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Appendix 3
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, found in Appendix 1 of the Solicitation, then complete and sign the Authorized Applicant’s Signature and Acceptance Statement, found in Appendix 2 of the Solicitation.
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.

3. Prepare an Application Narrative in response to the outline provided.  Include all headings in the outline.  The narrative should be no more than ten pages in length, excluding attachments.  MassCEC appreciates the brevity of clear and concise proposals.
4. Complete the Contract Budget Form (separate Excel file), following the instructions at the end of this document.

5. Assemble and label all attachments (see list on next page).  Create a Table of Contents for the whole application.
6. Compile two double-sided copies of the application, using tabs or colored sheets to separate each attachment.  There is no need to include a copy of the Sample Grant Agreement.
7. Provide an electronic copy of all files on a CD or flash drive (or submit these files electronically). The Contract Budget Form must be submitted as a separate Excel file.  Please combine all other forms and attachments to the greatest extent feasible to reduce the number of files, and name each file informatively.  
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 (Appendix 2)

 FORMCHECKBOX 
   Application Cover Sheet


 FORMCHECKBOX 
  Threshold Eligibility Checklist

 FORMCHECKBOX 
   An Application Narrative following the outline provided herein

 FORMCHECKBOX 
  Outline of the Feasibility Study to be conducted

 FORMCHECKBOX 
  The completed Contract Budget Form (Appendix 4)

 FORMCHECKBOX 
   Project Site map and site location map



 FORMCHECKBOX 
   Prior technical work, as appropriate

 FORMCHECKBOX 
   Resumes of key members of project team

Additional Attachments, When Applicable

 FORMCHECKBOX 
  If Applicant is not the site owner, a letter of commitment from the property owner
 
 FORMCHECKBOX 
  Letter of commitment from other Committed Partner(s) 
 FORMCHECKBOX 
  Copy of lease, or copy of option to lease
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

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

	Main Address
	

	Project Website (if applicable)
	

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

	Contact Person (at Applicant’s organization; not a consultant)
	

	Title
	

	Mailing Address, if different from above
	

	Telephone
	

	Email
	

	Name of Project Site
	

	Site address
	

	Site owner organization, if different from Applicant
	

	If different from Applicant, Site Owner 
	

	              Title
	

	              Mailing Address
	

	              Telephone, Email
	

	Name of Electric Company serving Project Site
	

	Annual tonnage of feedstock generated onsite (est.)
	

	Total annual tonnage of feedstock (est.)
	

	Electrical Generator Nameplate Capacity, if any (est.)
	

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

Total:

	Estimated Annual Gas Volume (not used for heat or electricity)
	

	Total Estimated Cost of Study
	$

	Grant Request
	$

	
	


* Express thermal energy in kWh, assuming 1 kWh = 3,412 BTU
Threshold Eligibility Checklist*
	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No


	The Applicant is either:

a) the electricity end user and customer of record in the service territory of an Eligible Electric Provider; 
b) an entity that will provide biogas to an existing landfill-gas-to-energy facility; or
c) an entity that will provide biogas to a compressed gas vehicle fueling station or inject it into a pipeline.   

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No
	The facility to be studied would be located within the service territory of an Eligible Electric Provider. 

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No


	The Applicant has demonstrated control over the project location via one of the following:

a) site ownership
b) a ground lease of at least 15 years from the date of application 
c) an option to lease the site for at least 15 years that is valid for at least two years from the date of application 
For options b or c, Applicant must supply a copy of the lease or option to lease and a letter of commitment from the site owner

	 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

 FORMCHECKBOX 
  N/A
	If the facility to be studied would require 3-phase electrical service, such service is already available on the site. 

	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
   No
	The proposed facility to be studied would employ Eligible Technology and Eligible Feedstocks.


*If “No” was selected for any of the eligibility questions, please contact the MassCEC before continuing with this application.   Answering “Yes” to all questions does not guarantee eligibility.
Outline for Application Narrative
1. Summary (up to two paragraphs)
a. Provide a summary of the proposed opportunity to be studied, including the project site, technology, type and quantity of principal feedstocks, and forms of energy and other outputs. 

b. Who is on the project team (Applicant, Committed Partners (if any), Technical Consultant)?  
2. Site Control/Owner Commitment

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

3. Proposed Project

a. Briefly describe the host facility, its principal business, and the site-generated source-separated organics to be processed for energy.

b. Describe the principal technology(ies) that will be studied.  Are all elements commercially available?  Are major elements available from multiple vendors, or are key elements available only from one vendor?
c. Describe the project location, including political jurisdiction (state, town etc.), the general characteristics of the surrounding neighborhood, and the physical characteristics of the site.  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.  Approximately how large is the area that can be devoted to new facilities?  Identify any known or suspected wetlands on the site.
d. Identify the zoning classification of the site and provide a copy of the relevant bylaw or ordinance.

e. Identify general property uses of all abutting properties.
f. Describe any community outreach activities that have already been completed.  

g. Describe the overall suitability of the site for the proposed project in terms of compatibility with surrounding land uses.

h. Describe generally the types and quantities of feedstocks that will be used, distinguishing those that will be generated onsite from those brought in from other locations, if any.  Provide approximate annual totals.  (Specify wet or dry tons, and approximate percent solids, if known.)
i. What other useful outputs, if any, will be generated?  

j. What other byproducts, if any, will be generated?  
k. Is the project likely to require 3-phase power?  If so, is 3-phase power available on the project site?  
l. Does the site have connections to water supply?  To sewers?

m. Describe the required permits and/or regulatory approvals likely to be needed, to the extent known.  Does the site have a Solid Waste Site Assignment from the Massachusetts Department of Environmental Protection?  (Note: a Site Assignment is not a pre-requisite for a Feasibility Study grant.)
4. Management Plan


a. Provide a description of the Applicant and the project team, including all partners and the Technical Consultant.  Identify the specific roles and responsibilities of the individuals and consultants who will work on the feasibility study.  

b. Provide information describing the qualifications of the proposed project team, including all Technical Consultants.  Attach the resume of each key member of the project team.  Identify any of the consultants who is a Related Party with respect to the Applicant.

c. Provide a generic description of potential additional consultants who will be required for completion of the study but have not yet been identified by the Applicant or incorporated into the project team.
d. If the project team features any Committed Partners who would have a role beyond the completion of the feasibility study, describe that role.
5. Project Risks and Strategies for Risk Mitigation

Please describe any risks to successfully completing the Feasibility Study and the plans to address them.
6. Other Benefits
a. Environmental.  Briefly describe any environmental benefits to the Commonwealth of Massachusetts (apart from the diversion of materials from landfilling or incineration, or displaced electricity consumption).

b. Other Economic Benefits. Briefly describe any other economic benefits to the Commonwealth of Massachusetts that would result from the project studied, if it were built, e.g., state or local tax payments.

7. Project Plan

a. Outline.  Provide a complete outline of the Feasibility Study to be performed.  The study should thoroughly address technical, environmental, regulatory, and economic aspects of the project.  Note that the outline will be included as part of the Grant Agreement.
b. Community Engagement.  The objectives of community engagement are to inform potential stakeholders about the kind of facility and/or operations being studied, identify any concerns among the stakeholders, and address those concerns in the feasibility study.  Explain how you will identify and engage community stakeholders in the feasibility study process.  For example, at what stages during the process do you propose to present a preliminary project description or study findings and solicit feedback?  How will you manage your budget to ensure that questions raised by the community can be addressed in the final study?  
c. Milestones and Payment Schedule.  State your acceptance of the standard Milestone schedule or propose a different schedule that better suits your project.  If presenting a lengthier schedule, please provide justification for the additional time requested.  (Note that in addition to the standard deliverables of Community Stakeholder Engagement Plan, and Draft and Final Feasibility Study, MassCEC may request periodic progress updates.)
8. Budget 

The Contract Budget must be submitted using MassCEC’s Contract Budget Form in Excel.  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 Feasibility Study Solicitation page on the MassCEC website.  

Notes: The budget may be subject to award negotiation.  A budget in this format will be included in any Grant Agreement.
Instructions for Completing Feasibility Budget Form
Each application must contain a detailed budget, identifying all Allowable Expenses associated with activities required to achieve project goals.  Expenses not identified in the budget may not be eligible for subsequent reimbursement.  MassCEC reserves the right to reject any application without further review if the budget is not prepared in compliance with the following instructions.

General Instructions

1. The budget must be completed using MassCEC's Feasibility Budget Form (an Excel workbook) and should be submitted as a functional Excel file. 

2. Indicate in the top portion of the form the Applicant's name, the name of the project site , and the project name (e.g., “ACME Foods Anaerobic Digestion Feasibility Study”). 

3. Information should be entered into the white cells a; grey cells are calculation cells. In general, do not edit grey cells. 

4. 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.
5. All budget information must be described in reasonable detail. Use the Supporting Schedule tab in the Excel file 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 a section of the budget form.
Section A: Related-Party Labor

This section is for project costs related to labor performed by employees of Related Parties (see Solicitation for definition of Related Party), if any. The individuals, categories, or types of labor shown on this worksheet should correspond with the team described in the Application.

1. List each task or role and the individual, or type of labor category (e.g., Senior Engineer, Planner) that will be required to complete the task. Identify employees of related parties, where applicable.

2. Indicate the number of hours expected of each individual, category, or type of labor.

3. Enter the actual labor rate for each individual, category, or type of labor. Labor must be valued at fair market value.  Hourly rates may include gross wages, Employer’s Responsibility Federal Insurance Contributions Act taxes, Employer’s Responsibility Medicare taxes, State unemployment Insurance, and Federal Unemployment Tax Act taxes . Hourly rates should not include fringe benefits, general administration, overhead, mark-ups, travel (either by Grantee or by subcontractors to Grantee), Grantee’s own labor, or general purpose facilities, equipment, materials, or software.

4. If an escalation in labor rates is anticipated, enter additional lines for the labor to be worked at the higher rates.

5. Related-Party Labor is limited to 15% of total project costs for Feasibility Study Grants. Note that this percentage will be auto-calculated in the Budget Summary section of the Excel budget form.

Section B: Contractors/Consultants

This section is for project costs related to project services provided to the Applicant on a contract basis by individuals, organizations or companies (other than Related Parties) who are contractors or consultants to the Applicant.

1. List each task or role and the individual, or type of labor category (e.g., Senior Engineer, Planner) that will be required to complete the task. 

2. Enter the contractor/consultant quoted or anticipated rate per hour and number of hours for each consultant. If no quoted rate is available, or if the contractor/consultant has proposed a lump sum for the service, enter the lump sum or estimated total cost of the service. 

If contractor/consultant services entail travel expenses, enter these expenses as lump sums on separate lines for each travelling consultant and provide detail on the Supporting Schedule.
Section C: Other Direct Costs

This category is for other direct project costs related to project administration and management. These items may include meeting room rental, printing, graphics, etc. Include the basis for these costs in the Supporting Schedule. 

Travel expenses associated with Direct Labor are not allowable for purposes of this budget.

Note: MassCEC does not allow for the inclusion of general and administrative expenses, overhead, or mark-up on any project expenses. 
Section D: Budget Summary

1. Check that the percentage of Related Party Labor does not exceed 15%. 
2. In the white cell in this section, enter (in dollars) the requested Grant amount for the project. Refer to Section 2.2 of the Solicitation for information on the maximum amount you may request. 
3. Check that the Grantee Share as a percentage of total project costs is at least 10% for entities that are Massachusetts Public Entities, or at least 20% for all other applicants.
4. Note that the Applicant’s (Grantee’s) share of costs can be met with Applicant's cash, loans, third-party contributions, or a combination of these.  Grants from other entities such as federal or state agencies or charitable foundations are also permitted as part of the cost share.  However, consultants or subcontractors performing work on the Project shall not provide any of the Cost Share.  Related Party services, if any, must be included in the Related Party Labor section of the budget.
Table 1: Summary of Allowable Expenses and Budget Categories
	Item
	Allowable Expense?
	Budget Form Category

	Administrative Expenses
	No
	N/A

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

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

	Direct Labor
	No
	N/A

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

	Overhead
	No
	N/A

	Printing/Graphics
	Yes
	Other Direct

	Related Party Labor
	Subject to limitation. Hourly rates only, without fringe benefits. MassCEC must approve in writing prior to awardee using MassCEC funds to pay for the expenses associated with such Related Party
	Direct Labor

	Telephone
	No
	N/A

	Travel
	Allowable for consultants only
	Contractor/
Consultants 
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