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CALENDAR OF DUTIES LISTED BY MONTH

JUNE:
Summer deliverable process: Determine how much money the deliverable vendors will receive for contracting prices.

Update Vendor List & Summer Vendor list in EXCEL. Use one spreadsheet so that a mail merge can be created (Mailing labels, contracts, letters, etc.). Verify and update using the Regular Vendor Receipts that are signed and returned.

LIHEAP Start-up Meeting in August – Start the planning process, selecting a date, possible presenters, etc.

Reset NIFCAP passwords and email users.

Revise LHP mailable application, if needed.

JULY:
Summer Deliverable Contracting – send out contracts by the end of July. 

AEs (Auto Eligible) & EHs (Elderly Handicapped) – Start working on the AE list, removing deceased or moved clients. Update the letter, changing dates, etc. The AE letter needs to be ready to mail mid-August, so that they can be entered into NIFCAP as Early Apps in September. EH letter is put in the mail at the end of September. 

Shred the 7 year old apps.

Black Hills Energy Annual report – This report goes to Lana at ICAA.  She will probably ask for it to be completed.  You need to work with the Fiscal Office to determine which awards they consider for the past year.  It will depend on when Fiscal Office closes the books on Black Hills.  For our office, the fund just continues.

Request Summer Fill funds on your July LIHEAP report (which is prepared the first week of August), if they are available.  The funds will be received about the 20th or so of August and checks can be printed and mailed to vendors in early September (within the 14-day time limit for spending LIHEAP $).

LIHEAP Start-up Meeting in August – Continue working on the training. Include Marking Services.

	AUGUST:
NIFCAP Training will be in early-mid August. It is a one-day training held in Marshalltown with all the NIFCAP LIHEAP Coordinators.  Dave Hala with
OSIS sets this up.

New LIHEAP flyer – Start working on the new flyer.

Updating Vendors - Work on updating vendors when vendor agreements are received, check for address changes, name changes, etc.  Update in the vendor list in NIFCAP. DO NOT delete or change UVC numbers.   Dave Hala makes those changes.

Update the Vendor list and Summer Vendor list in Excel. You may continue to get delivery tickets from the previous name vendor and will need to know the current vendor.

	Regular Vendor Agreements – 1st of month, send out & Attach ‘Routine Service 
Prices’ form.   Include the letter to vendors and 2 LIHEAP flyers (if it has been updated and finalized). (Can be completed at the end of July)

Update LIHEAP applications, forms, crisis applications, etc. – Redo or update forms to be ready by October 1.

LIHEAP Start-up Training for Outreach – Make LIHEAP Startup folders for everyone, plus two. 	(One can be used for anyone who is hired late & for startup the next year)


SEPTEMBER:
Enter AEs – Outreach begin entering AEs into NIFCAP on September 1.
Those AEs that are to re-verify can come to the office to do so September 1.

Summer deliverable checks – Submit request for checks to Fiscal Office and mail
early in September.

LIHEAP flyer – September 30 send out letter and flyer to interested agencies for
elderly/disabled. (Do NOT send to the Media yet)  - See Media file.

LIHEAP flyer on NICAO Website –
Debarment & Suspension – For each heating/electric/propane vendor, the state requires verification that they have not been barred or suspended (see email in the binder). For each vendor, go to https://www.sam.gov/portal/SAM/#1#1 and enter the vendor’s company name. If it yields no results, (which is what you want) then there is no suspension. You must print out the results and initial and date each one for each vendor. Keep the docs in the binder for Debarment and Suspension. No payment can be made to a suspended vendor.

Furnace Contractors – Debarment & Suspension printouts were also done for each furnace contractor. Initial and date each doc. Again, no payment should be sent to a vendor or contractor that has been suspended. A printout from the Iowa Contractors Registration website: http://www2.iwd.state.ia.us/contractor.nsf should also be kept for each furnace contractor. Weatherization keeps the required documents and LIHEAP uses only their list of vendors. But in case a state monitor asked for the documentation, it would be best to keep that in the LIHEAP office binder.

Reset NIFCAP Passwords and email users.

Make sure ALL services have been marked.

OCTOBER:
All LIHEAP programs begin October 1 for the NEW Program Year—
Energy Assistance for Elderly/Disabled, 	ECIP programs for utility assistance, deliverable fuel and furnaces.
	
EMBRACE recipients from previous year – Early October, Lana with ICCA may ask for names and phone numbers of Embrace recipients from the previous year.  The Des Moines Register likes to feature people that received the funds the previous year.  You need to look at the list of recipients, choose those that agreed to talk to the press, and send them a letter to see if they are interested. 
Have them call you so you can get the information and send to Lana.

CSBG report 

LIHEAP Flyers – By 10/20 ask Sheila for how many folded flyers to send with payroll notice. Usually it is about 150.

LIHEAP Press Release – Send the LIHEAP Press Release & interested agencies letter the end of October.  – See Media file.

Leveraging Report for State LIHEAP – John sends a reminder to do this.  

NOVEMBER:
LIHEAP applications begin for the general public. Visit the FRC or other outreach sites, if time is allowed. 

EMBRACE ‘How to’ to Outreach – Early November send out Embrace Iowa ‘How to’ to outreach offices & FaDSS & COPA. Include Embrace Application if received. 

DECEMBER:
Reset NIFCAP Passwords and email users.

Remind Outreach, FaDSS, Headstart, Health about Embrace Iowa and deadline. Update them with total number received, etc.

JANUARY:
Embrace Iowa meeting with Lori B, Wendy, & Sharon.  Schedule a meeting as soon as you can after application deadline. Prepare spreadsheet for the meeting. 

MidAmerican Energy starts their new year – numbers for applicants starts over.

FEBRUARY: 
“Not Yet Applied” for LIHEAP – Run a list through NIFCAP of clients who have not applied and send to Outreach their client list. Confirm the report/lists with Dave Hala.  Outreach will call or send them a letter to remind them. If funds are available, you can do a mailing. 

Crisis Application process – Prepare the Crisis application information and make any necessary updates.  Plan a meeting with the outreach for Spring Meeting. Be mindful of the dates of VITA, if that program is going. 

Press Release – send out another press release to remind the public there is still time to apply for LIHEAP.

MARCH:
Reset  NIFCAP Passwords and email users.

Prepare “End of LIHEAP” instructions for Outreach.

Update Coordinator’s Manual, if needed.

Disaster Assistance – The Iowa Individual Assistance Grant Program could be triggered if there are any disasters such as tornadoes and flooding. Be prepared for a possible meeting or training in April, if not before. ICAA will notify agencies if there is an emergency declaration by the Governor’s office. All forms would be sent to you by ICAA and/or DHS. Outreach would need to be trained to take the applications. The IT department might need to create access to a shared drive so that affected counties could use the spreadsheet.

APRIL:
	
ECIP Air Conditioner/Fan – Send vendors a letter to see if they will continue to use the voucher system. Update forms to reflect current program year. 
Applications start on or after May 1 for Air Conditioners and Fans.

LIHEAP last day to apply is April 30th (Unless changed by the State).


MAY:
Summer reconciliation forms – All Summer vendors get the reconciliation form. 
The funds returned go in the “previous years” fund acct and then gets sent back to the State as soon as these funds are refunded.













MEETINGS

	IDEA Meetings – Iowa Directors of Energy Assistance
This is usually held quarterly. LIHEAP coordinators from around Iowa meet in Des Moines. They are usually held on the 4th Wednesday of the months: August, October, February, April & June. An agenda will be sent to you.

NICAO Coordinator’s Meeting
This is usually held quarterly. Sheila Shannon facilitates the meeting and will send an agenda to you.



REPORTS

	Monthly:
	LIHEAP Monthly Expenditure Report – 
16-Hr Location Waiver during LIHEAP – 
Client Assistance Funds – CCPs, donations, etc., match with Fiscal Reports. 

Alliant HTC Report – 
MidAmerican ICARE Report – 
Black Hills Report – 

	Quarterly:
	Assessment & Resolution to John Burnquist –
		1st Qtr: January – March
		2nd Qtr: April – June
		3rd Qtr: July – September
		4th Qtr: October – December
	
	RECs/Municipals – 
	
	Annual:
	CSBG Report (includes training hours) 

Black Hills Energy Annual report – 
This report goes to Lana at ICAA.  She will probably ask for it to be completed.  Need to work with the Fiscal Office to determine which awards they consider for the past year.  It will depend on when Fiscal Office closes the books on Black Hills.  For our office the fund just continues. 


EMBRACE IOWA
The end of November the program starts with a report due by the first week of March (timelines will change each year slightly). Usually, there are three deposits of donations that are given to our agency. Apps shouldn’t be approved unless we have received the funding. 

Lana Ross emails Dick when Embrace will start and he will forward the information to the Coordinator. Lana asks for stories from the previous year from recipients who stated it was okay if their story was used. Contact those applicants who agreed to their story being used and verify it is still okay and their contact information is the same. Send contact information and the ‘story’ form to Lana for those still willing to participate.

Zsanette Buchanan usually sends out the application, guidelines and blank report, but it may go to the Director first.

A copy of the application, guidelines, matrix (if you want it used), with instructions should be sent to OUTREACH, FADSS, and COPA. Only send the application, guidelines, and instructions – NO Matrix – to HEALTH and HEADSTART. Clients will be directed to apply at Outreach locations, so the matrix would not be beneficial for ESG, Health and Headstart.

After the application deadline, all apps should be entered on a spreadsheet and sorted by matrix amounts. This will help prioritize the most vulnerable. Also, clients who were recipients the previous year are not to be a priority in the current year. 

Set a date with the Embrace committee members (Wendy, Lori B, and Sharon) for the first or second week of February. The earlier the better, because once decisions are made on applicants, then vouchers can be sent. All funding should be expended before the report due date. Sometimes, that only allows 3-4 weeks to accomplish all the purchases. 

SUGGESTION: Save a possible utility or rent request back in case of leftover Embrace funds. It is easy to use up an odd leftover dollar amount by simply applying it to an applicant’s utility or rent.

When all purchases have been completed, verify the balance of funds with the Fiscal Office. If you are in agreement, then prepare the Embrace report which is usually sent to Zsanette Buchanan, CC: Marta and Dick.

Talk with EA staff and assess any recommended changes for next year. Add any new notes to an Embrace Notes page.
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