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@ Sample Supporting Documents

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

e Guidance for Uploading Materials
o All scans or photos of supporting documents must be legible and include all pages
and sections, unless otherwise specified.
e Invoices
o All invoices must include invoice date and itemization of eligible costs, credits,
discounts, and incentives received, as applicable.
e 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 AHJs with in-house installation may alternatively submit a description
PURHCASE INVOICE 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.

o All fields must be completed in the Site Verification Form

e This form certifies to Communities in Charge Staff that both site owner and lessee (if
applicable) are aware of planned infrastructure installation activities.

e 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

Site Verification Form

Communities in Charge Site Verification Form

Communities in Charge Applicants who do not own the property where the proposed infrastructure
installation site is located must provide authorization to the satisfaction of Communities in Charge
Staff that the installation work is authorized by the owner of the real property (Property Owner) and the
Applicant. Communities in Charge Staff reserves the right to require that Applicant and Owner provide
such further information as may be required to review and approve an Applicant's application. All fields
below are required to be completed.

PROJECT SITE. Please complete as follows:

The installation address must match that of the project site address included across all documentation submitted to

Communities in Charge Staff. Do not use a PO Box. If no physical address can be shared for the project site, a Parcel

Number or Latitude/Longitude may be used. City and state are required regardiess.

Installation Address:

City:

State: California

Zip Code:

Parcel Number (if applicable)

Latitude/Longitude (if applicable)

format as latitude, longitude with preferably 5 or more decimal places
Any chargers made accessible to the general public must be available atleast | ] Yes O No
18hrs/day, seven days a week, excluding Federal Holidays. (Project sites for
businesses and organizations that provide charging primarily for their workers
and multi-family housing sites are exempt from this requirement)

Will chargers at this project site be made accessible to the general public?
Select ‘No' if this is intended for private use.

Please provide the total annual operating hours for your project site. (e.g., 354
operating days x 18hrs = §,372hrs)

APPLICANT. Please complete as follows:
The Applicant is the entity or organization that will receive the incentive payment. The Applicant must be the entity to
incur project costs to be eligible for incentives. The Applicant may be the Site Owner, their authorized lessee, or their
authorized representative

Applicant Organization Name:

(must match all documentation provided to
Communities in Charge Staff)
Organization Address:

City:

State:

Zip Code:

Primary Contact Name (first and Iast).
Primary Contact Title:
Primary Contact Organization (if different from

Applicant O i
Primary Contact Phone: Primary Contact Email:
® Copyright 2023 Communities in Charge | communitiesincharge@calstart.org
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@ Site Verification Form

Alternate Contact Name (first and last):

Alternate Contact Title:

Alternate Contact Organization (if different from
Applicant Organization)

Alternate Contact Phone: Alternate Contact Email:

Applicant hereby represents and warrants to Communities in Charge Staff: (|) that all the foregoing information is true and correct:
and (ii) that the undersigned has been duly authorized by Applicant to execute and submit this Site Verification Form on behalf of
the Applicant. Applicant iges end agrees that in Charge Staff is relying on Applicant's foregoing
certifications in reviewing and approving of Applicant’s application.

Signature of Authorized Applicant or
Representative of Applicant:

Printed Name: Title:

Date:

PROPERTY OWNER. Ple: pmplete as fol
Provide the name of the company, city, trust, organization, or individual that owns the property where the project site
will be located (“Owner’).

Property Owner Name:

Contact Name (first and last):

Phone: Email:

The undersigned, on behalf of (“Owner"), hereby represents and warrants to
Communities in Charge Staff (j) that Owner is the property Owner located at

(Street Address)

(City), (State) (Zip),

Parcel Number, if applicable:, Latitude, Longitude, if applicable:
 (*Property”);

(ii) the Property Owner is the Applicant or has to Applicant’s ir 1 of certain EV charging station

equipment at the property; and (iil) that the undersigned has been duly authorized to execute and submit this Site
Verification Form to Communities in Charge Staff. Owner acknowledges and agrees that Communities in Charge Staff
is relying on Owner's certifications of the information described above in reviewing and approving of Applicant's
application,

Signature of Property Owner or Representative of
PI'DQE! ly Owner:
Printed Name: Title:
Date:
© Copyright 2023 Communities in Charge | communitiesincharge@calstart.org
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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

e 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

Job Site Installation Forn

Job Site Installation Form

This document is required at the time of jon, and with all for
PART 1 - PREVAILING WAGE & EVITP COMPLIANCE AFFIDAVIT
Appl: Name or Orgs

Printed Name of Applicant’s Authorized Representative
(first and last):

Title of Applicant / Title of Applicant’s Authorized

Representstive:

By signing this effidevit, | (“Applicant's Name/Name of Applicant’s Authorized
Representstive), with respect to, (* ion Number'), located

at (“Project Site”), a#firm

that | 8m suthorized to sttest under pensity of perjury under the lews of the Stste of California, thet esch of the statements in
the paragrephs below ere complete, true, 8nd cormect. | understand end agree that spplications end projects thet 6o not meet
the following requirements may not receive en end any falsi or P of info relsting to
the Project could result in disqualkfication from Communities in Charge

1 If the electric vehicle charging infrastructure and equipment to be instalied supplies Cherging ports with 192
Kilowstts or less and RO Changing Ports Suppling 25 Kiowetts or more, then it vill be instalied by & contractor
with 8n appropriate license o , 85 ined by the C: ’ Stete License Sosrd, in good
SIENTINE, with et least one electrician on each crew at all imes during work hours who hokts an Electric Vehicle
Infrastructure Training Program (EVITP) certification.

If the electric vehicle Charging infrastructure 8nd equipment o be instalied SUPPOrs 8t least one charging port

25 Kilowatls or more, then it will be installed by & Wwith an epprop license

85 determined by the Contractors’ State License Board, in £00d Standing, with et least 25 percent of the total

electricians working on the crew, ot all t¥pes during work hours, holding EVITP certification.

S. The persons or entities installing electric vehicle charging infrastructure end equipment shall comply with all
Californie Public Works requirements (Lab. Code § 1720 et seq. and 8 CCR 16000 et seq.) including but not
limited 1o the payment of prevailing wages.

4. With this form, | heve provided the * Project g the following
information:

8. Whether construction hes commenced

o. The number of Level 2 Electric Vehicle Station Equipment (EVSE) installed or planned to be instalied st
the project site and the maximum kW output for esch EVSE

¢ A complete 8nd sccurate statement listing the names and certification numbers of the EVITP cemﬁea
electriciens who vere on site and working on EVSE ¢ hes

. Verifi and sigl from the employing the EVITP certified electriciens, :onﬁrm ing thet
the identity of each electri [ that each el 's EVITP certification is valid and current
on the EVITP website, and thet, 93 9l JDgs during work hours, the EVITP certified electriciens worked at
the job site (if construction has commenced).

»

e Signature of the coNtractor and their CONtractor's license number
f. Names of electricians must be entered s recorded by EVITP, 85 verified through the online certification
getabase at www EVITP ofg
Signsture:
Daste:

O Copyright 2023 communities in Charge | communities
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PART 2 - PROJECT SITE DESCRIPTION

Application Number:

Quantity of Electric Vehicle Station Equipment (EVSE) being installed, or planned
for installation:

Number of connectors which shall be provided by EVSE installation

Please fill out the table below with the Level 2 EVSE installed or planned for installation. Level 2 EVSE ineligible for
incentives will not count towards your project’s connector count. While makes and models may change subject to
availability or project needs, this will not increase the magnitude of any notices of award.

below.

payment

If construction has commenced, then mark “Yes” below and fill out Part 3 - Installation Compliance Statement

If this Job Site Installation Form is being submitted before construction has commenced, then mark “No” below
and skip to Part 4 - Applicant Signature to complete the form. This form shall be filed with all requests for

Has construction commenced at the Project Site?
REMINDER: Construction MUST NOT have commenced at the time of application

O Yes O No

© Copyright 2023 Communities in Charge | communitiesincharge@calstart.org
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PART 3 - INSTALLATION COMPLIANCE STATEMENT

This section is only required if construction has commenced.

Printed Name of General Contractor On-site (First and last):

Title:

Contractor’s License Number:

C-10 License (if applicable):

Company Name (as it appears on contractor’s CSLB):

Total Number of State Certified General Electricians on site:

Name(s) of Electric Vehicle Infrastructure Training Program (EVITP) certified electrician(s) on site with

Hectrician's Name EVITP Certification Number

provided above is true and correct.

Contractor’s Signature:

Date:

Part 4 — APPLICANT SIGNATURE

provided above is true and correct.
Applicant Name or Organization:

Printed Name of Applicant’s Authorized
Representative (first and last):

Title of Applicant / Title of Applicant’s Authorized
Representative:

Signature:

Date:

© Copyright 2023 Communities in Charge | communitiesincharge@calstart.org
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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
e Include number of ports and type of EVSE to be installed.

Sample

6) Enel X Juicebox 40 V2.01

Adaress [
Key

Red: Charging Station Locations
Yellow: Pathway of Travel

Publish Date: September 2024 Page 9 of 48
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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):

e Map of the site;

e Address of the location;

e Total amps of the panel;

e If an upgrade has been identified, details of the panel upgrade;
e Drawing of underground structure;

e Path of Travel (ingress/egress);

e ADA (if applicable);

e Finialized count of Connector and Number of EVSESs to be installed;
o Finialized spot of where EVSEs will be located;

o Finalized details of service upgrades;

e Contractor name and CSLB license number; and

e AHJ signature

Sample on the next page
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LILCIHE ML CHARENG STATION INSTALLATION
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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;:
e |nstallation Site Address

e Project Description

e Date of permit application

e |ssued data/ and or status (if applicable)

e All required signatures (if applicable)
Sample

SACRAMENTO

| Parcel #:
Project Address & Name

Street:

Building Permits & Inspection Division
General Information: (916) 875-5296

O DUHNG. SACC

Qunng

Commercial Building Permit Application

(To be entered by issuing agency)

Permit Number:

Intake Person:

Apt#: ______ City Zip Code:

|_Nearest Cross Street:

Name:

Name of Applicant:

Mailing Address:

City/State Zip:

| Phone:

Fax:

E-mail:

Name of Contractor:

Mailing Address:
Phone:

Fax:

City/State Zip:
E-mail:

| Contractor’s License Number:

Name of Owner:
Mailing Address:
| Phone:

Fax:

Name of Architect/Engineer:

Mailing Address:
Phone:

Fax:

Classification:

City/State Zip:
E-mail:
License =:
City/State Zip:
E-mail:

Nature of Work: SNew Construction TShell New) TAlteration TDemolition TMise. PM&E TTI (First Time) T Commercial Coach

Inspection Disciplines: = Building = Mechanical = Plumbing O Electrical = Engineering (Check all that apply)

Descniption of Work:

Number of
Stories?

[ SquareFootzges |
-

Number of
Unity?

New Added
Square Footage”

Typeof

Fire Sprmkiered

| Corstruction? |

T Office Square

Footage®

]yaluauon: S |
ncl

UGe 1011 VaIU® Of WOTK, INCIUCING MAterials 4nd 1aDOr, f0r which the permit Is Deing Issued, such a8 electrical, gas, mechanical, plumbing equipment and
permanent systams, If, In the opinion of the bullding ofMclal, the valus Is underestimated on the application, the rmn
show detalied estimates to mest the approval of the buliding official. Final buliding permit valuation shall be set Dy the buliding oMiclal.” Valuation Includes all
permanent equipment and Is based on FAIR MARKET VALUE for 1sbor and materiale. New construction will be based on a County estabiisned per squars foot cost.

O Ye S No

| Reteil Squere Foorge? | Wesehowse Sque |

Zxisting Use? Proposed Use? 1s Building Condinoned?
=R CY=80)
Roofing Squares’ Square footage Other

Footzge”

The applicant for & permit shail provide an sstimated permit vaiue at time of application. Permit valuations shall

shall be Genied, uniese the applicant can

Publish Date: September 2024
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Sample ‘Permitting Authority Application’

> FOR OFFICE USE ONLY
‘LAEPDBS s

DEPARTMENT OF BUILDING AND SAFETY PCIS #:
rsicknouton Choms s re
(Use Esc Application for Electrical Plan Check) obtained online at LADBS.ORG
PROJECT ADDRESS
Number & Steel Name City Zip Code Unit No
WORK DESCRIPTION Briefly describe the scope of work: Check one
[ Single Family Dwelling (S.F.D.yDuplex [_] Electric Vehicle
[ Apartment/Condo [J Public Right of Way
[[] Retail, Office, Warehouse [[] Equipment [[] Other
APPLICANT
Name Number & Street Name
City & Zip Code “Phone Number Eman

Agent. Original authorization Tetier and Owner-Bunlder Declar abon & required at the permi issuance for owner occupied S F D
] Contractor Agent. A current. original notarzed authorzation letler dated within the past year is required at the permil issuance

PROPERTY OWNER

Name > Number & Street Name -~ City 8 2ip Code Phone Number
! Same as Project Address. The property owner may obtan a permit as OwnerBuilder on a Single Family Dwelling If they can provide proof
of ownership AND proof that they cmonlrymlllhep«zd adaress

[CONTRACTOR
Name Number & Street Name City & Zp Code “Prone Number
City of LA Business Tax Number State License Number ** Class Email

“Worker s Can%m Carner Policy Number Expration !M_a
must obtain a permit for at least two trades (E. M. P. roofing. elc |oﬁmmhmnwc£pmtyfm the same project address

ARCHITECT or ENGINEER

Name Number & Street Name City & Zip Code Phone Number

“Tiate License Number Expwration Date
APPLICATION PROCESSING INFORMATION For Cashier's Use Only
OK for Cashier Date

Permit Fee - Subtotal

Permit Issuing Fee

Permit Supplemental Issuing Fee
Permit Investigation Fee

Plan Check Fee - Subtotal
Additional Plan Check Hours
Off-Hour Plan Check

As a covered entity under Title Il of the Americans with Disabiities Act, the
City of Los Angeles does not discriminate on the basis of disability and, upon
request, will provide reasonable accommodation to ensure equal access to its
programs, services, and activites

PC/ELEC/e-permit R10 (Rev. 3/1/2019) Page 102 www ladbs org
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CITY OF GARDEN GROVE
~-‘ BUILDING SERVICES
2 [ PFRMITs:
ISSUED
General Info : 714-741-5307
Inspection Requests : 855-380-8758
Owner Telaghone Zo  |Building Address
Adcress City Sate | Suite/Unit/Building
TVPE ‘xssuzo BY
Applicant Tewphore T ] nspector Dist. |Parcel Number Lor i‘?nm
[ Address Ciy I Sae  Valuation
Contractor L - Description [oweriiy ] Amoums
Cuturs| Arts Fee,
F Valuaton
Accress City T Sute Ganeral Plen Update Fee,
E |Vauusen
State Lcence Expres ~ City Loance Exares E msz&_‘?m{v
Pian Check Fee
Flocr Areaisg, & ) R T re— s [Blan Check Foe - Energy |1
Commercial Cansanaten
(Cemmerdal)
Job Descripion Bulking Peemit Document | 1
INSTALL 1 LEVEL 3 EV CHARGING STATION (EVCS) AT (E) Aotenion Fes
GAS STATION. INCLUDES NEW ELECTRICAL 75KVA Bulding Techology Fee |1
TRANSFORMER 208V, 30-480V, 30 FED FROM (E) Panfeteion |8
208Y/120V 600A METER, 3PH, 4W DISTRIBUTION PANEL. BSASRF St Fee
s> Engnosring Plan Check - |1
e oy Gty s s e g 5 A e o ST Ll b M
Rereserdasess c ' oy el CORy 10 00 spom e ey gt pvsas Bociical Plan Chack Foee |1
x NJVTnuulua Over 8 |2
Applcarts Signature x:ov;:x\vAR
Print Name Recepocal, swich, outlet, |1
and e
Planeing Plan Check Fee | 1
Tenant improverment |
| SWI (Commercial 1
rapecton
lssuance Fee T

Bulldng Parmt Fos

"One Stop Permil Center
Surchargs

TOTAL

1

This is a bulding permit when properly Rled out Sgned and validated, and is subyect [0 expiration if work thereunder is suspandead for 180 days.

APPLICANT'S COPY

Permit Type: BLDQ/ELEC

Publish Date: September 2024
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Ciry of

San Bernardino

C and - Building And Safety Division
Office: 201 North E Street, 3 Floor

Mail: 290 North D Street

San Bernardine, CA 92401

Phone: (909) 384-7272

Swww sbity org

APPLICATION FOR _ PLAN CHECK [ PERMIT
MECHANICAL/ELECTRICAL/PLUMBING:
(Check Applicable Box)

| Residential ] Non-Residential [ New Construction | Addition | ¥Demo

| Alteration / T.L ! Pool/Spa [ Sign ! Photovoltaic
JOB ADDRESS: APN:
Property Owner’s Name: Phone:

ARCH/ENG/DESIGR in CHARGE:

Address:

Professional License No.: Phone:

CONTRACTOR/APPLICANT:

Address:

License No.: City Business License No.:

Phone: Email:

JOB DESCRIPTION:

* Demolition permit requires proof of SCAQMD notification.

- Continue onto sheet 2 and complete worksheet.

Declaration: | certify that the information provided in the application is true and correct.

Signature of Applicant: Date:

Sheet 1
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@ Sample Supporting Documents

Sample ‘Permit Plan Set/Package’

ELECTRIC VEHICLE
CHARGING STATION INSTALLATION

CITY OF AUBURN

MAGNOLIA AVE & TENNIS WAY
AUBURN 95603

APN 002-122-013-000
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Sample Supporting Documents
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Sample Supporting Documents

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

Date of permit issuance
All required signatures (if applicable)

Sample

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)

BUILDING PERMIT #
JOB SITE ADDRESS  (FORMER PRmwT #)

ARCHITECT OR ENGINEER

DESCRIPTION OF WORK
INSTALLATION OF 2 ELECTRIC CAR CHARGING STATIONS

USE 437 Adctions and Alerations - Nonresidentisl and non
OCCUPANCY
Zoning Tract Lete
Total Valuation
Buidng 85
Oarage 8F
Patio 8F
DESCRIPTION OF FEES

City of|
BUILDING DEPARTMENT

LICENSED CONTRACTORS DECLARATION

ey e Bt | e borrond A P s f CTagt b aeveanrg o fmchos
0 of Ot 3 of e s ad Protenmorn Codn. e sy omase & o b4 Faroe and
-t

Ucense Class Licanse Number

Contractor é Date
R-BUILDER DECLARATION

S Pt | B et Yo Pe Comaaery Licenss Law o Pe filowing o (S
TOIT S Bamrwes ond Putessore Cote Ay Oy 6 GOy w/N0P M0 § paTM %
T AL S A AN B W by LG 1) 1 e BRSO ave
P spwtontt for Sk pernd 15 B0 8 ped Saeert Pl Pe & KO wed (Ut s e
rewnn of P Cortrmeters Lamres Law (gt § joomererm wih baoson 1000) of
Dvmae 3 of e Barwm w P ors Cote | 8 e e 8 Sureat Saeters s Pe Sews
o P gt semegton Ay vteton of Secten 7337 3 by ey spphonrt b & pevd
i P it © 8 Ol pandy o vt more Pan bee Nrowd Soten 00
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R s w8 R ()| vt | Te Conm A Ltaren Low

- e Urder Sec BPLC e e eanen

Owner Date
WORKERS' COMPENSATION DECLARATION
Pty e o ety o ey (e o T oy G e

I Pagh wnd wE arir s Carfcam o e © Wt rere by womery o
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Policy Number |

Thve st et rut b cormgentnd of P pawsd 4 b o Furdied Outaens (§997) o waa

ity Bt 4 B perrrares of e ik o W s paeret i e | Wl rot
B e e e
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Applicant Date
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fD Sample Supporting Documents

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. lItemized 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:

. 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;

1. 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.

Publish Date: September 2024 Page 20 of 48
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Sample Supporting Documents

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:

e Bank Issued Copies of Cancelled Check(s)
e Must include Date of Payment
e Mustinclude a clear image of front and back of check
e Bank Statements
e C(Cleary states both Sender and Recipient of Payment
e Submitted documents must show all costs has been incurred by the
Applicant
e Sensitive information may be redacted by the Applicant so long as redactions
do not otherwise obscure other required information.
e Bank Statements must include the relevant charges that are subject to the payment
request
e Bank Statements must be reflective of completed payment (‘Pending’ status is not
acceptable)
e Debit and Credit card payments are acceptable
e Electronic Payments
e Transactions must show complete delivery of funds (no ‘pending status)
o Examples of acceptable payment options (ACH, Wire transfers, checks)
e Date of Payment
e Sender and Recipient
e 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.

e Proof establishing direct labor costs shall include, but not be limited to the following
supporting documentation:
¢ Name and Title of Employee
e Employee Pay Rate per Hour
e Total amount paid during pay period
o Must show relevant project dates, typically through time logs, indicating costs were
incurred during eligible dates.
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fD Sample Supporting Documents

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 | Billed Direct # of Hours Billed | Reimbursable

/ Title Labor Rate ($ per Direct Labor
hour) Expenses

John Smith Electrician $45.00 10 $450.00

Sally Martinez General $55.00 25 $1,375.00
Contractor

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.

Publish Date: September 2024
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@ Sample Supporting Documents

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:

o Certificate of Insurance (COI)

e COIl must show Applicant information (name, site address)

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

e Policy must include Workers Compensation and be reflected on COI
¢ Bill of Lading (BOL) (Proof of Equipment Delivery)

e BOL must be signed and dated at delivery location

e BOL must list the Equipment Quantity and Made/Model
e W9

e Includes Applicant name

e Must be current
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Sample Supporting Documents

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.

e Do Not Unlock Spreadsheet:

e The Payment Request Form is an excel document in which specific cells have been
locked for internal accounting purposes
o Alocked cell indicates that another open cell was not entered correctly, please return
to check that the spreadsheet is being filled out accurately.

Sample
COMMUNITIES Final Payment Request Form
IN CHARGE
Agreement # DATE
Award ID Magnitude of Award Application 1D

(found in Motice of Award email)

(found in Notice of Award email)

Applicant/Incentive Recipient Information

Applicant/Incentive Recipient Name

Organization Name

Organization Address Line 1

Organization Address Line 2

Primary Contact Phone

Primary Contact Email

Request Type (Final)

Final Payment

Fill out this section ONLY if you are submitting a

Final Payment.

Description of Invoice Award Incurred Costs| Incurred Costs Award
(add additonal rows for additional invoices) Total this Invoice to Date Balance
Invoice # XXOO0XX [FILL IN]

Invoice # XXOOOX [FILL IN]

Invoice # XXX [FILL IN]

Invoice # XXX [FILL IN]

Invoice # XXOOOXX [FILL IN]

Invoice # XXOO0XX [FILL IN]

Invoice # XXOOOX [FILL IN]

Total $0.00 $0.00 $0.00 $0.00

Amount payable to Inc?n_twe $0.00
Recipient
Publish Date: September 2024 Page 24 of 48
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Sample Supporting Documents

COMMUNITIES

INCHARGE
Date
Award ID Magnitude of Award Application ID
[TDUﬂd in Notice of Award Email] [fI:IUI"Id in Notice of Award email]
$ _

Applicant/Incentive Recipient Information
Applicant/Incentive Recipient Name
Organization Name

Organization Address Line 1
Organization Address Line 2

Primary Contact Phone

Primary Contact Email

Are you presently involved in or intending to engage with any funding programs that would
otherwise preclude your eligibility from receiving funding for this Project Site through
Communities in Charge now or in the future? Please consult the "Cost Eligibility" section of
the Implementation Manual for more details.

Yes/MNo

| certify to the best of my knowledge and belief that the foregoing information is correct and complete and all
outlays and obligations are for the purposes set forth in Communities in Charge.

Signature of Certifying Officer Date
Type or Print Name and Title Phone
Email

CALSTART Use Only
L Amount
Communities in Charge Team Approval Authorized:
Reviewed by Date Check #
Check Date
Tracking #
Publish Date: September 2024 Page 25 of 48
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Incentive Recipient Name: Q
Agreement Number: 0]
Invoice Number:
Period Covered By This Request:
COMIE-’IUNJTIES
INCHARGE Reimbursable
) Credits, _
Agreement Reimbursable _ Cumulative ~
~ R Discounts and Reimbursable
Category Reimbursable | Expenses This ) Expenses
B Incentives . Balance
Budget Period : Billed to Date
(as applicable)
Direct Labor 5 - 5 - ] = 5 =
Fringe Benefits s 3 —
Equipment g - g - ] - ] -
Materials/Misc. g - g - ] - ] -
Subcontractors 5 - g - ] - ] -
Total 5 - 5 - 5 - 3 - 3 -
Grand Totals I - |s - |s - |s - |s -

Total Incentives Requested This Ferind| $ - |

Certification

| certify under penalty of perjury that this invoice is accurate, correct, and proper for payment in all respects, and
reimbursement for these costs has not and will not be received from any other sources, including but not limited to a
government entity contract, subcontract or other procurement method. | further cerdify under penalty of perjury that | have
carefully reviewed the terms and conditions for this Agreement and have determined that, for work covered by this invoice, the
Incentive Recipient and all subcontractors have complied with all Agreement terms, including (1) prevailing wages were paid to
eligible workers who provided labor for work covered by the payment request and that the Incentive Recipient and all
subcontractors otherwise complied with all California prevailing wage laws, or (2) that the project is not a public work requiring
the payment of prevailing wages.

Signature of Authorized Representative Date

CALSTART Use Only
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Sample Supporting Documents

Agreement Number: 0
Invoice Number: 0
Period covered by this request: 0
COMMUNITIES
IN CHARGE
L Billed Direct Reimbursable | Direct Labor | C1COIt:
Job Classification / # of Hours ) Discounts, and
Employee Name i Labor Rate : Direct Labor Expenses . Total
Title ($ per hour) Billed Expenses Billed to Date Incentives
(as applicable)

0.00 000 | $

0.00 000 | $

0.00 000 $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

0.00 000 | $

Direct Labor Grand Totals 000 | $ - $ - $ = $
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Agreement Number: 0
Invoice Number 0
Period covered by this request: 1]
COMMUNITIES
INCHARGE
Equipment
Reimbursable B Credits,
Unit Direct IR Discounts, and
Date Vendor Purpose Reference Units ) Expenses L Total
Cost Equipment Billed to Date Incentives
Expenses (as applicable)
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
Totals| $ - $ - $ - $ -
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Sample Supporting Documents

Agreement Number: 0

Invoice Number: 0

Period covered by this request: 0

G
Materials and Miscellaneous
Reimbursable | Gumulative _ il
Date Vendor Purpose Reference Units Unit Cost | Materials and Expenses DISI::’:Z:E;;”(’ Total
Miscellaneous | Billed to Date (as applicable)
3 s
5 K
$ H
§ 5
3 s
5 K
$ H
§ 5
5 5
5 K
$ H
§ H
5 5
5 K
$ 5
§ H
Totals| § = $ = $ = $
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Agreement Number: 0

[a]

Invoice Number:

Period covered by this request: 0

COMMUNITIES
INCHARGE

Reimbursable Subcontractors Summary

Subcontractor .
Subcontractor | Subcontractor Busi Credits,
i . usiness .
Reimbursement Cumulative L Discounts, and
Subcontractor Name i i Certifications i Total
Request This | Expenses Billed Incentives
. (MB/SB/DVBE/ i
Period to Date (as applicable)

None)

(| £ | (6 (60 | £0 |60 (60 (60 | £0 |6 (60 (R | £ |6
[ £ | (6 (67 [ £0 |60 |60 (60 (R |6 |67 (60 (&R |6 |6
[ £ | £ (67 [ £0 |6 |60 (60 [0 |6 |60 (60 (&R |6 |6

Total
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Fringe Benefits

Agreement Number: 0
Invoice Number: 0
Period covered by this request: 0
CON%HHLAE{QIES Note: Rates must be supported by calculation methodology to derive Fringe Benefit rate used.
Highest Credits,
Job Classification (e.g., Project| Estimated Direct Labor Rate x Costs Discounts, and Total Fringe
Manager, etc.) Fringe Benefit Costs ($) Incentives
Rate (%) (as applicable)
- 0.00% [$% -1 $ -1 8 - |$ -
- 000% [|% -1 8 -1 % - $ =
B 000% [$ -8 -1 - |$ -
- 0.00% [% -1 8 -1 9 - $ =
- 000% [|% -1 8 -1 % - $ =
- 000% [% -1 8 -1 % - $ =
- 000% [|% -1 8 -1 % - $ =
B 0.00% [$% -1 $ -1 8 - |$ -
|~ 0.00% [% -1 8 -9 - $ =
B 000% [$ -8 -1 $ - |s -
- 000% [% -1 8 -1 % - $ =
- 000% [|% -1 8 -1 % - $ =
|~ 0.00% [$% -1 $ -1 8 - |$ -
- 000% [% -1 8 -9 - $ =
B 0.00% [$ -1 $ -1 9 - |$ -
- 0.00% [% -1 8 -1 9 - $ =
- 000% [% -1 8 -1 % - $ =
|~ 0.00% [$% -1 $ -1 8 - |$ -
- 000% [|% -1 8 -1 % - $ =
B 0.00% [$ -1 $ -1 9 - |$ -
B 000% [$ s -8 - [s -
Grand Totals| $ -8 - $ -
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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;:

e Project site address

e Final sign-off date for EV charger installation

e All required signatures, if applicable

Sample

Gy or

Development and Resource Management Dopartmer

For Inspections Call:
INSPECTION RECORD CARD

LOCATION DN

PERMIT _ CONTRACTO!

The IOROWING NSPECTIONS Must De Calied for by the pertinent contractor. No efectrical winng, plumbing, hestmg, or sUBRUIITRers
shall be covered until Jl rough Inspections are made.

[ Bullding Section |/ Electrical Section | J g/Mechanical S
Compaction Temporary Power Pole On-Site Sewer

Ufer Ground Temporary Power
Foundation Underground ) _ || Manholes

Rough Wire Chiornation Test

Final inspecton

Gas Test

Fire Provention: Temporary Gas
Gas Meter Clearance
Safe - 10 - Stock
Safe - 10 - Occupy

Final Inspection Mechancal Final
Plumbing Final

NOTE: Signature of Inspecior after ALL iters approval
See Reverse Side of this card for minimum FIRE PROTECTION REQUIREMENTS during construction.

Publish Date: September 2024 Page 32 of 48

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



@ Sample Supporting Documents

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:
e 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.
e 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:

e Execution of the agreement including all required signatures
e 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
e The required term for Level 2 chargers is 24 months (2 years)
Sample
Attachment B
Chent Name
Client State of Incorporation
{hereinafter “Provider”)
Client Address
(hereinafter “Client™)

Client hereby engages Provider for the Term of this Electric Vehicle Charging Services Agreement (this “Agreement”) and any renewals and/or
extensions thereof, to provide the services described in the Terms and Conditions attached hereto as Exhibit A within the real property owned
and/or leased by Client with property address|es) set forth below, and/or attached hereto

(all property locations collectively referred to herein as the "Property”)

Agreement summary;

The Parties agree that Provider shall own all right,  costs of any Additional Equipment, including all infrastructure and labor

fqupment Ownership
title and interest in all of the electric vehicle charging infrastructure (the
“Equpment”) at the Property.

Service & Maintenance. Provider agrees that it shall bear all costs

costs. Provider shall own all right, title and interest in all Addtional
Equipment, unless mutually agreed otherwise in writing. Chent shall pay all
electricity costs generated from the use of the Additional Equipment. All
Addtional Equipment shall be added to the Property list herein, and

associated with the service and of the and any

Additonal Equipment (as defined herein) at the Property for the Term of the
Agreement (as defined in the attached Exhibe &) L
-

Electricity. Client shall pay all electricity costs generated from the use of the
and a3l Addtional (as defined heren) on the

Property

Jerm: Three (3) years commencing on the latest date below, the Term
shall automatically renew for one additional three (3) year term, upon
written agreement by both parties in advance of the end of the then-
current term. S

by both parties signng an Date Ac 2
Form, as described in Exhibt 4

Addtional Equipment Revenue Payment. Provider shall remit to Client fifty
percent (50%) of the net profits g by any A

installed after the date of this Agreement, which shall include but not be
limited to, the gross revenues generated by electric vehicle charging fees
and on-screed advertising, minus: (i) any and all taxes, (i) transaction fees,
and (i) 518.00 per month in network/connectivity fees related to the
operation of the addtional Equipment (the

Revenue Payment”). Any unpaid fees shall accrue to the next month

By entering into this Agreement with Provider, Client agrees to be bound by

Revenue Payment. Provider shall remit to Chent fifty percent (S0%) of the 3l of the Terms and Conditions stated in Exhibt A The parties hereto have
net profits by the P fled as of the date of this  executed this Electric Car Charging Services Agreement (inclusive of the

Agreement, which shall include, but not be limited to, the gross revenues
generated by electric vehicle charging fees and advertising, minus: (i) any
and al taxes, (i) transaction fees, and (M) 518.00 per month in
network/connectivity fees related to the operation of the Equipment (the
“Revenue Payment”). Any unpad fees shall accrue to the next month

terms listed on the applicable Exhibit A) on the last date written below.

CUENT PROVIDER
Site Exclusivity. Client agrees that it will not contract with any other entity
besides Provider to install, maintain, service or operate any electric vehicle
charging equipment during the Term of this Agreement = oy
Addibonal EQuipment ¥, at any time during the Term of this Agr g Nome: Namme:
should it be determined that additional Equipment should be instalied, Title Title
Date Date

either on the Property or at another Chent-owned/managed location (the
“Additional Zquipment”), Provider shall have the exclusive right to provide
the Additional Equipment at no cost to Client. Chent shall pay installation

FEIN
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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:
e Asigned, executed and filed affidavit for “Church Exemption” (with proof of filing date)
e Assessor’s proof of approval
e This affidavit must pertain to the real property on which infrastructure shall be installed

Sample:

BOR-Z02AM (1) KEV. 10 (05-19)

CHURCH EXEMPTION
PROPERTY USED SOLELY FOR RELIGIOUS WORSHIP

This claim is filed for fiscal year 20 -20
(Example: a person fiing a timely claim in January 2011 would
enter *2011.2012.%)

NAME AND MAKING ADORE S
(Mass neceiser) Compcrons & e prted name ond madry asdeil

r - | FOR ASSESSOR'S USE ONLY
Recetred
Aoproed
Derved
Reason for derval
L -

To receive the full exemption, this claim must be filed with the Assessor by February 15.
O Check here if you no longer seek an exemption at this location. Sign andreturn this form to the Assessor.
NAME OF CHURCH. ORGANIZATION ETC V4

L 2
WEDSITE ADORESS (IF ANY) A WV 4 2
& 4
€ /4
MAILING ADDRESS (NUMBER AND STREET/P. O BOX) ? D
» Y
CITY. STATE, 2P CODE e N 7
£ h A ¥ 4
ADORESS OF PROPERTY (NUMBER AND STREET) - 7 ¢ ASSESSOR S PARCEL NUMBER
& ‘e)_éé
CITY. COUNTY, 2P CODE S B DATE PROPERTY WAS FIRST USED BY CLAIMANT
WS
1. Owner and operalor: (check appiicadle boxes) Yvi‘g\“ Y
Clasmant is. [ Owner and operator DOM\QHX”'V.U only

0 w andlor [0 Personal propesty

el L] religious worship, including any bullding In the course of construction?
2

and claims exemption on sl O Land
%
2. Are ol buildings and equipment claimed as e

P -
Oves ONo = v 4
% LA

3. Is the land daimed for of these bulld ?
s nennumygd %Wm o ings’
O yes ONo S )}}

4. Is all real property used by the church 00 exemption is daimed for parking and required for the
parking of automobiles of persons a! "Or engaged In relgious worship or religious activity, and which is not at other times used for
commerdial purposes?

O es OONo

Commercisl purposes does not include the parking of vehicies or bicycles, the revenue of which does not exceed the ordnary and necessary
costs of operating and maintaining the property for parking purposes. Leased property used for parking purposes is eligible for exemption only
If the congregation of the church, religious congregation, or sect is no greater than 500 members.

5. List all uses of the property.

6 alsan y school andior y school being operated at this location?
O es ONo
b. Is a chidren's day care center being operaled at this location (a children’s day care center includes licensed nursery schools, preschools,
and infant care centers)?

O ves ONo

Note: If the answer is YES 10 a_ or b. above, the property is not eligible for the Church Exemption. I the property is both owned and operated by the
church and used for refigious worship, preschool purposes, nursery schodl purposes, kindergarten purposes, scheol purposes of less than collegiate
grade (grades 1+ 12). o for the purposes of both schools of collegiate grade and schodls of less than collegiate grade, the clamant may qualy for the
Refigous Exemption. The Religious Exemption has a “one-Sme filing " provision and should be filed by February 15. contact the Assessor. The caimant
may wish instead 1o annually file by February 15 for the Welfare Exemption

THIS DOCUMENT IS SUBJECT TO PUBLIC INSPECTION
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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:

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

e 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

ARTICLES OF INCORPORATION
OF

ARTICLE |
NAME

The name of the corporation is

ARTICLE Il
PRINCIPAL PLACE OF BUSINESS

The principal place of business of the corporation is CA

ARTICLE I
AGENT

The name and address of the agent for service of process is at

ARTICLE IV
PURPOSE

The purpose for which the corporation is organized is to engage in any lawful act or activity for which a
corporation may be organized under the General Corporation Law of California other than the banking
business, the trust company business or the practice of a profession permitted to be incorporated by the
California Corporations Code, including

ARTICLEV
AUTHORIZED STOCK

The corporation is authorized to issue a total number of shares of stock
without par value

ARTICLEVI
UABILITY OF DIRECTORS

The liability of the directors of the corporation for monetary damages shall be eliminated to fullest extent
permissible under California law.

ARTICLE VI
INDEMNIFICATION
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Sample Supporting Documents

The corporation is authorized to indemnify its officers and directors to the fullest extent permissible under
California law

ARTICLE VIlI
DURATION

The period of duration of the corporation is perpetual.

Dated this

| declare | am the person who executed this instrument which execution is my act and deed.
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Sample Supporting Documents

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:

e  Proof of filing date

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

Sample
BOE-268-A (P1) REV. 08 (05-12)
PUBLIC SCHOOL EXEMPTION
PROPERTY USED EXCLUSIVELY BY A PUBLIC SCHOOL,
COMMUNITY COLLEGE, STATE COLLEGE, STATE UNIVERSITY,
OR UNIVERSITY OF CALIFORNIA
FISCAL YEAR OF CLAIM 20 -20 (see instructions)
NAME AND MALING ADORESS
MaAe NOCes3ry COTBCIONS 1 18 SrNed NME and Makng J0TesL
-
A claimant must complete and file this form
with the Assessor by February 15.
L J
IDENTIFICATION OF APPLICANT
NAME OF SCHOOL DISTRICT, ORGANIZATION, ETC.
MALING ADORESS
CiTY, STATE. 2P COOE
CORPORATE 1D (IF ANY)
IDENTIFICATION OF PROPERTY
NAME OF SCHOOL
ADORESS OF PROPERTY (NUMBER AND STREET)
CITY, COUNTY, ZIP CODE lASS(SSCR S PARCEL NUMBER
USE OF PROPERTY
[V] Check the type of qualifying exciusive use of thejproperty
OpusLiC SCHOOL [JSTATE UNIVERSITY [JSTATE COLLEGE
[JCOMMUNITY COLLEGE [JUNIVERSITY OF CALIFORNIA
IDENTIFICATION OF REAL PROPERTY QWNER
NAVE OF OWNER
MALING ADORESS
CITY, STATE. 2 COOE
DATE LEASE SIGNED COMMENCEMENT DATE OF LEASE
[ Yes [JNo A copy of the lease agreement is attached [
[0 Yes [JNo The lease confers upon the lessee the exclusive right to possess and use the property.
[0 Yes [(JNo The property, or a portion thereot, is a student that g taxable income as defined in section
512 of the Internal Revenue Code
If Yes, a copy of the institution's most recent tax retum filed with the internal Revenue Service must accompany this affidavit.
Property taxes are determined by establishing a ratio of the unrelated business taxable income 10 the bookstore's gross
income.
Important: Failure to submit this affidavit will result in denial of the exemption. This claim only applies when lessees are public schools, community
colleges, state colleges, state orthe y of California. St of this claim after the due date will result in a portion of the
exemption being denied
THIS DOCUMENT IS SUBJECT TO PUBLIC INSPECTION
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Sample Supporting Documents

S e e v g

LEASED PROPERTY AS OF JANUARY 1 NAME AND ADDRESS OF PROPERTY OWNER
(i different than the owner identified on page 1)

[0 Land (Legal description or map book. page and parcel number)

[ Buildings and Improvements

[JPersonal Property (Describe by type. make, model and serial number. If
there are numerous properties, please attach a list that clearly identifies
the property and the name and address of the lessor.)

CERTIFICATION
Icomiy(adoahn)umwpondrydmmmmuwsdm&dodmm and all information hereon, including any
ying is true and correct o the knowledge and belief.

SIGNATURE OF PERSON MAXING QLAIM

>

NAME OF PERSON MAXING CLAM

EMAR ADORE SS

This affidavit is required under section 3(d) of Article XIll of the te of California and the provisions of sections 202, 2022, 2025,

2026, 251, 254, 255, 259.10, 260, and 270 of the Revenue and Tax:

IMPORTANT NOTICE

A qualifying institution is one whose property is used exclusive state colle state and L

Calfornia. It may include off-campus facilites owned or le S wogm'nlpomor Nsud!fadﬁumuudauﬁm!ybymm
school for classes of related and supplemental s conducted by the public school.

It is not necessary for the lessor to also file the Les:
lessee institution; the lessee may be entitied to claim

for the property listed. The benefit of a property tax exemption must inure to the
paid by the lessor. (See section 202.2 of the Revenue and Taxation Code.)

When the agr is in writing, a copy of

To receive the full exemption, this form must. “;‘" . (Section 270 provides a partial for late filing of the

Identify the name of the school, district or seeking on the y. Include the mailing address, and corporate identification

IDENTIFICATION OF PROPERTY
Identify the location of the property of which you are seeking exemption; include the parcel number. A separate claim form must be filed for each
location.

FISCAL YEAR

The fiscal year for which an exemption is sought must be entered correctly. The proper fiscal year follows the lien date (12:01 a.m., January 1) as of which
the taxable or exempt status of the property is determined. For example. a person filing a timely claim in February 2011 would enter “2011-2012" on ine
four of the claim; a "2010-2011" entry on a claim filed in February 2011 would signify that a late claim was being filed for the preceding fiscal year.

USE OF PROPERTY

Please check the applicable box that best describes the type of qualifying use of the property identified on this claim form. Also check the type of property
of which you are seeking exemption. identify whether your organization, as the lessee of the has the right of jon and use of
the property.

IDENTIFICATION OF OWNER

Identify owner of the property, include the mailing address. Indicate if a copy of the lease agreement is attached to the claim form and provide the date
the lease was signed and the commencement date of the lease.

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

Sample
OMB No. 1545-
. . 2085
i 990-N Electronic Notice (e-Postcard) Z it
Depent i Tidtenry for Tax-Exempt OrganmbonwelzRoqmnd To File Form 990 or
Internal Revenue Service
A For me-calendav year, or tax year begmnmg- and cnd-ng_
B crecimiate e N O, Srvor
- Terminated, Out of Identification
Business db/a Number
-Gross receipts are normally
$50,000 of less Address
F Name of Principal Officer _
E Website —
Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this form to carry out the Internal
Revenue laws of the United States. You are required to give us the information. We need it to ensure that you are
complying with these laws.
The organization is not required to provide the information requested on a form that is subject to the Paperwork Reduction
Act unless the form displays a valid OMB control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of any Internal Revenue law. The rules
goveming the confidentiality of the Form 990-N is covered in Code section 6104
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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:

e Proof of that license is current

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

Sample

O

9)CPPH I INICAL AND PUBLIC HEALTH
2% LABORATORY LICENSE

In accordance with the provisicns of Chapter 3, Division 2 of the Business and Professions Code, the persons.
named below are hereby issuod a icense authonzing operation of a cinical kaboratory at the indicaled address.

b STATE ID LICENSE TYPE:
7R X3 EFFECTIVE DATE:

QUNER'S:

DISPLAY: State law requires Tt the Cinical Bboratory [icense shall be conspicucusly posted In the chnical latoratory
CHANGE OF LABORATORY NAME, DIRECTOR, OWNER AND/OR ADORESS:
State law requires Tat the latoratory owner andior the director notiy inis ofice within 30 days of any change in ownership, name, location, of laboratory directoes
YOUR LICENSE MAY BE REVOKED 30 DAYS AFTER A MAUCR OWNER ANDOR DIRECTOR CHANGE
I your hoense s revoked, you must cease engaging in cinical laboratory praciioe and agply for a new dinical aboratory license
To make these changes of 10 submE a now application, visit cur websiie. hitps 'www cdph ca QOWLFS (Go fo Clnical Laboratory Facktes)

CLIAID:

DIRECTOR'S:
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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;:
o Property Name and/or the exact Property Number, accessible through the California
Statewide Property Locator
e Charger Installation Project Site address and Individual/ Organization name

Sample
m Real Estate Services Division
- :
© Statewide Property Inventory
PARK
Agency Name
Property
Number Name
Address ;
Number City Name
Street County Name
Address2 State Name
Zip Code Country Name
Property
Interest
Use
Current Use Acres
Surplus Flag
Cuirnbisn Mo
A
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Sample Supporting Documents

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;:
e Entity ID, Entity Name and Date (Pertaining to the Installation Site)
e Entity currently Exempt from tax under Revenue and Taxation Code (R&TC) Section 23701 d.
and is in good standing

Sample

STATE OF CALIFORNIA
FRANCHISE TAX BOARD

PO BOX 942857
SACRAMENTO CA 04257-0540

Entity Status Letter

Date:
ESL ID:
Why You Received This Letter
According to our records, the fi g entity ir is true and as of the date of this letter.
Entity ID
Entity Name
M 1. The entity is in good standing with the Franchise Tax Board.
D 2. The entity is not in good standing with the Franchise Tax Board.
M 3. The entity is currently exempt from tax under Revenue and Taxation Code (R&TC) Section 23701 d
D 4. We do not have current information about the entity.
D 5. The entity was ini ly dissolved lled on through the Franchise Tax Board
Admir Dissolution p

Important Information

e This inf does not reflect the entity's current legal or administrative status with any other
agency of the state of California or other governmental agency or body.

« If the entity’s powers, rights, and privileges were suspended or forfeited at any time in the past, or if the
entity did business in California at a time when it was not qualified or not registered to do business in
California, this information does not reflect the status or voidability of contracts made by the entity in
California during the period the entity was suspended or forfeited (R&TC Sections 23304.1, 23304.5,
23305a, 23305.1).

« The entity certificate of revivor may have a time limitation or may limit the functions the revived entity can
perform, or both (R&TC Section 23305b).

Connect With Us

Web: ftb.ca.gov
Phone: 800-852-5711 from 7 a.m. to S p.m. weekdays, except state holidays
916-845-6500 from outside the United States

California
Relay Service: 711 or 800-735-2929 (For persons with hearing or speech impairments)

FTB 4263A WEB (REV 12-2019)
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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:
e Beincorporated for at least one year prior to the time of application submittal.
e Provide Organization’s Employer Identification Number, Title, and effective date of
Exemption.

Sample

Department of the Treasury Date:
Internal Revenue Service 04/28/2021

Tax Exempt and Government Entities £ , 2
IRS r.0. Box 2508

Cincinnati, OH 45201 e
Name: Customer Service
1D number:

Telephona;
ccounts andis

Public charity status:
me'!

Yes
Effective date of exemption:

ontribution deductiLility:
Yes

Addendum applies:
No

DLN:

Dear Applicant:

We're pleased 10 tell you we determined you're exempt from federal income tax under Intemal Revenue Code
(IRC) Section 501(c)(3). Donors can deduct contributions they make to you under IRC Section 170. You're also
qualified to reccive tax deductible bequests, devises, transfers or gifts under Section 2055, 2106 or 2522. This
letter could help resolve questions on your exempt status, Please keep it for your records.

Organizations exempt under IRC Section 501(c)(3) are further classified as either public charities or private
foundations. We determined you're a public charity under the IRC Section listed at the top of this letter.

If we indicated at the top of this letter that you're required to file Form 990/990-EZ/990-N, our records show
you're required to file an annual information return (Form 990 or Form 990-EZ) or electronic notice (Form
990-N, the e-Postcard). If you don't file a required retum or notice for three consecutive years, your exempt
status will be automatically revoked.

If we indicated at the top of this letter that an addendum applies, the enclosed addendum is an integral part of
this letter.

For important information about your responsibilities as a tax-exempt organization, go to wwiw.irs.gov/charities.
Enter "4221-PC" in the search bar to view Publication 4221-PC, Compli Guide for 501(c)(3) Public
Charities, which describes your recordkeeping, reporting, and disclosure requirements.

Sincerely,

oAphece a . matlar
Stephen A, Martin

Director, Exempt Organizations
Rulings and Agreements

Letter 947 (Rev. 2-2020)
Catalog Number 35152P
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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:
e Formation date dated at least one year prior to the date of application submittal.
o Certificate must be current
e Provide Organization’s name which must match the entity on whose owned or leased land
the EV infrastructure shall be installed.

Sample

State of California
Secretary of State

CERTIFICATE OF STATUS

ENTITY NAME:

FILE NUMBER:

FORMATION DATE: 07/15/1999

TYPE: DCMESTIC NONPROFIT CORPORATION
JURISDICTION: CALIFORNIA

STATUS: ACTIVE (GOOD STANDING)

I, ALEX PADILLA, Secretary of State of the State of California,
hereby certify:

The records of this office indicate the entity is authorized to
exercise all of its powers, rights and privileges in the State of
California.

No information is available from this office regarding the financial
condition, business activities or practices of the entity.

IN WITNESS WHEREOF, I execute this certificate
and affix the Great Seal of the State of

s California this day of ?sne 10, 2016.

ALEX PADILLA
Secretary of State

NP-25 (REV 01/2G15)

NLH
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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;:

e 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).

e Indication this property is the same property for which incentivized infrastructure shall be
installed.

Sample

Subject: Reservation Approval Notice, Application Number

Congratulations! An incentive reservation has been issued for your proposed photovoltaic (PV) project
under the Solar on Multifamily Affordable Housing (SOMAH) program. Details regarding your
reservation are listed below:

Application Number
Host Customer
Installation Address

Reserved Incentive Amount

Energy Efficiency Compliance Milestone
Due Date

Proof of Project Milestone Due Date

Incentive Claim Package Due Date
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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;:

e Certification ID
e |egal Business Name
e Business Type
e Certification Type
e Status
e Status Dates
Sample
Printed on: i
To verify most current certification status go to: https:/Awww.caleprocure.ca.gov
Office of Small Business & DVBE Services
Certification ID: - Email Address:
Legal Business Name: _
I Business Web Page:
Doing Business As (DBA) Name 1: _
Business Phone Number:
Doing Business As (DBA) Name 2:
Business Fax Number:
Address:
Business Types:
Non-Manufacturer
Certification Type Status From To
SB(Micro) Approved 06/15/2017 06/30/2019
Stay informed! KEEP YOUR CERTIFICATION PROFILE UPDATED!
-LOG IN at CaleProcure CA GOV
Questions?
Email: OSDSHELP@DGS .CA GOV
Call OSDS Main Number: 916-375-4940
707 3rd Street, 1-400, West Sacramento, CA 95605
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