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General Instructions 
The instructions in this guide are specific to payment requests for projects awarded in 
Funding Wave 3 of Communities in Charge (CIC).  

A payment request is complete when each of its component documents are uploaded to 
the Incentive Processing Center (IPC) in their entirety, contain all information requested, 
and adhere to program rules.  

Payment Request Form 

The Payment Request Form serves as the Incentive Recipient’s invoice to CIC for 
reimbursable (i.e. eligible) project costs. Together with its supporting documents, the 
Funding Wave 3 Payment Request Form will show how money was spent to install the 
incentivized chargers.  

The Funding Wave 3 Payment Request Form must show what eligible purchases the 
Incentive Recipient made, when the purchases were made, which 
suppliers/vendors/subcontractors they paid, and any other funding that was stacked or 
combined to supplement project costs. 

All boxes on the Payment Request Form must be filled in, except as indicated herein. 

All pages of the Payment Request Form must be submitted with the payment request.  

Invoices 

All invoices (including subcontractor invoices) submitted with a payment request must be 
itemized and must clearly distinguish eligible costs from ineligible costs. Itemization 
means each product or service is listed on its own line with its corresponding price. For 
example, materials and labor cannot be grouped together as a single cost.  

An item description such as "Electrical," “Engineering,” or “Documentation,” is too vague. 
Item descriptions must contain the specifics of what is being claimed for reimbursement, 
such as make & model of EV chargers purchased, type and quantity of materials purchased, 
deliverable with scope of work, etc. We must be able to verify that costs are eligible. 

Only the eligible amount of an invoice should be included on the Payment Request Form as 
a reimbursable expense. Review the Implementation Manual, Section 2.5, for a list of 
eligible costs. Note: Cost eligibility rules apply to Incentive Recipients and their 
subcontractors.  
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Tips for Success 
 Document Corrections 

o The IPC is the primary source of information on updates and corrective 
actions for incomplete documents. Any time a correction is needed or an 
update to a project’s or document’s status is available, it will be visible in the 
IPC. 

o Incomplete submissions are placed at the end of the processing queue. The 
best thing a project can do to minimize processing time is ensure all 
documents are complete and correct before submitting. 
 

 ACH Authorization Form  
o This form must be sent to ap@calstart.org and processed before incentive 

funds can be transferred to your account. 
o Include either a voided check or a bank letter with your account information. 

 
 Photos of Installed Equipment  

o Photos must clearly show the port/connector(s), display screen and serial 
number of each charger installed. 

o Or photo(s) must show the site with all chargers in frame and screenshot(s) 
of your dashboard or portal showing all charger serial numbers and active 
status. 
 

 Network Service Agreement  
o A Network Service Agreement is an agreement between the Awardee and 

their chosen Network Provider to collect charger usage data and comply with 
all CIC data reporting requirements. Review the list of Participating Network 
Providers on the CIC website. 

o The Agreement must show the selected terms (including number of chargers 
covered), duration (6 years minimum), and cost (not exceeding $250/year per 
Charging Port). 

o The Agreement must be fully executed, with all signatures are present.  
 

 Final Inspection Card  
o The Final Inspection Card is the building permit showing final approval by 

the permitting authority. 
o The permit number on the Final Inspection Card must match the number in 

the issued building permit submitted with the application to CIC. Note:  If a 

mailto:ap@calstart.org
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new permit was issued after the project was awarded, then also 
submit the new permit with your payment request. 

 W9  
o The W9 must be for the legal entity serving as the Incentive Recipient, named 

in the Incentive Recipient Agreement, and must be the entity who paid the 
project costs. 

o Only one entity can be reimbursed per project for incurring/paying for costs. 
 

 Invoices (supporting documents) 
o All invoices referenced on the Payment Request Form must be billed to and 

paid by the Incentive Recipient. 
o All invoices submitted must include the invoice date.  
o All invoices (including subcontractor invoices) must itemize eligible costs, 

credits, discounts, and matching costs, as applicable. 
o If an invoice contains ineligible costs (such as labor) do not include those 

costs in the “reimbursable expense” fields of the Payment Request Form. The 
total reimbursable amount (eligible costs) must be provided either on the 
invoice or in a separate document such as a memo. The total reimbursable 
amount should be recorded on the Payment Request Form.  

Example invoice containing eligible and ineligible costs:  

 
 
Example Cost Breakdown: 
Invoice Subtotal    $21,989.50 
Setup & Commissioning (ineligible) -$1,188.00 
Reimbursable Subtotal   $20,801.50 
Tax @ 8.44%      $1,755.65 
Total Reimbursable Amount  $22,557.15 
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o If an invoice contains bundled costs or is a bulk invoice, the method for 
determining the per unit cost must be shown either on the invoice or in a 
separate document. Example invoice: 

 

 

 Printing the Payment Request Form 
o Print the entire workbook 
o Ensure the Payment Request Form pages fit within each printed page. Forms 

with pages split across printed pages may be rejected 
 
Save Excel File as Adobe .pdf 
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Print Excel file as Adobe .pdf 
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Payment Request Form Instructions 

 

 

1. Agreement Number. The agreement number can be found on the Notification of Award 
email or by logging into the IPC and locating the “Agreement Number” field. 

2. Date. Enter the date you prepared the request. 
3. Award ID. Enter the project site address. This can be found in the Notification of Award 

email or by logging into the IPC and locating the project “Installation” information. 
4. Magnitude of Award (MOA). Enter MOA for the project. This can be found in the 

Notification of Award email or by logging into the IPC and locating the “Applicant 
Magnitude of Award” field. Note: If fewer charger connectors were installed than 
originally proposed the Incentive Recipient Agreement must be amended. Request a 
reduction in equipment in the IPC clearly identifying which equipment is being 
eliminated from the award, the new MOA amount, and the name, title and email 
address of your signatory for the amendment. 

5. Application ID. Enter the application number. The application number can be found by 
logging into the IPC and locating the “Application Name” field. 

6. Connectors Installed (CIC). Enter the number of EV connectors/plugs that are 
installed at the project site. Only include connectors that are funded by CIC. 

7. Incentive Recipient Information. Enter the name and address of the Incentive 
Recipient as it appears on their W9 form. The Incentive Recipient must be the same 
entity named in the Incentive Recipient Agreement. Also, enter the primary contact’s 
information. 
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8. Preferred Payment Option. Select your preferred payment option. If ACH is preferred, 
you must complete the ACH Authorization Form and follow its instructions to establish 
bank transfers. If check is preferred, one will be mailed to the address listed in step 7. 

9. Project Attestations (1). Select one option regarding the project’s use of prevailing 
wages. 

10. Project Attestations (2). Answer the question with either ‘Yes’ or ‘No’. No other 
responses will be accepted. 

11. Signature block. Enter the name and contact information of the authorized signer 
affiliated with the Incentive Recipient organization. They must sign and date the form 
here. 

12. (optional) Notes. Enter any information that would clarify the costs incurred or costs 
excluded from this reimbursement request. 

https://thecommunitiesincharge.org/wp-content/uploads/2025/11/ACH-Form.pdf
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Summary of Payment Request Instructions 

 

 

13. Invoice Number. Enter an invoice number of your choosing. 
14. Period Covered by This Request. Enter the start and end date of this project. Note: the 

start date cannot be before the Implementation Manual release date, and the end date 
cannot be in the future. 

15. Signature. The authorized signer affiliated with the Incentive Recipient 
organization must certify the document by signing and dating the form here. 
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Equipment Costs Worksheet Instructions  

If you do not have invoices for equipment costs, leave these fields blank. 
 

 
 
 
16. Date. Enter the date on the invoice for the eligible costs. Refer to the Implementation 

Manual to know which items are considered equipment by CIC. 
17. Vendor. Enter the name of the company who was paid for the goods or services (as it 

appears on their invoice).  
18. Purpose. Enter the description of eligible costs appearing on the invoice (i.e. EVSE, 

electrical panels, demand management equipment, etc.). Refer to the Implementation 
Manual to know which items are considered by CIC to be equipment versus other 
eligible costs. 
* Make note of any excluded/ineligible costs either on the invoice or in a separate 
document. 

19. Reference. Enter the invoice number of the invoice you are referencing. 
20. Units. Enter the total number of units included in the invoice. If the invoiced items are 

something difficult to divide into units, such as a variety of signage or restriping of 
parking stalls, you may list the items as a single unit. 

21. Unit Cost. Enter the per unit cost (cost of a single unit). 
22. Credits, Discounts and Incentives (as applicable). Enter the total amount of any 

other credits, discounts, or incentives the project received for this equipment. 
 

Repeat steps 16-22 for each invoice.  
 
 
 
 
 
 
 

https://thecommunitiesincharge.org/wp-content/uploads/2024/11/Communities-in-Charge-Implementation-Manual-Funding-Wave-3-ADA.pdf
https://thecommunitiesincharge.org/wp-content/uploads/2024/11/Communities-in-Charge-Implementation-Manual-Funding-Wave-3-ADA.pdf


12 
 

Materials & Miscellaneous Costs Worksheet Instructions  

If you do not have invoices for materials or miscellaneous costs, leave these fields blank. 
 

 
 
23. Follow the instructions given for steps 16-22. Enter the information for invoices 

containing Materials & Miscellaneous costs, Service costs, Utility costs and Other 
Eligible costs. Refer to the Implementation Manual to know which items are considered 
eligible costs in these categories, by CIC. 
* Make note of any excluded/ineligible costs either on the invoice or on a separate 
document. 

Repeat steps 16-22 for each invoice.  
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Subcontractor Costs Worksheet Instructions 
If you do not have invoices for subcontractor costs, leave these fields blank. 
 

 
 
24. Subcontractor Name. Enter the name of the subcontractor as it appears on their 

invoice. 
25. Subcontractor Reimbursement Request. Enter the total amount of eligible 

subcontractor costs on the itemized subcontractor invoice.  
*Make note of any excluded/ineligible costs either on the subcontractor invoice or on a 
separate document. 

26. Subcontractor Business Certifications. Enter the subcontractor’s business 
certifications, if known. MB = Minority owned Business, SB = Small Business, DVBE = 
Disabled Veteran Business Enterprise. 

27. Credits, Discounts and Incentives (as applicable). Enter the total amount of any 
other credits, discounts, or incentives the project received for this equipment. 
 

Repeat steps 24-27 for each invoice.  
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Stacking Worksheet Instructions  

If you are not using other credits, discounts, or incentives for this project, leave this page 
blank. 

If you are combining CIC incentives with other credits, discounts, or incentives please 
review the Stacking Guide.  

 
 
28. Allowable Stacking Approaches. Checkmark all boxes that apply. 
29. Total Project Cost. Enter the total cost of the project regardless of funding source. 
30. Total Level 2 Ports Installed at Site. Enter the total number of Level 2 ports/connectors 

installed at the site, regardless of funding source or time of construction. 
31. Name of Stacked Incentive Program A. If you are combining CIC incentives with 

another funding source (outside your organization), enter the name of the other funding 
program here.  
If you are combining CIC incentives with more than one other funding source (outside 
your organization), enter the name of the second funding program in the Program B 
name field. 

32. Funder/Funding Source of Program A. If you are combining CIC incentives with 
another funding source (outside your organization), enter the funding source of the 
program listed in step 31 here. 

https://thecommunitiesincharge.org/wp-content/uploads/2025/11/Stacking-Guide-FW3.pdf
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If you are combining CIC incentives with more than one other funding source (outside 
your organization), enter the funding source of the second program in the Program B 
funder field. 

 
 

33. Award Amount. Enter the amount this project was awarded by the program listed in 
step 31. If you are combining CIC incentives with more than one other funding source 
(outside your organization), enter the amount awarded by the second funding program 
in the Program B column. 

34. Number of Level 2 Ports Incentivized. Enter the number of Level 2 ports/connectors 
this project was awarded by the program listed in step 31. If you are combining CIC 
incentives with more than one other funding source (outside your organization), enter 
the number of Level 2 ports/connectors awarded by the second funding program in the 
Program B column. 

35. Itemization of Awarded Funds. Enter the amount of the total award from Program A 
that was spent on each cost category. Repeat these steps for Program B award, if 
applicable. 
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Example Payment Request Form with Invoices          
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Equipment Invoice (Bulk Order with Ineligible Costs) 
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Materials & Miscellaneous Invoice 

 

 Eligible Costs Breakdown 

Total project costs                  $13,300 

Ineligible costs (labor)                  - $8,640 

Eligible Reimbursable Amount             $4,660 
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Subcontractor Invoice 
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Attachment A – ACH Authorization Form 

  
Instructions:  

Please complete and sign this form and include either a voided check or a bank letter with your 
account information and return them to ap@calstart.org.  

CALSTART, Inc.  48 South Chester Avenue, Pasadena, CA 91106 (626) 744-5600  www.calstart.org  
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Attachment B - Payment Request Form (numbered) 
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