
Maintaining Complete Job Files Script

Introduction

Welcome
Welcome to Maintaining Complete Job Files. Maintaining paperwork and computer files may not be the most exciting part of 
weatherization, yet it is necessary to remain in compliance and to tell the story of an agency’s great work. If you would like to follow 
along, download the Documentation Checklist from the Additional References section of the course. If you’d like information on how 
to navigate this course, please select the Navigation Tutorial button. Otherwise, select the next arrow to begin.

Navigation
To get started, make sure your audio is turned on. This learning experience is primarily audio-driven. To move backward and forward 
in the module, select the next and back arrows. Want to see something again? Select the refresh button. Need to pause the module? 
Select the play/pause button. You can also navigate to a different section in this course by selecting the menu tab at the top of the 
screen.

So, let’s get started. Select the next arrow to continue.

Course Objectives
By the time you have completed this course, you will be able to: 

• Explain why maintaining accurate and comprehensive documentation in a job file is important,

• List documentation commonly required for each phase of the weatherization process, and

• Identify useful documentation techniques and tools.

You should also be able to: 

• Summarize how to prepare for a successful monitoring visit.



Value of Reporting and Monitoring Data

Meet Alexis
Hello, my name is Alexis. One of my main responsibilities at our WAP (rhymes with ZAP) office is to compile and maintain accurate 
job files. 

I know that keeping accurate and comprehensive documentation is integral to the success of the program, and that it supports effective 
monitoring and informed responses to client questions. But, it can be overwhelming to think about all the required components. My 
agency just completed a sizeable weatherization project, and I need to assemble all the job documents. But, honestly, my files are a 
mess, and I’m worried about leaving something out.

Help Alexis prepare a complete job file. As you move through the module, select the plus sign on the file folder to add required 
documents. Periodically, you will be prompted to review your files to ensure they are complete. Select the next arrow to get started.

Importance of Monitoring and Documentation 
To help Alexis review the reasons for careful documentation and monitoring, select each colleague.

Menu: Gathering the Pieces
Most jobs involve five main phases: client intake and eligibility confirmation, energy audit, in-progress work, final inspection, and 
file close-out. Each phase has common documentation that is required by the Grantee or DOE, while there are jobs that have specific, 
or special documentation needs. Like a puzzle, a complete job file must have all the necessary pieces in place to accurately represent 
a project. Select each phase to learn more about compiling required documentation. As you explore each phase, your job file will be 
updated to reflect your progress.

Good work! Your documents have added to the job file. Select the next phase to learn more.

Great job! It looks like you’re ready to explore the final phase. Select it to complete the process and prepare for the monitoring visit.

Client Intake and Eligibility Confirmation

Client Intake 
To document the client intake process, you’ll need: a copy of the client’s completed and approved application documentation of 
income eligibility, energy use data, basis for prioritization of application, if applicable, and documentation that shows the specific unit 
is an eligible dwelling unit in accordance with minimum program requirements and depending on your Grantee’s policies, the client 
approval letter. To continue, select the plus icon to add these documents to your job file.

Energy Audit

Energy Audit 
Since the energy audit process involves working closely with the client to acquire all necessary information for the project, multiple 
forms of documentation are collected during this phase. An energy audit consists of multiple phases: onsite data collection, running 
the collected data through an approved energy modeling tool, and generating the scope of work. Here, we are showing typical 
documentation associated with each phase of the energy audit process. Select each icon for examples of documentation required along 
the way.

Quality Photographs 
While reviewing the energy audit documentation for the job file, Alexis found an image taken by an auditor prior to the installation of 
WAP measures. Notes revealed that he was trying to document existing damage to a client’s foundation wall. Alexis is unsure whether 
the photograph has met the requirements for quality documentation.

Select Alexis’s tablet to see the image. Then choose Yes or No and select Submit to indicate whether it would be considered quality 
photographic documentation. If you’d like assistance, select the Ask a Colleague button.



In-progress Work

Work In-Progress 
There are many documents required to verify the work done during the weatherization process. Select each of the markers to help 
Alexis gather appropriate documentation. When you are done, select the job file to add the documentation.

Documentation Check 
When gathering documentation, it’s important to verify that all necessary files have been included. Help Alexis use a checklist to 
determine if all necessary documentation has been collected.

Select Alexis’s tablet to compare her files with a sample checklist. 

Select the In-Progress Documentation checklist to log Alexis’s files.

Unfortunately, her file is incomplete because she is missing the consent to perform work signed by the client. She will need to obtain 
this documentation. 

Final Inspection

Final Inspection
Thank you for helping me review my files and gather documentation. I’m feeling better about this task, especially now that I’m using a 
checklist. I think I’m ready to collect documentation for the final inspection phase. Select the Job File to continue and review the final 
inspection.

Final Inspection Documentation Activity
After the Quality Control Inspector has completed the final inspection, documentation must be provided to show the resolution of the 
project.

Move the slider to the right to learn more about the required documentation for completing the final inspection. When you’re done, 
select the job file to add your documentation.

Documentation Check
Now that the final inspection is complete, it’s time to review the job file once more. Help Alexis make sure she has everything in order.

Select Alexis’s tablet to compare her files with a sample checklist. 

Select the Checklist: Final Inspection Documentation to log Alexis’s files. 

Unfortunately, her file is incomplete because she is missing the QCI’s test-out diagnostic data. Select the next arrow to decide what to 
do about the missing data.

Addressing Objections: What Do You Think?
Now that Alexis knows the QCI’s diagnostic data, including the combustion analysis tape, is missing from the file, what should she 
do? Select the best response and select Submit. If you need assistance, select the Ask a Colleague button.

File Close-out and Monitoring Visit Preparation

File Close-out
Fortunately, the QCI had the information we needed still saved on the combustion analyzer, so this job file is in great condition! It 
looks like we just need to close it out and then get ready for a monitoring visit. I’m feeling pretty confident, but I wouldn’t mind a few 
pointers.



 Advice on Document Management
When it comes to managing documents, my advice is to stay organized and be consistent. This means using checklists and consistent 
naming conventions and filing practices. I also try to follow the Grantee’s recommended file procedures because they help me 
prepare for monitoring. Helpful tools such as client relationship management tools (CRM) can streamline running reports and setting 
reminders, while web-based databases can be used for tracking, depending on your Grantee. It’s also wise to look up your Grantee’s 
file retention policy and provide your staff with the schedule of which documents must be retained and which can be destroyed, 
according to a defined timeframe.

Preparing for a Monitoring Visit
Okay, that all seems pretty straightforward, and I added it to my notes to reference later. Oh, was that a calendar notification? It looks 
like a calendar invite for a Grantee monitoring visit. It’s for two weeks from today! I need to make sure I have everything in order, so 
my agency’s hard work will be acknowledged.

Preparing for a Successful Monitoring Visit
Preparing for a monitoring visit can feel overwhelming at first. The work has to be done properly, and there must be thorough and 
complete documentation of all phases of the weatherization process. If you are new to the position, it’s best to review issues raised 
in previous monitoring reports, so you can address follow-up questions. And, like Alexis, you should ask a colleague who has been 
through monitoring visits, so you know what to expect. 

File Management for Monitoring Visits (Part 1)
How you handle your files before a monitoring visit will significantly impact the outcome of the visit. To learn how you can make your 
next monitoring visit a success, select each of the tabs for expert advice and tips.

The Day of the Visit
Great news…if you’ve kept your files organized and followed Grantee procedures, your monitoring visit should go smoothly. You 
will want to make sure key staff are scheduled to be present during the monitoring visit and invite them to introduce themselves to 
the monitor, especially new hires. For the entrance interview, program administrators, fiscal staff, field staff, and agency leadership 
should all be in attendance. For the exit interview, sometimes it is useful to include technical field staff who have accompanied the 
monitors on the visit. They can hear directly what monitors witnessed. In other cases, you may find it beneficial to have only the 
program director and agency leadership attend. They will be responsible for developing an action plan within thirty days to address 
any concerns raised during the visit. The subgrantee can decide who attends the meeting.

Daily Activities
As a final suggestion, consider organizing and tracking your daily activities to maximize the efficiency of your WAP agency and 
improve the client experience. High-performing Subgrantees actively track [2] spending and production, client wait lists, number of 
and reasons for deferrals, training and certifications, monitoring issues, average cost per unit, and work flow. By staying organized and 
detailing the use of resources, your agency can maximize the services provided to the community.



Conclusion

Summary
Thanks for all of your help today. Now I realize how important it is to keep thorough, organized job files. From here on out, I’ll be sure 
to:

• Maintain accurate and complete files for each job as part of the quality control process,

• Keep files that demonstrate high-quality work and good stewardship of federal funding,

• Keep files organized by using checklists and consistent naming conventions for photos and files, and 

• Operate under the principle that anyone in the agency should be able to pick up a file and find and explain anything needed. 

Congratulations
Nicely done! You have successfully completed this module. As you work to improve WAP by keeping thorough and accurate files that 
reflect the agency’s quality of work, remember to continually look for opportunities for process improvements. 

Also, be sure to check out the additional references section of the course for more information. Explore our additional training on key 
topics such as Budgeting, Deferrals, and Production Planning, so that you can continue to grow and serve your customers in the best 
way possible. 

When you’re ready, you may close your browser window to exit this course. 


