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FFY2014 EAP Local Plan 

Minnesota Department of Commerce Office of Energy Assistance Programs

Background

The Minnesota Department of Commerce (DOC) contracts with local Service Providers to deliver Energy Assistance Program (EAP) services. The Energy Assistance Program FFY2014 Local Plan establishes the expectations between the Service Provider and DOC. The Local Plan outlines the Service Provider’s approach to deliver EAP within the intention, direction and guidance of the statewide program. DOC uses the Local Plan to:

· Verify competency of the Service Provider 

· Monitor and evaluate the Service Provider’s performance 

· Build the competency of the Service Provider 

The Local Plan is designed to document EAP management effectiveness, efficiency and fiscal practices. The structure is driven by EAP continuous improvement efforts and by the Office of the Legislative Auditor (OLA) requirements to ensure an effective internal control system and prudent management of public funds. 

The Local Plan describes the Service Provider’s internal control maturity to meet the intended EAP objectives. The DOC evaluates and determines Service Provider’s competency by looking at the organizational leadership and professionalism, program risk identification and management, control procedures and implementation, communication and reporting, and performance measurement. 
The EAP Internal Controls Framework (ICF) defines internal control as a process, affected by individuals within an organization, designed to provide reasonable assurance to achieve EAP objectives in three categories:

1. Effectiveness and efficiency of operations 

2. Reliability of financial reporting, and 

3. Compliance with applicable laws & regulations

EAP ICF is comprised of five interrelated control components supporting the three categories above. These components focus on attaining strategic objectives and safeguarding assets against loss or unauthorized use. The Local Plan is organized into the five ICF components below to assist both Service Providers and DOC staff in assessing Service Provider internal control maturity and EAP competency.
1. Control Environment relates to management and employees establishing and maintaining an environment throughout the organization that sets a positive and supportive attitude toward internal control and conscientious management.
2. Risk Assessment relates to the management of risk by identifying priority activities within the organization for risk assessment. Risks are areas outside of the normal control activities that cannot be covered by normal operations.

3. Control Activities relates to the Service Provider’s design and implementation of the internal control policies and other control activities as appropriate to processing applications, determining eligibility and delivering benefits. These control activities include program delivery controls and fiscal controls.
4. Information & Communication relates to communicating the internal control policies and procedures to all staff and stakeholders so they understand what is expected of them and the scope of their freedom to act in relation to program participants and partners. 
5. Monitoring relates to separate evaluations of internal control, such as self-assessments or evaluations of internal procedures and performance.
1. Control Environment
Service Provider 

	Service Provider Information  

	Agency Legal Name:
	
	EAP SP No.
	

	Agency Address
	

	City: 
	
	Zip:
	

	Agency Phone (include area code and extensions): 
	

	Agency Fax:
	
	Toll Free Phone:
	

	Agency Web Site:  
	
	Congressional District(s): 
	

	Legislative District(s):
	

	Federal ID Number:  
	
	State Tax ID:  
	


	EAP Information (include extension with phone numbers)

	EAP Mail Address (if different):
	

	EAP Street Address
	

	City: 
	
	Zip:
	

	EAP Phone with area code:
	
	EAP Toll Free:
	

	EAP Fax with area code:
	
	EAP Toll Free Fax: 
	

	EAP Counties/Area Served: 
	


	Service Provider Primary EAP Contacts (include extension with phone numbers)

	Executive Director
	

	Phone with area code:
	
	E-mail:
	

	EAP Coordinator:
	

	Phone with area code:
	
	E-mail: 
	

	Board or Tribal Chair: 
	

	Phone with area code:
	
	E-mail:
	

	Fiscal Director: 
	

	Phone with area code:
	
	E-mail: 
	

	ERR Coordinator: 
	

	Phone with area code:
	
	E-mail: 
	

	MIS/Technology Director: 
	

	Phone with area code:
	
	E-mail: 
	

	EAP Liaison with WAP
	
	E-mail:
	

	WAP Coordinator: 
	

	WAP Coordinator’s Agency (if different): 
	

	WAP Coordinator’s Phone: 
	
	E-mail: 
	

	WAP Coordinator’s Toll Free: 
	

	EAP Security Administrator: 
	

	Phone with area code:
	
	E-mail: 
	


 
	Current Service Provider EAP Personnel (add rows for the number of personnel, please delete examples)

	Name
	Title/Position
	Qualification
	Status*
	% EAP FTE
	Description of EAP Duties

	(example) Jim A. Smith
	Exec. Director
	BSc-Management
	FT
	10%
	Directs the EAP

	(example) Joan F. Carlos
	EAP Coordinator
	10 yrs EAP experience
	FT
	100%
	Coordinates the EAP

	
	
	
	
	
	

	
	
	
	
	
	


	Proposed EAP Hiring Plan (add rows for the number of personnel, please delete examples)

	Title/Position
	Minimum Qualifications
	Status*
	% EAP FTE
	Description of EAP Duties

	(example) Intake
	3 yrs relevant work experience
	PT
	50%
	Logs & files apps

	(example) Certifier
	5 yrs relevant work experience/ Bachelor’s
	FT
	100%
	Reviews and certifies apps

	
	
	
	
	

	
	
	
	
	


*Note: FTE= Full-time Equivalent, FT=Full-Time, PT=Part-Time, FTS=Full-time Seasonal, PTS= Part-Time Seasonal, OEP= Other EAP Paid, V=Volunteer
Service Provider EAP Organizational Competence
Mission: State the Service Provider’s mission.

	


EAP Environment: Describe how the Service Provider maintains an environment supporting the EAP mission, values and program integrity efforts. Describe how they are established, communicated and practiced.
	


Structure of authority: Describe the specific actions and means of communication each of the following takes to oversee EAP services:
Board
	


Senior Leadership (i.e. Executive Director, Finance Director)
	


EAP Coordinator
	


Human resources development: Explain how Service Provider management supports development of EAP’s human resources, including what is done to hire qualified individuals and provide employees with the training and tools necessary to accomplish their assigned job duties. 
	


Employee evaluation: Describe how the Service Provider’s management evaluates EAP employees’ performance, including:

Staff knowledge of program policies and procedures
	


Staff eHEAT proficiency and competence
	


Schedule and method of formal employee performance evaluations
	


Program evaluation: Describe how the Service Provider management (e.g., Board, Executive Director, etc.) evaluates the effectiveness and efficiency of EAP services and contract compliance.
	


Employee training in working with diverse populations: When and what type of training have EAP staff had in working with diverse populations? What additional training is planned for the upcoming program year?
	


2. Risk Assessment 
Risk Management: Identify and analyze the Service Provider-specific business risks influencing EAP’s ability to maintain financial strength, a positive public image, and the overall quality of its services. The Service Provider must identify risks specific to its operations and complete the chart below. Please read the instructions posted on Energy Assistance Program Tools on the web for further direction.The risk occurrences listed below are key common risks identified by EAP. Service Providers should not limit themselves to only these risk occurrences identified below and the process for mitigation should be actual activities conducted by the Service Provider to mitigate or respond to risk occurrences. 
Risk Analysis
	#
	Event
	Probability of Occurrence

(low, medium, high)
	Description of Impact
	Severity of Impact
(low, medium, high)
	How will you identify the event?
	Service Provider Response

(See instructions for guidance on how to describe prevention and/or mitigation of the event.)

	1. 
	SP employee fraudulently creates Crisis benefit for family member or friend 
	
	
	
	
	

	2. 
	SP employee systematically misapplies verification requirements/policies
	
	
	
	
	

	3. 
	SP employee fraudulently approves EAP benefits without applying verification requirements/policies
	
	
	
	
	

	4. 
	SP employee fraudulently falsifies  HH information to benefit family member or friends
	
	
	
	
	

	5. 
	Private data is compromised
	
	
	
	
	

	6. 
	Energy vendor fraudulently misreports consumption
	
	
	
	
	

	7. 
	ERR contractor fraudulently charges for activities that do not occur
	
	
	
	
	

	8. 
	Household application is lost 
	
	
	
	
	

	9. 
	EAP information storage equipment stolen
	
	
	
	
	

	10. 
	ERR Contractor and SP employee create false work orders
	
	
	
	
	

	11. 
	Members of shared HH apply for EAP individually; listing differing heating sources, living arrangements 
	
	
	
	
	

	12. 
	Program Coordinator leaves the agency
	
	
	
	
	

	13. 
	Other key staff leave unexpectedly
	
	
	
	
	

	14. 
	Employee misuses private information from eHEAT
	
	
	
	
	

	15. 
	Technology failures such as phones, internet or computers
	
	
	
	
	

	16. 
	Essential record lost or damaged
	
	
	
	
	

	17. 
	Other events specific to the Service Provider
	
	
	
	
	


Conflicts of Interest:
Service Provider Business Conflict of Interest: Does the Service Provider (including any business unit within the agency) or any employee operate a business that could be viewed as a conflict of interest with the delivery of the Energy Assistance Program (energy vendor, landlord, etc.)? If yes, explain the control mechanisms for the separation of the duties and interests of EAP from the conflicting business operations.
	


Service Provider Disaster Plan: Describe procedures in place to continue EAP local services in case of loss of building facilities and/or equipment due to uncontrolled circumstances, e.g. fire, theft, flood, natural disaster
	


3. Control Activities 
Program Control Activities 
EAP Application processing system: Describe how EAP program assistance and services provided to households will be timely and accurately executed in each of the following areas: 
Validating and approving accuracy of Primary Heat benefits before payments are made

	


Validating and approving accuracy of Crisis benefits before payments are made

	


Validating and approving accuracy of ERR benefits before payments are made

	


Prioritizing emergency requests on initial applications
	


Managing variation in application volume 
	


Maintaining household files and records (paper files or electronic)
	


EAP System Partnerships: Describe what the Service Provider will do this year to develop and maintain partnerships with: 
Vendors
	


Outreach partners to reach its targeted population
	


Service Provider fiscal department
	


Referral network

	


Other EAP Service Providers 
	


EACA and other EAP-related associations

	


State office
	


	EAP Hours of Operation

	Business Days (example: Monday – Friday):  
	

	Time EAP Office Opens: 
	
	Time EAP Office Closes:
	

	Describe how energy assistance is provided to households calling or coming into the Service Provider office during lunch break hours.
	

	List all days the Service Provider office is closed other than national holidays.
	


Intake Sites: Does the Service Provider have intake sites other than the main office building? If yes, list the service area information for each EAP intake site /county site other than the main office.
	Area Information
	Service Area or Intake Sites

	
	Intake site 1
	Intake site 2
	Intake site 3
	Intake site 4
	Intake site 5

	Area name
	
	
	
	
	

	Physical Address
	
	
	
	
	

	Contact name
	
	
	
	
	

	Phone number with area code
	
	
	
	
	

	Fax number with area code
	
	
	
	
	

	E-mail address
	
	
	
	
	

	Days of the week office is open
	
	
	
	
	

	Time office opens for business
	
	
	
	
	

	Time office closes for business
	
	
	
	
	

	Months site open, if not full year
	
	
	
	
	

	Are Apps & Pre-Apps addressed to the site?
	
	
	
	
	


EAP Duties and Functions: Indicate the number of staff (Full Time and Part Time) assigned to perform each of the following EAP duties and functions. The Service Provider must ensure EAP duties and functions are assigned to staff positions and back-up staff is assigned for continuous administration of EAP at the local level. The # of Distinct Staff refers to the number of employees executing each set of duties and functions: Applications, Crisis, ERR, Payments/Refunds and A-16. For example, 4 different employees (3 FT and 1 PT) may be assigned to perform all of the 7 listed duties and functions to process Applications. 
	Application

Duties & Function
	#  of  Staff 
	Is there an assigned and trained back-up?
	Position or title of back-up

	
	FT
	PT
	Yes
	No
	

	Date-stamping applications
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	Logging applications
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	Entering application data
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	Review files for correctness
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	Determining household income
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	Determining eligibility
	
	
	[image: image11.wmf]
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	Employee applications
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	Total # of Distinct Staff Assigned to Application Duties & Functions (not including back-ups):
	


	Crisis

Duties & Function
	#  of  Staff 
	Is there an assigned and trained back-up?
	Position or title of back-up

	
	FT
	PT
	Yes
	No
	

	Determine crisis eligibility
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	Crisis 24/7 response
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	18/48 hour fuel response
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	Verification and documentation with households and vendors
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	Entering Crisis data in eHEAT
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	Obligating funds in eHEAT
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	Total # of Distinct Staff Assigned to Application Duties & Functions (not including back-ups):
	


	ERR

Duties & Function
	#  of  Staff 
	Is there an assigned and trained back-up?
	Position or title of back-up

	
	FT
	PT
	Yes
	No
	

	ERR 24/7 response 
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	Determine ERR eligibility 
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	Manage the ERR intake and referral process 
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	Verify homeownership
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	Assuring local & state procurement procedures are followed
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	Entering event data into eHEAT
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	Obligating funds in eHEAT
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	Making ERR events “Payable”, Payment in Progress and “Paid” in eHEAT
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	Reconciling ERR eHEAT and FSR information
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	ERR bid process and contracts
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	Total # of Distinct Staff Assigned to ERR Duties & Functions
(not including back-ups):
	


	Payments/Refunds

Duties & Function
	#  of  Staff 
	Is there an assigned and trained back-up?
	Position or title of back-up

	
	FT
	PT
	Yes
	No
	

	Processing payments
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	Approving Crisis payments
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	Processing refunds
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	Total # of Distinct Staff Assigned to Payments/Refunds Duties & Functions
(not including back-ups):
	


	A16 & Outreach
Duties & Function
	#  of  Staff 
	Is there an assigned and trained back-up?
	Position or title of back-up

	
	FT
	PT
	Yes
	No
	

	Performing household needs assessment
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	Performing A16 referral activities
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	Performing A16 advocacy activities
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	Recording Assurance 16 activities in eHEAT (if applicable)
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	Performing outreach activities
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	Total # of Distinct Staff Assigned to A16 Duties & Functions

(not including back-ups):
	


Referral Services: Please indicate which of the Assurance 16 services listed below your agency performs.
	Referral Services
	Perform Services?

	
	Yes
	No

	Interview client
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	Train staff to elicit client needs
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	Build database of local resources
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	Familiarize staff with local resources
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	Provide client with specific referrals
	[image: image71.wmf]
	[image: image72.wmf]

	Provide applicants with list of referral agencies
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	Familiarize staff with government resources
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Service Provider Referral Services Goals: For only the planned Referral Services the Service Provider indicated ‘Yes’ to above, please indicate your agency’s goals for the EAP program year. Service Providers are required to document their A16 activities. For FFY14 Service Providers may choose to either document their activities in eHEAT, or propose an alternative form of documentation (“Proposed documentation”) in the tables below.
Plan for client interviews (e.g. conducting needs assessments)

Describe how you determine which clients to interview for potential A16 services:

	


	Estimate the % of your total EAP clients who will be interviewed:
	

	How will you document the client interviews that are conducted?

	


Plan for training staff to elicit client needs
	Description of topic
	# of staff trained
	Proposed documentation

	
	
	

	
	
	


Plan for building the Service Provider database of local resources

Describe what the Service Provider plans to do this program year to continue to build its database of local resources and how this database will be documented:

	



Plan for familiarizing staff with local resources
	Description of event and/or method
	# of staff trained
	Proposed documentation

	
	
	

	
	
	



Plan for providing clients with specific referrals

	Description of the most common referrals
	# of referrals
	Proposed documentation

	
	
	

	
	
	


Plan for providing applicants with list of referral agencies

	Estimate the % of your total clients who will receive the list:
	

	How will you document which clients receive this list?

	



Plan for familiarizing staff with government resources
	Description of event and/or method
	# of staff trained
	Proposed documentation

	
	
	

	
	
	


Advocacy Services: Please indicate which of the Assurance 16 services listed below your agency performs.
	Advocacy Services
	Perform Services?

	
	Yes
	No

	Resolve energy emergency (with non-EAP resources)
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	Access services
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	Build self-sufficiency skills
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	Stabilize household situation
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Service Provider Advocacy Goals: For only the planned Advocacy Services the Service Provider indicated ‘Yes’ to above, please indicate your agency’s goals for the EAP program year. Service Providers are required to document their A16 activities. For FFY14 Service Providers may choose to either document their activities in eHEAT, or propose an alternative form of documentation (“Proposed documentation”) in the tables below.
Plan for resolving energy emergencies (with non-EAP resources)
	Description of method
	# of households served
	Proposed documentation

	
	
	

	
	
	



Plan for assisting households to access services

	Description of most common services accessed
	# of households served
	Proposed documentation

	
	
	

	
	
	



Plan for assisting households to build self-sufficiency

	Description of most common methods for this activity
	# of households served
	Proposed documentation

	
	
	

	
	
	


Plan for stabilizing household situations

Describe the Service Provider’s general approach to stabilizing household situations, when needed:

	


Proposed Assurance 16 Activities (optional):
It is neither possible nor useful to precisely define every activity that may contribute towards reducing household energy need and enabling energy security. In addition, Service Providers each have unique capacities and work in unique communities. As such, the most context-appropriate and innovative approaches to assisting households often come from Service Providers. To facilitate innovation and empower Service Providers to develop and implement new methods and strategies, Service Providers may propose A16 activities not specifically outlined in the FFY14 EAP Policy Manual. To ensure compliance with the LIHEAP Statute and EAP policy, Service Providers must thoroughly explain how the activities will reduce household home energy need.

Proposals must, at minimum, include the information required on Appendix 9A - Assurance 16 Proposal, but may also include additional supporting information or documentation. Proposals will be incorporated into the Service Provider’s Local Plan, and may be submitted as an attachment during the Local Plan completion and review process, or at any other point during the program year prior to initiating the proposed activities.

Outreach Services: 
Targeted Populations and Veterans Outreach: Describe the outreach activities and partnerships the Service Provider plans for reaching targeted populations (i.e. seniors, disabled individuals and families with children under age six) and veterans in the upcoming program year.
	


Please indicate which of the Outreach services listed below your agency plans to perform.
	Outreach Services
	Perform Services?

	
	Yes     
	No

	Cross train within the Service Provider agency
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	Cross train outside Service Provider agency
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	Make applications available
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	Build energy vendor relationships
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	Provide applications to non-English speaking populations
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	Provide diversity training
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	Distribute information brochures
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	Provide customer service training
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	Provide public official education
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Outreach Goals: For only the planned Outreach Services the Service Provider indicated ‘Yes’ to above, please indicate your agency’s goals for the EAP program year. Service Providers are required to document their outreach activities. For FFY14 Service Providers may choose to either document their activities in eHEAT, or propose an alternative form of documentation (“Proposed documentation”) in the tables below.

Plan for cross training within the Service Provider agency
	Description of training topic
	# of staff trained
	Proposed documentation

	
	
	

	
	
	



Plan for cross training outside the Service Provider agency
	Description of training topic
	Names of outside agencies
	Proposed documentation

	
	
	

	
	
	



Plan for making applications available
	Description of event, location and/or method
	Date(s)
	# of apps
	Proposed documentation

	
	
	
	

	
	
	
	



Plan for building energy vendor relationships
	Description of activity or event
	Energy vendor names
	Proposed documentation

	
	
	

	
	
	



Plan for providing applications to non-English speaking populations
	Population served
	Estimated # of applications for each population served
	Proposed documentation

	
	
	

	
	
	



Plan for providing diversity training
	Description of training topic
	# of staff trained
	Proposed documentation

	
	
	

	
	
	



Plan for distributing information brochure
	Description of brochure topic
	# provided
	Proposed documentation

	
	
	

	
	
	



Plan for providing customer service training
	Description of training topic
	# of staff trained
	Proposed documentation

	
	
	

	
	
	



Plan for providing public official education
	Description of activity or event
	Name and/or role of public official
	Proposed documentation

	
	
	

	
	
	


Fiscal Control Activities 
	Service Provider Fiscal Information  

	Service Provider Fiscal Person:
	
	Staff Authorized to request Cash:
	

	Grantee Fiscal Year Dates: 
	
	to
	
	Most Recent Year Audited: 
	

	Dates of Last Audit: 
	
	Audit Finding?:
	Yes

[image: image103.wmf]  
No

[image: image104.wmf]  
	Next Audit Date: 
	

	Name of Audit Firm:  
	

	City and State: 
	
	Telephone: 
	


Fiscal Transactions: Service Provider is to have generally accepted fiscal practices including authorized personnel with program specific knowledge. Describe fiscal transactions in terms of:

Communication between program and fiscal staff

	


Authorization and approach to EAP weekly allocation process

	


EAP fiscal activities: Describe how the following is completed:
EAP fiscal reporting (including FSR) 

	


ERR funds request
	


Cash requests
	


Closeout reporting
	


Fiscal Activities Indicate the staff assigned to perform each of the following EAP fiscal duties and functions. The Service Provider must ensure EAP fiscal duties and functions are assigned to staff positions and back-up staff is assigned for continuous administration of EAP at the local level. 

	Activity
	#  of  Staff 
	Is there an assigned and trained back-up?
	Position or title of back-up

	
	FT
	PT
	Yes
	No
	

	Annual Budget 
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	Submitting FSRs
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	Submitting Cash Requests
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	Submitting Closeout
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	Submitting Local Audit Report
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	Equipment inventory
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	Submitting Leveraging Report
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	Responding to appeals
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	Investigating possible fraud
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	Submitting Incident Reports
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	Information (data) security 
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4. Communication and Information 
Phone Service: 
	Activity
	Describe how calls are answered and redirected

	Calls for information, application or referral
	Business hours
	

	
	Office is closed
	

	People with an ERR or no fuel Crisis
	Business hours
	

	
	Office is closed
	

	After hour calling
	Describe
	

	Speech or hearing impairments
	Business hours
	

	
	Office is closed
	

	Non-English speaking
	Business hours
	

	
	Office is closed
	


Equal Access to Service: How will equal access to EAP information, applications and funds for Primary Heat, Crisis, ERR, voter registration and other collaborative services be ensured for members of the groups listed below:
	Individuals with:
	Description of accommodations

	
	

	Little or no English proficiency
	

	Hearing, speech or visual impairment
	

	Developmental disability or mental illness
	

	Multicultural backgrounds 
	

	Physical disability
	


Community Assessment 

Describe any community-specific needs, issues, or trends affecting EAP households that your agency has identified for the communities served by the Service Provider. 
	


Please describe how the needs were identified (e.g., CSBG community assessment, surveys, key informant interviews, other)

	


Indicate the activities, initiatives and/or strategies the Service Provider will implement to address the identified needs, if applicable. 
	


5. Monitoring 
Quality Assurance:
Self-Monitoring Areas:

What process does the Service Provider have in place to monitor its EAP performance in the following areas? 
	Area
	Describe the monitoring process used in each area:

	Application processing timeliness
	

	Handling of after-hours emergencies
	

	Accuracy and timeliness of reporting to DOC
	

	Accessibility to EAP services
	 

	Accuracy of EAP information and data
	

	Prevention and detection of fraud
	


Self-Monitoring Activities: 
Describe the Service Provider methods for self-monitoring using the table below. Description should include who does the activity and how often.
	Self-Monitoring Activity
	Is this activity completed regularly?
	How often?

(Daily, Weekly, Monthly, Annually, or as needed)
	Responsible Staff 
(give position/title)

	Electric mismatch check
	Yes [image: image127.wmf] No [image: image128.wmf]
	
	

	Aging applications check
	Yes [image: image129.wmf] No [image: image130.wmf]
	
	

	Aging Crisis events check
	Yes [image: image131.wmf] No [image: image132.wmf]
	
	

	Aging ERR events check
	Yes [image: image133.wmf] No [image: image134.wmf]
	
	

	Duplicate vendor accounts check
	Yes [image: image135.wmf] No [image: image136.wmf]
	
	

	Duplicate household address check
	Yes [image: image137.wmf] No [image: image138.wmf]
	
	

	Number of approved apps compared to WACT check
	Yes [image: image139.wmf] No [image: image140.wmf]
	
	

	Employee apps check
	Yes [image: image141.wmf] No [image: image142.wmf]
	
	

	eHEAT security check
	Yes [image: image143.wmf] No [image: image144.wmf]
	
	


Customer Satisfaction Feedback: 
Describe mechanisms to solicit and collect feedback from EAP households, document complaints and their resolution, and analyze results.
	


What patterns or results show strengths and weaknesses in the delivery of EAP?
	



5.2 
Successful Outreach: 

Which outreach activities have been most successful? 
	


How does the Service Provider measure the effectiveness of its outreach efforts?
	


5.3 Energy Vendor Management

What is the Service Provider plan to ensure its energy vendors are appropriately trained?  
	


What is the Service Provider plan to ensure its energy vendors are timely audited for compliance?
	


Beyond annual auditing of a vendor, describe what types of monitoring activities the Service Provider does on a regular basis to ensure:

Accuracy of energy vendor consumption information
	


Accuracy of payment information
	


Timely benefit delivery 
	


Required Supplements
A. FFY14 agency policy documentation
Please attach the following required documents:
[image: image145.wmf]  Service Provider organizational chart
[image: image146.wmf]  Service Provider ERR procurement policy & procedures
B.  Additional changes not included above 
List other Service Provider activities (if any) not included above, which may affect the program performance or delivery (e.g. additional staff or training, new office processes or procedures, updated equipment or software) 

	


C.  Acknowledgement and certification
The Service Provider acknowledges this FFY2014 Local Plan as part of the LIHEAP FFY2014 Grant Contract and certifies the information provided is accurate to the best of their knowledge.
	Agency Approval
	DOC Approval

	Name: 

Title: 

Signature: 

Date: 
.

	John M. Harvanko
Program Director, Energy Assistance Program
Signature: 

Date: 
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Energy Programs Service Provider
eHEAT Administrator Security Agreement 
[image: image150.png]


Description: This agreement specifies the expectations and responsibilities of the Service Provider Security Administrator to carry out the administration responsibilities related to use of the eHEAT system.

The eHEAT system security allows only authorized Service Provider employees (“users”) to perform the tasks and processes necessary to deliver the Energy Assistance Program (EAP) and the Weatherization Assistance Program (WAP). Service Provider eHEAT Security Administrators authorize users by giving them specific access to the necessary system function(s) on the eHEAT system.

Background: The Service Provider Security Administrator assigns each authorized user one or more roles that parallel employee functions for EAP and WAP delivery.

The eHEAT system has one central State Security Administrator. The State Security Administrator establishes roles for Department of Commerce (DOC) users and Service Provider Security Administrators and Energy Vendor Security Administrators.

Roles and Responsibility: The Service Provider Security Administrator is responsible to ensure only authorized users have access to and are utilizing the eHEAT system. The Service Provider Security Administrator’s role is to monitor and manage all eHEAT users within his/her Service Provider. The Service Provider Security Administrator is authorized to perform the following tasks:
Creating new users

Editing users

Resetting password for the users

Disabling users on leave, laid off, on vacation, terminated or reassigned to non-EAP duties

Enabling users

Creating new roles

Editing roles

Assign functions to roles
Assigning roles to users
Terms:

User. An individual who can log on and view or act on eHEAT data.

Group. A named collection of eHEAT users. eHEAT has four groups: DOC, DOC Fiscal, Service Providers, and Vendors. 

Role. A named collection of functions in the eHEAT System.

Function. An action or set of actions, such as “View Application” or “Enter Consumption.”
Energy Programs Service Provider eHEAT Administrator Security Agreement (page 2)
To ensure secured and authorized access to the eHEAT system, the Service Provider Security Administrator agrees to:

Maintain the confidentiality of his/her User ID and Password. 

Create users only for individuals authorized to deliver the program. 

Manage Service Provider User Security Agreements and make them available to State Staff upon request.

Follow all policies and practices established by EAP, WAP and the Service Provider, including data access and data sharing policies and procedures in accordance with the following:
· Minnesota Statutes §216C.266 provides that data collected maintained or created because an individual applies for energy assistance is private data for the purposes of Minnesota’s Data Practices Act (Minn. Stat. §§13.02 et seq.). The collection, storage, use and release of the information shall be limited to that necessary for the administration and management of the program. The information may not be released except as permitted by the Minnesota Government Data Practice Act, under Minn.Stat. ch. 13.

Disable users immediately upon termination of their role in service delivery or upon becoming aware of a user’s inappropriate or unauthorized use of the eHEAT system.

Immediately report known or suspected security breaches to State Security Administrator.

Monitor user roles for appropriate usage.

Immediately report changes to his or her status to the State Security Administrator.

By signing this I agree to comply with all requirements of the Service Provider Security Administrator described above, and acknowledge and agree to the following:

The eHEAT system is the property of the Minnesota Department of Commerce (DOC). Access to this service is for authorized personnel only. Use of this system without authority or in excess of authority from DOC may result in disciplinary action, civil and criminal sanctions and other appropriate action. Any activity on this system may be monitored or accessed by DOC or other authorized officials at any time. This includes any data created or stored using this system. All such data is subject to the Minnesota Government Data Practices Act. If you access or use the data without the expressed authorization of the State Security Administrator, you may face the consequences of violating Chapter 13 of the Minnesota Statutes and other laws. Further, the State of Minnesota prohibits unauthorized access, disclosure, duplication, modification, diversion, destruction, loss, misuse, or theft of its information in accordance with the Minnesota Statutes Sections 609.87 - 609.891 and other laws.

	Service Provider Security Administrator’s Printed Name:
	

	Service Provider Security Administrator’s Agency:
	

	Service Provider Security Administrator’s Phone:
	

	Service Provider Security Administrator’s Email:
	

	Service Provider Security Administrator’s Signature:
	

	Date Signed:
	


Effective for Federal Fiscal Year 2014
FFY 2014 WACT Service Providers must ensure completed applications are certified and paid to meet Weekly Application Certification Targets (WACT) or the 30-day requirement, whichever is in effect. LIHEAP requires applications to receive timely service and WACT is used to ensure this. WACT goes into effect at the end of the day on October 4, 2013.
[image: image147.emf]SP IDAGENCY NAME`13 total4-Oct11-Oct18-Oct25-Oct1-Nov8-Nov15-Nov22-Nov29-Nov6-Dec13-Dec20-Dec27-Dec3-Jan10-Jan17-Jan

01NORTHWEST1,370     69137206274343411480521589658726795795863891959

02TRI-VALLEY1,634     821632453274094905726217037848669489481,0291,0621,144

03INTER-COUNTY1,445     721452172893614345065496216947668388389109391,012

04BI-CAP3,848     1923855777709621,1541,3471,4621,6551,8472,0392,2322,2322,4242,5012,694

05KOOTASCA3,369     1683375056748421,0111,1791,2801,4491,6171,7861,9541,9542,1222,1902,358

06ARROWHEAD8,784     4398781,3181,7572,1962,6353,0743,3383,7774,2164,6565,0955,0955,5345,7106,149

07LAKES & PINES7,433     3727431,1151,4871,8582,2302,6022,8253,1963,5683,9394,3114,3114,6834,8315,203

10MAHUBE-OTWA6,910     3466911,0371,3821,7282,0732,4192,6262,9713,3173,6624,0084,0084,3534,4924,837

12WEST CENTRAL5,379     2695388071,0761,3451,6141,8832,0442,3132,5822,8513,1203,1203,3893,4963,765

13TRI-CAP7,061     3537061,0591,4121,7652,1182,4712,6833,0363,3893,7424,0954,0954,4484,5904,943

15ANOKA5,262     2635267891,0521,3161,5791,8422,0002,2632,5262,7893,0523,0523,3153,4203,683

16CAPRWC21,649    1,0822,1653,2474,3305,4126,4957,5778,2279,30910,39211,47412,55612,55613,63914,07215,154

17CA OF MPLS12,522    6261,2521,8782,5043,1313,7574,3834,7585,3846,0116,6377,2637,2637,8898,1398,765

18S-C-D7,369     3687371,1051,4741,8422,2112,5792,8003,1693,5373,9064,2744,2744,6424,7905,158

19HEARTLAND2,996     1503004495997498991,0491,1381,2881,4381,5881,7381,7381,8871,9472,097

20PRAIRIE 52,110     1062113174225286337398029071,0131,1181,2241,2241,3291,3721,477

21WESTERN2,438     1222443664886107318539261,0481,1701,2921,4141,4141,5361,5851,707

22SMOC1,825     911832743654565486396947858769671,0591,0591,1501,1861,278

24MINNESOTA VALLEY6,037     3026049061,2071,5091,8112,1132,2942,5962,8983,2003,5013,5013,8033,9244,226

25THREE RIVERS5,513     2765518271,1031,3781,6541,9302,0952,3712,6462,9223,1983,1983,4733,5833,859

26SEMCAC6,649     3326659971,3301,6621,9952,3272,5272,8593,1923,5243,8563,8564,1894,3224,654

30BOIS FORTE154        815233139465459667482898997100108

31FOND DU LAC433        22436587108130152165186208229251251273281303

33LEECH LAKE1,117     56112168223279335391424480536592648648704726782

39RED LAKE1,274     64127191255319382446484548612675739739803828892

41WHITE EARTH930        4793140186233279326353400446493539539586605651

44WRIGHT CO CAP2,349     1172353524705877058228931,0101,1281,2451,3621,3621,4801,5271,644

52CLEARWATER568        285785114142170199216244273301329329358369398

53LSS3,097     1553104656197749291,0841,1771,3321,4871,6411,7961,7961,9512,0132,168

61RENVILLE638        326496128160191223242274306338370370402415447

64TODD1,403     70140210281351421491533603673744814814884912982

65CASH13,385    6691,3392,0082,6773,3464,0164,6855,0865,7566,4257,0947,7637,7638,4338,7009,370

69BROWN888        4489133178222266311337382426471515515559577622

TOTAL147,839  7,39214,78422,17629,56836,96044,35251,74456,17963,57170,96378,35585,74785,74793,13996,095103,487

5.0%10.0%15.0%20.0%25.0%30.0%35.0%38.0%43.0%48.0%53.0%58.0%58.0%63.0%65.0%70.0%

FFY 2014 Weekly Application Certification Targets
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Assurance 16 Proposal

(Note this proposal should only be completed for activities that do not fit in the categories for referral and advocacy already defined in the FFY14 EAP Policy Manual, Chapter 9.)

To facilitate innovation and empower Service Providers to develop and implement new methods and strategies, Service Providers may propose to conduct A16 activities not specifically outlined in the FFY14 EAP Policy Manual. To ensure compliance with the LIHEAP Statute and EAP Policy, Service Providers must thoroughly explain how the activities will reduce household home energy need.

Agency Information

	Service Provider name
	

	Proposal date:
	
	Service Provider contact name:
	

	Contact email:
	
	Contact phone number:
	


Proposal Instructions

Proposals must, at minimum, include the information required on this form, but may also include additional supporting information or documentation. Proposals will be incorporated into the Service Provider’s Local Plan, and may be submitted as an attachment during the Local Plan completion and review process, or at any other point during the program year prior to initiating the proposed activities as an attachment sent to eap.mail. Additional, more detailed instructions for each of the items in the table below can be found on page three of this form. Submit any questions related to your proposal to eap.mail.
Proposal Details

Describe proposed A16 activities not outlined in the FFY14 EAP Policy Manual and how each of the activities will contribute to reducing household energy need and/or enabling household energy security (See the FFY14 EAP Policy Manual, Chapter 9, for guidance). For each activity, please also describe indicators that will be used to determine if the efforts are successful (note that indicators may be quantitative or qualitative). Funding for this proposal must come from the Service Provider’s A16 allocation (i.e., no additional funds will be provided).

	Activity 1 (copy this table and insert below for each proposed activity)

	Description of activity:

	

	Describe how the activity will reduce home energy need:

	

	Number and title(s) of staff assigned to this activity:
	

	Estimated budget for this activity:
	
	Estimated duration of activity:
	

	Activity goal (e.g., # of the Service Provider’s EAP households to be served by this activity):
	

	Proposed indicators of success/impact:
	

	How will these indicators be measured?
	


Acknowledgement and Certification

The Service Provider Executive Director and EAP Coordinator acknowledge this proposal and agree to its incorporation into the Service Provider’s FFY14 Local Plan and LIHEAP FFY14 Grant Contract.

	Agency Approval
	DOC Approval

	Executive Director: 

Signature: 

Date: 
EAP Coordinator: 

Signature: 

Date: 
	John M. Harvanko

Program Director, Energy Assistance Program

Signature: 

Date: 


Detailed Instructions for Completing the Proposed Activity Table

Service Providers may propose to conduct one or more activities using this form. For each proposed activity, the activity details table should be copied, pasted directly below the last activity details table, and re-labeled appropriately (i.e., Activity 2, Activity 3, etc.).

Following are descriptions and examples of the information required for each of the cells in the activity details table (cells should expand to fit as much text as needed):

Description of Activity: In this cell, describe the basic proposed activity in as much detail as necessary 
Describe how the activity will reduce home energy need: Because the LIHEAP Statute defines A16 as services and activities that reduce home energy need, Service providers must indicate how the proposed activity will meet this requirement. Activities may contribute to reducing home energy need either directly, or indirectly. The table below outlines examples of activities that reduce home energy need directly and indirectly:

	Direct
	Indirect

	Energy education classes
	Collaborate with vendors to identify alternative home heating/cooling fuel options & develop inventory of vendor options by area

	Household counseling on energy usage
	Train energy vendors on specific needs of low-income households, encouraging the development of appropriate information on energy bills, effective customer service for low-income households

	Distribution of high-efficiency light bulbs donated by energy vendors
	


Number and title(s) of staff assigned to this activity: This item gives an idea of the commitment of Service Provider staffing resources to the proposed activity. Service Providers should list the titles of all staff assigned to the activity. If staff members assigned to this activity share the same title, simply indicate the title and number of staff (e.g., Assurance 16 specialist – 2).
Estimated budget for this activity: This should be a rough estimate of the total A16 funds dedicated to the proposed activity (e.g., $10,000). The proposed budget must come out of the Service Provider’s allocated A16 amount; no additional A16 funds will be provided. This is a proposal, so reasonable changes to the estimated budget are acceptable. If a Service Provider is leveraging non-EAP resources, or collaborating with external partners, indicate the leveraged funds and source.

Estimated duration of activity: This is the estimated time period in which the activity will be conducted. This could be a relatively short period of time (even a single event), or could be an activity to be conducted over a number of program years. Answers to this item could be as simple as a single date or a date range (e.g., November 2013 – June 2014).

Activity goal: This item indicates the scope of the proposed activity and its potential impact on EAP households. It could be a goal for the total # of households served, % of a Service Provider’s EAP-eligible households, or something else. While this item is aspirational, and should indicate what the Service Provider hopes to do, it should also be reasonable and plausible.

Proposed indicators of success/impact: This item indicates how the Service Provider will know if the activity is successful. For example, for a proposal for energy education classes, one indicator of success would be for households to have more knowledge about energy usage, or to actually use less energy after the class.

How will these indicators be measured? This item describes the method or process for how the proposed indicators will be measured. For the example above (regarding energy education classes), the indicators could be measured by a basic exam at the end of the class, by a survey asking households whether they believe they learned about energy usage, by interviews with a few class participants, and/or by comparing changes in the participating household energy consumption before and after the class (either self-reported or reported from energy vendors). It is okay to propose multiple means of measurement.
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