Schedule Going Into FY19 LIHEAP Season

· July 		--SUMMER PREPAID
· Figure SF allocations
· Email SF vendors to lock in a price 
· If don’t respond, call
			-- VENDOR AGREEMENTS
· Send out
· Follow up on missing & originals
· Do SAM user look-up
· Request SF $$ on monthly report - July (will receive by end of August & can send out after  getting vendor agreements back—after Sept 1)
--MARKETING
· Email Brad Gill w/MidAmerican for:
· Top 10 Tips
· Thermometer brochure
_____________________________________________________________________________________

· Aug		--PASSWORDS & NIFCAP Accessibility
· Force everyone to change their NIFCAP passwords
· Double check who has access

--AE LETTERS
· Determine conservation handout & order for LIHEAP meeting
· Send AE lists to outreach to look over before printing
· Print AE letters/labels for outreach
· Give AE letters to outreach @ outreach meeting 
· Outreach to send out AE letters to clients (last week of Aug?)
· What to send with AE letters?  FDC brochure?
			--MEETINGS
· IDEA meeting in DSM
· NIFCAP/FY19 LHP Director’s Meeting—Des Moines
· Outreach Meeting in Carroll
· Select date(make sure works with Dave) & reserve meeting rooms
· Send out save-the-date to outreach (July – August)
· Prepare agenda

		--MARKETING

· UPDATE  outreach office listings – John will ask for this
· Update brochures with new income guidelines
· Update combined “What to bring to my appt” list 
· Add to website
· Add to FDC Facebook pages
· Edit individual bill inserts material – for each county
· [bookmark: _GoBack]Update FDC pre-LIHEAP checklist & email out

		--LIHEAP SUPPLY ORDER
· Check with Sheri to see if order supplies now or wait until after Oct 1st
· Edit supply list & update pricing
· Have outreach complete on dropbox
· Place supply order with Stone’s 
_____________________________________________________________________________________
· Sept 		--SUMMERFILL/PREPAID $$
· Can only send out if have a signed vendor agreement back
· Can only send earlier than 9-1 if vendor has a contract price

		--MEETINGS & MARKETING
· IUB(Iowa Utilities Board) Meetings
· Have outreach replace FDC brochures in the community
· Check FDC equipment (scanners, sig pads, DL scanners, etc)
--BRINGS
· Do daily & keep up checking each week
· Decide which outreach will help check LIHEAP apps
_____________________________________________________________________________________
· Oct 1  		--MARKETING
· Send LHP press releases to newspapers (for elderly and disabled)
		 
--NIFCAP
· Update vendors’ address/contact info 
· Update SF amounts
· Remove any vendors we are no longer using (& do not have vendor agreements on

· Oct 15		--MARKETING
· Send out LHP (non-disabled) LIHEAP press releases
