

LIHEAP DESK REFERENCE 

LOW INCOME HOME ENERGY ASSISTANCE PROGRAM                          ON-SITE MONITORING
GENERAL INFORMATION 
The Low Income Home Energy Assistance Program (LIHEAP) is a federal block grant program. It is designed to assist low income individuals, particularly those with the lowest income who pay a high proportion of household income for home energy, in meeting their immediate energy needs. The grant is administered by the U.S. Department of Health and Human Services (HHS), Office of Community Services (OCS) within the Administration for Children and Families (ACF). 
According to Block Grant Regulations 45 CFR Part 96, Section VII K, Assurance 10 – Monitoring, Fiscal Control, Accounting, Single Audit Act, LIHEAP Statute 2605(b) (10), the state will “Provide that such fiscal control and fund accounting procedures will be established as may be necessary to assure the proper disbursal of and accounting for Federal funds paid to the State under this title, including procedures for monitoring the assistance provided under this title, and provide that the State will comply with the provisions of chapter 75 of title 31, United States Code (commonly known as the "Single Audit Act") where the monitoring of contracted agencies is concerned.
Missouri’s state plan indicates onsite monitoring will be completed every three years and on-site visits may be conducted sooner under special circumstances.
PREPARATORY WORK

The on-site visits must be coordinated with the Community Services Block Grant (CSBG), Missouri Work Assistance (MWA) and Division of Finance and Administrative Services (DFAS) units as they also conduct monitoring of the contracted agencies during the same on-site visit.  The CSBG Manager, LIHEAP Manager and DFAS Manager will establish a date to conduct an on-site monitoring visit. On-site visits are scheduled for a period of four (4) days. The dates will be announced once the monitoring dates have been confirmed with the contracted agency. 
After the monitoring dates have been agreed upon with the contracted agency, the following documents are sent to the contracted agency:

· Monitoring Visit Confirmation Letter

· Guidance for Preparation of CSBG Reported Performance (not applicable to LIHEAP)

· CSBG and LIHEAP Program Documents Needed for On-site Contract Monitoring Review 
· Financial Documents Needed for On-site Monitoring Review (not applicable to LIHEAP)

· Monitoring Agenda

· Interview Schedule Template

These documents are mailed in advance and should allow the contracted agency a minimum of thirty (30) calendar days to gather and return all requested documentation. 
Share Drive Documentation
A copy of these and all documents prepared and received will be filed in the share drive. The share drive can be accessed as follows:

· My Computer
· Select the drive titled,                                                              “FSD_howfed_progadmin on “Cole 615HowertonData(Ssrv9k9)’ ’”
· Monitoring

· FFY Monitoring CSBG-LIHEAP (select the appropriate fiscal year)
· Agency Name 
NOTE: A folder should have been created with the agency name you are about to monitor. 
LIHEAP Folder
A separate folder titled, “LIHEAP” should be created in the agency folder and all documents related to LIHEAP will be filed in the LIHEAP folder as they are prepared. Documents that don’t require any preparation should be copied straight to the agency LIHEAP folder that has just been added. Most of the documents relating to LIHEAP that will be placed in the LIHEAP folder can be accessed as follows:

· Share drive

· Monitoring

· LIHEAP Monitoring Forms-Tools
Each of the documents that should be copied to the LIHEAP folder is:
· Interviews (yellow folder)

· EA ECIP Findings Summary
· Emergency Services Spent Calculation

· LIHEAP Guidance for Case Reviews

· LIHEAP Monitoring Trip Checklist

· Employee/Employee-Related Log

· Low Income Home Energy Assistance Exit Grid

· EA Listing Request to ITSD

· LIHEAP Case Review Form

· LIHEAP Review Form ECIP Page 2

· LIHEAP Master Applicant File

· Monitoring Report Template

· Payment Timeframe Compliance

· Supplier Denial Log

· Monthly Reconciliation Report – Agency Tab (not located in LIHEAP Monitoring Forms-Tools)
· Monthly Reconciliation Report – Fed Data Rpt (not located in LIHEAP Monitoring Forms-Tools)
· Previous Monitoring Report (to determine if there were issues requiring follow-up during the on-site visit). This can be located in the monitoring folder on the share drive. 
· LIHEAP Case Review Rebuttals 

NOTE: Most of these forms require some type of data entry such as the FFY being reviewed, agency name or LIHEAP worker name as examples. This information should be entered on each document after filing them in the LIHEAP folder of the agency being monitored.

In addition to adding the LIHEAP folder, a separate folder within the LIHEAP folder should be created and titled, “LIHEAP and IT Report”.  This will serve as a working document and is copied to the Final Monitoring Report once it has been through the review and approval process with the LIHEAP Manager.  The Final Monitoring Report template is located in the agency folder and should have been added when the original agency folder was created for the on-site monitoring visit.
LIHEAP Case Printout Requests

For LIHEAP, the only documentation that must be provided by the agency in advance is the Exhibit C which is generated from the Management Information System (MIS) which is maintained by the Missouri Community Action Network (MoCAN). This is requested in the Monitoring Visit Confirmation Letter sent by the CSBG Manager which states, “Exhibit C listing Energy Crisis Intervention (ECIP) applicants in Excel format.” The Exhibit C is a listing of all households, identified by applicant name, who received Energy Crisis Intervention Program (ECIP) funds during the Federal Fiscal Year (FFY) being reviewed. The FFY period covered by LIHEAP is the most recently completed FFY and runs October 1 through September 30. NOTE: In special circumstances, the review period may differ. 
A separate email should be sent by the LIHEAP unit to the Information Technology Services Division (ITSD) requesting a copy of households who received Energy Assistance (EA) during the same FFY as being requested for the ECIP for the agency being monitored.  This request can be accessed as follows:

· Share drive 
· Monitoring

· LIHEAP Monitoring Forms- Tools
· EA Listing Request to ITSD
This report should be alphabetized according to last name and should contain:

· Applicant Name
· Applicant SSN
· Applicant County
· Applicant Address
· Case Category

Once the Exhibit C has been received from the contracted agency and the EA listing has been received from ITSD, a Master Applicant File should be completed. The Master Applicant File can be accessed as follows:

· Share drive
· Monitoring

· LIHEAP Monitoring Forms-Tools
· LIHEAP Master Applicant File
Master Applicant File 

A listing of at least thirty (30) applicants should be randomly selected and entered on the Master Applicant File. The file should also identify at least three (3) applicants who have received Emergency Services (codes 2, 3, 4, 5 or 7) if the agency has provided such services for an applicant. These applicants are identified from the Exhibit C report.   The Master Applicant File will be sent to the agency the day before or morning of a monitoring visits to prevent the agency from making adjustments or adding documentation to case files prior to our review.  The agency will copy each file from the Master Applicant File and present those copied files to the LIHEAP monitoring team.
NOTE: Names selected for the LIHEAP reviews should include EA, ECIP and Emergency Services cases and should be entered in alphabetical order. Some applicants receive more than one ECIP payment. The individual amounts should be recorded on the Master Applicant file to aid the agency in providing all the required documentation needed to review each ECIP case.
Energy Assistance (EA) Screen Prints
Once the Master Applicant File is complete, you will need to bring a printed copy with you for the on-site monitoring visit. Screen shots should be made of every LIHEAP EA case identified on the Master Applicant File so that LIHEAP eligibility can be determined during the on-site monitoring visit. You will need to print the following screens for each case:

· LIHEAP Registration (E1RG) 

· LIHEAP Case Notes (E1CN) – if notes exist
· LIHEAP Member (E1MM)

· LIHEAP Application (E1AP)

· LIHEAP Worksheet (E1LW) 
· LIHEAP Income Summary (E1IS)

· LIHEAP Member Income Detail (E1ID)

· LIHEAP Worksheet History (E1WH )– if history exists

· LIHEAP Case Action (E1AC)

· LIHEAP Payment (E1PY)

· LIHEAP Application (E1AP) screen from the previous year when supplier information auto populates

Emergency Services Documentation
Once the Master Applicant File has been completed, the Emergency Services Spent Calculation worksheet should be completed. In order to complete this document, you will need the Exhibit C that was provided by the agency and a copy of the Monthly Reconciliation Report. The Monthly Reconciliation Report can be accessed as follows:

· Share drive
· LIHEAP
· FFYLIHEAP (select the folder which lists the FFY you are monitoring)

· FFY Financial and Audit Information

· FFYLIHEAP Monthly Report Tracking

· Monthly Reconciliation Report

There are tabs for each of the contracted agencies. Select the tab for the agency you are monitoring and save a copy to the agency LIHEAP folder you created. Print a copy of the agency’s Monthly Reconciliation Report to access during the on-site visit. The document on this tab will help you determine whether the agency you are about to monitor was timely in submitting their monthly reports. More than one late submittal is deemed a finding for the agency in the Final Monitoring Report.  The information regarding report timeliness will be entered on the LIHEAP Exit Grid.  
You will also need to select the Fed Data Rpt tab in order to access the total LIHEAP award amount the agency received. This report includes the amount deemed 2% of the total award for the agency you are monitoring. Print a copy of the Fed Data Rpt to access during the on-site visit.  
NOTE: You will have already saved a copy of the Fed Data Rpt when you saved the Monthly Reconciliation Report to the agency’s LIHEAP folder as they are each on the same Excel Spreadsheet. The information regarding the total award amount and 2% of that award will be entered on the Emergency Services Spent Calculation worksheet that you saved in the agency’s LIHEAP folder. You will need to identify the total amount the agency paid (if any) for codes 2, 3, 4, 5 and 7. These amounts will be entered in the columns related to the specific code to determine whether the agency exceeded the amount they are allowed to use for Emergency Services. (This is 2% of the agency’s total award amount.)  

There are two possible methods for obtaining the separate amounts paid for codes 2,3,4,5 and 7: 

1. The last page of the Exhibit C lists each code separately and how many households received that particular service; however, it does not list the total dollar amount. The Exhibit C has to be reviewed page by page to identify each code to record the separate dollar amounts in order to obtain the total paid. This process can be tedious and time consuming.
2. If the agency provided, as instructed in the Monitoring Visit Confirmation Letter, a copy of the Exhibit C in Excel format (and it is not in PDF), you can filter the Exhibit C by code.  Sorting the Exhibit C is done as follows:

· Click on the s/c field which appears on the Exhibit C

· Go to “Home” and select “Sort and Filter”
· Click on “Filter” (this adds arrows on each column on the Exhibit C)

· Return to the s/c field on the Exhibit C

· Click on “s/c title”

· Click on the codes you want sorted

· Click ‘OK”  
The Exhibit C will now be sorted listing only the codes requested. Save a copy of the sorted Exhibit C in the agency’s LIHEAP folder titled, “Emergency Services”. 

The Emergency Services Spent Calculation worksheet also serves as the case review sheet for the emergency services cases identified on the Master Applicant File. The applicant name, SSN, service code and service amount (from Exhibit C) should be recorded on this document. Once this document is completed, a printed copy will be needed to bring with you for the on-site monitoring visit.
LIHEAP Monitoring Checklist
The LIHEAP Monitoring Checklist serves as the guide which reminds you of the documents required to conduct an on-site monitoring visit and ensures all necessary tasks have been completed, including printing everything to take with you for the on-site monitoring visit.  The LIHEAP Monitoring Checklist, which you have filed in the agency’s LIHEAP monitoring folder, should be updated as you complete each task.  
 Forms and Documents
Following is a listing of the documents that should be brought with you for the on-site monitoring visit. 
Documents requiring initial preparation:
· Blank LIHEAP Case Review Forms – the agency name and LIHEAP worker’s names should be pre-typed on the review form prior to printing copies. (35 copies)   
·  LIHEAP Review Form ECIP, Page 2 – the LIHEAP worker’s names should be pre-typed on the review form prior to printing copies.  (5 copies)
· LIHEAP Master Applicant File (preparatory guidance previously discussed).  (1 copy)
· LIHEAP Guidance for Case Reviews – the fiscal year you are reviewing should be typed in the header prior to printing copies. (1 copy)

· Emergency Services Spent Calculation (preparatory guidance previously discussed). (1 copy) 
· Payment Timeframe Compliance

· Supplier Denial Log

· Employee/Employee-Related Log

· EA ECIP Findings Summary – the agency name, review period, applicants name and social security number (from the Master Applicant File) should be pre-typed prior to printing copies. ( 1 copy)
Documents needed for the on-site visit which does not require initial preparation:
· Low Income Home Energy Assistance Exit Grid (1 copy)
· Monitoring tool for staff interviews (4 copies)
· Monitoring tool for LIHEAP Manager interview (1 copy)
· Monitoring tool for participant interviews (4 copies)
· Monitoring tool for the IT interview (1 copy)
· MapQuest with directions to the hotel and agency. NOTE: You may also need directions from the agency to the hotel as you will go directly to the agency when you arrive.
· Payment Timeframe Compliance Review

· LIHEAP Policy and Procedures Manual for the FFY being monitored for compliance

· LIHEAP Agency Contract

The monitoring tool used for interviews contains five (5) headers.  

The five (5) headers are:

1. Question # – each column is assigned a question number for reference.
2. Question- this contains the questions that are being asked in the monitoring process.
3. Guidance/reference – this provides a definition of what information the question is trying to obtain.  It also references laws, the agency self assessment, federal regulations, state regulations, contract language and some policy. 

4. Agency Response/Notes – this is where answers are documented during the on-site interview process. 
Equipment/Supplies
· Laptop

· Flash drive with encryption capability (Prior to leaving for the monitoring visit, a copy of the LIHEAP folder that was created in the agency’s monitoring folder should be loaded onto your flash drive for access on your laptop.) NOTE: Do not copy to your flash drive until all documents requiring preparatory work have been completed.
· Calculator

· Pens/Pencils

· Eraser

· Perpetual Calendar

· LIHEAP Manual  (Bring the manual that applies to the FFY you are monitoring)
· Paper Clips

· Stapler

· Post It Notes

· Brown accordion folder
ON-SITE MONITORING VISIT

NOTE: Employees should be conscientious of possible conflicts of interest when conducting an on-site monitoring visit. This includes not allowing an agency to pay for meals, provide gifts etc. Employees should also be mindful of their conduct and should use professional judgment while on-site.
Entrance and Interviews

Upon arriving at the agency, day one is usually comprised of introductions, agency presentation, agency tour and interviews using the monitoring tools. LIHEAP staff will work with the agency to schedule the on-site interviews. Interviews are required for staff, participants, Information Technology (IT) and the LIHEAP Manager. The standard number of staff and participant interviews is two (2).
LIHEAP Case Reviews

While the interviews are being completed, the other LIHEAP staff completes case reviews and checks to make sure all cases are received and documentation requested is included in the case files.

Review case reviews on the agency’s employee/employee related cases to ensure this policy is being followed.  Also review agencies written employee/employee related policy.

Review emergency service cases to ensure case is working in compliance and includes required documentation.

Review answers to the IT interview questions and the agency IT manual to ensure LIHEAP and contract compliance. 

LIHEAP Logs/Files
Review Payment Timeframe Compliance by requesting payment documentation including cancelled checks and bank statements to verify timely payments in accordance with LIHEAP policy.

LIHEAP staff personnel files are reviewed to ensure background checks have been completed and determining if there is any information which should have precluded LIHEAP employees from being hired by the agency.
Once these are completed and you have completed the checklist of on-site requirements located on page one (1) of the LIHEAP Exit Grid, the remainder of the LIHEAP Exit Grid should be completed to prepare for the exit conference. LIHEAP case review compliance as well as important information obtained during the interviews should be included in the LIHEAP Exit Grid. 

Exit Grid
The LIHEAP Exit Grid contains the following sections for LIHEAP:

· Monitoring Visit Checklist

· Organization 

· Agency Availability

· Office Procedures

· Case Findings (Time frame Compliance EA and Timeframe Compliance ECIP) 
· Report Timeliness
· Emergency Services

· General Observations

· Policy Issues

· Policy Compliance

· Timely Payment Review

· Employee/Employee-Related Cases

· Employee Background Checks

· Supplier Denial Review

· Opportunities For Improvement

· Findings

The LIHEAP Exit Grid for LIHEAP is followed by the following sections for IT:

· General Observations

· Opportunities for Improvement

· Findings

Important Definitions for Completing the LIHEAP Exit Grid:

General Observations: General Observations are used to give a brief overview of how LIHEAP cases are processed by the agency. It also can be used for addressing opportunities for improvement from previous monitoring reports that the agency adopted and allows the agency to be recognized for that here.  
· Opportunities for Improvement: Opportunities for Improvement are suggestions made by the LIHEAP staff based on best practices observed at other agencies or good business sense for issues that are not contractually required in the LIHEAP contract.

· Findings: Findings are compliance issues determined to be in violation of the LIHEAP contract or LIHEAP Policy and Procedures Manual.

LIHEAP Manager Case Review Meeting
At least one hour prior to the exit conference, a meeting should be held with the LIHEAP Manager to go over the outcome of the LIHEAP case reviews. Each case will be discussed concerning out of compliance issues so there are no surprises during the exit conference. This provides an on-site opportunity for the LIHEAP Manager to provide documentation/explanation for any compliance issues which may result in our reversing the compliance error. The LIHEAP Manager will also be given a rebuttal period of one (1) week only to provide additional documentation for the  LIHEAP unit to review which may also result in the reversal of a compliance error. The agency can only be allowed one (1) week as the Final Monitoring Report must be completed within two weeks of the last day of the on-site monitoring visit. 

If the agency provides any documentation that results in a reversal, the EA ECIP Findings Summary, Emergency Services Spent Calculation worksheet and the LIHEAP Exit Grid may all require updates/corrections prior to preparing the Final Monitoring Report.
Exit conference
The exit conference is conducted on the final day of the on-site monitoring visit.
NOTE: In certain instances, a situation may occur requiring the exit to be postponed until a later date.

The exit conference begins with the team lead thanking the agency for their hospitality, etc. This is followed by each monitoring team reporting out on the sections that are applicable to them. For LIHEAP, this is IT and LIHEAP. 

POST ON-SITE MONITORING VISIT
Upon returning from the on-site monitoring visit, the agency is allowed one (1) week to submit any further rebuttals. When rebuttals are received (not all agencies send rebuttals), they should be filed in the agency LIHEAP folder in a folder titled, “LIHEAP Case Review Rebuttals”. A copy of the Rebuttal Worksheet should also be filed in this folder. The Rebuttal Worksheet can be accessed as follows:
· Share drive
· Monitoring

· LIHEAP Monitoring Forms-Tools
· Rebuttal Worksheet

The Rebuttal Worksheet should be completed in order to provide a response to the agency indicating which cases (if any) were reversed and which cases were not. Rebuttals are prepared by a LIHEAP staff member, but are reviewed by the LIHEAP Manager as a secondary review of the decision (positive or negative) in reference to the contract agency’s rebuttal prior to sending the rebuttal response. . 

If the agency provides any documentation that results in a reversal, the EA ECIP Findings Summary, Emergency Services Spent Calculation worksheet and the LIHEAP Exit Grid may all require updates/corrections prior to preparing the Final Monitoring Report.

After returning from the on-site monitoring visit and you have made decisions on any rebuttals the agency provided after the on-site monitoring visit, the following tasks should be completed:

· Interview responses should be individually recorded in the LIHEAP folder for the agency and filed with a title stating the subject (i.e. Staff) and the interviewee’s name. This will be done for the LIHEAP manager, staff, participant, and IT interviews. 
· LIHEAP case review findings should be recorded on the EA ECIP Findings Summary.
· Emergency Services case review findings should be recorded on the Emergency Services Spent Calculation worksheet.

· Exit information and review findings should be recorded on the LIHEAP Exit Grid.

· Monitoring Report should be written in the Final Report LIHEAP and IT folder.  This must be completed and approved within three (3) business weeks of returning from the on-site monitoring visit. NOTE: When preparing the Final Monitoring Report, two important guidelines should be followed 1. Use as few words as possible; be straight and to the point. 2.  The Opportunities for Improvement and Findings should be preceded with a number. 
· Final approved LIHEAP and IT Report should be copy and pasted to the full Final Monitoring Report located in the agency monitoring folder. 
The documentation received and/or obtained from the agency should then be placed in a brown accordion folder and placed in the current year's monitoring file cabinet. 

Corrective Action Plan (CAP) Log- LIHEAP
Any agency having findings recorded in the Final Monitoring Report must be logged and monitored for follow-up activities/monitoring required ensuring agency compliance. This log can be accessed as follows:

· Share drive

· LIHEAP
· EA
· Logs
· CAP log
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