
Pennsylvania Sustainable Energy Board

Best Practices for the Regional Sustainable Energy Funds:
Guidelines for Inquiries and Applications for Grants,
Loans and Equity Investments

1.0. INTRODUCTION
While Pennsylvania’s regional Sustainable Energy Funds (“the SEFs”) operate with different boards and staffs, all share the same basic goals. Therefore it is appropriate to have shared general practices and requirements for the solicitation, acceptance for review, and evaluation of grant, equity and loan applications. This still also allows each board to consider applications based on their merits as well as on board emphasis relative to the larger mission of the SEF.   
2.0. DEFINITIONS

Application.  Written materials that are sufficient for the SEF to begin a due diligence inquiry into the soundness of a financial request.  Each SEF may determine the form and content of what constitute an application for its various financial products (grants, loans and equity investments).  A partial or incomplete submittal does not constitute an application.
Inquiry.  Any discussion about financial assistance that does not meet the standard of an application.  
PUC Project Matrix.  A matrix that the SEFs must submit each calendar quarter to the Pennsylvania Public Utility Commission providing information about all approved applications.  There is a second proprietary matrix that the SEFs submit each calendar quarter that provides information about the status of all applications.

3.0. OUTREACH PRACTICES TO GENERATE INQUIRES
The strategies a SEF may use to generate inquiries may include the following:

3.1. Presentation and/or participation in trade shows/gatherings/conferences

3.2. Participation in regional groups/associations (Green Building Alliance, Fuel Cell Working Group, etc.)

3.3. Networking with State and Federal government efforts (Energy Harvest Program, Small Wind Program, etc.)

3.4. Web Presence

3.5. Printed materials available for distribution

3.6. Board interaction

3.7. Staff interaction

4.0. INQUIRIES

4.1. Individuals, non-profit and/or for profit organizations interested in applying for a grant, equity or loan investment are urged to submit a letter of inquiry outlining, in no more than two pages, how the project meets the mission of the fund, the goals for the project, a brief description of the project, a description of how you intent to measure the benefits of the project, as well as the amount of the request. Letters of intent may be submitted at anytime.
4.2. A SEF does not need to report the inquiries it receives on the PUC Project Matrix.  

5.0. APPLICATION PROCEDURES
5.1. Each SEF accepts applications from individuals, for-profit corporations and not-for-profit organizations.
5.2. At certain times, a SEF may use the Request for Proposal (RFP) method of grantmaking. Each SEF using this grantmaking method will detail in the RFP the procedures to be used by the applicant.
5.3. Each SEF will develop an application form for each of the financial products it offers.
5.4. Individuals, for-profit corporations and not-for-profit organizations whose projects appear to meet the guidelines may be invited to submit a full application. An invitation to submit a full application in no way guarantees that the SEF will ultimately approve the project. 

5.5. A SEF will report each complete application it receives on the PUC Project Matrix.  An applications will be considered complete when it contains the information needed for the SEF to conduct the technical and financial due diligence of the proposed activity or project,
6.0. APPLICATION CONTENT
6.1. While application forms may vary according to design criteria, this section describes general guidelines for the application forms.

6.2. For a Application from a non-profit organizations or a for-profit corporation:
6.2.1 A brief history of your company and its current mission.
6.2.2 The history of your company’s involvement with the proposed project
6.2.3 An overview of your company’s organizational structure.
6.2.4 A copy of the company’s legal structure
6.2.5 Please include a copy of your company’s latest business plan.
6.3. For an Application from an Individual:  Describe your personal and professional background and how it relates to the project.
6.4. Project Description.  Describe the specific project for which you are seeking funding, including the following information:
6.4.1 How this project fits the mission of the SEF Fund. 
6.4.2 Where in the SEF Fund’s electric service territory the project is located.

6.4.3 How and why this site was chosen.

6.4.4 Who benefits from this project

6.4.5 A description of how you intend to maintain the project in the future.

6.4.6 A copy of the total financial projections for the project.

6.4.7 Identify the working capital requirements for the project

6.4.8 Describe the company’s record keeping capabilities

6.4.9 Describe the timeline for this project

6.4.10 Describe how you will measure energy saved and/or generated.

6.4.11 Describe how you will measure the environmental impact of the project.

6.4.12 Describe how the SEF investment will leverage other funding for the project

6.4.13 The number of permanent and temporary jobs to be created by the project

6.4.14 If the project has an educational component, describe who will be served and whether or not this will be formal and/or informal education 

6.5. Management Team 

6.5.1 Provide biographical data on each of the key management personnel.

6.5.2 Describe previous work experience of key personnel with this type project.

6.5.3 If a management gap exists, describe how you intent to fill that gap.

6.6. Financial Request.  Describe the specific financial request being made to the fund:
6.6.1 The amount of the request.

6.6.2 Provide a budget for the project

6.6.3 Provide the most recent company financials

7.0. APPLICATION REVIEW AND DECISION PROCESS

7.1. Each SEF will set up its own application review and decision process.

7.2. After receiving the application and doing an initial due diligence, a site visit or a meeting at the SEF office may be scheduled. Following the site or office visit, staff or outside counsel may complete due diligence which may result in a request for additional information. Staff then may forward it to the appropriate SEF Committee, which may or may not request additional information.
7.3. The amount of time required to consider an application will vary with the complexity of the application, but applicants should consider 90 days, from the date a complete application is received by the SEF to be the norm.
7.4. Each final decision of a SEF on an application should be communicated in writing to the applicant within a reasonable timeframe, usually seven business days following the final decision. 
7.4.1 If the application was approved, the SEF staff will work with the applicant to prepare the necessary grant, loan or equity investment documents. These documents may contain the expected outcomes for the project, a design for measuring the outcomes, a timeline for completion of project activities, for which the grant, equity or loan investment is approved, a schedule of payments, if appropriate, expected accounting procedures to be followed by the recipient, how publicity for the project may be handled, who may use materials generated by the project and the use of the SEF logo.

7.4.2 If the application was denied, the SEF staff will inform the applicant in writing the reason(s) for the denial. 
NOTE:   These Best Practices were approved by the Pennsylvania Sustainable Energy Board on December 11, 2006.
