[bookmark: _GoBack]Wx Grantee Peer Exchange Checklist
Name of Traveling Agency Staff: __________________________ Date:__________   


Name of Host Grantee Contact:___________________________


Grantee Operations:
1. What is the grantee staff composition? 
2. How are roles and responsibilities divided among the staff?
3. What other roles besides weatherization are they tasked with?
4. What are the program’s funding sources? Do they braid funding or keep their funds siloed? 
5. Number of sub-grantee’s? Crew or contractor based? CAA’s, private non-profit, or government agency?
6. Does staff feel they have the capacity to implement new initiatives or are they just keeping their head above water?
7. What process does the grantee use to develop program goals? 
8. Does the staff have a mission statement? Strategic Plan? What tool or method does management use to guide the direction of the program?
9. What are the grantee’s biggest barriers to managing the program? Making improvements or implementing change?
10. What method do sub-grantees report information to the grantee? Financial? Production? 
11. Does the grantee do a “rolling” production year or cold start hard finish?
12. What does the contracting process look like? Average time to execute a contract with a sub-grantee?
13. What is the life of non-DOE contracts with the sub-grantee?
14. What does the payment process look like? Does the grantee reimburse? Advances? Payment by job? 
15. What recent improvements has the grantee made in their program? Have the changes been successful? What were they keys to making the succeed or fail?
16. What other aspects of the grantee’s operations were discovered?

State Plan Development:
1. When does staff begin plan development? When do they typically submit to DOE?
2. How involved is the PAC? How many members? Organizations they represent? Are sub-grantee’s on the PAC? Limits on sub-grantee role?
3. What things have they done to increase PAC involvement?
4. How many Public Hearings do they hold? 
5. What tools or process do they use to develop the H&S budget? What are their cost controls for H&S? Average H&S expenses?
6. Comparing H&S Plans what stands out between them?
7. What other processes have they developed to get the state plan prepared and submitted on time? 
8. In determining production goals do they calculate that by funding source or combined funding for the year?
9. What other things were discovered about the state plan process?
Grantee Training Plan:
1. Does the state have their own training center? Contracted to 3rd party?
2. What kind of and how much training is provided by grantee staff? Outsourced 3rd party trainers? Training center?
3. What process does the grantee use to determine training needs?
4. How does the grantee approach training of contractors? Licensed trades not covered by JTA’s?
5. What tools or systems does the grantee have to keep training from impacting production?
6. What tracking tools is the grantee using to track training? Progress on JTA’s
7. Has the grantee developed or used any assessments to meet Tier 1 training requirements?
8. What are the grantee’s biggest challenges to meeting the training requirements of WPN 15-4?
9. What other things were discovered about grantee training? 

Grantee Monitoring Process:
1. Give an overview of the grantee monitoring process?
2. Is there a separation of program areas? Technical, Programmatic, Fiscal? 
3. At the sub-grantee level who does the grantee interview/interact with?
4. Is the sub-grantee Executive Director involved?
5. Reviewing monitoring tools what are items that could be added to your tool? Suggestions for their tool? 
6. How does the grantee track their monitoring results? Do they use this data in a needs analysis? 
7. How often does the grantee disallow costs from monitoring? What has been the biggest disallowance?
8. What have been the most common deficiencies found in the 1-2 years?
9. Has the grantee had any issues with fraud, waste or abuse?
10. What other aspects of the monitoring process did you discover?

Energy Auditing:
1. What audit tool are they using? What do they feel are its strengths and weaknesses?
2. Describe the process for reviewing Client eligibility and Client concerns in preparation for the audit. Compare to your process: 

3. What internal processes are they using to move the client from the wait list, who’s scheduling the audit, getting the file to the auditor etc. . .?


4. What internal processes are they using to get the Work Order to the crew? Notify the crew of LSW? Compare to your agency.
5. List are some things their Auditor did during the On-Site Visit that could help you be more efficient?

6. What tools did the Auditor have that would help you be more efficient? 

7. How does the housing stock compare to yours? List something, in relation to the housing stock, you saw at the agency that you rarely see at your state? 

8. What is something you regularly do during an audit, that they are doing differently. Compare the two methods; which do you prefer and why. 

9. What Client Ed is being conducted at the audit?
10. Are there pre-audits to identify deferrals? 

11. What is their deferral rate? How are they tracking deferrals? Most common deferral issue?

12. How are they dealing with ASHRAE? Do they calculate an estimate at the audit or wait till final inspection?

13. What is their typical method of meeting ASHRAE? Exhaust, Balanced, Positive? Are they experiencing consistent CAZ depressurization problems?

14. What are the common H&S issues? How is that impacting their budget?

15. Are their auditing standards and processes uniform across the state? Are the using standardized field collection forms? Other forms?

16. Comparing auditing forms what things could be added to your forms? Suggestions for theirs?

17. Are they using zonal diagnostics? Advanced Leakage Quantification?

18. What other diagnostic testing is being done at audit?

19. What other things were discovered during energy auditing?


Production/Final Inspections:
1. Describe the Client Ed process on the job. What are the crews doing?
2. Describe the work flow on the job. Do they prioritize the trades?
3. How does scheduling work at the Host state agency? 
4. How does the Host state agency Coordinator track daily crew progress?

5. How does the Host Agency work with contractors? Is there a formal contract? Standard Terms & Conditions?

6. Does the Host Agency Coordinator spend time in the field?

7. What materials used made the installation more efficient, cleaner, and/or more permanent? 
8. Compare the materials used at the host state to the materials used at your state:
9. What equipment/tools did the host agency have that would help you be more efficient? Compare to your equipment:
10. What new skills and/or techniques did you learn from the host agency during your visit?
11. What equipment and materials on the work truck would help you be more efficient? Compare to the way you have your work truck organized:
12. Describe the state’s process for maintaining Quality Assurance. Compare to your state’s Process. (Quality Assurance is a set of process or procedures ensuring a quality product are delivered. QA aims to prevent defects with a focus on the process or procedures used to make the product. It is a proactive process )
13. Describe the agency’s process for ensuring Quality Control. Compare to your agency’s Process: (Quality Control is a set of activities focusing on identifying defects in the actual products. QC aims to identify and correct defects in the finished product. It is a reactive process. )
14. What Quality Assurance/Quality Control forms does the state use that are different from your state’s forms. What could be added to your forms? Suggestions for their?

15. List some things the QCI did during the On-Site inspection that could help you be more efficient: 

16. What tools did the QCI have that would help you be more efficient?

17. What is something you regularly do during a QCI that their state does differently? Compare the two methods; which do you prefer and why?

18. What kind of Client Ed is taking place as part of the QCI?

19. How does the scheduling process for Final Inspections work?


20. How does the QCI issue a Call Back for the crew?
21. How is the Host state agency trying to track call backs from problem found during the QCI and what steps are they taking to prevent the reoccurring callbacks?


22. When the host stat agency is doing the Final Inspection? On the last day of work? How are they accounting for materials purchased? How do they get an invoice in the hands of the QCI?

23. What other things were discovered during the QCI process?

Client Intake
1. Compare your state’s Intake Process to your Host state agency:
a. Review Denial & Deferred Service Letters
Comments: 	

2. Compare your state’s Waiting List system to your Host state aency:
Comment:

3. What other efforts is the Host state agency doing to reach clients and provide the information about the application process? (handouts, application packet, website)

4. Does anyone verify accuracy of the Intake Process prior to approval? (2 signature system)

5. What else did you observe about Client Intake?


Client Files (agency level)
1. Compare your state’s Client File system to your Host state agency:
a. What methods of organization are they using different than yours?


2. What internal systems or processes does the Host state agency use to track where the file is? Compare your system to theirs.

3. What tools has their state created to ensure the file is complete and contains all the required documents at each step in the Wx process? How does this compare to your state?

4. What steps does the Host state agency use to ensure redundancy or back up of electronic client files? Have they ever tried to recover a file from this backup? How does this compare to your agency?

5. What else did you observe about the Client Files?

Purchasing & Inventory
1. What are some different products the Host state agency is using for WX that your state is not? Discuss this with your organization when you return home.


2. Review the Host state agency’s bid/price quote sheets. How are they documenting that part of the purchasing process?


3. What tool Host state agency using to track their materials in the warehouse? 


4. What process do they use to check materials in and out of the warehouse to crews? Contractors?
5. How does the Host state agency create the job inventory sheet for the client file?

6. Ask the person(s) managing the warehouse what their biggest challenges are?

7. What else did you observe and learn about Purchasing and Inventory?


Program Operations (agency level)
1. What management or leadership tools does the Host state agency Coordinator use to keep the program on track to make production requirements?


2. Does the Host state agency have any employee incentive programs? What things does the Coordinator do to help maintain or improve moral. 


3. How does the Host state agency manage their vehicle fleet? Track maintenance, project replacement, determine need?


4. How does the Host state agency handle tool and other property accountability? 


5. What are some lessons learned from this visit that you could integrate at your agencies to make it run better?


6. What would be the one thing you thing the Host state agency could learn from you?


Administrative Functions
1. What type of budgeting process does the Host state agency use once they receive their award totals from the State?


2. What internal coding systems does the Host state agency use to categorize expenditures that allow them to bill the awards properly?


3. What type of monthly expenditure reports do the Host state agency Coordinator receive (or have access to) that help them manage their awards to spend out on time? Not over spend budget categories?


4. Who is responsible for getting the information for the reporting of completions? Does anyone verify accuracy prior to submittal? 


5. How does the Host state agency Coordinator regulate their staff’s coding of time to awards?

