auditor safety, ensure the safety of others, and protect against any liability
issues. Auditors must always keep imdhthat they are entering private homes. A site visit
AK2dzf R 0S NBaLISOGTFdzZ 2F (KS K2YSs GKS 200dzLa
should wear booties when appropriate and ask permission before opening any door. As with

IHWAP P2020 PROGRAM OPERATIONS MANRag¢ 161



the building staff, askg key questions of the residents can be a valuable tool in assessing
any issues with the building. Interview topics include:

w How long the resident has lived in the building

w Whether the residents have purchased or replaced any lighting, refrigeratiors, a
conditioners, space heaters, or laundry equipment in the apartment

w Any issues with heating, cooling, and hot water, including temperatures thavare
hot or too cold, or noises in the system

w Any issues with lighting or electrical equipment
w Operationalissues with windows or intrusion of exterior water or drafts

w Issues with ventilation system, including stale air, odor migration from adjacent
apartments, or mold.

Building Diagnostics
Building diagnostics are crucial to the thermal performandentifying and sealing bypasses may have
GKS 6A33Sad AYLI OGO 2y GKS o6dzif RAy3aQa SySNHe& dzal 3S
the occupantsdue to the tightness of the building and the potential indoor air quality issues that can
stem fran the lack of fresh air. The following are the steps required for conducting the Building
Diagnostics:

1 A blower door test may be requiredepending on the size and composition of the multi

family project.

1 Observe the home with an infrared camera as welising smoke pencils or chemical smoke
to help identify insulation deficiencies and bypass locations.

9 Duct pressure pan readings are mandatory when ductwork extends through unconditioned
spaces.

9 Zone pressure tests must be conducted in all applicablezo

1 Bypass locations and corrective measures must be detailed in the assessor comments section
of the Diagnostics section.

ASHRAE 62.2 Asssment: Ventilation

The lllinois Home Weatherization Assistance Prograifimplement ASHRAE 6216 in multifamly
buildings to the greatest extent possibldjlizingtwo distinct variances and approaches for two distinct
types of large multifamily buildings. The variance covers existing naturally ventilated multifamily
buildings during federal PY 2018, and e»sting centrally ventilated buildings during federally PY2018.

Health and Safety
Health and Safety is a priority in the Weatherization Assistance Program. During the assessment, the
assessor may encounter a variety of hazardous health and/or safetiitmms. The following steps are
NBIljdZANSR F2NJ ARSYUGAFeAy3d I K2YSQa ISIHfGdK FyR {IFS
1 All appliances must be inspected to ensure compliance with the current IHWAP Field
Standards Manual.

1 All common areas and apartment units must be inspected to ensue placement and
proper operation of Carbon Monoxide Detectors, Smoke Detectors, and Fire Extinguishers
(when applicable) are in compliance with the current IHWAP Field Standards Manual and
ASHRAE 62.2 2013.
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9 Inspect for proper installation of exhausirfs. All exhaust fans must be vented to the
exterior of the building. Exhaust fan vents that run throughconditioned spaces must be
insulated (Ref IHWAP Field Standards Manual Sec 513).

Heating Systems and Water Heaters:
A full range of heating syste services are offered by the lllinois Weatherization Assistance Program
including safety testing, heating system repair, and heating system replacement. Water Heaters are also
assessed for proper and safe operation. The following are the steps requicedhalete heating system
and water heater inspection:
All heating systems must have a complete inspection including;
A A thorough visual inspection.
A Flue Gas Analysis. The reading tapes are required on every operable heating
system (propane and gas heatisgstems only) and must be included in the
Of ASyiQa o6SIFGKSNATFOAZ2Y FAES gAGK + O2 L
A All heating systems must be reviewed for proper safety equipment to ensure
compliance with the current IHWAP Field Standards Manual. If a lgesptstem
does not have the proper safety equipment, a Hazardous Condition Form must
be completed,and the assessment/work may continue (Ref: IHWAP Operations
Manual Section VIII.1). The Hazardous Condition Form must be included in the
Ot ASyiQa TAfSo
A Determine the potential weatherization measures necessary for the heating
system(s).

All water heaters must have a complete inspection including;

1 A thorough visual inspection.

1 Flue Gas Analysis. The reading tapes are required on every operable water heztané
FYR 31F&a 2FGSNI I SFGSNBR 2yfeo FyR Ydzald 0SS AyoOf
copy attached to the water heater.

1 All water heaters must be reviewed for proper safety equipment to ensure compliance with
the current IHWAP Field Standariianual. If a water heater does not have the proper
safety equipment such as T&P Valves, Fuel Shutoff valve, etc. a Hazardous Condition Form
must becompleted,and the assessment/work may continue (Ref IHWAP Operation Manual
Sec VIII.1).

1 Orphaned water haters must have a flue liner installed to ensure proper venting.

A It is mandatory that all gas lines within the dwelling are tested for leaks. Tests results
must be documented on the input document. The client is to be notified of any gas
leaks found.

A If gas leaks are verified, a Hazardous Condition Form must be provided to the client.
Gas leaks must be marked for identification withdzZNJJ Sabe Nk €gs, or other
appropriate marking process.

A If the leak can be disabled via a shut off valve, dis#idegas flow and notify a
contractor for immediate repair. If the leak requires the gas service to be disabled,
notify the utility company so they can shut off the gas supply. Once the utility
company has been notified, contact a contractor to immediatepair the leak.

Deferral/Walk-Away Policy

The decision to defer work or, in extreme cases, provide no weatherization services, is difficult but
necessary in some cases. Deferral of work does not mean that assistance will never be availabk, but th
work must be delayed or postponed until the problems can be resolved. LAAs are expected to pursue
all reasonable options on behalf of the client.
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Deferral conditions may include but are not limited to the following;

1 The client has known health conditis that prohibit the installation of insulation and/or
other weatherization materials.

T ¢KS o0dzAf RAY3 &a0NHzOGdzNE 2NJ AGAQ YSOKIYAOFf 2
in such a state that failure immminent,and the conditions cannot be resolyén acost
effectivemanner.

1 Sewage or other sanitary problems that would further endanger the client and
weatherization installers if weatherization measures are installed.

1 The building has been condemned or electrical, heating, plumbing or other eqaipme
KIa 0SSy GaNBR GF33SR¢ o0& 20Kt 2N adlkdS o dz

1 Moisture problems are so severe they cannot be resolved under existing health and
safety measures and with minor repairs.

91 Dangerous conditions exist due to high carbon made levels in combustion appliances
and cannot be resolved under existing health and safety measures.

1 The client is uncooperative, abusive or threatening to the auditors, contractor/crew,
inspectors or others who must work on or visit the home.

1 The extentand condition of leatbased paint in the building would potentially create
further health and safety hazards for the client or weatherization workers.

1 lllegal activities are being conducted at the site.

If the project poses a situation that causes theatedl of work the client is to be notified by the LAA with

a Hazardous Conditions Form and via certified letter stating the reason(s) for invoking the Deferral Policy.
The LAA is required to notify the client that work may proceed if the reason(s) faraledee remedied

and the client contacts the LAA upon completion of such remedfdbe building poses a situation that
causes the LAA to Waklway the LAA must notify the client via certified letter stating the reason(s) for
invoking the Wallidway Paty. Extremely dangerous conditions must be immediately reported to the
proper authorities.

)

Field Assessment Conclusion

A personal evaluation of an assessment is important to ensure it is thorough and complete which includes
obtaining from the client alhecessary documentation and signatures. An IHVag#roved MultiFamily

Assessment Document must be completed on site, including all photographs. The assessor must evaluate

all likely measures chosen to ensure the best possible impact on the buildingiaSdeli Qa Sy SNH& o6d
Inform the client of any hazards that have been identified and tell the client if the weatherization
LINEPANFY gAff 0SS I RRNBaaAy3a GKS KITFNRAD LF | LILIK A
I 2YRAGA2Y ¢ T 2rNas éncdurfiered &$ existiigidandageto the dwelling, the homeowner

must be notified of such and documentation, including photographs, must be placed in the client file. It

is important that the assessor account for all equipment and ensure that they ¢laaeed up after

themselves. Thank the client for applying for the Weatherization Assistance Program and give them an
estimate on when the work will procee@uaranteeing of work is Strictly Prohibited.

Energy Audit Modeling
LAAs proposing multifamily @ects must submit a complete TREAT multifamily energy model for the
project, with SIR analysis for each proposed ECM, for DOE review and approval. The assessor will use
¢wo9! ¢ (G2 ONBIGS NBO2YYSYRSR YSIadaNBa | yilRE AWVRKBR OS
Project. C2 NJ L1 21t adzZf GATFEFYAE® tNR2SOG Y2RSftAy3a 2y @K
procedures should be modified by the following guidelines:
1 The TREAT Program is a DOE approved program for generating energy audits fanmiylti
buildings consisting of 5unitsormord. 2 § SGSNE  ¢w9! ¢ gl & y2G &LISOATA
Weatherization Assistance Program (WAPREAT default values averages, based on broader data
sets, are not always appropriate IHWAP multifamily projects.
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1 Eachdefault must be reviewed by the TREAT user to verify that the defaults meet our policies and
assumptions during the data entry process.

1 Attached at the end of this manual are IHWi&Bued measure lifexpectancies that are to be used
for all TREAT Prajesubmittals.

1 Other TREAT default areas of concern are centered around matching the building type and
composition with the proper TREAT algorithms:

A For lowrise buildings, in which DOE defines ast@ies or less, thét CAESR LY FTAf G NI G A
algorithmis used. Wheras thed { dzNF I OS [ S| 1 I 3 S algoxtBnideusdd forz y I £ { 2
highrises to account for the stack effect.

g1 faz2 O2Yy&aARSNI 200dzLJ yOe (elLlSa IyR KFEoAda 6KSy
BTU/SqFHDD. Most of the buildgs that IHWAP weatherizes are in the to 15BTU/SqFHDD
range

1 Targeted Paack Periods must also be in line with the recommended improvements that are being
installed:

A The TREAT default is set atyiars while the improvement package may actuadlyéha longer life
expectancy.

AwWSTFSNBYOAY3I (GKS aGLYyTAT G NXchahges/ perl odr Lig alscONGIBy ¢  NB
NEO2YYSYRSR® azaild Ll121tQa 6SFGKSNAT I GAZ2Y LINR2!
range.

1 In somecasesacceptance of the TBAT values should be explained in the Assessment Narrative
submitted to OCA in the approval package, so that the OCA reviewer can fully understand the
assessment decisions.

190K ¢wo9l ¢ GlFo KFa | KSt LX AO2y lyKdickingdritief KSf LJ
G1 St L) gAGK / dINNByiad { O ;ééye 2L A2y O

puj

Submission and Supporting Documentation Requirements

LAAs are required to submit the completed IHW&dProved Assessment Document, a Description of
the project, digital color photos taken at the tino§ assessment, a completed Utility Usage Spreadsheet
(as outlines in IHWAP Procedure letter #2013, demographic spreadsheet, lighting spreadsheet,
heating, cooling and appliance spreadshelétWAP Multifamily Accrual of Benefits foryrand an

9 y 3 A sFefoNIWhen applicableNo work can begin until DCEO/OCA has approved the prdfect.
the local agency wantgre-approval for heating, cooling, or baseload appliances before SIRs have been
calculated (but meet the HHS/State funding allowances) sg tia order the equipment to ensure
timely completion of a multifamily project, they must submit a heating, cooling, and appliance
spreadsheet that has the manufacturer, serial number, and age of the existing equipn#ot submit

the Engineering Site Blation that includes details on the HVAC and other mechanical equipment

The TREAT Energy Model

Careful thought and attention must be taken while building the TREAT Model. The simplest of errors
and oversights can create hours of frustratiohccurateand complete data entries are a must.

Breaking it down stefpy-step, screerby-screen:

A. Project Description pay close attention to the year built; the estimated year of construction
may have leagafe practices implications.

B. Fuels/Rates:refer to the uility bills for the current pricing per utility type.

C. Weather/Defaults: select the appropriate Daily Weather Site closest to the project location;
select the appropriatd.ongTerm Weather Site undeTMY3 enter the Heating and Cooling
Seasons forthe prf§jOG Q& f 201 GA2Yy T OK22aS GKS | LILINELINR I G S
the building type; accurately enter the number of stories, the number of apartments, the number
of bedrooms, and the number of occupants.
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D. General Billing Dataeenter the conditionedarea square footage; determine the target heating
energyusage(BTU/SqgFHDD)and enter; adjust theéarget payback ternwith the measures that
you have selected to install.

Metered Spacesdata entry required for one or more individually metered utikitie
Utility Bills: 12 monthsof continuous billing are required

. Analysis Period:enter the dates based on the dates of the utility bills utilizedke sure that
the target usage (BTU/SgqRDD) and payack term match the previous entries.

H. Spaces:are wually the foundation, living space, and attic for smaller projects with additional

@mm

spaces for larger buildings (common spaces, stairwells, lobbies, hallways, etc.); common spaces

can be combined for modeling purposes when appropriate but must be deschbele
Narrative Description so that the reviewer has a full understanding of the project.
Surfaces:each building must have a foundation, walls, ceiling, and a usefthe surface library
to describe the composition of each component.

Exterior Doors:enter the door information and type on the appropriate wall section.
Windows: enter the window information and type on the appropriate wall section.

Infiltration: dza S G KS a1 St L) 6A0GK Odz2NNByd &AONBSyé¢ it
Heating/Coolirg: accurately enter the HVAC information.

Thermostats: must be associated with heating or heating and cooling of conditioned spaces.
. Fans:manually enter the combined exhaust fan information.

Hot Water: adjust the DHW demand based on the existing appks and occupancy
characteristics.

Lighting: the actual countof all light bulbs and types at the location.

Appliances:a true-up feature add appliances to the model on anr@eededbasis to trueup
the model.

Load Sizingacceptable TREAT Defaults.

vozZIr A&

00

0

Report)

Measurements: any Health/Safety &/or Incidental Repair Measures.

Improvements: all Energy Conservation Measures recommended for the project.
.Packags: / NBIFGS I tIO1IcA$t20SdadaNENE Ol VRS |

aSladNBa¢e¢s F2NJ2yteée (GK2asS A0GSya sAlGK |y |

X. SelectReportsOtf A O] 2y LI O1F3IS& yR NHzy (GKS NBLRNI

Submission of TREAT Model
LAAs sall submit the TREAT model fBICEOCDCAreview prior to beginning work on a project
(except for the ordering of equipment OCA has-ppproved that will be paid from HHS or State
funds). The submission should include:

aso
L

< ¢c

1 TREAT file for the projecth{s should include the package of DfbEded measures and
a package of all the measures that will be part of the project)

1 documentation to explain the model inputs for each screen of the model, especially an
explanation of any differences between the assment data and the model inputs

Project Description

The project description is designed to give the reviewer a basic understanding of the building audited.
DCEO/OCA has also created a Project Description Worksheet, attached at the end of this massiat, to

the agencies with this process. The completion and submittal of this worksheetmandatory

requirement.
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The project description must contain the following information:

Name and Address of the project;

Size, Type, and Age of the Building;

Ocapancy Characteristics (seniors, families, persons with disabilities);
Vacancy Rates;

Common Areas such as lobbies, laundry rooms, offices; elevators; stairwells;
HVAC and Domestic Hot Water Systems;

Utility Metering: types, individual /common; and

Anything unusual that warrants an explanation.

ITOMTmMoUoOm
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FORMS AND EXHIBITS SECTIGONKTHFAMILY PROJECT
PROCEDURES

Project DesCriptiON .....cccuuiiieiiie e Page 169

| HWAP Mul tifamily Accrual of70Benef
Measure Life Expectancies i Architectural ECMse ....... Page 172
Measure Life Expectancies i Mechanical ECMsé é . ..Page 173

Sample | HWAP Rent al Agrééhmregidiec é é e e
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Project Description

General Information:

Additional Comments

Agency Square Footage:

Property Occupiable SgFtg:

Addess Occupancy Type: Seniors

City/County Disabled
Building Information Handicapped

Fuel Rates Gas$ . Elec$ . | Mixed

Approx. Age DBuilding

# of Units/Apts # Units Assessed: ( %

# of Bedrooms # of Utility Bills Sampled: (

# of Occupants

Building Orientation Wall #1 facing

Roof Construction

Existirg Attic Insulation

Wall Composition

Existing Wall Insulation

Window Construction Type

Number of Windows:

Door Composition

Number of Doors:

Type of Heating System

Fuel Type

Type of Distribution Systen|

Type of Cooling System

Location of HVAC

Type of Thermostats

Summer Settings

Winter Settings

Domestic Hot Water

Temperature Setting

Fuel Type

Location of Water
Heaters

Type d existing Lighting

Number of each Type

Number of Fridges/Freezet

fridges

freezery

High/Low Flow Aerators

Existing Mech Ventilation

Existing Smoke Detectors

Existing C/O Detectors

Lead Paint Issues

Weatherization Department

Asbestos Issues

Assessor: date:

Active Knob & Tube

Submitter: date:
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IHWAP MULTIFAMILY ACCRUAL OF BENEFITS

Documentation that the accrual of benefitsliygrimarily benefit the resident, reference 10 CFR 440.22(b)(3)

Address:

Job Number:

Potential Benefit

Tenant Pays All
Utilities

(x next to all that
apply)

Tenant Pays Some
Utilities

(x next to all that
apply)

Utilities Included in
Rent
(x next to all that

apply)

Lower energy consumption
when seasonal temperatures
are in alignment with historic
temperatures

Lower energy consumption in
the event of hotter/colder
weather than in previous years

Continuationof protection
against rent increases beyond
that required under WAP
regulations
(10CFR440.22(b)(3)(ii))

Investment of the energy
savings in facilities or services
that offer measurable direct
benefits to tenants

(If marked X, pleas¢
provide additonal
comments below)

(If marked X,
please provide
additional
comments below)

Longer term preservation of
the property as affordable
housing

Additional improvements, not
related to weatherization, to
heat and hot water
distribution, and ventilatia, to
improve the comfort of
residents

Establishment of a shared
savings program

(If marked X, pleas¢
provide additional
comments below)

(If marked X,
please provide
additional

comments below)
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IHWAP MULTIFAMILY ACCRUAL OF BENEFITS

Documentatim that the accrual of benefits will primarily benefit the resident, reference 10 CFR 440.22(b)(3)

Comments, if applicable:
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Measure Life ExpectanciesArchitectural ECMs

For IHWAP Multifamily modeling the following measure life expectancies mus
be substituted for the TREAT default measure life expectancies.

Architectural ECM Life Expectancies

Retrofit Service Life
AIF SEAIING.....eeiiieeiiiieee e 10
Install Low Flow Showerhead............ccccoeeviiiiiininnnnnn, 15
Install Storm WiNdOW............uevveeeieeiieiiieeiieeieeeeeeeeeeen, 15
INSUlate AC.......coviiee e 30
Insulate Band JOISt............cooooiiiiiiieeee e 20
Insulate BasemendVall...........cccccooeviieiiiiiiiiiiiiciine e, 20
Insulate Crawl Space Wall.............cccocoiiniiiiininnnnee. 20
INSUlate FIOOL..........ooiiiicie e 20
Insulate Mobile Home Floor............ccccvvvviviveeeeeneeeeee, 20
Insulate Wall..........ccoceeeiiiiiiiiice e, 30
Insulate Wall with Dense Pack............cccccvvvivivennnnnen. 30
Low E Storm Window..........ccccceeenvvnvinniniinriineneeeeeees. 15
Low E vinyl Argonne (0.33).....coeeeiiiiiiiiiiieeeniiiiieeeeenn 20
LOW E WINAOW.......c.ccciiiiiiiiiiiiiiiereeeeeeeeer e 20
RePIACE DOON........cciiiiiiiieee e 20
Replace Incandescent Budlith LED...............cccccuuneeee 20
Replace BIrgerator.........ccvvvviieiiiiiiiiiieee e 15
Replace Sliding Glass DOOF...........cevvevveeiieiiieeiieeeeenn. 20
Replace WINAOW............ovevviiiiiiiiiiieeeeeeeee e 20
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Measure Life ExpectanciesMechanical ECMs

For IHWAP Multifamily modeling the following measure life expectancies
must be substituted for the TREAT default measure life expaeta

Mechanical ECM Life Expectancies

Retrofit Service Life
Automatic Setback Thermostat....................oooeeeiinnns 15
Boiler Pipe Insulation............cccocceiiiiviniiniiiiiiniieeeeeeee, 20
Decouple Domestic Water Heater..............ccccccvvvvnnnes 20
DUCE INSUIALION......cciiiiiiiiiee et 20
Fourpoint Thermostat...............ccooeeceiiinviiiiieeeeee, 15
Furnace Electric Vent Damper..........ccccccvvvvvveveeeeeeennnn. 15
Gas Powered POWer BUINET.........cooovviiiiieeieeniiniiine 15
Insulate Water Heater Tank...........cccceeevviiivneeeeennnne 13
Intermittent Ignition DevVice...........ccccvvvivvivireeeeeeeeeeeen, 15
Oil Flame Retention Burner..........cccccoovcvvveeiiiiiiniinnee, 15
OUutdoor CHOM ... e 15
Outdoor Reset Contral.........cccccvvvviviiiiiiriniiieieeeeeeeeen, 15
Outdoor Reset Control w/ ASBT Control.................... 15
Replace Central Air Conditioner............ccooocvvvveeeennnnne 15
Replace Heat Pump..........ccoooviiiiiiiiiiniec e 15
Replace Heating SEBh..........oooviviiiiieeiiiiiiieeeee e 20
Replace Radiator VEnts...........ccocvvvveviieiniiiiiiieeeeeee 5
Replace w/Electric Water Heater............ccccceeeeeeeeeenn. 13
Replace w/Gas Water Heater..................oo oo eeeveeenes 13
Replace w/Kerosene Water Heater.............ccccccee..... 13
Replace w/Oil Water Heater............cccccovvivivieeeeeennnnns 13
Replace w/Propane Water Heater..............ccccccvnvnnnns 13
Replace Window Air Conditioner.............ccvvvvvveeeeenee.. 15
Replace/Repair Main Lineals............ccccccvvvvvvvvvnvennen. 10
Replace/Repair Mainline Vent Returns...............eee..... 10
Replace/Repair Radiator TrapS...........evevveeeeeeeeeeeeeeen. 10
Replace/Repair Zone Pumps/Valves/Thermostats....10
Singlepoint Thermostat............cccccevivvvviviiniieiieeeeeeeee. 15
Sixpoint Thermostat.........ccccccoeeeei s 15
Insulate Water Heater Pipe..............ccooeee e, 13
Steam Cycle Control...........cooooiiiiiiiiiccee, 15
TUrBUIALOTS. ..ovvvviieeeeee e 15
Water Heaer Electric Vent Damper.........ccccooecvvveeenen. 15

Install/Repair Hot Water Thermostatic Rad. Valves....10
Install/Repair Steam Thermostatic Radiator Valves...10
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lllinois Home Weatherization Assistance Program
Rental Agreement

l , certify that bm the owner/authorizedagent for the property located
at

(Owner/landlord initials here) | understand that the energy efficiency and health and safety work
performed on my property is being offered to benefit the tenants of my building and is offered free of charge.

(Owner/landlord initials here) | certify that | have given my permission to (local agency name here), the
weatherization agency or its designatieagent, to allow work on the dwelling and/or mechanical systems at the
property listed above.

Owner shall mean either the party holding the legal title to the building located at the above address that
contains a total of dwelling units or the pens authorized, in writing, to enter into a contract for the
party holding the legal title to the said building.

This agreement entered into by and between the Owner/Authorized Agent, Tenant and the Weatherization
Agency shall be subject to the followingpnditions:

7. (local agency name herejgrees to provide weatherization services to the residence of the
Owner/Authorized Agent that is occupied by the current tenant(s) with the owner paying 0% of any
weatherization work as noted above.

8. The owner and his oher heirs or assigned agrees not to raise the rent (based on the weatherization
improvements) on the described property for a period of 12 months from the date of the completion
of the weatherization final inspection. At present, the rentis $ per . (HUD/Section 8
annual rental restructuring increases are exempt and may still be applied as a rental increase.)

9. The owner and his or her heirs or assigned agrees that the tenant will not be evicted without legal
cause (norpayment of rent, etc) for a period of 12 months from the date of the weatherization final
inspection.

10. The owner hereby affirms that the premises are not presently being offered for sale. If the owner sells
the building within 12 months from the date of the weatherizatiorinfal inspection, the new owner
must comply with the terms of this agreement.

11. The agencynd owner agree that the tenants are the persons to benefit from the weatherization
program and may enforce this Agreement.he agencyghall provide a copy of this agement to each
tenant. The owner agrees to provide a copy of this Agreement to all future tenants while this
Agreement is in effect.

12. The owner understands that weatherization work performed will be guaranteed for a period of 12
months.

If this agreenent is not adhered to by the Owner, the cost of the weatherization improvements shall be
reimbursed by the owner to said agency providing the weatherization services.

| certify that | agree to the aforementioned provisions of this agreement.

Signed

(Owner/Authorized Agent) (Date)
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SECTION XIINVENTORY CONTROL

Inventory control is a requirement for local agencies operating their own warehouse. It consists
of several funabns, including the general areas of inventory maintenance, inventory tracking,
and programrelated recordkeeping. This section will provide an overview of each of these
areas.

Inventory Control

Storage of the materials an agency purchases involves cBtisage costs include staff, space,
insurance, security, etc. Storage costs are considered "material handling” costs and are limited
to ten percent of the actual purchase price for materials to be acquired in any one program year.

Thus, it is in théest interest of the local agency to minimize these costs. Storage of materials

is necessary because agencies need an adequate supply of items frequently used, and agencies
typically take advantage of bulk purchase savings. Ideally, the agency shooldimaimaterial
inventory that assures:

1) an adequate supply of materials;
2) the savings from bulk purchasing should help offset storage costs; and

3) the storage costs (plus purchasing costs) are no more than the allowable material
handlingamount.

It is in the best interest of the agency to minimize storage costs by keeping inventory at the
lowest level possible. A "safety level" is that level of inventory that assures an adequate supply
while holding inventory to the lowest level pos&blIn other words, a safety level means the

agency has just enough of any given item on hand to ensure shortages do not stop production.

Where materials like caulk or insulation are used at a consistent rate, most agencies have
established minimum inveoty levels. Therefore, staff responsible for inventory maintenance
should have already established a method of determining when these minimum levels are
reached so that reordering can be automatic.

Other materials, such as soffit vents, and sized storndawvs are not used at a consistent rate
and/or are subject to nofuse due to changes in work standards. When inventory is low on
these items, reordering must be a decision based solely upon judgment and experience.

Inventory Tracking

If all materials purhased in a given month could be used on units complete with final inspection
that same month, the tracking of materials would be relatively simple. Unfortunately, this
rarely, if ever, occurs! Normally, several months will go by between the date nlatara
purchased and the date they can be reported as being placed on a final inspected dwelling unit.
Thus, inventory tracking must be done to document the changes in the agency's inventory.

The agency's finance/accounting staff should report the tatgpenditures for materials
purchased by funding source. Through inventory tracking procedures, these reported material
expenditures must be divided between 1) the costs of materials on hand (reported as "inventory
costs") and 2) the cost of materials ajgol to a final inspected dwelling unit (reported as
"materials applied"). In other words, material costs must be tracked so that the agency knows
how much they have on hand, and how much they have used in providing services.

The two most frequently usediventory systems are "periodic" and "perpetual.”
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1 Under theperiodic systemthe program year's beginning inventory (caayer) is shown
on the books throughout the reporting period until program year clogé Inventory
balances are changed by periodidjustment entries (e.g. "purchase/1000 tubes of
caulk/$1.35 each"; "disbursed/100 bags of insulation/$3.56 each").

At the end of each established period (month, quarter, year): 1) a physical count is taken
of materials on hand; 2) the inventory recarére adjusted (increased per materials
purchased and reduced per materials disbursed); and 3) a new balance is entered that
represents the cost of materials on hand at the end of this established period.

1 Inaperpetual inventory systemnthe inventory recads are balanced at all times. Receipts
(cost/items of materials purchased), "in transit" (cost/items of materials released to
crews for work ifprogress or complete without final), and "final issues” (materials
applied to a final inspected dwelling unétje entered on a dajo-day basis.

Although the perpetual inventory system provides antapglate record of inventory
balances, a complete physical count must be taken at the end of the program year to
verify records. Following this physical countyeintory records are reconciled to reflect
the actual cost/items of materials on hand (inventory caomer). No matter which
inventory system an agency uses, agency staff responsible for inventory tracking must
keep a record of three things that reducestinventory in the warehouse:

1 Those materials that are "in transitfeleased to crews;

2 Those materials that are "final issuesipplied to a final inspected dwelling

unit; and
3 Those materials that are stolen or damag@at applied.

Inventory Recordkeping

Agencies are required to submit a yesnd program closeut report that includes information
on inventory. This report documents those materials on hand which will be carvedinto
the next program year. In order to make this report, theffst@sponsible for inventory
recordkeeping must ensure their records collect the information necessary.

First, it must be emphasized that materials are "accountable" by the funding source that
purchases them. This "accountability” does not mean owtliregactual items purchased by

SIOK TFdzyRAYy3 &2dzNOST NI GKSNI Ad A& GKS 002 dzy
purchases. Thus, the detailed, itdog-item inventory is kept as a combined total, and a

separate record of materials costs (purchasnd final issues) is kept by funding source.

The local IHWAP agency must also keep a detailed inventory spreadsheet that covers all vehicles
and equipment purchased with any IHWAP funds and has an original purchase value of $1,000
or more. The invaory log must show the item, fund source, purchase price, purchase date,
description, model #, and serial #/VIN, and condition.

IHWAP P2020 PROGRAM OPERATIONS MANRSg4 176



TOTAL INVENTORRurchases April to June

Purchased 1000 tubes caulk $1.35 each $1,350 total
Purchased 500 bags indation ~ $3.59 each $1,795 total
(etc.)

Totals $123,991

TOTAL INVENTOR¥inal Issue April to June

Final Issue 500 tubes caulk $1.35 each $675 total
Final Issue 100 bags insulation  $3.59 each $359 total
(etc.)

Total $123,991

INVENTORY by FUNDING SOURQEhases April to June

TOTAL WX Materials DOE HHS (PY12)
$264,000 $125,003 $138,997 (Purchases)

INVENTORY by FUNDING SOUR®@RE| Issue April to June

TOTAL WX Materials DOE HHS (PY12)
$123,991 $568 $25,663 (Final Issue)

Using this method of inventory recordkeeping avoids detailed iptem tracking by funding
source, while allowing for an adequate record of purchases and final issues by funding source.
Actually, in this rathod, materialvaluesare "owned" rather than material items.

If the agency chooses to maintain an inventory record that documents items by funding source,
remember that items may be "borrowed" and "repaid.” This may become necessary to avoid
productionproblems. Items that are "borrowed" must be repaid in kind (110 tubes of caulk for
110 tubes of caulk) or in value ($1,235 worth of materials for $1,235 worth of materials). All
repayments must occur prior to the end of each program year. This will th@keloseout

report accurate for each funding source.
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Equipment
LAAs purchasing equipment and/or vehicles with DCEO funds with a cost of $100 or more must
adhere to the following property management standards;
Records for equipment/vehicles shall traintained accurately and shall include;
1. Tag#
2. A description of the equipment/vehicle
3.al ydzZFl OGdzNBNNRE aSNRLFf ydzYoSNE Y2RSt ydzyo SN
4. Source of the equipment, including the grant number used to purchase and any applicable
approvals from DCEO, DOE, etc.
5. Acquisition date (or date received if it was acquired via surplus) and cost.

A physical inventory of the equipment/vehicle must tiaden, and the results reconciled with
GKS [T Qa NBO2NRA 2Yy | Yetwee fudaitities shdll BeAindestigdted @ RA T
to determine the cause(s) of the difference

A control system shall be in effect to insure adequate safeguards to prevent loss, damage or
theft of the equipment/vehicle.

Adequate maintenance records shall be implenezhto ensure the equipment is kept in good
working condition.
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INVENTORY CONTROL EXHIBIT

Inventory Tracking FOrM.........coouiiiviiiiiiiiiieee e Pagel80
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INVENTORY TRACKING FORM

Job # Address Crew
To be entered by Inventory Clerk  to be entered by Crew

Supervisor

ltems Number Cost Total Actual Stolen or Remainder
Each "In Transit" Applied Damaged* on Hand

Caulk
Weather Stripping
Door Sweep

Bag Insulation

Roll Insulation

Vents

Hot Water Wrap

Storm Window

Other

Total $

Signatures:

Inventory Clerk  Crew Leader

*Explanation:
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SECTION XYPROGRAM REPORTING
Reporting

Program reporting for weatherizatiois automated in WeatherWorks. Training is@oing for
all users. There is a separate user guides on WeatherWorks to explain the system.

In this section, you will find instructions for accessing WeatherWorks.

The Exhibit contains the Agency Names andeGdisting. The WeatherWorks System User I.D.
Request Form can be found on the WeatherWorks Desktop. The WeatherWorks User I.D.
Request Form must be completed for all users and returned to the Office of Energy Assistance.
The user names are entered ind database by the Department personnel to ensure security.
This form identifies the level of access the user will have in the WeatherWorks system. If one of
your staff leaves your agency, please resubmit the form to OEA and request that the Department
delete the employee from the database.

The WeatherWorks User ID and password is only to be utilized for the one person that the user
ID was intended for. User IDs and passwords are not to be used by any other staff.

Before logging onto The System, you mistthe following:
1.) Request connection information from OCA.
2.) Windows OS professional edition loaded on your PC
3.) Have Microsoft Remote Desktop installed on your PC

How to download and install Microsoft Remote Desktop:
i.) Download the Microsoft Remote Desktopfsvare using the following Internet
Hyperlink: http://www.microsoft.com/windowsxp/pro/downloads/rdclientdl.asp
ii.)Click on DOWNLOAD as below:

.
= rnsrdpcli.exe
2.4 MB file

16 min @ 22,8 Kbps
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http://www.microsoft.com/windowsxp/pro/downloads/rdclientdl.asp

iii.) This dialog box will appea

File Download

“ou have chosen to download a file from this lacation.

mzrdpch. exe from dowvnload. microsoft. com

Wihat weould vou like to do with this file’?

" Run thiz program from its current location
&% Save thiz program to disk

¥ | Gliways szt before opening thie pe ol file

] Cancel Mare |nfo

SelectSave this program to diskand clickOK
This dialog box will appear:

Save in; Ia Downloads j L] E’F "

Histomy

[
&=

My Documents

File rame: Imsrdpcli.exe j Save

Save as lype: I,&.pplicatinn j Cancel

L

ClickSave
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Note: TheSave infolder that appears on your PC may be different than the one in the graphic
above, so make a note of what folder the file is saved in.

=100 =]

&

Saving:

mzrdpch.exe from download. microzaft. com

(111

Eztimated time left; 32 zec (293 KB of 32.31 ME copied)
Download to: C:ADocuments and Sett.. smzerdpch exe

Tranzfer rate: 5.0 KBASec

[T Cloze this dialog box when download completes

(e e Ealder Cancel I

iv.) This dialog box will appear:
1 It shows the progress of the download process.
1 When the download is complete, this box will appear

=10 x|

3
] Download Complete

Saved:
mzrdpch. exe from download. microgoft. com

D ownloaded: 231 MB in 57 sec
Download to: C:\Documents and Sett.. smzrdpch. exe

Transfer rate: P95 EBASec

[T Cloze this dialog box when download completes

Open Open Folder Cloze I
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ClickOpen and the Remote Desktop software should begin to install on your machine. As the program
begins to install, thibox will appear:

Welcome to the InstallShield Wizard for
Remote Desktop Connection

The Installshield{R) wWizard will allow vou to modify, repair, or
remove Remote Desktop Connection, To continue, click Mext,

= Back I Mext = I Cancel I

ClickNext, and on the successive boxes, click either Next, Install, or Finish on each respective
box to complete the installation process. The Remote Desktop is now successfully installed on
your PC. You must now set up your connettio the Department Weatherization Server as
described in the next section.

3) Copy connection icon sent to you by the Department in step 1 to your desktop.

Log on to: This field should default to ENERGY. If ENERGY does not appear in this field, please
click the little black arrow to the right of this field to reveal a dropdown box. Select ENERGY
from thislistandOt A O1 ahYé¢ @

The first time you log into WeatherWorks, a dialog box will appear that requests your agency

code. The code for your agency daafound in the FORMS AND EXHIBITS. Please enter the

four-f SGGSNI O2RS F2NJ @82dzNJ 3ASyoOeéx yR Of A0l dah
WeatherWorks System.

*Technical Noteif you will be connecting to the System through a network at your agency, and

there is a firewall in place, it will be necessary for your network staff to ¢fmh3389in order

for your PC to connect properly to the Weatherization Server through Microsoft Remote
Desktop.

. 2dz gAff Fftaz2 ySSR (2 A yrcanphtdrto anbfe yau toyrint NA y § €
is available at no charge at http://www.uniprint.net

IHWAP P2020 PROGRAM OPERATIONS MANAagd 184



SECTION X} FISCAL PROCEDURES

The agencies are required to report fiscal information regarding expenditures for the program.
The requirements and explanations fliscal reporting are provided in this section.

Cash Requests

Agencies should submit expenditures on the Certified Cost Screen within the GRS Accounting
system prior to submitting a cash request within the system. Prior to approval of a request,
Depatment staff will review the year to date certified costs. If there are discrepancies, or lack
of required production (cash requests must be within 10% of Finalized amount of production on
WeatherWorks tracker), the request will be denied.

To assist LAAgith the startup of the program year, IHWAP cash for each grant will be initially
available up to the 30% level fdrabofMaterial and Health/Safetyline items of the grant,
including Administrative and Program Support line items. Administrative argtanoSupport

line item cash requests will be reviewed based on their reasonable proportion to the Labor and
Material expenditures for the relevant grant.

Once the initial cash requests have been approved at 30%, subsequent cash requests will be
subject b review on a casby-case basis based on production, and requests will be approved up

to approximately 10% above th@nalizedamount of production on the WeatherWorks Tracker.
Administrative and Program Support line item cash requests will be reviewsedbon their
reasonable proportion to the Lablviaterial and Health/Safetyexpenditures for the relevant

grant. Cash requests should not be submitted that exceed this amount. To ensure a smooth
transition in the cash flow process, accurate productioangl and timely review of the
WeatherWorks are a necessity. It is the agency's responsibility to monitor the GRS system for
approval/denial status.

BudgetModifications

If it becomes necessary for the agency to modify the program budget, two optiorsvaiiable.

One is to use the flex authority allowed in the grant agreement, and the second is to submit a
formal modification on the WeatherWorks system.

Budget Flexibility (FlexJhe agencies often find they have underestimated costs for certain line
items or cost categories of their budget. Agencies shall refer to their grant agreement for the
allowable flexibility for each funding source.

Formal Budget ModificationVhen it is necessary to make a formal modification to your grant
agreement, the requestnust be initiated through a negotiation with your Weatherization
Specialist and Weatherization Specialist Supervisor.

Budget modifications are necessary when the following occurs:
1 The total budget is increased or decreased,
1 A cost category or line item pgnditure will exceed the allowable budget flex,
1 The grant period changes, or Scope of Work change or change to other terms or
conditions of the grant.

The modification request shall include:
1 A letter or email providing rationale or justification for theodification
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1 Request for Modification/Waiver which includes the Budget Modification table (on
WeatherWorks)
1 Budget detail sheetsas applicabl€éon WeatherWorks)

Prior to submission to the Department, the Request for Modification/Waiver form should be
signed by the authorized agency representative. A copy, countersigned by the Department
Director, will be returned to the submitting agency for their grant file. This document provides
for tracking of all modifications to the grant through the sequentialmiering of the
modifications to the agreement.

The completed and signed Request for Modification/Waiver should be uploaded to the OEA
Extranet.

For any budget modifications initiated by the Grantee, a transmittal letter from the authorized
person, usuallghe Executive Director should be submitted to OEA wiaaél. This assures the
Department that the agency administrative staff is aware of and agrees with changes being made.

De-obligation of Grant Funds as a Result of Insufficient Production

If the localagencies fail to meet the performance measures, particuthdynumber of units

weatherized, he Department may debligate a portion of theHWARgrant funds The

Department will review the levels of production at the rdint of the fiscal year (Jaany )

for each local agencyf o production has oeared by this point (no closed jobs in

WeatherWorks), the Departmentmay o £ A 3 4GS p x> 2 POEIHHS, and2 OF t | 3
Stategrant fundsfor that year If production is less than 25% of pladn@oduction for the

year, the Department may debligate 25% of the gnt funds.

Fiscal Monitoring

Department fiscal staff may review any ongoing and completed IHWAP grants on a periodic basis
determined by Department management. Records to be reviewdidneglude but are not limited

to: Procedures Manual, Cash Receipts, Cash Disbursements, Payroll, Inventory, and Job Costing.
91 OK W20 FAES ySSRa (2 AyOfdzRS |G | YAYyAYdzy:
finish dates, lien release, final pection document, and all related invoices.

lff 220 O2adAy3a ySSRa G2 |3INBS gAGK AYyTF2NXI O,
general ledger. Documentation needs to include agency approvals with dates identifying a clear

audit trail. For additioal programmatic required documentation refer to Section X of this

manual.

Reporting Equipment Purchases, Transfers and Dispositions

Agencies are to report any equipment purchased, transferred or disposed ($1,000 or greater)
with IHWAP funds. Agencies manly purchase equipment when approved in the budget detail
as submitted to the Department with the grant application/modification, or when specifically
approved by the Department in writing when it is not in the grant budget detail sheets.

Once equipment &s been purchased, the agency is required to submit an Equipment Acquisition
Form to their Weatherization Specialist. This form must be signed by the agency's Executive
Director.
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If equipment purchased with grant funds is transferred to another agentyuhorization For
Transfer of Propertynust be completed, and signed by both agencies and a Department
representative.

Similarly, if equipment purchased with grant funds is disposed ofAathorization For
Disposition of Propertjorm must becompleted andsigned by the LAA and a Department
representative.

Department fiscal staff, in periodic reviews, will analyze agency equipment listings and actual
equipment purchased for verification of agency tag numbers, location, costing, and funding.
Items on ths listing should include equipment over $1,000. Authorized purchases as well as
dispositionsare reviewed during each agency visit.

CrewBased Agendylontracting OperatingPolicies

As a result of 2 CFR 200 and to provide the Crew Based Agencies with better intetmudd emd
guidance regarding operation of the program, OCA is requiring the following changes in
operations and accounting policies with the fiscal year beginning July 1, 2019:

Definitions

Not for profit describes a type of organization that does not eprafits for its owners. All of the money
earned by or donated to a ndor-profit organization is used in pursuing the organization's objectives and
keeping it running.

External Contracting UnfECU): Crews that provide contracted Weatherization serficasher
LAAs.

2SIFOGKSNRTFGA2Yy 22NJ)] 52yS 2AG4KAY [!!'Qa !'aaAridys
General Requirements
1 Perform all Weatherization work at cost. No maux on any costs.
1 Verification of costs:
0 LABOR, timesheets should be kept in the clféatso they are easily
accessible by monitors and auditors for labor cost verification.
0 MATERIAL, Actual procured prices, (no markup should be used). Only
materials used for grant WX work can be purchased with grant funds.
o Overhead costs need to be budgeted in Program Supp¥8). Costs must
all be directly charged to P/S and have applicable supporting
documentation (timesheets, invoices, etc.) for each charge to P/S. No
overhead or ancillary charges on WeatherWorks jobs. Examples; fuel,
vehicle repair, small tool purchasstc.
9 T and TA allocation is based on Weatherization work in your assigned LAA territory

only.
1 Equipment
o Equipment purchased by IHWAP will support your grant funded WX work
only.

1 Purchase, Construction, or Improvement of real property cannot be completed
with any IHWAP funding.
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1 Procurement: Real procured costs should be represented in your IHWAP
WeatherWorks Catalogs and utilized when posting costs to your financial records.
No markup or overhead fees are allowed. Additional 10% P/S should covex thes
costs.

Recording Weatherization Jobs to the General Ledger
Crew Based Agencies should use a cost of goods sold method to record cost per job.

T
)l
il
il

T

Inventory items purchased should be recorded to the inventory asset
account.

Major items such as furnaces mums tracked by specific individual unit cost.
Inventory materials used must be tracked by job.

Each job should be recorded separately in the general ledger to ensure it is
easy to trace for audit purposes.

A physical inventory should be taken at least oaggear to adjust any
inventory variances at year end.

Weatherization Work Done for Other LAAS

Available Approaches
Two options are available for performing Weatherization work at other LAAS:

1)

2)

Perform work at cost. You would need to sign a Memorandum of
Understanding (MOU) with the applicable LAA that Weatherization services
will be provided to them at cost. In essence, your crew would be shared with
another LAA. A grant modification could be completed to provide an
additional 10% program support foregh_LAA receiving the services to support
crew overhead expenses. If this approach is used, grant funded equipment and
crews can be used for the work at other agencies.
Perform work at other LAAs as an External Contracting Unit (ECU). In this
approach, yout AA is acting as a thizhrty contractor. All activities
performed for other LAAs must be kept completely separate from grant funded
Weatherization activities performed. ECU activities must abide by relevant
requirements outlined in thé&-iscal Requimnments for WX Work Done at Other
LAAssection below. The ECU must reimburse the IHWAP grant for use of
equipment used while providing Weatherization services at another LAA.
There are two options regarding the equipment used by the BHCi the
responsbility of the LAA to determine the impact of this approach on the not
for profit and tax-exempt status of the LAA with regard to I.R.S. regulations
a. Rent equipment from IHWAP. The ECU must reimburse the IHWAP grant
for use of equipment used while providj Weatherization services at
another LAA. Rental rates must be in reasonable alignment with regional
market rates. The rental rate must be approved by DCEO for
reasonableness. All ECU time spent using IHWAP equipment must be
logged and rental charge eepses must be recorded by joECUs
performingweatherization activitie$or other agencieshould follow the
same guidelines faienting equipment as idescribedn Sectionl
regardingJoint Funded Projects
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b. Purchase equipment from IHWAP. IHWAP cannot provide funding to
supportcrewd F A SR F 3SYyOAS&a 2y aF2NJ LINPFAGE
continue to provide grant funding to purchase enough equipment to
support grant work within eachAAs Weatherization service territory. All
current equipment inventory that is in excess of what is needed for your
grant funded projects may be purchased from IHWAP at fair market
value. All equipment owned by the LAA will be assumed to have been
purchased with WX grant funds unless clear documentation to the
contrary can be provided. Fair market value must be attained through
reasonable methods. A thiygarty appraisal may be conducted to assess
the value of any excess equipment. Fair market vahee@oposed sale
of any IHWAP equipment must be reviewed and approved by OCA in
writing prior to the purchase transaction. OCA grant funds may not be
used for the purchase of any IHWAP equipment to be used for
Weatherization work to be done by an ECU abther LAA.

Fiscal Requirements for WX Work Done at Other LAAs
1.) Tracking WX Activities at Other LAAS

1 A separate fund on the general ledger must be created and
maintained for all work done at other LAAS.

1 For LAAs performing work at other LAASs at cost thhoaig MOU, this
Fdzy R Ydzad o6S | aySd T SNRé¢ TFdzyRo !
done at other LAAs must be offset by the actual costs incurred to
perform the work. This includes direct labor and material costs to
perform the work at other LAAs as wellakcated overhead costs.

In the case of allocated overhead costs, a reasonable and supported
allocated amount should be charged.

1 For LAAs performing work at other LAAs through an ECU, this fund
must be maintained completely separate from all grant fund
accounts, and contain all revenue and expenditures related to the
ECU activities.

2.) Cash

1 Separate bank accounts must be maintained for all WX work done for

other agencies All cash receipts and disbursements for WX activities at
other LAAs must be maintad in this separate bank account regardless
of the approach utilized.

3.) Calculation of Charges to Other Agencies in the M®Cost Method

The Crew Based Agencies are not allowed to charge a flat percentage for

program support and administrative cost. édists billed for must be itemized.

These include (but are not limited to):

1 Charges for Assessment Fee (actual payroll cost for Assessor including
travel time)

1 Charges for Inspection Fee(actual payroll cost for Final Inspector
including travel time)

1 Labortimesheets including travel time should be completed to reflect a
clear delineation between work done in your agency service territory and
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work done for another agency. A copy of these timesheets should be
kept in the applicable WeatherWorks job file foonitoring and audit
purposes.
i1 Travel time billed at actual costs for inspection, assessment and job
installation.
Actual fuel cost for travel (must provide clear documentation)
Lodging should be billed at actual cost and should not exceed GSA
guidelines

1 Meals should be billed at actual costs or using the GSA per diem
guidelines. Costs should not exceed GSA guidelines.

1 Overhead Costs: Common overhead costs include space (rent),
telephone, utilities, office supplies, vehicle and equipment maintenance.
These costs should be billed separately on a periodic basis.

1 WeatherWorks data entrStaff costs for WeatherWorks data entry. This
can either be charged on a per home basis or aggregated and allocated
on the periodic overhead invoice. This must be basedatunal staff time
cost.

Actual job costs should be traceable by monitors and auditors. Vendor invoices and other
supporting documentation (including timesheets and travel records) should be kept in the job
files.

= =

The fund balance for the work done athetr LAAs must be zero at the end of each program year
and result in no profit for the agency.

4.) Invoicing Other Agencies in the MG Cost Method

To accurately reflect the actual costs incurred, the following method is
recommended when invoicing for WX waekrformed at other LAAs. Refer
to sample invoicem the exhibits of thisection

a. Invoicing individual jobs:

Each job should be invoiced separately and include all actual costs incurred
to perform the work. These invoices should be issued as each job is
completed and include clearfietailed itemization of all actual costs being
billed.

b. Periodic overhead invoices:

Overhead costs should be billed on a regular periodic basis. The most
reasonable period of billing would be monthly. This invoice should include
the calculated allocationfamverhead costs for the LAA being billed.

A suggested method of allocation would be the proportional amount of
homes weatherized (Final) for the LAA being billed compared to all homes
weatherized that month by the billing LAA. This approach will adlow
overhead costs to be traced to the supporting documentation for these
costs.
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Example of Allocation of Overhead Costs:
LAA XYZ Weatherizes 10 total homes in June broken down as below:

Agency # of Homes %

XYZ LAA 6 60%
ABC Agency 2 20%
DEF gency 2 20%
Total: 10 100%

In this example, ABC Agency and DEF Agency would each be charged for 20% of
the overhead costs for the month of June.

5.) Invoicing Other Agencies in the ECU Method
Since operating as an ECU is an activity outsideeoiveatherization grant
activities, the invoicing approach is largely at the discretion of the ECU.
However, all activities of the ECU must be maintained completely separate
from the WX grant activity at the LAA and no grant funds may be used in the
operaion of the ECU.

Although OCA does not prescribe how the ECU activities are invoiced, OCA
monitors will be reviewing the invoices paid by LAAs receiving WX services
from ECUs for reasonableness and accuracy. As indicated earlier in this
policy, LAAs witliot be allowed to pay P/S and Admin. charges that are

billed as a percentage. Only direct costs will be allowed.

Please note, loss of funding could occur if it is discovered-based agencies are
profiting using grant funds.
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FORMS AND EXHIBITS RISBROCEDURES

Equipment Acquisition FOrm...........cccoeeeiiiiiiiiieeeeeeeee, Pagel93
Equipment Listing FOrmM..........coooiiiiiiiiiiee e, Pagel94
Authorizationfor Transfer of Property........ccccooevviviviineenn. Pagel95
Authorizationfor Disposition of Property...........ccccccevueenn... Pagelo6
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
EQUIPMENT ACQUISTIEBIRM

Agency

Date Purchased

Funds Used: LIHEAP DOE WX HHS WX State
Grant #

Equipment Purchase(s)

& |7 |8 |8 |8

Purpose Used

Brief Description

Agency Inventory Control or Tag Number

Once completed, this form will attest that the purchase of the above equipment meets all
required bidding proedures and the necessary documentation is present at the local agency.

Agency Authorized Signature The Department Authorized
Signature

(Director or Fiscal Officer) (Weatherization Specialist) Signature
Date Date

NOTE: A separate sheet should be completed for each grant number. If an item is purchased
out of more than one grant, make a dagiation citing which funding source the item should
be listed under, as we can list it under only one funding source.
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Authorizationfor Transfer of Property

1. Name of Transferor: 1B. Date Submitted
1A. Name of Transferee: 1C. Source of Funds:
APPROVAL

Approval is hereby granted by the DCEO to transfer the items on the attached inventory from

(Transferor) to

(Transferee) on this day

Name (print) of the Department Authoriz&epresentative /  Title / Signature

AGENCY ACTION
I. TRANSFEREE
| have received the items on the attached inventory report.

Agency To Contact Number

Name (print) of Authorized Representative  Effective Contract

Signature of Authorized Representative Date

Il. TRANSFEROR
| have transferred the items on the attached inventory report.

Agency From Contract Number

Name (print) of Authorized RepresentativeEffective Contract

Signature of Authorized Representative Date
Original¢ The Department
Copy- Transferor Copy Transferee
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lllinois Department oCommerce and Economic Opportunity

AUTHORIZATION FOR DISPOSITION OF PROPERT

Office of Energy Assistance

Agency

Item description| Inventory | Funding| Grant# | Purchase| Digosition | Purchase
Tag Source Date Date Price

e.g. Blower WX 1234 | HHS | 08221099 | 05/23/08 | 05/23/17 | $1,203.45

door

Once completed, this form will attest that the disposition of the above equipment meets all
required disposition proedures and that the necessary documentation is present at the local
agency.

LAA Authorized Signature
(Director or Fiscal Officer)

DCEO Authorized Signature
(Weatherization Specialist)

(date) (date)

NOTE: List all grant numbers and funding sources used to purchase the item being disposed.
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SECTIONWXHEARINGS, APPEALS, and CLIENT COMPLAINTS

Given the size and complexity of the Weatherization Assistance Program, clients will question
certain agency actions or their failure to act on a timely basis. Each agency is required to
understand and implemerthe hearings and appeals process established by the Department.
Each agency must provide a copy of the appeals brochure, "Your Rights" to every applicant at the
time of application and when he or she is notified that the application has been denied ahd/or
the agency has received a complaint from the client. All applicants are to be provided with an
opportunity for a fair administrative hearing when claims for assistance are denied or are not
acted upon with reasonable promptness. This fair administeaprocess shall include three
levels of appeal the informal conference, the state review and the formal hearing.

The Informal Conference

This process consists of an initial informal conference held by a staff hearing officer of the LAA at
which the apptant applied. This informal conference is designed to ensure that the applicant
understands the reason(s) for the action taken by the LAA.

Any applicant receiving or denied energy assistance has a right to request an informal conference
within 30 calendardays of receipt of a notice of a decision on the applicant's application.

Any applicant, who has submitted a completed application but has not been notified of the
application status within thirty (30) days of the date of a complete application, haghatd
request an informal conference withiB0 calendar days of the date the application was
complete.

Any applicant requesting an informal conference shall be furnished the reason for the decision
on the application and be allowed to review the docunmetdading to the decision prior to the
informal conference.

The informal conference must:

A) be held at the application site closest to the applicant's residence or at the
applicant's residence if they are confined;

B) be conducted by a LAA staff member whasanot involved in the original
decision (the IHWAP coordinator may also attend);

C) be held withinl5 calendar days of the receipt of request;

D) afford the applicant an opportunity to bring an interpreter and/or
representative;

E) Allow the applicant to presd oral and written testimony on his/her behalf.

The LAA will give the applicant a written statement at the end of the conference describing the
result of the conference and citing the policy reasons for the decision. A copy of this report must
be filed h the applicant's file.

In the event of a finding in support of an applicant, the LAA shall, withosalendar days of the
finding, process the application and notify the applicant in writing of the applicant's eligibility. In
the case of an emergency sastance application (for ES Furnace), the LAA shall process the
application and notify the applicant withfiorty-eight (48)hours In the event of disapproval, the

LAA shall provide the applicant with a Request for State Review Form. The request noifgt spe
the LAA at which the household applied for assistance, whether the LAA has held an informal
conference, and the reasons for requesting a state review.
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The State Review

A request for state review must be filed with the Department witBihcalendar dgs after the
informal conference. If the request is timely made, the Department will appoint a state reviewing
officer who will review the applicant's file and the informal conference report. A written decision
will be made. The request is considered mamte the day the request is received by the
Department (per the date stamp on the correspondence). The Department will notify the LAA
that a request for state review has been filed. The LAA must, wither{5) daysof the request

for state review, providéoth the Department and the applicant with a full copy of the applicant's
file.

A state reviewing officer will review the file to determine if the application contains all
information required in Section 109.250(d) and all testimony presented at the nvabr
conference. The state reviewing officer shall ascertain if the applicant was provided with a
Request for State Review Form in accordance with subsection (a)(7) and determine if the informal
conference decision regarding eligibility was correct (se¢i@et09.250 for eligibility criteria).

This determination will benade,and a letter sent to the applicant and the LAA withscalendar

days of the request for state review. In the event of finding in support of an applicant, the LAA
shall approve and npcess the application or modify the assistargmanted andnotify the
applicant in writing withirl5 calendar days of notification of the finding from the State. In the
case of an emergency assistance application (for ES Furnace), the LAA shall grecess t
application within48 hours of notification of the finding from the State. In the event of a
disapproval, the State shall provide the client witRequest for Formal Review Forfhe request

must specify the LAA at which the household applied for tas®is, whether an informal
conference has been held, if the state review has been conducted and the household notified of
the decision, and the reasons for requesting a formal hearing.

The Formal Hearing
If not satisfied with the results of the state rew, the applicant must request a formal hearing
by sending a written request to the Department who will notify the LAA that the request has
been made by the applicant. This request must be received by the Department @itbaendar
days of the date on hich the state review letter was mailed by the Department. The Department
will provide the applicant with a notice of the hearing in accordance with Sectie?b1df the
lllinois Administrative Procedure Act [5 ILCS 103D The hearing will be condudeby a
hearing officer, who has not participated in any earlier decision concerning this application,
within 30 calendar days from the date the formal hearing request was received by the
Department The formal hearing will meet the following standards:

1)Thehearing will be held at the application site closest to the applicant's residence or

at the applicant's residence if they are confined.

2)The applicant will be afforded an opportunity to review his/her file.
3)The hearing will be tapeecorded.

4)The decisiowill be based on the record, which will comply with Sectior850f the
lllinois Administrative Procedure Act and which will be made pursuant to the
procedures set forth in Section #45 of the Illinois Administrative Procedure Act. The
hearing officer wl determine if the household is eligible in accordance with Section
109.250.
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5)If requested by the applicant, the applicant will be provided interpretive and auxiliary
services (e.g., transportation).

6)The applicant will have the right to:
a) Be accompaniednd/or represented by another;

b) Present written and oral statements and other evidence in accordance with
Section 140 of the Illinois Administrative Procedure Act;

c) Bring an interpreter; and
d) Present and question witnesses.
7) Within 10 calendar days athe formal hearing, the state appeals review board shall

send a written determination to the applicant and the LAA in accordance with Section
10-50 of the Illinois Administrative Procedure Act.

8) In the event of a finding in support of an applicant, teALshall, withirl5 calendar
daysof notification of the finding, process the application or modify the assistance
granted and notify the applicant in writing of the applicant's eligibility. In the case of
an emergency application (for ES Furnace), the wWlArocess the application and
notify the applicant within fortyeight (48) hours.
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Office of Community Assistance
LIHEAP and IHWAP
Client Complaint and Appeals

under the lllinois Home Weatherization Assistance Program

The lllinois Home Weatherization Assistance Prog(#aWAP)is designed to help income eligible
households conserve fuel and save money by making their homes more energy efficient.
ELIGIBILITMr the Weatherization Program depends on:

U Household Income based on the number of household members; and

U Proof of ownership, or that the landlord complies with IHWAP program requirements
COMPLAINT RIGHTS

U You have the right to complain if you are not satisfied it work that was completed

APPEAL RIGHTS

U You have the right of appeal if your application was not processed in a timely fashion, after all of

the required documentation has been received; Usually within 30 days;
U You disagree with the denial of your ajaliion.
CLIENT COMPLAINT/APPEAL PROCESS
INFORMAL CONFERENCE
The first step in the Client Complaint or Appeal Process is an Informal Conference at the local agency.

U You may request an Informal Conference by contacting the agency at

The Informal Conference will be held by a designated hearing officer representing the Local Administering

Agency (LAA). The purpose of the Informal Conference is to ensure that the applicant (client) understands

the reasoning for denial of their applicatiar IHWAP policies and standards for the work that was
completed.
STATE REVIEW

If you are not satisfied with the results from the Informal Conference you may request a State Review.

The LAA will advise you on how to request a State Review.
U The State Offie will review your case and advise both you and the LAA of their determination.
U Finaldecisions on complaints regarding quality of weatherization work are made(heifeirther
appealof these issues
STATE APPEAL/HEARING
If you are not satisfied with theesults from the State Reviewf your applicationcomplaintyou may
request a Formal Hearing by a State Appeals Officer. During this hearing you have the right to:
U Be represented by a representative of your choice (bring an interpreter, if needed);
U Presenoral and/or written statements or other evidence;
U0 CrossExamine withesses
This testimony will beecorded,and a written decision will be based on the record.

These areYOUR RIGH®S LF @2dz INB dzy Ot SFNJ I yRKk2NI R2y Qi
explained.
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Flow Chart of Client Complaints and Appeals Process

Applicant Denied or Applicant not notified or not

Or Client Complaint satisfied with work

30 Days 60 days

Applicant requests
Informal Conference

15 cays

Informal Conference

Applicant dissatisfied 30 days

Applicant request State Reviey

Agency sends informal
conference report & case folde| 45 gays
to State Agency

State notifies client & Agency
Determination

Applicant dissatisfiedvith
decision orapplication (no
further reviewallowed ofwork
quality)

30 days

Applicantrequest Formal
Hearing

30 days

Formal Hearing

10
working
days

State notifies Applicant &

Agency of Decision
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
INFORMAL CONFERENCE COVER SHEET

APPLICANT

Name

Address

City Zip Phone

LOCAL ADMINISTERING AGENCY

Name

Address

City Zip Phone

INFORMAL CONFERENCE DATE

OUTCOME:

Signature of Informal Conference Convener Signature of Applicant

Date Date

2 copies to Application
1 copy ofAgency
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
INFORMAL CONFERENCE REPORT
APPLICANT

Name

Address

City Zip Phone

LOCAL ADMINISTERING AGENCY

Name

Address

City Zip Phone
Date of Application Intake Worker

REPORT OF INFORM2ONFERENCE

Original Determination and Rationale:

Date of Notification Letter

Informal Conference Date

Representing the Applicant:

Outcome of Conference (attach additional sheets if necessary):
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ILLINOIS HOME WEATHERIZATION ASSISPROGRAM

REQUEST FOR STATE REVIEW
Applicant Name

Address

City Zip

Phone

| have applied for assistance under the lllinois Home Weatherization Assistance Progham at
following agency:

The agency has held an informal conference and | have been notified of the outcome of the
conference. 1 YES O NO

| request a review by the state regarding the agency's decision on my lid@yphéation because
(explain your reasons for requesting a State Review):

Applicant/Representative Signature

Date

Send to: lllinois Department of Commerce and Economic Opportunity
Office of Energy Assistance

500 East Monroe Street
Springfield, IL 62702
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
REQUEST FOR FORMAL HEARING

Applicant Name

Address

City Zip

Phone

| have applied for assista@ander the Illinois Home Weatherization Assistance Program at the
following agency:

The agency has held an informal conference.

1 YES 1 NO
The Department has conducted a State Review and has notified me of their decision.
L YES LINO

| am requesting a Formal Hearing to be conducted by the State Hearing Officer.

| am requesting a Formal Hearing because (explain below the reasons why you are dissatisfied
with the State Review):

Applicant/Repesentative Signature

Date

Send to: lllinois Department of Commerce and Economic Opportunity
Office of Energy Assistance

500 East Monroe Street
Springfield, IL 62702
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
FORMAL HEARING REQUEST FOLIFOMETTER

Dear (Applicant's Name):

Your request for a Formal Hearing for the lllinois Home Weatherization Assistance Program
(IHWAP) has been received by the Department. A review of your file by the State Hearing Officer
reveals that

The formal heang has been tentatively scheduled for (date), (time), and (location).

Please contact our office by (date) at our #ivde number, 800/258643 between the hours of
9:00 a.m. and 5:00 p.m., Monday through Friday to confirm this appointment. If thisslat¢
convenient, or if you need assistance in getting to the hearing, please let us know so
arrangements can be made.

The hearing will meet these standards:
1. It will be held in a place reasonably convenient to you.

2. You will have a chance to reviglae case file and any written evidence (a copy of the
file will be sent to you before the Hearing).

3. The Hearing Officer will be a state employee.

4. The agency appeals officer, IHWAP determiner, intake worker, and/or any agency
witnesses who have psonal knowledge of your case will be present, if possible, in
order to ensure full explanation and cresgamination of your case.

5. The hearing will be tape recorded.
You have the right to:
1. Bring to the hearing a representative of your choice.
2. Present oral and written statements and other evidence.
3. Have witnesses.
4. Crossexamine (ask questions) other witnesses.
5. Bring an interpreter if needed.

The State Appeals Review Board will review all the evidence presented at the hearing and notif
all parties of its decision within ten (10) working days of the hearing.

Sincerely,

Signature of State Official
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
FORMAL HEARING SCRIPT

STATE HEARING OFFICER

"This is the formal hearing under theirthis Home Weatherization Assistance Program
requested by

(Applicant)
This hearing is being held at on
(Time (Date)
at
(Location)
"Present are the applicant, , and his/her
representative, , from

(Agency, if appropriate
Persons present who are here as witnesses to help explain the applicant's position are:

(Name(s), Relationship to applicant or Agency affiliated
"Also present is the Appeals Officer from

(Agency
(City) ’ Namg  (
"l am , an employee of the lllinois Department

(Name
of Commerce and Community Affairs. | will serve as State Hearing Officer.

"My role is to collect the information presented at this hearing and deliver it to the
Appeals Review Board, which will make the final decisased on this record

"The purpose of this hearing is to give the applicant an opportunity to tell why he/she
disagrees with the decision of the local agency. The Appeals Officer from the Loaaikfeting

Agency will present the agency's position through persons who have firsthand knowledge of the
applicant's case."

The purpose of this hearing is to determine if the state and federal policy that governs the lllinois
Home Weatherization Assistan&rogram was fairly applied to the applicant's individual case.
Challenges to state or federal policy are not pertinent to this administrative hearing and will not
be considered by the State's Appeals Review Board. Challenges to the underlying stdésair f
policy shall be considered for judicial review."
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"l want to explain the procedures that we will use in this hearing. First, the applicant will
explain his/her position, and any witnesses that the applicant has brought with him/her will also
be allowed to explain what they know, from firsthand knowledge, about the applicant's
application for weatherization assistance. from will
be able to ask the applicant, and any witnesses that theieppl has brought with him/her,
guestions about what the applicant says happened. If | have any questions about the facts as the
applicant sees them, | will ask those questions, too."

"Next, the Appeals Officer, from
will present the agency's position. Just like the applicant's witnesses, the witnesses from the
agency will only be people who have firsthand knowledge of the applicant's case. The applicant
or the applicant's representative may ask any questitias the applicant feels are necessary of
the witnesses from the agency. Again, | may also ask questions of the witnesses from the agency
in order to bring out the facts in this case. When the Appeals Officer from the agency presents
the agency's positio, | will ask him to describe not only the facts of this case, but also the specific
policy provisions that the agency relied on in making their decision in the applicant's case."”

SWEARING IN OF WITNESSES

"l will now swear in the witnesses. Will all pens who wish to make a statement either
on behalf of the applicant or the agency please stand and raise their right hand."

"Do you solemnly swear that you will tell the truth, the whole truth and nothing but the
truth?" (The witnesses should reply ds.")

REASON FOR HEARING
"The applicant has asked for a formal hearing because he/she

(give reason)
(Directed to applicant's representative or to the applicant if he/she has no represeitative
"Mr./Ms., please explain the reasons you disagree whth decision made in your case."
(If written evidence, State Hearing Officer will:
1. Explain the contents of documents
2. Assign each document an exhibit number
3. If necessary, make copies of the documents for all parties at the hgaring

(The StateHearing Officer will ask all questions necessary to clarify statements made by
witnesses

(At the end of the applicant's statement, askDo you have any further statements to add at
this time?"

(When the applicant has finished his/her statement, agkAlgency Appeals Officar
"Do you have any questions you want to ask the applicant?"

(When the Agency Appeals Officer has finished asking questions, ask the applicant
"Do you have any other witnesses or evidence you want to present?")

(When each dditional witness is finished, ask the Agency Appeals Officer if he/she wishes to ask
any questions of each witng$

IHWAP P2020 PROGRAM OPERATIONS MANRag4 209



(Directed to Agency Appeals Offiger

"Mr./Ms., please present your agency's position regarding the denial of the application.
In makirg your statement, please describe the facts you know and the policy provision the agency
relied on in making its decision."

(If the agency Appeals Officer or the person presenting the agency's position has no further
statements, ask the applicant or th@p@licant's representative:)

Do you have any questions you wish to ask of the witness from the agency?"

(The agency Appeals Officer should then be asked :) "Do you have any other witnesses who wish
to make a statement for the agency?

(The applicant or th applicant's representative should be given an opportunity to ask questions
of each witness who makes a statemgnt

(In addition, the State Hearing Officer will ask all questions necessary to clarify statements made
by agency witnesses

CLOSING STATEMEN

"l will now summarize the points that have been developed in this hearing."
(The State Hearing Officer will summarize the points that have been developed in the Hearing by
describing why the applicant asked for a formal hearing, explaining the reléaetst as the
applicant and the applicant's witnesses saw them, describing why the agency testified that they
made the decision that they made, including the policy provision relied upon and the facts as
testified to by the witnesses from the agency.

"Shce there are no further statements being offered at this time, | am closing this hearing.
Testimony and documents presented at this hearing will be considered by the State's Appeal
Review Board and a decision will be reached. All parties will be watifigriting by _(date) of
the State's decision and the reasons for the decision. Thank you for attending."
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
APPEALS REVIEW BOARD DENIAL LETTER
Date

Applicant's Name

Applicant's Address

Dear:

The letter is to inform you of the decision made by the State Appeals Review Board relative to
your formal hearing concerning the lllinois Home Weatherization Assistance Program (IHWAP).

The Board has decided, after review of the hearing tapes and docuntiesitsour appeal is
denied because (give the reasons for Appeals Board decision).

If you are still dissatisfied, you have a right to judicial review of this decision in state or federal
court. If you cannot afford an attorney, you should consult thallegd office nearest you. A list
of legal aid offices is enclosed with this letter.

Should you have any questions about this decision, please contact ctremknergy hotline at
(877) 411-9276.

Sincerely,

(Signature of State Official)

Chief, Ofice of Energy Assistance

cc: (Local Administering Agency)
Applicant File
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ILLINOIS HOME WEATHERIZATION ASSISTANCE PROGRAM
APPEALS REVIEW BOARD APPROVAL LETTER

Date

Applicant's Name

Applicant's Address

Dear Applican):

This letter is to iform you of the decision made by the State Appeals Review Board relative to
your formal hearing concerning the lllinois Home Weatherization Assistance Program (IHWAP).

The Board has decided after review of the hearing tapes and documents that your appeal
approved because (give the reasons appeals board resolution).

Should you have any questions about this decision, please contact ctremknergy hotline at
(877) 411-9276.

Sincerely,

(Signature of State Official)
Chief, Office of Energy Assista

cc: (Local Administering Agency)
Applicant File
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lllinois Legal Aid Services by Region Page 1 o8

Counties Served Legal Aid Office Phone Number
Adams, Bond, Brown, Calhouband of Lincoln Legal 618/4620029 or toliree
Greene, Hancock, Jersey, Assistance Foundation 800/6425570

Macoupin, Madison,
Montgomery, Pike AND
Shuyler

DeKalb, Kane, Kendall

Livingston, McLean, E.
Woodford

Champaign, Ford, Moultrie,
Piatt, Vermilion Douglas,
Edgar, Effingham, Jasper,
Clak, Coles, Crawford,
Cumberland, DeWitt,

Monroe Clinton, Fayette, St.
Clair Randolph, Washington

Fulton, Henderson, Knox,
McDonough, Warren

Cook

Will

310 Easton Street, Suite 330
Alton, IL 62002

Prairie State Legal Services 630/2329415 ortoll-free
1024 W. Main Street 800/9424612
St. Charles, 1160174

Prairie State Legal Services 309/827-5021 or tolHree
316 W. Washington 800/8742536
Bloomington, IL 61701

Land of Lincoln Legal 217/356:1351 or tolHree
Assistance Foundation 800/747-5523

302 N. First St.

Champaign, IL 61820

Land of Lincoln Legal 618/3980958
Assistance Foundation

8787 State St.

East St. Louis, IL 62203

Prairie State Legal Assistance309/3432141 or tolifree
1614 E. Knox 800/331-0617
Galesburg, IL  614aR32

Cook County Legal Assistancé08/271-4950
Foundation South Suburban

Law Offices15325 S. Page Ave.

Harvey, IL 60426

Will County Legal Assistance815/727-5123
5 W. Jefferson St

Joliet, IL 60431
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Iroquois, Kankakee, Kendall Prairie Statd_egal Services 815/9352750 or tolifree
191 S. Chicago 800/346-2864
Kankakee, IL 60901

Bureau, Grundy, LaSalle, LeeRrairie State Legal Services 815/4345903 or tolifree

Putnam 1021 Clinton St.

Ottawa, IL 61350 800/8927888
Clay Alexaaer, Gallatin, Land of Lincoln Legal 618/457-7800 or tolHree
Hardin, Jackson, Edwards  Assistance Foundation 800/642-3374

Johnson, Franklin Massac, 509 South University Ave.
Perry, Hamilton Pope, PulaskCarbondale, 1l 62901
Jefferson Saline, Union,

Lawrence Williamson, Marion,

Richland, Wabash, Wayne,

White

Marshall, Peoria, Tazewell, WPrairie State Legal Services 309/6749831 or tolifree
Woodford, Stark 331 Fulton, Ste. 600 800/3222280
Peoria, IL 61602

Boone, Carroll, Jo Daviess, Prairie State Legal Services 815/9652902 or tolifree
Ogle, &phenson, Winnebago303 N. Main Street, Suite 600800/8922985
Rockford, IL 61101 217/3561351

Henry, Mercer, Rock Island, Prairie State Legal Services 309/7941328 or tolifree
Whiteside 1705 Second Ave. 800/322-9804

Suite 314

Rockisland, IL 61201

Cass Macon, Shelby, Land of Lincoln Legal 217/5298400 ortoll-free
Christian, Logan, Mason, Assistance Foundation 800/252-8629

Menard, Morgan, Sangamon,3180 Adolff Lane

Scott Suite 201

Springfield, IL 62703
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