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Service Definition: Energy Assistance Intake
Applicable Rules and Regulations
For tasks associated with delivery of energy assistance in accordance with Indiana State Energy Assistance 
Program operations guidelines, as authorized under 42 U.S.C § 8621; 42 U.S.C. § 8626a; and I.C. § 4-12-1-14.2

Service Definition
ENERGY ASSISTANCE (EAP) INTAKE activity includes:

1. Providing community awareness and publicity regarding eligibility and availability of the program.
2. Gathering, photocopying and verifying client documentation.
3. Informing client of basic enrollment process and services they are applying for.
4. Entering data into prescribed database.
5. Assisting in communications between utility company, client and CoAction's Energy Assistance Program 

as needed.
6. Linking client with EAP Family Development and other services as indicated by CoAction's Energy 

Assistance Department.
7. Confidential and secure record retention as prescribed by CoAction (generally 3 years plus current).

Allowable Activities
Activities as described above, or others needed for the proper completion of application as prescribed by the 
CoAction's Energy Assistance Department.  Intake activities for any resident of Lake County, Porter County, Jasper 
County, or Newton County.  Intake in multi-unit housing, only with pre-approval from CoAction's  Energy 
Assistance Department.

Activities Not Allowed
The following will not be allowable activities for unit reimbursement:

1. Incomplete applications,
2. Applications collected when intake is closed by CoAction's Energy Assistance Department, or
3. Applications entered into the database more than two days after the application date
4. Applications which are qualified erroneously.  Awards to consumers that are made in error will be 

recouped from the vendor; however, the vendor may not attempt to recoup the award from the 
consumer.

Provider Requirements
Provider must have high speed internet connection to enable access to the Indiana web-based database, Roeing 
Initial Application for Assistance (RIAA).

Provider must have a system in place for customers to receive information and set appointments via telephone.  
This system must be appropriate to the volume of EAP applicants in the proposed service area.

Unit of Service
1. 1 application = 1 unit of service.
2. 1 application by a household that has not received EAP in past (as verified by database archives) = 1 unit of 

service “NEW “

Service Authorization
CoAction's  will communicate to the provider when Energy Assistance Applications may be taken. Applications 
taken outside of the Open dates will not be honored as authorized service.

Documentation Requirements
To be communicated to Provider during training by CoAction's  Energy Assistance Department.

Staffing Requirements
Provider should have sufficient staff to provide service without subjecting client to any extraordinary delays. 
Access to service is to be provided minimum of 8 hours a day, Monday through Friday except on holidays. 
Providing additional weekend and/or evening access is highly recommended.    All Energy Assistance Intake staff 
must attend CoAction's  training session.

Funding Source
Low-Income Household Energy Assistance Program (LIHEAP), and State Oil Overcharge Funds.




