Wisconsin Home Energy Assistance Program (WHEAP) Subcontracting Notification Checklist		
The Division of Energy, Housing and Community Resources (DEHCR) requires a 30 day written notification prior to subcontracting any part of the WHEAP Program for the first time, anytime there is a change in subcontractors, or when there is a change in activities covered by an existing subcontract. Complete the following checklist and email to heat@wisconsin.gov (subject line: WHEAP Subcontract Notification).
· Submit a signed copy of the subcontract (including the WHEAP Contract Addendum for Subcontracts). At minimum, the subcontract shall include terms, length of time, and budget. Please note that Home Energy Plus System User Profiles shall not be created in the Home Energy Plus System until the subcontract has been received by DEHCR and added to the Home Energy Plus System. The subcontract may be emailed to heat@wisconsin.gov or faxed to 608.267.6931. 
· Submit an updated WHEAP Agency Contract Information Form to include subcontract information. The form is available on the public Home Energy Plus Website at: http://homeenergyplus.wi.gov/category.asp?linkcatid=256&linkid=122&locid=25)
· Review Section 8.3.2 - Subcontracting in the WHEAP Operations Manual. http://homeenergyplus.wi.gov/category.asp?linkcatid=256&linkid=122&locid=25
· Establish and submit the Crisis Plan using the DEHCR provided template.  This template is available on the public Home Energy plus Website at:  http://homeenergyplus.wi.gov/category.asp?linkcatid=256&linkid=122&locid=25
· Establish the Program Operations and Community Service Plan (POCS)  Plan using DEHCR provided template found on the public Home Energy Plus Website at:   http://homeenergyplus.wi.gov/category.asp?linkcatid=256&linkid=122&locid=25
· If a Profile Management Administrator (PMA) role will be assigned at the subcontractor’s agency, complete #4 below to assign this role. 

	Question
	Agency Response

	1. Provide the date the subcontractor will start managing intake.
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	2. Provide the address/location(s) where primary intake will be conducted.
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	3. Has an agreement been reached on the transfer of WHEAP case files (as applicable)?  
a. If yes, provide terms of the agreement.
b. If no, provide explanation and date when this will be complete.
	[bookmark: Text3]     

	4. Provide the name, e-mail, phone number, business address, and mailing address (if different) of the person(s) who will fill the Profile Management Administrator (PMA) Role for the subcontractor. 
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	5. Provide the name of the person who will fill the subcontractor WHEAP Coordinator Role. Note: if more than one, indicate who is primary.
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	6. Review all of the Home Energy Plus System User Profiles. Any profile associated with an employee who is no longer employed or is not expected to work with WHEAP shall be deactivated. 
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