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1. Purpose  

The purpose of this guide is to provide examples of various documents that may be submitted 

throughout the life of a project. The samples provided below are for informational purposes only. 

2. Best Practices 

• Guidance for Uploading Materials 
o All scans or photos of supporting documents must be legible and include all pages 

and sections, unless otherwise specified. 

• Invoices 
o All invoices must include invoice date and itemization of eligible costs, credits, 

discounts, and incentives received, as applicable.  

• Authorities having Jurisdiction (AHJs) 
o AHJ applicants may alternatively submit other documents in lieu of the following: 

 

REQUIRED ALTERNATIVE 
DESIGN INVOICE AHJs with in-house design work may alternatively submit a description 

of design work on official AHJ letterhead supplemented by an invoice or 

other accounting document(s) clearly showing incurred design costs 

and the dates the costs were incurred. The Project Site address must 

be clearly listed. 
PERMIT A letter on official AHJ letterhead explaining the AHJ is a self-permitting 

agency and that a permit for the approved EV charger project at the 

installation site is not required. The Project Site address must be 

clearly listed. 
INSTALLATION 

PURHCASE INVOICE 
AHJs with in-house installation may alternatively submit a description 

of the installation work on official AHJ letterhead supplemented by an 

invoice or other accounting document(s) clearly showing incurred 

installation costs and the dates costs were incurred. The Project Site 

address must be clearly listed. 
FINAL INPECTION CARD A letter on official AHJ letterhead explaining the AHJ is a self-permitting 

agency and that the approved EV charger project at the installation site 

is complete and in compliance with all municipal laws, rules, codes and 

regulations. The Project Site address must be clearly listed. 
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3. Sample Supporting Documents for ALL Applicants 

NOTE: All supporting documentation must be submitted through the Incentive Procession Center 

(IPC).  

Site Verification Form 

This form is required for all Applicants, regardless of site ownership status. 

• All fields must be completed in the Site Verification Form 

• This form certifies to Communities in Charge Staff that both site owner and lessee (if 

applicable) are aware of planned infrastructure installation activities.  

• This form is provided here for informational purposes. All application materials for 

Communities in Charge shall be submitted through the online Incentive Processing Center 

(IPC).  

Sample   
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Job Site Installation Form 

This form is required for all Applicants regardless of site ownership status: 

• A completed form with certified compliance of prevailing wage requirements 

• Acknowledgment by applicant on status of the project, whether construction has begun or 

not. 

• Up to date and accurate description of quantity and type of eligible Level 2 chargers. 

• This form is provided here for informational purposes. All application materials for 

Communities in Charge shall be submitted through the online Incentive Processing Center 

(IPC) and the Job Site Installation Form will be provided to awardees for signature (if chosen) 

along with the Incentive Recipient Agreement.  

Sample 

 

 



 

 

Page 7 of 48 

 

 

Sample Supporting Documents 

Publish Date:  September 2024 

© Copyright 2024 Communities in Charge | communitiesincharge@calstart.org 

 



 

 

Page 8 of 48 

 

 

Sample Supporting Documents 

Publish Date:  September 2024 

© Copyright 2024 Communities in Charge | communitiesincharge@calstart.org 

 

  



 

 

Page 9 of 48 

 

 

Sample Supporting Documents 

Publish Date:  September 2024 

© Copyright 2024 Communities in Charge | communitiesincharge@calstart.org 

Preliminary Site Plans 

The preliminary site plan must include the following:  

 

• Satellite image (map) of the location for charging which should also include the building and 

ideally a street as a point of reference. 

• A highlighted map area with the customers ideal locations for the charging stations 

• Include number of ports and type of EVSE to be installed.  

 

Sample  
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Final Site Design 

A  Final Site Design is the finalized drawing or construction sketch of the Level 2 EVSE infrastructure 

at the project site. A copy of the Final Site Design is required for Tier 1 and Tier 2 applicants at the 

time of application and recipients of Notice of Conditional Awards will need to submit this during the 

first 90 days of their 270-day installation window. A Final Site Design may contain the following and 

shall be considered ‘Final’ only once accompanied by an issued permit from the appropriate 

Authority Having Jurisdiction (AHJ): 

• Map of the site; 

• Address of the location; 

• Total amps of the panel; 

• If an upgrade has been identified, details of the panel upgrade; 

• Drawing of underground structure; 

• Path of Travel (ingress/egress); 

• ADA (if applicable); 

• Finialized count of Connector and Number of EVSEs to be installed; 

• Finialized spot of where EVSEs will be located; 

• Finalized details of service upgrades; 

• Contractor name and CSLB license number; and 

• AHJ signature 

 

Sample on the next page 
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Building Permit Application 

A Building Permit Application is required for Tier 2 applicants at the time of application window, 

regardless of site ownership status. Proof of issued application for Building Permit must include, but 

not be limited to the following: 

• Installation Site Address 

• Project Description 

• Date of permit application 

• Issued data/ and or status (if applicable) 

• All required signatures (if applicable) 

 

Sample 
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Sample ‘Permitting Authority Application’ 
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Sample ‘Permit Plan Set/Package’ 
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Issued Building Permit 

A Final Issued Building Permit is required for Tier 1 applicants at the time of application, regardless 

of site ownership status. Recipients of Notice of Conditional Award must submit this document within 

the first 90 days of their 270-day installation window. An issued building permit includes the 

following: 

• Installation Site Address 

• Project Description (e.g., EV infrastructure installation) 

• A copy of any new plan sets or electrical single-line diagram of electrical work  

• Issued data/ and or status (if applicable) 

• Date of permit issuance 

• All required signatures (if applicable) 

 

Sample 
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4. Invoices 

A completed copy of paid invoice(s) is required for all Awardees upon their request for payment, 

regardless of site ownership status, and shall include, but not be limited to the following: 

1. Invoices for Incurred Costs: All invoices submitted for reimbursement must include the 

following:  

a. Complete vendor information 

b. Proof invoice has been paid by applicant (no Quotes) 

c. Project Site Address must be included and match the project site address on the 

awarded application. 

2. Equipment Invoice: Documents submitted referencing Equipment Costs must include the 

following: 

a. Quantity of Chargers 

b. Make/Model of Chargers 

c. Item cost & Total cost 

d. Taxes & Shipping 

3. Subcontractor Invoice (If applicable): Any subcontractor or third-party invoices submitted for 

reimbursement must contain the following: 

a. Itemized breakdown of work completed, including but not limited to: 

i. Planning 

ii. Design 

iii. Labor 

b. Total Cost breakdown for each line item 

c. Proof the invoice has been paid by applicant 

4. Invoice Date 

5. Purchaser name 

6. Description of design and engineering work for non-subcontractors: 

a. Itemized breakdown of work completed, including but not limited to: 

i. Planning 

ii. Design 

iii. Indirect Labor 

b. Total Cost breakdown from each line item 

c. Proof the invoice has been paid by applicant 

7. Required signatures, if applicable 

8. An itemization of eligible costs, and all credits, discounts and incentives received (if 

applicable) 

 

Note: Request for payment of any kind must be accompanied by supporting documentation. This 

documentation may include but shall not be limited to: 

I. Proof of direct incurred equipment costs including itemized listings of equipment billed, 

amounts billed supported by vendor invoices, receipts or other relevant third-party 

documentation, documentation supporting ownership (such as title) as applicable, copies of 

cancelled checks/bank statement, and any other documents deemed relevant; 

II. Proof of incurred other costs including itemized listing of other direct costs and amounts 

billed, amounts billed supported by vendor invoices, receipts, or other relevant third-party 

documentation, and copies of cancelled checks/bank statement; 

 

*The Project Team may request additional documentation from awardees submitting a payment 

request to ensure compliance with all necessary programmatic and contractual requirements. 
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Proof of Payment 

All invoices and requests for payment must be accompanied by supporting documentation. Proof of 

payment must demonstrate that payments are for the same costs listed on the payment request and 

supported by submitted invoices. Supporting documentation to show proof of payment may include, 

but is not limited to the following: 

• Bank Issued Copies of Cancelled Check(s)  

• Must include Date of Payment 

• Must include a clear image of front and back of check 

• Bank Statements 

• Cleary states both Sender and Recipient of Payment 

• Submitted documents must show all costs has been incurred by the 

Applicant 

• Sensitive information may be redacted by the Applicant so long as redactions 

do not otherwise obscure other required information.  

• Bank Statements must include the relevant charges that are subject to the payment 

request 

• Bank Statements must be reflective of completed payment (‘Pending’ status is not 

acceptable) 

• Debit and Credit card payments are acceptable 

• Electronic Payments 

• Transactions must show complete delivery of funds (no ‘pending status) 

• Examples of acceptable payment options (ACH, Wire transfers, checks) 

• Date of Payment 

• Sender and Recipient 

• Amount of Payment 

NOTE: Proof of payment is required for all payment requests to establish a connection between 

eligible costs and costs eligible for reimbursement. The Project Team may request additional 

documentation from awardees submitting a payment request to ensure compliance will all 

programmatic and contractual requirements.  

Direct Labor Costs 

Direct Labor Costs directly benefits the program and are performed by the awardee or employee of 

the awardee.  

• Proof establishing direct labor costs shall include, but not be limited to the following 

supporting documentation: 

• Name and Title of Employee 

• Employee Pay Rate per Hour 

• Total amount paid during pay period 

• Must show relevant project dates, typically through time logs, indicating costs were 

incurred during eligible dates. 
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The following tables have been developed for informational and illustrative purposes only and are in 

no way derived from data pertaining to actual individuals.  

Employee Name Job Classification 

/ Title 

Billed Direct 

Labor Rate ($ per 

hour) 

# of Hours Billed Reimbursable 

Direct Labor 

Expenses 

John Smith Electrician $45.00 10 $450.00 

Sally Martinez General 

Contractor 

$55.00 25 $1,375.00 

Jill Wong Electrician $42.00 15 $630.00 

 

Sample Timesheet Entries 

Employee Name Date Clock in Clock out Hours 

John Smith 2/12/2024 8:00am 12:00pm 4 

John Smith 2/13/2024 11:00am 4:00pm 5 

Jill Wong 2/12/2024 10:00am 4:00pm 6 

Jill Wong 2/13/2024 7:00am 3:00pm 8 

Jill Wong 2/16/2024 8:00am 5:00pm 9 

Jill Wong 2/17/2024 8:00am 4:00pm 8 

Jill Wong 2/18/2024 9:00am 2:30pm 5.5 

Sally Martinez 2/13/2024 10:30am 2:00pm 3.5 

Sally Martinez 2/14/2024 8:30am 3:00pm 6.5 

Sally Martinez 2/16/2024 9:00am 4:30pm 8.5 

 

Note: ALL direct labor costs, including labor rates, must be substantiated by payroll records and/or 

pay stubs to confirm claimed pay rate. Inclusion of materials which bear a resemblance to the tables 

shared above shall not represent a complete and valid set of necessary supporting documentation to 

substantiate direct labor costs incurred. Communities in Charge staff recommends you consult with 

your accounting department. 
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Additional Payment Request Documents 

All applicants will be required to submit the following additional documents along will all payment 

requests in order to be considered for reimbursement. All additional documents must be submitted 

to the Tetra Tech Team directly or Communities in Charge at communitiesincharge@calstart.org and 

once received, the incentive processing team will begin the review process.  

All applicants MUST be prepared to submit the following documentation at the time of payment 

request submission: 

• Certificate of Insurance (COI) 

• COI must show Applicant information (name, site address) 

• Must be current and in good standing (not expired) 

• Policy must include Workers Compensation and be reflected on COI 

• Bill of Lading (BOL) (Proof of Equipment Delivery) 

• BOL must be signed and dated at delivery location 

• BOL must list the Equipment Quantity and Made/Model 

• W-9 

• Includes Applicant name 

• Must be current 
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Signed Payment Request Form 

All payment requests MUST be accompanied by a signed payment request form that outlines all 

eligible costs for reimbursement.  

The Completed Payment Request Form shall include a brief description of the Invoice (Invoice 

number) along with the invoice amount. The Payment Request form must be signed and dated.  

• Do Not Unlock Spreadsheet: 

• The Payment Request Form is an excel document in which specific cells have been 

locked for internal accounting purposes 

• A locked cell indicates that another open cell was not entered correctly, please return 

to check that the spreadsheet is being filled out accurately.  

Sample 
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Signed Final Inspection Card 

A final inspection card by appropriate Authority Having Jurisdiction is required for all Awardees, 

regardless of site ownership status and shall include, but not be limited to the following: 

• Project site address 

• Final sign-off date for EV charger installation 

• All required signatures, if applicable 

 

Sample 

 



 

 

Page 33 of 48 

 

 

Sample Supporting Documents 

Publish Date:  September 2024 

© Copyright 2024 Communities in Charge | communitiesincharge@calstart.org 

Photos Including Serial Numbers 

Serial number photo(s) of all installed equipment are required for all Awardees, regardless of site 

ownership status and shall include, but not be limited to the following: 

• The complete equipment serial number for EV charger included in your application. For 

example, if you applied for and installed 10 EV chargers, you are required to submit a total of 

10 photos, each clearly and legibly capturing the serial number of each EV charger. 

• The serial number must be shown on the EV charger, be clearly visible, and legible. 

 
Sample 
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Network Agreement Form 

A completed network agreement is required for all Awardees, regardless of site ownership status and 

shall include, but not be limited to the following: 

• Execution of the agreement including all required signatures 

• All pages and sections of the agreement, including the full contract (no partial contract 

excerpts will be accepted) 

• Contract Cost and Network Agreement Number must be present 

• Term duration – the contract of your agreement may be supplemented by a paid invoice 

showing the term length 

• The required term for Level 2 chargers is 24 months (2 years)  

 
Sample 
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5. Sample Documents for Community Connections  

Congregations in Charge 

Signed and Executed affidavit for “Church Exemption” 

An Exemption Claim is required for all Congregations in Charge applicants, regardless of site 

ownership status and shall include, but not be limited to the following: 

• A signed, executed and filed affidavit for “Church Exemption” (with proof of filing date) 

• Assessor’s proof of approval 

• This affidavit must pertain to the real property on which infrastructure shall be installed 
 

Sample: 
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Articles of Incorporation 

A copy of the Valid Articles of Incorporation is required for all Congregations in Charge, Schools in 

Charge and Nonprofits in Charge applicants, regardless of site ownership status and shall include, 

but not be limited to the following: 

• On file with the California Secretary of State for the relevant educational corporation or for 

the relevant religious corporation 

• Evidence of at least one-year incorporation from the time of voucher application submission 

(Shall be included in the Copy of Articles of Incorporation) 

 

Sample 
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Schools in Charge 

Signed and Executed affidavit for “Public School Exemption” 

A signed, executed, and filed affidavit for “Public School Exemption” is required for all Schools in 

Charge Public School applicants only (as defined by the California Constitution, Revenue and 

Taxation Code section 202, subd. (a)(3).), regardless of site ownership status. The document shall 

include, but not be limited to: 

• Proof of filing date 

• Pertain to the real property on which infrastructure shall be installed 

 

Sample 

 

 

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=202.&lawCode=RTC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=202.&lawCode=RTC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=202.&lawCode=RTC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=202.&lawCode=RTC
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And  
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IRS Form 990-N 

A copy of the valid 990-N is required for all Schools in Charge applicants whose installations shall 

occur for private postsecondary schools, regardless of site ownership status: 

• The Form must pertain to the real property on which infrastructure shall be installed 

 

Sample 
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Healthcare in Charge 

Valid Health Facilities License issued from State Department 

A copy of a Valid Health Facilities License issued from the state Department is required for all 

Healthcare in Charge applicants only, regardless of site ownership status. It shall include, but not be 

limited to the following: 

• Proof of that license is current 

• Address must pertain to the real property on which infrastructure shall be installed 

  

Sample 

 

A  
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Local Governments in Charge 

City Property Deed 

If property is owned or leased by state or local government (Local Governments in Charge), provide a 

copy of the City Property Deed, which shall include, but not be limited to the following: 

• Property Name and/or the exact Property Number, accessible through the California 

Statewide Property Locator 

• Charger Installation Project Site address and Individual/ Organization name 

 

Sample 

A  

 

 

 

 

 

 

 

https://www.dgsapps.dgs.ca.gov/RESD/SPI-Web/wscripts/spi.asp?action=Main
https://www.dgsapps.dgs.ca.gov/RESD/SPI-Web/wscripts/spi.asp?action=Main
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Nonprofits in Charge 

Letter from State of California Franchise Tax Board 

A Copy of an Exemption Letter from the State of California Franchise Tax Board is required for all 

Nonprofits in Charge applicants, regardless of site ownership status. It shall include, but not be 

limited to the following: 

• Entity ID, Entity Name and Date (Pertaining to the Installation Site) 

• Entity currently Exempt from tax under Revenue and Taxation Code (R&TC) Section 23701 d. 

and is in good standing 

 

Sample 
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IRS Determination Letter for 501 Status 

All Nonprofits in Charge applicants must provide evidence of their tax-exempt status with the Internal 

Revenue Service under Internal Revenue Code Section 501 “Copy of the IRS Determination Letter” 

and shall include, but not be limited to the following: 

• Be incorporated for at least one year prior to the time of application submittal.  

• Provide Organization’s Employer Identification Number, Title, and effective date of 

Exemption. 

 

Sample 
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Certificate of Status from California Secretary of State 

All Nonprofits in Charge applicants and any other applicants required to show proof of good standing 

in the state of California must provide evidence of Certificate of Status and shall include, but not be 

limited to the following: 

• Formation date dated at least one year prior to the date of application submittal.  

• Certificate must be current 

• Provide Organization’s name which must match the entity on whose owned or leased land 

the EV infrastructure shall be installed. 

 

Sample 
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Multi-Family Housing in Charge 

Proof that Property serves a SOMAH Awarded Property 

All Multi-Family Housing in Charge applicants must provide proof indicating the incentivized 

infrastructure shall be utilized for the purposes allowable as described in the Communities in Charge 

Implementation Manual. One such proof for Multi-Family Housing in Charge may be proof that the 

property serves a SOMAH Awarded Property, and shall include but not limited to the following: 

 

• Proof of award as a SOMAH Awarded Property, including the SOMAH application number 

(e.g., Emailed award notification documenting that the property on which infrastructure shall 

be installed serves a SOMAH awarded property, or SOMAH installation in process).  

• Indication this property is the same property for which incentivized infrastructure shall be 

installed. 

 

Sample 
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Workplaces in Charge  

California Department of General Services Small Business Certification  

Workplaces in Charge applicants may provide a copy of small business certification from the 

California Department of General Services. Certification must be current and shall include but not 

limited to the following:  

 

• Certification ID  

• Legal Business Name 

• Business Type 

• Certification Type 

• Status  

• Status Dates  

 

Sample 
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