INSTRUCTIONS FOR THE ON-LINE APPLICATION
Effective January 1, 2018, the Alternative Fuels Incentive Grant Application must be submitted through the Department of Community and Economic Development’s (DCED) Electronic Single Application website.  Paper and faxed copies will not be accepted.  This change allows DEP to expedite the review process.  The link to the on-line application can be found at:
https://www.esa.dced.state.pa.us/Login.aspx
User Tips

· Electronic Single Application works best when accessed through Internet Explorer.
· If you allow your screen to sit idle for more than 30 minutes, you will lose the data entered since last save and will have to re-enter it.
· Save frequently.
· When completing the application, fields with a “    ” are required fields.  If a required field is skipped, you will be notified later in the application to return to the affected section to complete the field.
· Do not use special characters in the fields such as \, /, *, &, %, #, etc.
· If you have questions completing the application, please call the DCED Customer Service Center at 1-800-379-7448.  They are open 8:30 am-5:00 pm EST Monday thru Friday.



1. Registration and Login
· If you are a first-time user, click the “REGISTER” button on the left.
[image: ]Click to Register

· Write down and save the User name and Password you have chosen.  You will need this later for your grant documents.



[image: ]
1. Complete all the required fields (denoted with a red diamond)
· E-mail address – Used to forward forgotten password when requested.  An email address cannot be used twice.
· User Name - Must be unique to all the user accounts within PA Login system
· Password – Case sensitive and requires a minimum of 8 characters passwords must include at least one of each of the following:  uppercase letter, lowercase letter, number and symbol
· Security Question/Answer – protects the identity of account
· Security answer is case sensitive
· Information used to reset password
· Used by Customer Service Center to verify user and reset password
2. Single Application Information “Are you Applying As?” – Allows the Applicant to set-up Single Application Account Information and is used to display applicable programs.
· Choose appropriate entity type

3. Click the orange SUBMIT button – when you have completed all the fields.  You should be at the Login screen and proceed to enter User Name and Password.  Click Login button.

[image: ]
2.  Begin a New Application
· Project Name – Choose and enter a name for your project.
· Do you need help selecting your program – Select “Yes”
· Click on “CREATE A NEW APPLICATION”

[image: ]


3. Select Program
· Under “Agencies”, click on DEP.
· Scroll down and click “SEARCH”
[image: ]
4. Apply

· Scroll down through the various grant offerings, locate “Alternative Fuels Incentive grant program”, and click on “Apply”.
[image: ]
· Click “Select” for the application type that you would like to apply for.
[image: ]
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5. Applicant Information

· The Applicant Information section requires data related to the entity for which the application is being submitted.
· Applicant Entity Type – Select Appropriate Entity Type of your Organization
· Applicant Name – Enter the legal Entity name, the name under which the organization legally conducts business.
· NAICS Code -  From the dropdown box, select Business, Professional Labor, Political, and Similar Organizations. The NAICS code will auto-populate for you.
· FEIN/SSN Number - Enter the Federal Tax ID number for the legal organization name (no dashes).
· DUNS Number – Leave blank.
· CEO – In this block, enter the authorized representative of the organization.
· CEO Title – Enter the title of the authorized representative.
· SAP Vendor# - Leave blank.  
· Contact Name – Enter the primary contact name for this project.
· Contact Title – Enter the primary contact title for this project.
· Phone and Fax – Enter the phone and fax numbers for the primary contact for this project.  
· E-mail – Enter the e-mail for the primary contact for this project.
· Mailing address, City, State and Zip Code – Enter this information for the primary contact for this project.
· Enterprise Type – Select Appropriate type for the organization.
· Click on “Continue” at the bottom right.


6. Project Overview
· Project Name – The project name will auto-populate.
· Is this project related to another previously submitted project – Select “Yes” if appropriate.
· Have you contacted anyone at DEP about your project – If so, please indicate “yes” and indicate to whom you spoke.
· Site Locations – Enter as many sites that are applicable for your project.
The rest of the information in the Project Overview section is not required and does not need to be filled out.
[image: ]Click on “Continue” 
7. Project Site
· Address – Enter the project location site.  P.O. Boxes are not acceptable.
· City, State and Zip Code – Enter this information.
· County – Select county from the dropdown box.
· Municipality – Select municipality from the dropdown box.
· PA House, Senate and US House – These fields will auto-populate based on county and municipality.  If a Legislator is not auto-populated, please visit http://www.legis.state.pa.us/cfdocs/legis/home/findyourlegislator/
· Designated Areas – Leave blank.

[image: ]
Click on “Continue” 


8.   Project Narrative 
· Complete the project narrative section.  Please refer to the AFIG Program Specific Instructions for step-by-step instructions and a list of items that should be included in the project narrative.
[image: ]
Click on “Continue”

9.   Program Budget
             Spreadsheet Tab – Vehicle Retrofit / Purchase Projects Only
· In the first column, enter the amount of funding you are requesting from DEP; enter match contribution in second column  
[image: ]
Spreadsheet Tab – Innovative Technology or Refueling Infrastructure Projects Only
· In first column, enter requested funding amount per category; enter match contribution per category in second column
[image: ]
	Basis of Cost Tab
· The Basis of Cost tab will pre-populate.  Nothing in this section needs to be filled out.

[image: ]

Click on “Continue” 

10. 
  Program Addenda
· [bookmark: _GoBack]Program Addenda will vary based on the Grant Type you selected.  Please refer to the AFIG Program Specific Instructions for step-by-step instructions to complete and upload the required forms for your project type.
[image: ]
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Click on “Continue” 
11.   Certification and Submission
· If there is any missing information in your application, your screen will look similar to the following example.
· Under the orange “Application Certification” heading, it will state, “The following sections are incomplete.  All required fields marked with a red diamond must be completed before you are able to submit this application”.
· To add/correct the information on your application, click on the section heading to return to the page.
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If your application is complete, your screen will look like this:

[image: ]

Complete the following fields:
· Indicate certification of application information by checking the related checkbox under the Electronic Signature Agreement.
· Indicate identity as one of the following:
· I am the applicant
· I am an authorized representative of the company, organization or local government.
· I am a “Certified” Partner representative
· Type your name in the “Type Name Here” block.  This will serve as your official e-signature and authorizes your application.
· Check the “Electronic Attachment Agreement” box.
· Click on “Submit Application”.

12.   Application Receipt Verification
· If you want a copy of your application, click the “Print Entire Applications with Signature Page” link.  You will always be able to access your application with the user name and password you created at the beginning of the application.
· Make sure to note the Single Application ID#.  All future correspondence from the Department will reference this number.
· You do not need to send the signature page and/or any further documentation to the DEP Grants Center.  All the information needed is contained in your on-line submission.
[image: ]

· Congratulations!  You have completed the on-line application.  You will be notified of your application status and subsequent steps in the next few weeks.
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Single Application Registration Information

In order to use the Web Submission of Single Application for Assistance you must have a valid PA PowerPort user name and password. If you do not
have a PA PowerPort profile, smply fill ut the form below and press the "Submit" button To help provide a more detailed and easier process while
fillng out your application we are asking for information that wil help us provide you with the best possible programs and screens.

PA information
* Required Fields

First Name:

Zip Code: .

Email Address:

User Name:

ingle
DReset

Are You Applying As?
O For Profit ©Non Profit © Government © Other
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Home Help Contact Us
Begin a New Application

To begin a new Single Application For Assistance, enter a brief name for the project (up to sixty characters) and answer whether you need help selecting your program. If you
already know the name of the program you want to apply for, answer "No".

Project Name

Do you need help selecting your program?
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Alternative Fuels Incentive Grant Program (AFIG) 4 Aooly

Pennsylvania Department of Environmental Protection

Eligible Entities: School Districts, Municipal Authorties, Politcal subdivisions, Incorporated nonprofit entites, Corporations, Limited liabilty companies or
partnerships registered to do business in the Commonwealth

‘The Pennsylvania Department of Environmental Protection (DEP) s offering grant funding for clean, altemative fuel projects in Pennsylvania and
investment in Pennsylvania's energy sector. DEP receives approximately $6 million in funding each year through the utiities gross receipts tax collected
during each fiscal year to carry out the provisions of the Alterative Fuels Incentive Act. The primary goals of the Alternative Fuels Incentive Grant
Program (AFIG) are to improve Pennsylvania's air qualty and reduce consumpiion of imported oil through the use of homegrown alternative fuels that will
help the Commonwealth's economy and environment. DEP is seeking applications for innovative, advanced fuel and venicle technology projects resulting
in a cleaner and greener transportation sector within the Commonwealth. DEP will consider projects within the category areas listed under General
Eligibilty and anticipates awarding all funds received during each fiscal year for projects consistent with the Altemative Fuels Incentive Act,
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Select Alternative Fuels Incéntive Grant Program (AFIG) Type

Please selectthe type of Altertive Fucis Inceniive Gran Program (AFIG) that you wish (g apply fom the list below. Please read the Prooram Guidslires for detais. If you
wish to apply for muliple typés for @ single project, answer "Yes" o the "Are you inerestéd in 2pplying for multple funding sources for tis projec(?? question in the Project
Overview section of the Application.

Vehicle Retrofit andior Purchase Projects
Vehicle Retrofit andlor Purchase Projects & Select

Vehicle Retrofit and Purchase projects include the incremental cost of purchase of new alternative fuel vehicles (any type or size). The new
vehicles must be manufactured by the original equipment manufacturer to operate on altemative fuel as dedicated, bi-fuel or dual-fuel. Vehicle
Retrofit and Purchase also includes the incremental cost of retrofit of new or existing vehicles to operate on altemative fuels (any type or size) and
can be operated on altemative fuel as dedicated, bi-fuel or dualfuel. Eligible vehicles include but are not limited to: Dedicated, bi-fuel, and dual-
fuel LNG or CNG vehicles, liquid propane gas, hydrogen, and electricity: no GVWR limits. Hybrid vehicles are eligible. (See guidance URL for
further information).

Alternative Fuel Refueling Infrastructure Projects
Alternative Fuel Refueling Infrastructure Projects o/ Select

Section 18(j) of the Surface Mining Conservation and Reclamation Act allows the Department of Environmental Protection to award grants to
municipalities, municipal authorities and appropriate incorporated nonprofit organizations from the SMCRA Fund. This includes SMCRA bond
forfeiture grants. Projects eligible for grants under this grant program are limited to the sites that fit the definition of *ABS Legacy Sites” (bond
forfeiture sites) in 25 Pa Code §86.1 (mine sites permitted and bonded from July 31, 1982, to August 4, 2001, under the Alternated Bond System
(ABS) where bonds have been forfeited)

Innovative Technology Projects
Innovative Technology Projects. £ Select

Innovative Technology Projects include the costs to perform research, development or training as well as the demonstration of new application or
advanced next phase technology related to alternative fuels and alterative fuel vehicles. (See guidance URL for further information).
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‘Agency: Pennsylvania Department of Environmental Protestion
Applcant: Web Appiicaion #: 8136838
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‘Agency: Pennsylvania Department of Environmental Protestion

Applcant: Web Appiicaion #: 8136838
Program: Atemaive Fusls Incentive Grant Program (AFIG) - Veticle Retroftt andior Purchase Projects

Project Narrative
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Project Narrative *

“This should be 2 short and concise descripton of your project, A more detailed project description wil be requies on the acdenda tab
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Program Budget:

Please see the Help section for details on how to complete the Program Budget.

‘ Spreadsheet | Basis of Cost

Budget Spreadsheet *
The first column indicates the amount of funding you are requesting from DEP. After completing the budget, please complete the Basis of Cost tab. Included is a Budget
Narrative where you can provide a more detailed description of specific line ftems.

Add funding source Alternative ~ Grantee Share Total

Fuels Incentive Private

Please Select a Category V| Add Category Grar::\ Iélrgs);ram

Alternative Fuels Incentive Grant Program (AFIG) - Collapse $0.00 $0.00
Grant Request Remove $0.00 $0.00) $0.00
Total $0.00 $0.00
Budget Total: $0.00

Continue
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Alternative
Fuels Incentive
Grant Program

(AFIG)

Match
Local

Alternative Fuels Incentive Grant Program (AFIG) - Collapse $0.00 $0.00
Personnel Remove $0.00 $0.00) $0.00
Equipment Remove $0.00 $0.00) $0.00
Supplies Remove $0.00 $0.00) $0.00
Contractual Remove $0.00 $0.00) $0.00

Total $0.00 $0.00

Budget Total: $0.00

Continue
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‘Agency: Pennsylvania Department of Environmental Protestion
Applcant:

Program: Atemaive Fusls Incentive Grant Program (AFIG) - Veticle Retroftt andior Purchase Projects

Web Appiicaion #: 8136838

Program Budget
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Program Addenda

Below are additional applicafion requirements specificto the program you selected. If your are having problems completing the Program Addenda bécause your organization
or project do not meet the requirements listed below, please try changing your program

Upload a copy of the Supplemental Application ¢
Download AFIG Innovative Technology Supplemental Form.docx

Uplaad Files
Click "Browse" to select a file. Each file can be no larger than 30MB.

File 1 Browse.

Upload a copy of the Detailed Project Narrative ¢
Download AFIG Innovative Narrafive Form docx

Upload Files
Click "Browse” to select a file. Each file can be no larger than 30MB.

File 1 Browse.

Upload a copy of the Detailed Budget Information *

Download AFIG Innovative Budget Form.docx

Upload Files
Click "Browse” to select a file. Each file can be no larger than 30MB.

File 1 Browse.
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Upload a copy of the Letters of Commitment ¢

Upload Files
Click "Browse” to select a file. Each file can be no larger than 30MB.

File 1 Browse.

Miscellaneous uploads (maps, estimates, etc.)

Upload Files
Click "Browse" to select a file. Each file can be no larger than 30MB.

File 1 Browse.

Continue
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p  Contact Us

Walkthroughs
Application Walkthrough (For most of the program
applications)
Condensed Application Walkthrough (For specific
program applications that do not require a project
narrative)

New Features

Single Application now collects:
+ “Jobs that Pay” for all job creation programs
+ Certified Community information (Sustainable
Pennsylvania) Link .
(http://www.sustainablepacommunitycertification.org/)

Applications are best applied for by using Internet
Explorer or Google Chrome and have not been tested
with other browsers.

Important Note: If you registered in the old Single
Application, you should not Register again.
Please login with your current User Name and
Password to update your Account Information.

(First Time User? Click the button above)

(Forgot Your Password? Click the button above)

Login

What's New?
For an overview of the changes in the new Single
Application, please read Help.

User Name

Password ||
[ |

Commonwealth of PA Privacy Statement





