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OFFICE of COMMUNITY SERVICES
HEAP Review Tool - Version 2007

Agency_________________________________________ Grant No. _________________

Field Rep ______________ Date _________________ Date of Last Visit ______________

__________________________________________________________________________     

In-House Review






YES    NO

COMMENTS


	Customer/Utility concerns

promptly resolved?
	
	
	

	Fiscal reports timely & accurate?
	
	
	

	Weekly obligation reports 

timely & accurate?
	
	
	

	Electronic transfers OK?
	
	
	

	Application validation review OK?
	
	
	

	Any problems with vendor payment?


	
	
	


On-Site Review

                                                      YES    NO

COMMENTS

	Staffing/Organization/Wages match the plan?
	
	
	

	HEAP Client Appeal Procedures present & posted correctly
	
	
	

	Tracking software used appropriately?  
	
	
	

	Vendor files complete?
	
	
	

	Public Relations notices done at least once per month?
	
	
	

	Previous monitoring issues resolved?
	
	
	

	Each HEAP Intake Worker has a copy of the following:

If not, what is missing?
	
	
	      HEAP Guidelines                PIPP Tips
      Utility Procedures 
Energy Assist.

      Income Guidelines              Resource Guide

	Client Files complete & accurate?  # reviewed _______
	
	
	

	Payments tracked to cancelled checks? (see back)
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