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Introduction

 Jonathan Ballew has served the Weatherization 
industry in a variety of roles, including Grantee 
Monitor, Subgrantee WAP/LIHEAP Director, and an 
independent consultant.  Jonathan is committed to 
eliminating barriers and supporting all stakeholders in 
the WAP network to ensure the success of this crucial 
work that we do.  When Jonathan is not sleuthing into 
the facets of Weatherization policy, you can find him 
chasing his three young boys, wife, and enormous dog 
through the mountains around Helena, MT.

 Save the Date:  NASCSP 2021 Annual Training 
Conference September 20 – 24, 2021



About NASCSP

NASCSP members are state administrators of the U.S. 

Department of Health and Human Services (HHS) 

Community Services Block Grant (CSBG) and the U.S. 

Department of Energy's Weatherization Assistance 

Program (DOE/WAP).  

NASCSP provides research, analysis, training and 

technical assistance to State CSBG and WAP grantees, 

Community Action Agencies, and State Associations in 

order to increase their capacity to prevent and reduce 

poverty and build economic and energy security.



Overview

▪ What are the necessary elements of an RFP for a Data Management 

System?

▪ Who should be involved?

▪ How long will it take?

▪ Why would we do this?

▪ Learning Aids/Resources 

▪ Smartsheet project outline

▪ Project Charter

▪ Sample documents



Learning Objectives

▪ Project Management fundamentals

▪ Scoping the project

▪ Assessing and including relevant stakeholders

▪ Team development and expectations

▪ Creating and implementing a timeline

▪ Budgets, Workplans, and Timelines

▪ System requirements building

▪ Necessary elements for RFP

▪ Potential pitfalls

▪ Project Closeout



Project Background

▪ Why a Project Management Approach?

▪ Setting the Scope and Timeline

▪ Benefits of the Project Management Approach



5 Phases to the Process

I. Initiation

II. Planning and Design

III. Implementation

IV. Testing and Training

V. Close-out, Monitoring, and Upkeep



Poll

What is your Program using for a data management software?



Initiation Phase (1/5)

▪ Develop Project Charter

▪ What is the scope of the system – intake, eligibility, referrals, 

fiscal, energy modeling, reporting, legacy data, inventory?

▪ Secure Approval for Project

▪ Admin, IT, budget

▪ Identify Core Stakeholders

▪ Develop Project Timeline (Gantt Chart)

▪ Kick-off Meeting



Identify Core Stakeholders (1/5)

▪ Cast a very wide net

▪ Think beyond your normal realm

▪ IT, administration, WAP technical/programmatic/fiscal staff, 

Procurement officer, outside consultants, program manager, 

training providers/contractors, Subgrantees, State Association, 

Policy Advisory Committee, other program implementers

▪ Stakeholder Group, Working Group, Sub-groups

▪ In-house development or off-the-shelf product



Project Charter (1/5)

▪ High level organizational document

▪ Project purpose and scope

▪ Project Milestones and deliverables

▪ Preliminary budget

▪ Preliminary system requirements

▪ Data storage 



SMARTSHEET (1/5)



Gantt Chart example (1/5)



Kick-off Meeting (1/5)

▪ Ensure you have all the right people

▪ Set expectations

▪ Project milestones

▪ Project budget

▪ Approve/present project charter

▪ What/who was missed?



Poll

Does your current data management system have energy modeling 

embedded?



Planning and Design Phase (2/5)

▪ Confirm All Stakeholders

▪ Develop subgroups as needed

▪ Requirements building

▪ What will the system do?

▪ Proposed Timeline 

▪ Budget requirements

▪ “Wouldn’t it be great if…”

▪ Draft, Review, and Approve DMS RFP



Communication Plan (2/5)

▪ Who’s leading this outfit?

▪ Formalization of the preliminary plan

▪ This serves as the structure that will be followed

▪ Stakeholder buy-in is essential

▪ Clearly defined expectations are critical

▪ Make an organization chart

▪ Define project leader

▪ Subgroups and chairs



System Requirements (2/5)

▪ Must have:

▪ Federal and State reporting

▪ REQUIRED METRICS – ACPU, H&S%, BUDGETS, ETC.

▪ Legacy Data Migration

▪ IT/Data Security/Architecture requirements

▪ Accessibility Requirements

▪ ADA, Web Content Accessibility Guideline (WCAG)

▪ Interoperability with other programs

▪ 2 CFR 200/State Fiscal Guidelines



System Requirements (2/5)

▪ Might have:

▪ Workflow mapping

▪ Training requirements, tracking

▪ Energy Modeling requirements

▪ Client Intake, Demographics

▪ Eligibility determinations

▪ Unit eligibility and tracking

▪ Monitoring and Inspections 
requirements

▪ Fiscal Management Requirements

▪ Inventory management

▪ Contractor tracking and 
maintenance

▪ HPXML compliance

▪ Multiple funding stream functionality

▪ Ability to build rules (financial)

▪ Deferral Tracking and Reporting

▪ Metrics:  energy, greenhouse gas, IAQ 
improvement, cost/sq. ft., energy burden 
reduction

▪ SHPO, NEPA, EPA requirements

▪ Document repository

▪ Reference documents

▪ Communication functionality/automated 
mailing

▪ Work scope development

▪ Demographic reporting

▪ Energy Use Analysis

▪ Utility Data Plug-in



System Requirements (2/5)

THINK ABOUT WX WORKFLOW!

▪ Application and intake

▪ Priority scoring, eligibility, unit eligibility

▪ Deferrals

▪ Scheduling/auditing

▪ Purchase orders

▪ Material and inventory management

▪ Project management

▪ Final inspections and documentation 

▪ Invoicing and budget management

▪ Reporting

▪ Monitoring



(2/5)

Sample System 

Requirements



System Considerations (2/5)

▪ Deferrals

▪ Are they being tracked?

▪ Tracking deferrals provides valuable 

information

▪ DOE Deferral Tracking Template

▪ Deferral Classification and Tracking video

https://www.energy.gov/eere/wap/downloads/deferrals-classification-guide-and-tracker-template
https://www.youtube.com/watch?v=3Y16-F2mr1s


System Considerations (2/5)

▪ T&TA Tracking

▪ Can the DMS capture 

the data needed for 

the T&TA report?

▪ Incorporate DOE 

template?



System Considerations (2/5)

▪ Referrals, Intake, Eligibility

▪ How can the system assist and interact with other programs and 

software systems?

▪ Functionality needed to add programs/processes in the future?

▪ Performance Tracking

▪ Can we ascertain which contractors are having go-backs for 

certain measures?

▪ Are the contractors not performing certain measures?

▪ Which Agencies keep jobs open the longest?

▪ Look at the State Planning Process

▪ Can we automate parts of the process?



System Considerations (2/5)

▪ Energy Modeling

▪ Embedded, separate, or able to communicate

▪ Utility Data Plug-in

▪ Energy use analysis

▪ HPXML compliance

▪ Open data standard to assist in data transfer

▪ Assess Policy implications for a new modeling platform!



System Considerations (2/5)

▪ Financial

▪ Contract and Budget Management for Multiple Funding Streams

▪ Invoicing

▪ rule building

▪ Inventory

▪ Ordering, receiving

▪ Document repository

▪ Clearinghouse for program guidance

▪ Mailing, surveys, announcements

System 



Poll

Rate your current Data Management System from 1 to 5.



(2/5)

Performance Metrics

Think of the data requests that do and might come in!

▪ Demographic information (think equity)

▪ Materials/measures installed

▪ Building types served

▪ Deferrals

▪ Non-compliance (missed, skipped measures)

▪ Performance metrics (energy saved, GHG reductions, Home 

Heating Index, price per sq. ft., energy burden reduction)



Example Reports (WI) (2/5)



Example Reports (WI) (2/5)



Sample Language (2/5)

1. GENERAL REQUIREMENTS 

a. The web-based database must be currently in-use 

and actively being used by other U.S. state WAP 

agencies. To verify its effectiveness, two (2) contact 

names, addresses, and phone numbers of current 

WAP users must be supplied with response. 



System Requirements (2/5)

State Approval for Exceeding Allowable Limits per Unit: 

Within each funding source, there are generally limits to 

the amount that can be spent per unit. If a value is input 

that exceeds this amount, a message will be sent to the 

State requesting approval to exceed the allowable limit. 

The State approval or denial of the request will be 

captured within the system and notification will be sent 

to the Subgrantee. 

System Requirements (2/5): Considerations



Reporting  Requirements (2/5): 

Considerations

 Make sure you include a 

requirement that provides 

for automated Federal and 

any specific state reporting 

in the WAP

 This should be as easy as a 

click of a button and a date 

range

 LIHEAP; DOE; Utility: Other 

Funding 

 DOE’s reporting 

requirements can be found 

in Fed Connect with your 

award. 



Budget (2/5)

▪ Define the Stakeholders that will contribute

▪ Create a subgroup of budget analysts, if needed

▪ Grant schedules

▪ Brief description of program allowability

▪ Spending authority

▪ Balance program needs/wants with budget

▪ True up the budget with the timeline

▪ Grant applications?



Timelines (2/5)

▪ How will this process interact with current timelines?

▪ 5-year audit approval from DOE (submit 6 months prior)

▪ 5-year field guide approval

▪ Grant/contract periods

▪ Aligning approved budgets and workplans



Program Updates (2/5)

▪ Will the acquisition of a new DMS impact policy decisions?

▪ Include renewable energy systems?

▪ Include fuel switching?

▪ Remove SIR requirement for air-sealing?

▪ Blending funds, differing ACPU, SIR requirements

▪ Update to Fiscal or Procurement Policies

▪ CAPLAW sample procurement policy

https://www.caplaw.org/resources/modelpoliciesDocuments/CAPLAW_SampleProcurementPolicy.pdf


2 CFR 200: Procurement

▪ §200.317 Procurements by States

▪ §200.318 General Procurement Standards

▪ §200.319 Competition

▪ §200.320 Methods of Procurement to be followed

▪ §200.321 Contracting with small and minority businesses, women’s 

business enterprises, and labor surplus area firms

▪ §200.322 Domestic preferences for procurements

▪ §200.323 Procurement of recovered materials

https://www.ecfr.gov/cgi-bin/text-idx?SID=7bd2bcf0c691213e54aa4e3649bad812&mc=true&node=se2.1.200_1317&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=7bd2bcf0c691213e54aa4e3649bad812&mc=true&node=se2.1.200_1318&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=7bd2bcf0c691213e54aa4e3649bad812&mc=true&node=se2.1.200_1319&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=7bd2bcf0c691213e54aa4e3649bad812&mc=true&node=se2.1.200_1320&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=7bd2bcf0c691213e54aa4e3649bad812&mc=true&node=se2.1.200_1321&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=7bd2bcf0c691213e54aa4e3649bad812&mc=true&node=se2.1.200_1322&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=7bd2bcf0c691213e54aa4e3649bad812&mc=true&node=se2.1.200_1323&rgn=div8


State Procurement (2/5)

▪ What are your State procurement guidelines?

▪ What are the communication guidelines once the RFP has been 

released?



State Procurement (2/5)

40

▪ What are your State procurement guidelines?

▪ Must you select the least expensive option?

▪ “The bitterness of poor quality remains long after the sweetness 

of low price has been forgotten”



Sample Bidder

Qualifications (2/5)
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Sample Technical 

Considerations 

(2/5)
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RFP Development (2/5)

▪ Everything you want in the System must 

be clearly communicated

▪ Bidder qualifications, references

▪ RFP examples on Member Portal

▪ How will the RFP be publicized?

▪ What are the limitations?



Implementation Phase (3/5)

▪ Decision time!

▪ Respond to proposals in accordance with 2 CFR 200, 

State Policy, and RFP language.

▪ Review and score proposals

▪ Reference checks, initial system demonstrations

▪ Select DMS Vendor!

▪ Draft DMS Contract for Services

▪ Execute and Configure DMS



Implementation (3/5)

▪ Data Migration

▪ Phased Rollout

▪ Alpha testing (vendor and key stakeholders)

▪ Go-Live assessment/State Approvals/Stakeholder Approvals

▪ Train the Trainer sessions (vendor training Alpha testing group)



Poll

Who is working to update/acquire a Data Management System?
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Testing and Training Phase (4/5)

▪ System Testing

▪ Beta Testing

▪ Could be a phased approach

▪ Train the Trainer Sessions (Vendor/Alpha group to train the 

rest of the network)

▪ Document and fix issues before next phase of testing

▪ Confirm project delivered to contract scope

▪ Define implementation date

▪ Double data entry period?



Testing and Training Phase (4/5)

▪ Roll-out process

▪ What is the process for support during testing?  Be sure to build in 

language around having vendor support for testing and training.

▪ Be mindful of the T&TA needs of the network when submitting next 

Annual Plan

▪ Training should be a process, not just a one-time event.

▪ Consider several trainings with the network over the course of the first 

year. 



Close-out and Monitoring Phase (5/5)

▪ Finalize project financials

▪ Project Postmortem with Stakeholders

▪ Establish process for system updates and maintenance

▪ Cost schedule, updates, fix bugs



Project Post-mortem (5/5)

▪ Project Postmortem

▪ Process improvement

▪ Evaluate success, pitfalls

▪ Goal – improve process for future projects

▪ Good for morale

▪ Better communication

▪ Transparency



Future Considerations (5/5)

▪ Updates and maintenance

▪ How was this stated in RFP, Contract?

▪ Did anyone update the Policy Manual?  Fiscal Manual?  Operations 

Manual?



Resources

▪ RFP Toolkit

▪ Sample Project Charter

▪ Sample Smartsheet Project Timeline

▪ Sample RFPs (member portal)

▪ 2 CFR 200 Toolkit

▪ WPN 19-4

▪ Metrics that Matter presentation 
(2021 Winter Conference)
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https://www.energy.gov/eere/wap/downloads/wap-request-proposals-toolkit-training-technical-assistance-services
https://nascsp.org/member-resources/wap-member-only-resources/sample-requests-for-proposal/
https://www.energy.gov/eere/wap/downloads/wap-memorandum-015-weatherization-financial-toolkit-2-cfr-200-regulations-and
https://www.energy.gov/node/3996351


Thank you!

▪ Jonathan Ballew,    

WAP Program Manager

▪ jballew@nascsp.org

▪ 202.370.3661

mailto:jballew@nascsp.org


Open Discussion

▪ Keli Reynolds, KY

▪ Andy Etue, WA

▪ Best Practices

▪ Lessons Learned


