Maine State Housing Authority (MaineHousing)
HOME ENERGY ASSISTANCE PROGRAM (HEAP/Fuel Assistance)

ECIP EMERGENCY WORKSHEET INSTRUCTIONS

CAAs are required to use/complete the ECIP Emergency Worksheet to verify Household's eligibility for ECIP. To
meet federal reporting requirements CAA will assess the Household’'s Home Energy status at the time of
Application.

The ECIP Emergency Worksheet is divided into five (5) sections: General Information, Status of Home Energy
Service, Type of Crisis, Status of ECIP Application, and Purchase Order Information.

All sections/areas of the worksheet must be completed to determine if the Applicant is in an Energy Crisis or a
Life Threatening Crisis.

The first four (4) sections of the worksheet are completed by ECIP intake staff.

General Information

A. CAA (agency name)

Primary Applicant Name

Primary Applicant Telephone

Date of Standard HEAP Application (if applicable)
Standard HEAP Application ID (if applicable)
Date of the ECIP request

Time of the ECIP
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Status of Home Energy Service

A. Is the household disconnected (e.g. electricity, natural gas)?
B. Does household have a past due or shut-off notice?

C. Does the household have any operable Heating Systems or Heating Sources?

o0 Determine what (if anything) the household is using for heat. How is the household staying
warm?

0 Heating Source means any device used to provide heat to the Dwelling Unit. For example, a
portable space heater would be considered a Heating Source.

0 Operable means the Heating System or Heating Source is safe to operate and there is a
supply of Home Energy for the Heating System or Heating Source.
D. How much fuel does the household have?

0 Ask the Applicant about fuel supplies for all Heating Systems including primary, secondary,
and other Heating Systems.

o Indicate the amount fuel by checking the appropriate box/column for each Heating System.

Type of Crisis

A. Check/select the appropriate box (i.e. Energy Crisis or Life Threatening Crisis)

Type of Crisis: Check if Household: Crisis must be averted within:

Energy Crisis Has Heating Source that is safe to 48 hours of certification
operate, and a supply of Home Energy
for the Heating Source

Life Threatening Crisis Does not have an operable Heating 18 hours of certification
Source
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B. Fuel Emergency: Ask/verify the following for the Primary and secondary Heating Systems:

i. | Date of last delivery.

ii. | What was the number of units delivered?

iii. | Did the last delivery fill your tank?

iv. | What was the price per unit you paid for your last delivery?

v. | How much fuel is currently in your tank?
Example: Is the fuel gage reading 1/8 of a tank?

vi. | How many days will their current fuel supply last?
Example: If the applicant carried in 5 gallons of oil this should last one (1) day.

vii. | Name of the Vendor who made the last delivery.
If the delivery was made by a HEAP Vendor, call the Vendor and confirm the information.

viii. | Does the secondary Heating System heat a significant portion of the home?
How many rooms and/or what rooms are heated.

ix. | Enter the name of the Vendor delivering the ECIP.

X. | Check the type of fuel being delivered. In the case of wood indicate the size and type of
wood requested.

Xi. | Write in the amount of ECIP units being purchased.

An ECIP benefit is equal to the maximum ECIP benefit or the cost of a standard minimum
delivery of Home Energy, whichever is less.

xii. | Call the Vendor to determine if there will be a delivery charge for the ECIP.

Write in the amount of delivery charges (if applicable).

xiii. | LIHEAP Credit Available: Call the Applicant’'s HEAP Vendor to determine if there are any
remaining HEAP funds on the account.

If there are HEAP funds on the account, enter the dollar amount remaining on the account.
This amount will need to be included as part of the maximum ECIP approved.

Example: CAA approves ECIP for 100 gallons of fuel at a unit price of $2.980/gallon.
Vendor confirms the Household has a current account balance of $98.00. The approved
ECIP amount listed on the purchase order would be $200.

100 gallons x $2.980/gallon = $298.00 - $98.00 = $200.00 ECIP approved.

C. Utility Disconnect (electricity or natural gas): ECIP can be used for electricity and natural gas
disconnection only if the Household’s Heating System requires electricity or natural gas for operation.

i. Name of the utility vendor.

ii. Utility contact name.

iii. Date of disconnection.

iv. Amount of disconnection.

V. Check the applicable factors:

e Heating will fail

e ECIP will remedy

e Broken payment arrangement
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D. Heating System Emergency: ECIP can be used for emergency repairs to the Primary Heating System
when it's inoperable or unsafe.

i. Name of the Vendor repairing the system.

ii. Clean, Tune and Evaluate (CTE) Amount.

iii. Repair Amount.

iv. Check the appropriate box describing the condition of the Heating System

V. Check the appropriate box determining if the system needs to be repaired or replaced.

Status of Application (check all that apply)

A. Current Program Year Standard HEAP Application already certified-eligible.
Enter ECIP information in MERAC (ECIP tab) and certify for ECIP benefit.

B. Applicant does not have a current certified-eligible Application:
CAA will need to complete an ECIP Only Application and obtain all required documentation.

C. Allincome proof is available for ECIP Only certification.
The income documents will need to be part of the ECIP only file.

ECIP application on hold for further proof

E. Has anyone in the Household received ECIP this year (current Program Year)?
If yes, check “Yes” and indicate when (date) the first ECIP was certified.

F. Comments: Use as needed to document and/or clarify the file.
Example: If the Vendor notified CAA that they were only able to deliver 25 gallons before the Applicant’s
tank was full.

G. CAA intake worker signs and dates worksheet.

Purchase Order Information (check applicable status)

Per unit price: CAA obtains from Vendor prior to issuing purchase order.

Delivery charges (if applicable)

Total amount approved for ECIP
P.O. Number

Time Application was certified

Certifier signature
Date ECIP certified
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