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Chapter 8 - Multi-Family Weatherization
Under this chapter, multi-family buildings are defined as buildings with five or more units and three stories or less. 
The Process

This process has been developed to provide subgrantees the ability to independently assess eligibility, feasibility, and to independently initiate, implement, and complete a multi-weatherization project. 
1.
Meeting with Owner (feasibility of project, Installation Standards) email DHCD to inform of possible project.

2.
Application-Residential Applications, determine allowable funding

3.
Audit/Estimation- develop Work Scope.
4.
Send completed Multi-Family Weatherization Notification Form to DHCD.  This form must completed by the Subgrantee.

5.
Secure Match and any escrow funds from Owner. 

6.
Sign contract (DHCD template) between Agency and Owner.
7.
Implementation- timeline, scheduling, order materials notify residents, complete work, continuous quality control, technical oversight, recycle, storage of materials onsite.
8.
DHCD inspect when first building complete.
9.
Walk-through exit process with Owner.
10.
Inspect each building as finished.

11.
Reporting (eligible, non-eligible).
Initial Meeting with Owner
Prior to the meeting, subgrantees will provide the owner with a packet containing all preliminary information and a list of all documents and information that will be required.  This packet must include:
· A list of who must attend

· Agenda 
· Income eligibility information (hard copy documentation required in each client file)
· Application forms
· Copy of “draft” agreement highlighting required information

· Request for utility data
· Fact sheet containing a list of priority measures and explaining the concept of weatherization
· Landlord contribution policy
During the meeting, subgrantees will describe the process and establish roles and responsibilities for each party.  The process for tenant notification must also be discussed.  Subgrantees will emphasize the need for access to units during the audit, during the work installation, and for the final inspection.  Request a copy of the property layout or survey to help with planning and logistics.   The agency must inquire about any future construction plans that may impact weatherization measures.  

The owner must be given a deadline for submitting a completed applications packet to the subgrantee.
Eligibility
For the purpose of multi-family weatherization, eligibility is determined per building.  Not less than 66% of the dwelling units in the building must be eligible.  Certifications completed more than six months prior to the audit must be re-certified.  However, applications must be certified before performing the audit (hard copy documentation required in each client file).  
Landlord Contributions
The agency must have a policy in place for owner contributions.  This will include a minimum match of 15%.  These funds may include improvements made within the past year and improvements that will be finished 60 days after weatherization work is completed.  Landlord contributions must be utilized for weatherization of the property.  The following items may be counted towards the contributions:
· Capital improvements
· Cash match

· Cost to weatherize ineligible units

Weatherization for vacant units must be paid for by the owner.  These funds must be held in escrow for 180 days after the final inspection date.  If vacant units are occupied by eligible clients within 180 days after the final inspection, escrowed funds for those units will be returned to the owner.
Audit

Applications must be certified by subgrantee before audits are performed.  Audits must be conducted in accordance with the Multi-Family section of the Virginia Weatherization Assistance Program Installations Standards.  Tested units must be identified ahead of time to ensure the owner has a reasonable amount of time to notify tenants.  A master key would also be useful during this process.  After the audits are completed, subgrantee will develop a materials list, cost data, and a scope of work.
Second Meeting with Owner

The second meeting will include the following:
· Sign Multi-Project Agreement
· Set a schedule

· Distribute responsibilities 

· Develop scope of work

Record Keeping
A project file must be kept for 3 years and will contain the following information:
· Applications

· Multi-Family Project Agreement

· Scope of work

· Audits

· Final inspection form for each unit
· Lead testing documentation

Monitoring and Completion
After completion of the first building, the agency must notify DHCD to set up an inspection before continuing.  Post testing will be performed on units that were not included in the pre-test.  
Monitoring Vacant Units

The agency must set up a calendaring system to determine the status of vacant units on the 180th day after the final inspection.  Escrowed funds for units now occupied by eligible clients will be returned to the owner.  Escrowed funds for units still vacant or now occupied by ineligible clients will be transferred to the agency.  The agency must then notify DHCD that units are not eligible and DHCD will determine whether funds may be used on additional eligible weatherization clients or returned to DHCD.
If units are occupied by eligible clients, client file must be set up with income verification and certification and all other required documentation.  These files will be monitored during the DHCD administrative/financial monitoring. 
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___________________________________
(name of agency)

___________________________________

(address)
Phone (____) ____-_____  Fax (____) ____-_____
Multi-Family Weatherization Notification
Note-this form must be completed by the Subgrantee.
A.  PROJECT INFORMATION

Project Name: ________________________________________________

Address: _____________________________________________________

City: ________________________________ State: ______ Zip: _________

Telephone #: __________________________

Agency Project Manager: _________________________________

Address: ________________________________________

City: ________________________________ State: ______ Zip: _________

Telephone #: __________________________
Agency Technical Manager (If different from above)

________________________________________________
Address: ________________________________________

City: ________________________________ State: ______ Zip: _________

Cell phone #: __________________________
B.   OWNER INFORMATION 

Address:  _____________________________________________________

City/County: ___________________________________________________
Deed Book #: ____________ Page #: __________ Date Filed: __________

Name (s) Under Which Title is Held: _______________________________

Manner in Which Title is Held: ____________________________________
Physical Characteristics of the Building(s)
	Building Type
	# of This Type
	# of Units Each Bldg
	# of Floors
	Foundation Type

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Note- please attach a picture of each building type.
Number of Buildings: ______ 
Number of Eligible Buildings: ______ 

Total Number of Units: ______  

Percent of Units That Are Income Eligible: ________
Total Number of Vacant Units: _______
Are the Units Individually Heated?   FORMCHECKBOX 
 YES    FORMCHECKBOX 
  NO  

If no, Describe: _______________________________________________________

Type of Fuel:  _______________________________
C.  CONTACT INFORMATION
	Title
	Name
	Address
	Telephone
	Email

	Property Manager
	
	
	
	

	Building Superintendant
	
	
	
	

	
	
	
	
	

	
	
	
	
	


D.  TENANT INFORMATION
Number of Children Under Age 19: ______  

Number of Elderly: _______

Number of Disabled: _______
Has Income Been Certified?    FORMCHECKBOX 
 YES    FORMCHECKBOX 
  NO
Are Heating Utilities Paid by the Occupants?   FORMCHECKBOX 
 YES    FORMCHECKBOX 
  NO

Other: __________________________________________________________________________________________________________________________

E.  FUNDING SOURCES

	Source
	Amounts
	Exp Dates

	DOE Regular
	
	

	DOE ARRA
	
	

	LIHEAP
	
	

	Leverage
	
	


F.  IMPROVEMENTS AND MATCHING FUNDS

List All Improvements Completed Within the Previous Year That Will be Counted Towards the Required Minimum Landlord’s Obligations, or Will be Completed Within 60 Days of the Final Inspection.
	Improvements
	$Amount
	Date Completed

	
	
	

	
	
	

	
	
	


List All Planned Improvements in Addition to the Above Improvements.
	Improvements
	$Amount
	Est. Completion Date

	
	
	

	
	
	

	
	
	


G.  Schedule

Tentative Start Date: _____________

Projected Completion Date: _____________

Notify DHCD one week prior to the first building being started.
AGENCY AUTHORIZED REPRESENTIVE Signature 
__________________________________________ Date: ______________
__________________________________________ Date: ______________
Are Photographs Attached?  FORMCHECKBOX 
 YES    FORMCHECKBOX 
  NO
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