ENERGY ASSISTANCE 

Program #ESD 001
Tentative Budget:
$1,563,000, pending state notification of funding level 

Note:  See numbers 1 – 3 under “Use of Funds” section for specific breakdown of funding categories.  Separate budgets for each section are required.  
APPLICATION DEADLINE: 4:30 p.m., September 24, 2007
TIMEFRAME: 

The Economic Support Division will be recommending that the successful proposer for Energy Assistance Programs receive a contract under a three-year funding cycle, with an initial one-year contract and two one-year options to renew in years 2 and 3 of the funding cycle.

Target Group:

Low and Fixed Income Milwaukee County residents, including the elderly and disabled, who are eligible for energy assistance.

Program Goals:  

· Administer the Milwaukee County Wisconsin Home Energy Assistance Program in compliance with all federal, state and local laws, rules and requirements.
General Information:
The Wisconsin Home Energy Assistance Program (WHEAP) administers the federally funded Low Income Home Energy Assistance Program (LIHEAP) and Public Benefits Energy Assistance Program. LIHEAP and its related services help approximately 140,000 Wisconsin households annually. In addition to regular heating and electric assistance, specialized services include:

· Emergency fuel assistance, 

· Counseling for energy conservation and energy budgets, 

· Pro-active co-payment plans, 

· Targeted outreach services, 

· Emergency furnace repair and replacement
Heating Assistance

WHEAP heating assistance is a one-time benefit payment per heating season (October 1 through May 15).  It is intended to help pay a portion of a household’s heating costs, not the entire annual cost of heating a home.











The amount of heating assistance benefit depends on the household’s size, income and heating costs.  In most cases the heating assistance benefit is applied directly to the household’s bill with the fuel supplier.
 
Electric Assistance
WHEAP electric assistance is a one-time benefit payment per heating season to eligible households.  It is intended to help pay a portion of a household’s electrical costs.
 
The amount of the electrical assistance benefit depends on the household’s size, income, and electric costs.  In most cases the electrical assistance benefit is applied directly to the household’s electric account.
 
Crisis Assistance
A household may be eligible for crisis assistance if it has no heat, received a disconnect notice from its heating fuel dealer, if it is nearly out of heating fuel and does not have any way to pay for its heating needs, or if a heating emergency can be avoided.  WHEAP crisis assistance provides both emergency and proactive services.
 
Emergency services may help a household during the heating season from October 1 through May 15.  These services can include the purchasing of heating fuel, providing a warm place for a household to stay for a few days, or needed furnace repair or replacement.
 
Proactive WHEAP services are available through the entire year to avoid future emergencies.  Proactive services include training and information on how to reduce fuel costs, counseling on money management, providing payments to fuel suppliers when a household agrees to a co-payment, and other actions to help avoid future emergencies.


Top of Form

Service Description:

The following minimal levels of service must be provided

1. Public Information

a. Identify the program as being administered by the State of Wisconsin Home Energy Assistance Program in all program materials prepared and published by the vendor.

b. Establish and publicize a telephone number where persons can call year-round for WHEAP information.

c. Provide information on transportation to application sites.

d. Publicize eligibility requirements, how to apply, location of application sites, times to apply, etc.

e. Publicize the availability of home energy assistance, crisis assistance and weatherization services.

2. Intake

a. Establish a central location for the distribution and receipt of applications. 

b. Provide flexible office hours to accommodate clients who cannot apply during normal business hours.

c. Ensure that application sites are physically and geographically available for all potential applicants throughout Milwaukee County.

d. Ensure that all outreach sites are accessible to persons with physical disabilities.

e. Provide for an alternate intake site (as required by federal law).  An alternate application site is a site that is not administered by a TANF agency.

f. The state/Milwaukee County will provide weatherization agencies with a weekly list of clients who have received home energy benefits and/or a furnace replacement:

i. Vendor should develop a working relationship with area weatherization operators to take advantage of the additional services they may be able to offer clients.

ii. Vendor should provide the client the name, phone number and address of the weatherization operator for their area.

3. Eligibility Determination

a. Verify application information and supporting documents and certify the application is accurate.

b. Enter applications into the energy system within 30 days of the application

c. All applications need to be entered in chronological (date) order.  Applications will be paid on first chronological application taken.

d. Applications should be complete, unless applicant withdraws or fails to provide required information.

e. Resolve application and check issuance problems.

f. If the applicant is an employee of the vendor or a relative or household member of a vendor employee, the person certifying/entering the application must be at the level of supervisor or higher.

4. Crisis Assistance

Provide emergency and pro-active crisis services to assist clients with home energy costs.  

Crisis services include but are not limited to the following

a. Respond to requests for emergency assistance within 48 hours of receiving the request.

b. If a situation is life threatening, respond within 18 hours of receiving the request

c. Provide emergency services during the heating season.

d. Provide pro-active services year-round.

Based on information gained in operating the program in the first half of 2008, the vendor shall assist Milwaukee County to develop a “Crisis Plan” to guide in managing funds and distributing benefits and services in the following year.  The plan must be submitted to Milwaukee County two weeks prior to the date it is due to the state.

5. Coordination

a. Coordinate with other local agencies serving low-income persons, especially those providing energy related services.  This includes, but is not limited to, community action agencies, weatherization agencies, agencies on aging, social security offices, housing authorities, and special purpose agencies providing energy assistance.

b. In cooperation with Milwaukee County, prepare a local coordination plan to be submitted to the state by the first of September, 2008.

c. Coordinate services with utility programs that provide services to low-income persons.

d. Coordinate with registered fuel suppliers.

6. Staffing

Staffing must be adequate, both in terms of numbers and experience and training, to provide the following:

a. Program information year-round on both Home Energy Assistance and Crisis Assistance

b. Ability to take applications throughout the calendar year to assist clients with home energy needs.

c. Crisis Emergency Services during the heating season.

d. Crisis Proactive Services year-round.

The vendor will demonstrate the ability to provide the appropriate number of managerial and supervisory staff with appropriate knowledge and experience to adequately manage the program.

During the energy season, vendor must incorporate into their Crisis Client Services plan, the placement of six Milwaukee County energy employees.  These employees will be compensated in full (salary and benefits) from Milwaukee County and the vendor does not need to include this compensation in their budget plan.  However, the vendor must indicate how these Milwaukee County energy workers will be used, and at what location. The vendor does not need to provide placement for these employees during the off-season.  

7. Records

Milwaukee County will maintain a record management system that retains applications and supporting documents for a period of five years from the date the application is submitted.  

It is the responsibility of the vendor to transfer to Milwaukee County all energy files at the end of the energy season.  The applications will be transferred in filing boxes, arranged by alphabetical order.

a. Files on all Applicants including signed and certified application form(s) DOA-9549.

b. If the application is completed interactively, the client signature form must be in the client’s file.

c. All records associated with the Quality Assurance/Quality Control requirements in Chapter 7 of the Wisconsin Home Energy Assistance Program – Program and Operations Manual.

d. Electronic files of the following are maintained on the WHEAP System:

· Registered fuel suppliers

· Weekly check registers for payments through the heating, public benefits and crisis programs.

8. The vendor must provide the following information to Milwaukee County and the state:

a. Name, address, phone numbers and e-mail addresses of persons responsible for administration and operation of the various components of the program.

b. Address(es) and telephone numbers(s) for client contacts and for computer-generated client notification letters.

c. Other general information, which may be requested by Milwaukee County or the state relative to the administration of the program.

d. Any changes to the above information must be submitted by email to Milwaukee County and the state.

9. Fraud

If fraud is suspected, collect all information available about the case.  Present this to the authority in Milwaukee County who handles fraud cases.

10. The vendor must provide access to energy assistance at multiple sites dispersed throughout Milwaukee County.

11. The vendor must offer non-English language/culturally competent programs as required by the Milwaukee County resident population.

Use of Funds

1. LIHEAP General Operations     Tentative Budget $354,000
Administrative funds may be used to pay the cost of WHEAP staff and associated costs.

a. Allowable Costs Include:

· Staff time to accept and process applications throughout the calendar year.

· Verifying application information

· Processing applications, including entering data into the energy system.

· Processing benefit payments and denial letters

· Other costs not covered by crisis assistance or outreach funds.

b. Administrative Activities:

· Supervisor and coordinator salary and fringe

· Travel for meetings and training

· Clerical support salary and fringe

· Supplies, services and equipment

· Indirect program charges

c. Out of State Travel Costs:

If the vendor wishes to have staff attend out of state conferences or training, they must obtain prior approval from Milwaukee County.  The vendor must submit a request at least six weeks in advance identifying the staff person(s) they wish to send and a justification for their attendance.  The justification must include estimated total costs, reference to the specific workshops/programs they plan to attend and an explanation of how this knowledge will contribute to the agency’s performance or quality of work.

2. Public Benefits Operations      Tentative Budget $403,000
Public Benefit Operations should be used for costs of services associated with processing non-heating energy benefits.

a. Allowable Costs Include:

· Staff time to accept and process applications throughout the calendar year

· Verifying application information

· Processing applications, including entering data into the energy system

· Processing benefit payments and denial letters

· Other costs not covered by crisis assistance or outreach funds

NOTE:  General administrative activities may NOT be charged to Public Benefit Operations

3. LIHEAP Crisis Client Services      Tentative Budget $806,000
The vendor may charge to LIHEAP Crisis Assistance funds the cost of staff salaries, fringe benefits, travel associated with providing crisis services and other costs directly related to providing crisis services.

When charging staff costs to LIHEAP Crisis Assistance funds, agencies must document staff time spent providing crisis services to clients.

Documentation must include:

· The name(s) of staff person(s) providing the service

· Case names(s) and case Numbers(s) of eligible household(s) receiving the service

· Type of assistance provided

· Date and amount of time spent by staff person(s) to provide the service.  This documentation may be provided by a formula that calculates the number of applications received by an average time required per application.

Non-staff costs may also be charged to Crisis Assistance funds, including educational or informational materials or services provided to clients.  These costs must be directly related to the provision of emergency or pro-active services to eligible households.

All non-staff costs require documentation to include:

· Description of item or service provided

· Why the item or service is needed, including how it is used such as weatherization kits, blankets etc.

· Date and cost of item or service

NOTE:  Items charged to LIHEAP Crisis Services must be directly related to client services.  General administrative activities may NOT be charged to LIHEAP Crisis Services.

Public Benefits Crisis Client Services

When funding is made available, the use is the same as for LIHEAP Crisis Client Services.  Additionally, these funds may be only used for those clients whose electric utility participates in the State Public Benefits program.

Note:  General administrative activities may NOT be charged to Public Benefit Crisis Client Services.

Crisis Benefits

Crisis Benefit allocations (LIHEAP and Public Benefits) are not included in the contract budget because they are tracked on the WHEAP system.  The state makes crisis allocations to each WHEAP agency which usually include two parts, Crisis Client Services funds and Crisis Benefit funds.

Budget Transfers

Transfers of funds from one budget line to another are not allowed, except as detailed below.

The vendor may request to transfer funds from LIHEAP Crisis Services to LIHEAP Crisis benefits. The vendor may request to transfer funds from Public Benefit Crisis Services to Public Benefits Crisis Benefits.  All requests to transfer funds must be in writing, email is acceptable, and approved by Milwaukee County. 

MILWAUKEE COUNTY RESPONSIBILITIES
· Milwaukee County will forward to the vendor all documents and messages (including electronic messages) from the state

· State/federal forms, pamphlets and other material from the state will be forwarded to the main office of the vendor, when received by Milwaukee County.

· Milwaukee County will provide assistance to the vendor to verify required income information through the CARES system.

· Milwaukee County will provide assistance to the vendor in verifying Social Security and SSI income through TPQY (Third Party Query).

· Milwaukee County will provide assistance to the vendor in verifying TANF/W2 income and other Income Maintenance program documentation.

· Milwaukee County will provide procedures to the vendor for applicants to use in applying for SSNs.

· Milwaukee County will provide procedures to the vendor for verification of Alien status through INS.

· Milwaukee County will provide supervision for the six Milwaukee County energy assistance employees participating in the program.

FAIR HEARINGS
The client has the right to apply for Energy Assistance benefits and to receive a payment of a letter of explanation within 45 days from the date the client completes the application process.  If the client believes his/her application has been incorrectly denied or his/her payment is incorrect, the client may request a fair hearing by contacting Milwaukee County Economic Support Division or by writing to:

Wisconsin Department of Administration

Division of Hearing and Appeals

PO Box 7875

Madison, WI 53707-7875

If the client believes he/she has been discriminated against in any way, the client may file a complaint by contacting the 504 Coordinator at Milwaukee County or any person authorized by the Milwaukee County to receive discrimination complaints.  The law prohibits discrimination based on: race, color, national origin, sex, age or disability.

The vendor must assist Milwaukee County in preparation for Fair Hearings and must attend Fair Hearings as required.

MONITORING
WHEAP monitoring of heating and non-heating assistance, crisis assistance, furnace replacement and repairs, outreach, and alternate intake and outreach is conducted on both the local agency level and the state level.

LOBBYING RESTRICTIONS
WHEAP funds may not be used to influence federal contracting nor financial transactions.  This restriction includes, but is not limited to the following activities:

· The vendor my not use federal funds (including LIHEAP) to pay a person(s) to lobby on their behalf with the Executive or Legislative Branch inconnection with the award of a specific contract, grant or loan.

· The vendor must file with the US Department of Health and Huma Servcie an annual statement certifying that thy will abide by these restrictions.

· The web site for form for vendor to disclose lobbying activities:

www.whitehouse.gov/omb/grants/sfillin.pdf.

· The vendor must disclose any payments made to a person(s) lobbying, as defined above, even if no federal funds are used to make the payment.  

PAYMENT
Cost reimbursement of actual expenses incurred based on the vendors budget

approved by DHHS.

Vendor will provide a monthly billing due the 7th of each month for the previous month.

Reporting Requirements:

Vendor will provide a monthly activity report, due the 7th of each month.  Each monthly report must include the following:

· Number of households requesting service in the previous month by type of service

· Number of households approved for service in the previous month by type of service

· Total benfits provided in the previous month.

· Number of non-English speaking households served by language

· Year-to-date figures should also be provided on the above categories.

Vendor will provide a final report, due the 15th of January 2009. 

Submit ten (10) copies of the final report.

Vendor will cooperate with any other special reports and/or evaluation activities as requested by Milwaukee County.

Performance Standards:

· All aspects of the program will be conducted in accord with federal, state, and local laws, rules and guidelines.

· Vendor will meet with Milwaukee County staff as needed to discuss program and performance standards.

· Vendor will participate in a six month and 12 month review of contract accomplishments with Milwaukee County. 

· All reporting is accomplished on a consistent and timely basis.

· Vendor will cooperate with any special reports, training and/or evaluation activities as required by Milwaukee County.

