Agency Instructions: Modify text and columns as needed. In cells where “Choose one” appears, select one option from each drop down menu. “Yes” indicates the requirement applies to all heating system work (repair and replacement). If using exclusively for the Emergency Furnace RFB, delete “Wisconsin Weatherization &” and Wx Furnace column. If contractor may perform Emergency and Wx, consider keeping the title and column. Also see instructions on page 2.  Delete this text box.


Attachment 5 – Valid Invoice Requirements for Heating System Work for the Wisconsin Weatherization & Home Energy Plus (HE+) Furnace Programs (Emergency & Non-emergency Services) (rev. 10.01.2015)The purpose of this document is to provide bidders with a list of items required for a valid invoice as identified in the RFB, Section 6, Invoices, Required Documentation and Payment.   Also see the RFB, Section 6, and/or Attachment 4 for other specific requirements related to a valid invoice and required documents.  Invoices presented for payment shall be submitted in accordance with the RFB requirements and the following Agency instructions.   Some documentation (such as sizing and #1-#4) may be required prior to contractor invoice submittal.  A “Yes” in the column means the requirement applies to all heating system work (repair and replacement).


	
	Required documentation –following information or items shall be provided to the Agency (with, or prior to, the invoice) when applicable:
	HE+ Furnace Assessment
	HE+ Furnace repair or replacement
	Wx Furnace repair or replacement

	1
	A description of the problem with the furnace/heating unit, age of the unit, nature of the repair or replacement to be performed.
	Yes
	Yes
	Choose one
	2
	[bookmark: _GoBack]Explanation of any deviations from normal procedure.
	Yes
	Yes
	Choose one
	3
	A copy of all documentation regarding problems or issues regarding job site performance, commodity performance and/or client issues.
	Yes
	Yes
	Choose one
	4
	Photographs as specified in RFB section 5. (Photos for repair work may be required by the Agency.)
	
	Choose one	Choose one
	5
	Heating system sizing calculation documentation as specified in RFB section 5.
	
	Replacements only
	Replacements only

	6
	Lien Waiver(s) – contractor, appliance supplier, subcontractors (section 6).
	
	Choose one	Choose one
	7
	A signed, completed HE+ Furnace Program Agreement form (located under Furnace Program Documents at: http://homeenergyplus.wi.gov/category.asp?linkcatid=566&linkid=122&locid=25).
	
	Replacements only
	No

	8
	A completed Heating System Checklist (available under Field forms at: http://homeenergyplus.wi.gov/category.asp?linkcatid=494&linkid=122&locid=25).
	
	Replacements only
	Yes

	9
	Copy of invoice(s) of any subcontracted asbestos and/or lead safe work.
	
	Yes
	Yes

	10
	Copy of Permit(s) – see RFB section 6 (unless directed otherwise)[footnoteRef:1]. [1:  Copy of building permit is required, except when a permit is not issued by the local jurisdiction; in this case, supply a copy of the receipt for payment.] 

	
	Yes
	Yes

	11
	Provide total cost of replacement/repair and identify individual costs for any collateral and/or items with separate costs (e.g., permits).  (This should match cost sheet price, if item was bid.)
	
	Yes
	Some items may require pre-approval.

	12
	Agency – IDENTIFY any other Agency items
	
	
	

	
	
	
	
	


 
