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Appendix 5
Application Instructions and Forms
Contents of this Document
1. Application Cover Sheet
2. Threshold Eligibility Checklist

3. Outline for Application Narrative

4. Detailed instructions for completing the Budget Form (form itself is a separate Excel file)

General Instructions
1. Read the Sample Grant Agreement (Appendix 3), then print, complete and sign the Authorized Applicant’s Signature and Acceptance Statement (Appendix 4).
2. Complete the Application Cover Sheet and Threshold Eligibility Checklist.  If you answer “No” to any of the items on the checklist, please call MassCEC before continuing your application. Definitions of capitalized terms can be found in the Solicitation document.
3. Prepare an Application Narrative in response to the outline provided.  Include all headings in the outline.    Some questions are marked “for pilot projects”; only Applicants for pilot project grants need to answer these questions.  All other questions should be answered by all Applicants. The narrative should be no more than twenty pages in length, excluding attachments.  MassCEC appreciates the brevity of clear and concise proposals.  Please number all pages.
4. Complete the Budget Form (separate Excel file), following the instructions in this document.  Delete the “Sample” tab before finalizing your budget.
5. Assemble and label all attachments, such as site map, feasibility studies, diagrams, team resumes, etc.  Please include a Table of Contents for the application that references each attachment.
6. Compile two double-sided copies of the application, using tabs or colored sheets to separate each attachment.  
7. In addition to the two hard copies, provide an electronic copy of all files on a flash drive or submit these files via email to organics@masscec.com  Please combine forms and attachments to the greatest extent feasible to reduce the number of files.  However, the Budget Form must be submitted as a separate, functional Excel file.
8. Submit the Application in accordance with the instructions in the Solicitation.

All Applications Must Include:


 FORMCHECKBOX 
   Signed Authorized Applicant’s Signature and Acceptance Statement 

 FORMCHECKBOX 
   Application Cover Sheet


 FORMCHECKBOX 
  Threshold Eligibility Checklist

 FORMCHECKBOX 
   An Application Narrative following the outline provided


 FORMCHECKBOX 
  The completed Budget Form 


 FORMCHECKBOX 
   Attachments



 FORMCHECKBOX 
   Process flow diagram



 FORMCHECKBOX 
   Feasibility study or relevant feasibility study work (if not on file with MassCEC)


 FORMCHECKBOX 
   Project Site map and site location map



 FORMCHECKBOX 
   Prior technical work as appropriate



 FORMCHECKBOX 
   Cut sheets for major components, if available

 FORMCHECKBOX 
   Preliminary pro-forma that reflects the financial structure and expected performance of the project

 FORMCHECKBOX 
   Resumes of key members of project team

If Applicable, Applications Should Also Include:


 FORMCHECKBOX 
  Where the Applicant is not the site owner, a letter of commitment from the
        property owner 
 FORMCHECKBOX 
  Copy of lease, option to lease, service agreement with Host Customer, or letter of intent to enter into a service agreement with a Host Customer 
This list has been provided to assist in the compilation of the application and should be considered as a guide only. For all required attachments and their descriptions please refer to the remainder of the application below.

Application Cover Sheet
	Project Name
	

	Applicant Organization Name

(organization that will sign the grant agreement and receive the grant funds, if awarded)
	

	Main Organization Address
	

	Organization Type (for-profit company/corporation, regional solid waste district, non-profit, etc.)
	

	Name and Title of Contact Person (for grant application)
	

	Mailing Address, if different from above
	

	Telephone, Email
	

	Name of Project Site
	

	Project Site Address
	

	Project Website (if applicable)
	

	Project Site Owner, if different from Applicant
	

	If different from Applicant, Site Owner Contact Name and Title
	

	Mailing Address, if different from above
	

	              Telephone, Email
	

	Name of Electric Company serving Project Site
	

	Total Annual Tonnage of Feedstock
	

	Electrical Generator Nameplate Capacity, if any
	

	Estimated Total Annual Energy Generation (kWh/yr)*
	Electricity:
Useful Thermal Energy*: 

Total:

	Estimated Gas to Pipeline (scf per year) or CNG (gasoline-gallon equivalents (GGE) per year)
	

	Funding Requested from MassCEC, by phase
	Design (optional):                  Construction:                      Total:


	Total Estimated Project Cost
	


* Where thermal energy is expressed in kWh (1 kWh = 3,412 BTU)
Threshold Eligibility Checklist*
	 FORMCHECKBOX 
  a
 FORMCHECKBOX 
  b
 FORMCHECKBOX 
  c

 FORMCHECKBOX 
  d

 FORMCHECKBOX 
  e

 FORMCHECKBOX 
  None


	The Applicant is one of the following:

a) the electricity end user and customer of record in the service territory of an Eligible Electric Provider; or
b) an entity (e.g. a Third-Party Owner) that plans to sell ten percent (10%) or more of the electricity to an electricity end user(s) and customer(s) of record in an Eligible Electric Provider territory which is a contributor to the Renewable Energy Trust Fund; or
c) an entity that plans to assign net metering credits to an electricity end user(s) and customer(s) of record in the service territory of an Eligible Electric Provider; or
d) an entity that will provide biogas to an existing landfill-gas-to-energy facility; or 
e) an entity that will provide biogas to a compressed gas vehicle fueling station or inject it into a pipeline.  

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No
	The proposed project is located within the service territory of an Eligible Electric Provider. 

	 FORMCHECKBOX 
  a
 FORMCHECKBOX 
  b
 FORMCHECKBOX 
  c

 FORMCHECKBOX 
  d

 FORMCHECKBOX 
  e


	The Applicant has demonstrated control over the project’s site via one of the following:

a) site ownership
b) a ground lease of at least 
· 10 years from the expected date of commercial operation for Construction Projects  
· 5 years from the date of application for Pilot Projects
c) an option to lease or purchase the site valid for at least two years from the date of grant application; the lease period should include the expected development period plus at least 10 years from the expected date of commercial operation. 
d) a service agreement with a Host Customer, comparable to the above (shorter terms may be acceptable with justification)
e) a letter of intent to enter into a service agreement with a Host Customer
To demonstrate options b, c, d or e, Applicant must supply a copy of the document described and a letter of commitment from the site owner.
If none of the above can be demonstrated at the time of application, the Applicant must explain the status of its site control and document any investments already made in the project.  The sufficiency of progress toward site control and project development shall be determined at MassCEC’s sole discretion.

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No

 FORMCHECKBOX 
  N/A
	If the project will require 3-phase electrical service, such service is already available on the site, or an interconnection study has been performed that identifies how the service will be provided and the estimated cost.

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No
	The proposed project employs Eligible Technology and Eligible Feedstocks.

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No
	The ratio of the requested grant (in dollars) to the combined expected annual generation of electricity and Useful Thermal Energy (in kWh/year) is no greater than 1.5.

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No
	At least a portion of the feedstock to be processed is generated onsite, or by the Applicant’s own operations at another location, or by a Committed Partner. The facility is not intended to process greater than 5,000 tons per year of food waste feedstock beyond amounts generated by the Applicant’s own operations or those of a Committed Partner.

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No
	The Applicant understands that the completed project will be required to comply with the Requirements for Project Execution and Completion listed in the Solicitation.


*If “No” or “Other” is selected for any of these questions, please contact MassCEC before continuing with this application.   Answering “Yes” to all questions does not guarantee eligibility.
Outline for Application Narrative
1. Summary (up to one page)
a. Is the proposed project an Implementation project or a Pilot project?

b. Provide a summary of the proposed facility and technology to be used. 

c. What is the timeframe for completion?
d. What are the objectives of the project? What is the Applicant’s definition of project success?

e. Who is on the project team (Applicant, Committed Partners (if any), subcontractors)?

f. What are the project benefits in terms of waste diversion, energy, and economic benefits to the Commonwealth of Massachusetts?  For Pilot projects, please also address replicability and scalability.  Include quantitative metrics to the extent possible.

2. Site Control/Owner Commitment

Describe the status of the Applicant’s site control (e.g., ownership, lease, lease option, service agreement).  If the Applicant is not the property owner, attach a letter of commitment from the property owner.

3. Technology and Approach

a. Describe the principal technology(ies) that will be used.  Are all elements commercially available?  
b. Provide a process flow diagram or similar discussion identifying the components of the operation of the facility.  Identify all potential outputs, including energy, useful products, and byproducts requiring disposal, if any.
c. What feasibility study work has been completed for the proposed project? Attach relevant studies and summarize key findings.

d. For Pilot projects: What about the system would be new to US or Massachusetts experience?

e. For Pilot projects: What are the remaining hurdles for deployment of the technology or approach and how will the proposed Pilot project help overcome some or all of them?

4. Follow-On Plan (for Pilot Projects Only)
Describe how the proposed Pilot project, once completed, will be scaled up, replicated or enhanced, addressing at least the following aspects:
a. How will the results of this project be used for expansion, scale-up or further deployment? What is the time frame for these activities?  Who will be involved? 
b. What is the expected financial performance of full scale deployment? Discuss the most critical factors that will determine financial viability and the greatest areas of uncertainty. Optional: Provide a hypothetical pro forma.

5. Proposed Project

a. Describe the project location, including political jurisdiction (state, town etc.), the general characteristics of the community, the physical characteristics of the site, and land-use classification.  Include a Project Site map and a site location map in the range of approximately 1:24,000 to 1:100,000 scale indicating the project location.
b. Discuss the results of prior technical work that supports the current stage of development.  Provide, as appropriate: engineering analyses; sketches, drawings, or schematics; calculations; performance data from other applications or other evidence that support the proposed design.  

c. Describe the key equipment to be employed. For generators, provide the estimated nameplate capacity. Provide cut-sheets for major components, if available. 

d. What is the expected life of the facility or (for third-party systems) the term of service agreement?  
e. Characterize the types and quantities of feedstocks that will be used, distinguishing those that will be generated onsite from those brought in from other locations.  Provide annual totals for each.  Specify wet or dry tons, and approximate percent solids, where possible.
f. Explain how any offsite materials will be sourced and how they will be brought to the processing facility.  Describe the type(s) of delivery vehicles, approximate number of deliveries per week, and most probable delivery routes within the vicinity of the facility. 
g. Identify general property uses within one-half mile as well as specific uses of all abutting properties.
h. Describe the potential for odor generation, noise, or traffic impacts on abutters, other neighbors, or those along or using likely truck routes to the facility.  Describe plans to mitigate any such effects.
i. Describe the project’s community outreach plan, if relevant, including activities that have already been completed and those that remain to be completed.  Identify specific stakeholders who have been or will be included in the outreach process to ensure community knowledge of the project and feedback regarding potential concerns.  See Section 2.3 of the Solicitation for further information on MassCEC’s expectations regarding community outreach.
j. For projects that will produce a biogas, estimate the quantity of biogas to be generated annually (standard cubic feet per year), or as a function of the quantity (and types, if relevant) of feedstock.  For all projects, explain how you estimated the quantity of electricity (kWh), Useful Thermal Energy in kWh (where 1 kWh = 3,412 BTU), volume of gas (for pipeline injection) or compressed gas fuel (in gasoline gallon equivalents or “GGE”) to be generated on an annual basis.  Note any issues related to seasonality or variability in feedstock.

k. Describe the plans for electricity, heat, and/or gas offtake.  For any planned uses of heat from the system, what types of fuels or energy sources will be offset (e.g., heating oil, propane, natural gas, electricity)?  Please estimate the annual quantities of these fuels or energy sources that will be offset and the associated monetary savings.  If the means to transfer the heat to the site(s) of use (e.g., a heat loop) will require additional construction not included in the project budget, please indicate what else will need to be constructed to enable the use(s) of the heat.

l. What other useful outputs, if any, will be generated?  Describe the quantity of these outputs and the plans for their disposition.  Note any issues related to seasonality.
m. What other byproducts, if any, will be generated?  Describe the quantity of byproducts and the plans for their disposal.

n. Describe any plans for onsite storage of products and the facilities required.

o. If the project will have electrical output, identify the electric utility with which the proposed generation facility will be interconnected and how far the interconnection point is from the project.  Discuss the status of any efforts made to obtain an interconnection agreement. 

p. If the project will inject gas into a pipeline, identify the pipeline, pipeline owner, relevant regulatory requirements, and strategy for meeting required gas standards.

q. Provide a table identifying the significant permits and regulatory approvals the project requires, the status of each, and anticipated schedule for obtaining permits that are outstanding as of this application.
r. Describe the expected financial performance of the proposed project, including total development expenses, capital costs, sources of funds (including other grants, if any), operational expenses, revenues (including any applicable state or federal tax benefits) , and avoided costs.  Provide a preliminary pro-forma that reflects the financial structure and expected performance of the project.  If applicable, describe the approach for selling power, heat, RECs and physical products.
6. Management Plan


a. Provide a description of the Applicant and the project team, including any Committed Partners and all identified contractors.  Include the nature of the Applicant’s business or organization, the financial resources and capability of the organization(s), and the Applicant’s prior experience with development of similar facilities.

b. Identify the specific roles and responsibilities of the individuals and consultants who will work on the project through facility start-up.  Indicate who will have overall responsibility for the development of the project.

c. Provide a generic description of potential additional partners or contractors that will be required for completion of the project but have not yet been identified by the Applicant or incorporated into the project team.

d. Provide information describing the qualifications of the proposed project team, including any technical service providers.  Attach the resume of each key member of the project team.  State whether any of the consultants or contractors is a Related Party with respect to the Applicant.
e. Who will be responsible for management of the facility once complete?  Identify, as appropriate, parties for operations, maintenance, feedstock procurement, sale and/or disposal of products, and energy marketing.

7. Project Risks and Strategies for Risk Mitigation

Please describe the following types of risk and the plans to address them:

a. Risks to completing construction and start-up of the project as planned

b. Risks of public nuisance, such as odor, vectors, noise or traffic, once the project is in operation
c. Risk of post-construction operational or contractual difficulties

8. Other Benefits
a. Environmental.  Describe any environmental benefits to the Commonwealth of Massachusetts (apart from the diversion of materials from landfilling or incineration, or displaced electricity consumption).

b. Employment.  Estimate the number of jobs (annual full-time equivalents) that will be created for each 1) the development/construction phase, and 2) the operations phase of the project.

c. Other Economic Benefits. Describe any other economic benefits to the Commonwealth of Massachusetts that will result from the project, e.g., state or local tax payments.
9. Performance Monitoring (Pilot Projects only)

a. Outline a performance monitoring plan, including measurement, verification, analysis and reporting of project performance and benefits.  Note: MassCEC will require a report on project performance covering at least the first three months of operation.

10. Project Plan

a. Task List and Project Schedule.  Provide a complete, descriptive Task List to achieve the objectives of the project for which funding is being sought, including a description of all tasks. Fully detail project management, outreach, permitting, preliminary design, final design, obtaining balance of financing, construction, commissioning, monitoring, data collection, analysis, or other tasks necessary to achieve project objectives.

The tasks should be coordinated with a realistic and detailed schedule for the project, including starting dates and duration for all tasks identified in the Task List, presented as a Gantt chart or similar display.

Identify those tasks in your Task List to which you would apply MassCEC grant funds (see Budget section, below).  Provide a key as to how you have indicated these tasks (e.g., by asterisk, highlighting, or other easily distinguished mark).
b. Deliverables.  Provide a list and brief description of all work products that will be submitted as project deliverables.  Typical deliverables include plans and specifications, permit applications and evidence of permits received, equipment orders, digital photos of construction progress, equipment warranty, equipment service contract, authorization to interconnect (from local electric company), and final project report, and digital photos of completed project.  The lists of deliverables included in Appendices 2a and 2b may be customized to the project.  Note that in addition to these deliverables, MassCEC may request periodic progress updates.

c. Milestones and Payment Schedule.  Present a Milestone Summary and Payment Schedule, identifying critical milestones, dates, deliverables to be submitted, and percentage of grant to be paid by MassCEC (upon submission and approval of invoices).  Please see Solicitation for the sample payment schedule.  You may propose a payment schedule that differs from the sample schedule; please provide justification if you do. 
The Milestone Summary and Payment Schedule should be presented as a table similar to the sample schedule provided the Solicitation.  The contents should be consistent with the Task List and Project Schedule.  Note: A Milestone Summary and Payment Schedule will be included in every Grant Agreement.
11. Budget 

a. The Project Budget must be submitted as a “live” Excel file (formulas visible), using MassCEC’s Budget Form.  Detailed instructions for preparing this budget begin on the next page.  The Excel form itself is a separate downloadable file available from the Commonwealth Organics-to-Energy page on the MassCEC website.
Instructions for Completing Budget Form
Each application must contain a detailed budget, including all Allowable Expenses associated with activities required to achieve project goals. The budget may be the basis of award negotiation. MassCEC reserves the right to reject any application without further review if the budget is not prepared in compliance with the following instructions.

Note: A Budget in this format will be included in any Grant Agreement. 
General Instructions
1. The budget must be completed using MassCEC's Construction Budget Form (an Excel workbook) and should be submitted as a functional Excel file. 

2. Indicate in the top portion of the form the name of the Applicant's organization and a brief descriptive title of the proposed project. 

3. Enter a list of relevant tasks for your project in Column B.  The tasks shown in the template are suggestions only; please edit, add or delete tasks on this list to reflect your project. 
4. Refer to Table 1 at the end of these instructions for a Summary of Allowable Expenses and where to enter the expenses in the form. 

5. White cells are entry cells, and shaded cells are calculation cells. Add more rows if necessary, and check that cells containing formulas for totals are correct.  Otherwise, please refrain from editing the shaded cells.  

6. Do not include any expenses that may be incurred prior to the award of a grant by MassCEC, as they will not be eligible for reimbursement.

7. All budget information must be described in reasonable detail. Use the Supporting Schedule tab to provide detail on budget items, e.g., explanation of labor rate escalation; proposed vendor, quantity needed, unit cost, basis for cost for Direct Materials. 

Each of the instruction sections below corresponds to an Expense Category column in the budget form.

Related-Party Expense
This category is for goods or services purchased from a Related Party (including but not limited to materials, equipment, and construction equipment rentals), as well as labor performed by the owners or employees of Related Parties.  Related Party Expenses are limited to 15% of the total cost of each phase.
Special Instructions for Related Party Labor
1. For each task, enter the total dollar value of the relevant personnel’s labor in the Related-Party Expense column. 

2. Use the Supporting Schedule tab to identify the specific personnel or job titles, their labor rates and number of hours for the task. Labor must be valued at fair market value.  If an escalation in labor rates is anticipated, enter additional lines on the Supporting Schedule for the labor to be worked at the higher rates.

3. Hourly rates can include gross wages and Employers Responsibility Federal Insurance Contributions Act taxes. Hourly rates cannot not include fringe benefits, general administration, overhead, mark-ups, travel (either by Applicant or by subcontractors to Applicant), Applicant’s own labor, or general purpose facilities, equipment, materials, or software.
4. Related-Party Labor must be valued at fair market value. 
Contractor Expense

This category is for project costs related to project services provided to the Applicant on a contract basis by individuals, organizations or companies who are contractors or consultants to the Applicant.

1. Enter contractor expense by task.  If more than one contractor will be working on the same task, insert additional lines and enter each contractor’s expense on a separate line. 

2. If a contractor will be supplying both labor and materials, enter the combined expense as a lump sum under “Contractor Expense” for the appropriate task.

3. If a contractor will be using materials or installing equipment that is purchased by the Grantee, enter only the contractor’s charges under Contractor Expense; enter the cost of the equipment or materials in the Equipment and Materials column.

4. On the Supporting Schedule, provide detail on the contractor’s fee, to the extent feasible. Identify any equipment or materials included in the total.  If available, list the contractor/consultant’s quoted or anticipated rate per hour and number of hours. If contractor/consultant services entail travel expenses, please provide detail.

Equipment and Materials

This category is for purchased parts, equipment, or assets uniquely associated with the proposed project and paid for directly by the Grantee (not by Grantee’s contractor). MassCEC assumes that Grantees can perform the proposed work with existing general purpose facilities, tools and equipment. It is MassCEC’s policy not to compensate for general purpose facilities or equipment. On the Supporting Schedule, include a brief description of the item(s), proposed vendor, quantity needed, unit cost, and the total cost.

Other Direct Costs

This category is for other direct project costs related to project administration and management. These items may include printing, postage, graphics, etc. Include the basis for these costs in the Supporting Schedule. Other acceptable items include expenses associated with a Data Acquisition System for meeting PTS reporting requirements, permit application fees, and interconnection-related utility fees.  .

Cost Sharing

This section is for identifying the requested Grant for the project and calculating the remainder of costs, which will be the Grantee’s responsibility.    

1. The total  Grant request for each of the Design Phase and the Construction Phase will be automatically calculated in the Budget Spreadsheet. 
2. MassCEC’s share of the Design Phase may not exceed 75%; MassCEC’s share of the Construction Phase may not exceed 50%.  
NOTE: The spreadsheet will calculate the “Grantee Share” for each phase.  These are the amounts that must be met with Applicant's cash, loans, or other grants, or a combination of these. 

Table 1: Summary of Allowable Expenses and Expense Categories
	Item
	Allowable Expense?
	Category on Budget Form Excel Spreadsheet

	Administrative or Overhead Expenses
	No
	N/A

	Community Outreach Expenses, including Meetings and Room Rental
	Yes
	Other Direct Costs

	Contractors & Consultants
	Yes, excluding mark-up by Grantee 
	Contractor Expense

	Data Acquisition System (for PTS reporting compliance)
	Yes, including initial set-up and up to 5 years of service subscription
	Other Direct Costs

	Direct Labor (work performed by Grantee (Applicant) or its employees)
	No
	N/A

	Interconnection fees
	Yes
	Other Direct Costs

	Mark-Ups (either on invoices from Grantee or invoices paid by Grantee for consultants or contractors)
	No
	N/A

	Postage/Shipping, Printing
	Yes
	Other Direct Costs

	Purchased Parts, Equipment or Assets
	Yes

Must be uniquely associated with proposed project and paid for directly by Grantee (not subcontractor/consultant)

MassCEC must approve in writing the consideration of items purchased from a Related Party as an Allowable Expense.

MassCEC does not compensate for general purpose facilities or equipment
	Direct Material Costs

The application should explain why these assets are required for the project and must justify why these costs are an expense reimbursable by MassCEC

	Related Party Labor
	Yes, if approved.

MassCEC must approve the use of any Related Party in writing prior to awardee using MassCEC funds to pay for the expenses associated with such Related Party.
	Related Party Expense


	Related Party Goods or Services
	Yes
	Related Party Expense

	Travel
	Allowable for consultants only
	Subcontractor/Consultants Cost
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