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October FY 18:

Week One:
☐   LIHEAP AE & 60+ BEGINS! 
☐   Crisis Run
☐   4th Qtr. A&R Report for the State (1st)
☐   Review Process Begins
☐   Board Bullets (1st) 
☐   Crisis Run
☐   Fiscal Reconciliation (2nd)
☐   Project Share Reconciliation/Reports (2nd)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Two:
☐   Crisis Run
☐  Set up remote application site at Stone Gardens
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Three:
☐   Crisis Run
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Four:
☐   Crisis Run
☐   Final ECIP Activity Report (if money was not spent until Sept 30th)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   End of Month Reports (31st)
☐   Watts Up


Weekly:
☐   Furnace Applications (Monday – Friday)
☐   Notifications (Wednesdays)
☐   Crisis Runs (Mondays)
☐   Summer Fill Runs (Mondays)
☐   Follow-up on applications (Denied Incompletes) (Fridays)
☐   Refunds & Change of Circumstances (as needed)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)

Meetings:
☐    IDEA Meeting (25th)
☐  CSBG Meeting (26th)

November FY 18:

Week One:
☐   LIHEAP BEGINS!
☐   Board Bullets (1st) 
☐   Crisis Run
☐   Final ECIP Funding Report no later than the 5th of the month ~ Complete 1st one once money    is exhausted! (1st)
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Watts Up
Week Two:
☐   Crisis Run
☐  Remote applications in Hillsboro?
☐   Anticipate Yearly Audit
Veterans Day Holiday (10th)
☐   Watts Up
Week Three:
☐   Crisis Run
☐   Anticipate 1st LIHEAP Payment & Run
☐   Watts Up
Week Four:
☐   Crisis Run
Thanksgiving Holiday (23rd)
Holiday (24th)
☐   Watts Up
Week Five:
☐   Crisis Run
☐   End of Month Reports (30th)
☐   Watts Up


Weekly:
☐   Furnace Applications (Monday – Friday)
☐   Notifications (Wednesdays)
☐   Crisis Runs (Mondays)
☐   LIHEAP Runs (if we have money)
☐   Summer Fill Runs (Mondays) 
☐   Follow-up on applications (Denied Incompletes) (Fridays)
☐   Refunds & Change of Circumstances (as needed)

Meetings: 
☐   Zoom Meeting ~ Errors 


December FY 18:

Week One:
☐   Board Bullets (1st) 
☐   Crisis Run
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Research Free Tax Prep Sites & for Pay Distribution Sites
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Two:
☐   Crisis Run
☐   Contact Mediacom for TV & Internet Advertising (Run January 1st through March 31st) (19th)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Three:
☐   Crisis Run
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Four:
Christmas Holiday (25th)
Christmas Holiday (26th)
☐   End of Month Reports (29th)
☐   Watts Up


Weekly:
☐   Furnace Applications (Monday – Friday)
☐   Notifications (Wednesdays)
☐   Crisis Runs (Mondays)
☐   LIHEAP Runs (if we have money)
☐   Summer Fill Runs (Mondays)
☐   Follow-up on applications (Denied Incompletes) (Fridays)
☐   Refunds & Change of Circumstances (as needed)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)

Meetings:
☐   CSBG Meeting (CSBG & FaDDS) (14th)







January FY 18:

Week One:
Holiday (1st)
☐   Board Bullets (1st) 
☐   1st Qtr. A&R Report for the State (2nd)
☐   Fiscal Reconciliation (2nd)
☐   Project Share Reconciliation/Reports (2nd)
☐   Plan Mid-Season Application Gathering Process
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Crisis Run
☐   Watts Up
Week Two:
☐   Crisis Run
☐   Watts Up
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
Week Three:
☐   Crisis Run
Holiday (15th)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Four:
☐   Crisis Run
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   End of Month Reports  (31st)
☐   Watts Up


Weekly:
☐   Furnace Applications (Monday – Friday)
☐   Notifications (Wednesdays)
☐   Crisis Runs (Mondays)
☐   LIHEAP Runs (if we have money)
☐   Summer Fill Runs (Mondays)
☐   Follow-up on applications (Denied Incompletes) (Fridays)
☐   Refunds & Change of Circumstances (as needed)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)

Meetings:
TO BE DETERMINED





February FY 18:

Week One:
☐   Board Bullets (1st) 
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Crisis Run
☐   Anticipate LIHEAP Retention Records Destroy Approval
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Two:
☐   Crisis Run
☐   Watts Up
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
Week Three:
☐   Crisis Run
Presidents Day (19th)
☐   Watts Up
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
Week Four:
☐   Crisis Run
☐   End of Month Reports (28th)
☐   Watts Up
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)


Weekly:
☐   Furnace Applications (as needed)
☐   Notifications (Wednesdays)
☐   Crisis Runs (Mondays)
☐   LIHEAP Runs (if we have money)
☐   Summer Fill Runs (Mondays)
☐   Follow-up on applications (Denied Incompletes) (Fridays)
☐   Refunds & Change of Circumstances (as needed)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)

Meetings:
☐   IDEA Meeting (22nd)?







March FY 18:

Week One:
☐   Board Bullets (1st) 
☐   Furnace Applications (as needed)
☐   Crisis Run
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Re-invite ‘Denied Over Income’ applicants to re-apply
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Two:
☐   Crisis Run
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Three:
☐   Crisis Run
☐  Anticipate Project Share Funds from Alliant
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up
Week Four:
☐   Crisis Run
☐   Calendars
☐   End of Month Reports (31st)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)
☐   Watts Up


Weekly:
☐   Notifications (Wednesdays)
☐   Crisis Runs (Mondays)
☐   LIHEAP Runs (if we have money)
☐   Summer Fill Runs (Mondays)
☐   Follow-up on applications (Denied Incompletes) (Fridays)
☐   Refunds & Change of Circumstances (as needed)
☐   Denied Incomplete & Denied OI Application Follow-Up (Friday’s)

Meetings:
☐   CSBG Meeting ~ Crisis Training 




April FY 18:

Week One:
☐   CRISIS BEGINS! 
☐   Board Bullets (1st) 
☐   2nd Qtr. A&R Report for the State
☐   Fiscal Reconciliation (3rd)
☐   Project Share Reconciliation/Reports (3rd)
☐   Project 1 ~ Zoom Training (crisis applications) & Brochures (3 fold, agency centers) (Referrals- Pace)
☐   Supplies for SCC Pace Program

Week Two:
☐   Crisis Run
☐   Project 1 ~ Zoom Training Video (Crisis Propane Minimum Fill)
☐   Project 2 ~ Acrobat Fillable Application, MI Form & Secondary Acct Holder Permission Doc

Week Three:
☐   Crisis Run
☐   Project 2 ~ Acrobat Fillable Application, MI Form & Secondary Acct Holder Permission Doc

Week Four:
☐   Crisis Run
☐   Project 2 ~ Acrobat Fillable Application, MI Form & Secondary Acct Holder Permission Doc
☐   End of Month Reports (28th)


Weekly:
☐   Furnace Applications (as needed)
☐   Crisis Runs (Mondays)
☐   Summer Fill Runs (Mondays)
☐   Refunds & Change of Circumstances (as needed)

Meetings:
☐   Agency Wide In-Service (TO BE DETERMINED)
☐   IDEA Meeting (25th) 









May FY 18:

Week One:
☐   Board Bullets (1st) 
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Neighborhood Center Open House  ( May 4th 12pm – 2pm)
☐   Marie Tallarico Open House  (May 4th 12:30pm – 2:30pm)
☐   Crisis Run
☐   Summer Fill Close-Out Letters to Vendors
☐   Watts Up
Week Two:
☐   Crisis Run
☐   Tolson Open House  (May 9th 10am – 1pm)
☐   Louisa Open House (May 11th 3pm – 5pm)
☐   Eickacker Open House (May 12th 10am – 1pm)
☐   Update Forms & Brochures 
☐   Project 3 ~ Tri-fold application, search and order cardboard holders
☐   Project 5 ~ LIHEAP Commercial FY 18 (Adobe Premiere Pro, PowToon, Moovly)
☐   Watts Up
Week Three:
☐   Crisis Run
☐   Review Scans & Download Season
☐   Project 1 ~ Zoom Training Video (Minimal Income Forms)
☐   Project 4 ~ Texting Program Search
☐   Watts Up
Week Four:
☐   Crisis Run
Memorial Day (28th)
☐   End of Month Reports (31st)
☐   Final LIHEAP Run (if needed)
☐   Watts Up


Weekly:
☐   Crisis Runs (Mondays)
☐   Refunds & Change of Circumstances (as needed)

To Be Scheduled:
☐   Louisa Co Open House

Meetings:  
 TO BE DETERMINED


June FY 18:

Week One:
☐   Board Bullets (1st) 
☐   End of year wrap up (LIHEAP) 
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Crisis Run
☐   Send Remaining Summer Fill Money to the State
☐   Schedule a visit with Dave
Week Two:  
☐   Crisis Run
☐   Summer Fill Vendor Negotiations
☐  Summer Fill Close-Out
☐   Watts Up
Week Three:
☐   Crisis Run
☐   Zoom Training Video (Tax Returns)
☐  Research Texting Options
☐   Zip Code & Phone Prefixes Spreadsheet
☐  Update AE & 60+ Applications and Letters  ?  (dave)
Week Four:
☐   Crisis Run
☐   Zoom Training Video (Adj Gross Income)
☐   Anticipate New Summer Fill Contracts
☐  Excel Spreadsheets for Summer Fill
☐   Project 3 ~ Tri-fold application, search and order cardboard holders
☐   End of Month Reports (30th)
☐   Watts Up


Weekly:
☐   Crisis Runs (Mondays)
☐   Refunds & Change of Circumstances (as needed)

Meetings:
☐   IDEA Meeting (27th)

Other:
Tentative Training Schedule
1. Rule Changes
2. Forms
3. NIFCAP (Dave)
4. Processing
5. Follow-through & Corrections (my duties-denied incompletes)
6. Furnaces
7. Summer Fill
July FY 18:

Week One:
☐   Board Bullets (1st) 
☐   3rd Qtr. A&R Report for the State (1st)
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Crisis Run
☐   Verify SAM Certificates
☐   Complete & send Summer Fill Contracts to Vendors for Signatures
☐   Summer Fill Spreadsheets
Independence Day (4th)
☐   Request Summer Fill Moneys from the State?
Week Two: 
☐   Crisis Run
☐  Order Supplies (for AE & 60 plus mail outs) Envelopes & letterhead
☐   Update Forms, Brochures and News Releases with new Federal Poverty Guidelines (if released)
☐   Purchase Equipment (if needed)
☐   Watts Up
Week Three:
☐   Crisis Run
☐   Project 1 ~ Zoom Training Video (Missing Paystubs)
☐   Finalize the update on all Brochures, Flyers & Posters
Week Four:
☐   Crisis Run
☐  Complete Carissa’s (Processing Specialist) Summer Schedule
☐   Anticipate LIHEAP Training Manual
☐   Project 1 ~ Zoom Training Video (Income Perimeters)
☐   Finalize Training All Phases
☐   Project 5 ~ LIHEAP Commercial FY 18 (Adobe Premiere Pro, PowToon, Moovly)
☐   Lock in Next Seasons Plan of Operation
☐   End of Month Reports (31st)
☐   Watts Up


Weekly:
☐   Crisis Runs (Mondays)
☐   Refunds & Change of Circumstances (as needed)

Meetings:
TO BE DETERMINED




August FY 18:

Week One:
☐   Carissa Returns
☐   Board Bullets (1st) 
☐   Crisis Run
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Pre-Season Training for Carissa & Yearly Schedule
☐   Read & Mark LIHEAP Training Manual
☐   Send Updated Contact Info for the Centers to the State
☐   Request Summer Fill Money from the State?
Week Two:
☐   Crisis Run
☐   Update Distribution Locations, Phone Numbers & Contact Names
☐   Create all Posters, Brochures & Flyers (give to FS at the 23rd meeting)
☐   Send LIHEAP Training Manual to Family Specialists
☐   Watts Up
Week Three:
☐   Crisis Run
☐   Finalize the AE & 60+ apps
☐  Update Forms, Brochures and News Releases with new Federal Poverty Guidelines
☐   FY 16 ECIP Activity Report to the State
Week Four:
☐   Crisis Run
☐   FY18 Schedule to Dennis
☐   End of Month Reports (31st)  
☐   Send Newspaper PSA’s (AE & 60+)
☐   Watts Up


Weekly:
☐   Crisis Runs (Mondays)
☐   Refunds & Change of Circumstances (as needed)

Meetings:
☐   IDEA Meeting (22nd)








September FY 18:

Week One:
☐   Board Bullets (1st) 
☐   Laminating
☐   Fiscal Reconciliation (1st)
☐   Project Share Reconciliation/Reports (1st)
☐   Merge, Print & Package AE & 60+ Apps (4th - 8th)
☐   Schedule Meeting with Weatherization to Finalize Furnace Repair/Replacement Program
☐   Assemble Furnace Folders
☐  Update furnace contractors
☐   Watts Up
Labor Day (3rd)
Week Two:
☐   Crisis Run
☐   Research & Place Mailables at Housing Sites (laundry)
☐   Visit Centers & Propane Vendors
☐   Anticipate & Complete FY 17 Close-Out Forms from the State
☐   Anticipate Receiving New Expenditures Report from the State
☐   Watts Up
Week Three:
☐   Crisis Run
☐  Zoom Training – Carissa - Errors
☐   Project 1 ~ Zoom Training Video (Furnace Repair/Replacement)
☐  Create pre & post Test for Family Specialist Training
☐   Watts Up
Week Four:
☐   Crisis Run
☐   Anticipate Final LIHEAP Reset
☐  Download all pertinent info from NIFCAP current FY
☐   Send Newspaper PSA’s (General Applications)
☐   End of Month Reports (29th)
☐  Copy and Update all Excel Reports for the next Fiscal Year  
☐   Watts Up

Weekly:
☐   Crisis Runs (Mondays)
☐   Summer Fill Runs (Mondays)
☐   Refunds & Change of Circumstances (as needed)

Meetings:
☐   CSBG Meeting ~ LIHEAP Training 
· Flyers, Brochures & Posters
· Laminated Items
· Supplies
· Cheat Sheets
FY18 Training Agenda
September 14, 2017


Pre-Training Tool – Pre-Training Tool for all the Family Development Specialists to fill out.  Talk through each answer.  

Chance went over her presentation.  She explained all the changes that will be happening this year.  Refer to training guides/tools everything she talked about is in these documents. Chance is going to send out an email containing information with all the links to the Child Support and the DHS applications.   

1. Taxes/Tax cheat sheet
· All income sources must cover the same time frame

1. Paystubs
· Time perimeter
· Adjusted gross income
· Pre tax exemptions
· Deductions

1. Pay (exempt/counted)

1. Income Calculator
· Verified on/certified on
· Non cash income calculator (LIHEAP auto calculated/do not mark)
· Other (Write a description in comments)
· If a HH is qualified for SNAP or Free Lunches, ask them if they are receiving these benefits, if not, give them info (link)

1. Addresses
· Removal

1. SS numbers (verified on)


1. Social Security
· Guidelines & descriptions

1. Minimal Income Documents 
· Must have one if no income
· Money from friends and family marked (3 months)

1. Caution sign (must review before taking app)

1. Disconnected youth 14-24, neither employed nor going to school

1. Dpay
· List secondary vendor if applicable

AE/60+
· Sub housing not marked 
· Handicapped (marked/not marked, find out) Are they homebound?
· New HH members & info (not an AE must provide updated income info, but can still be a mailable)
· AE (does not need to verify income) 60+ (needs to verify income)

Mailable Applications
· May use twice (3rd is face-to-face)
· Anything that is not filled out by the applicant, call to obtain the information

RFI
· Scan in
Post-Training Tool – Post-Training Tool for all the Family Development Specialists 


CARISSA:  
Errors – Presented what errors were made the most last year.  We made all Family Development Specialists a yellow review card that can be placed somewhere next to your monitor so you can check the list before submitting LIHEAP applications. 
Utility Bills
· Account Numbers
· Account Names
· Current Bill (Please obtain the bill from the vendor, the bill may be 30 days old)
Income
· Paystubs outside of the time perimeter
Social Security Cards
· Missing Social Security Cards
· Verifying Social Security Cards
Scanning
· Unreadable
· Not hitting Upload/Save
· Scan in ALL income needed to complete the application
· Delete all scans that are NOT being used to complete the application
Review
· Scanned in documents
· Application
Hardcopy
· Delete the old (If anything was changed)
· Create a new
Signatures
· No signature on application or through the signature pad
· Every client that applies for LIHEAP should walk out with 2 documents
· Award Letter
· Signature Page
