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INSTRUCTIONS FOR THE ON-LINE APPLICATION

The Alternative Fuel Vehicle Rebate Program (AFVR) must be submitted through the Department of Community and Economic Development’s (DCED) Electronic Single Application (ESA) website.  Paper and faxed copies will not be accepted.  This change allows DEP to expedite the review process.  The link to the on-line application can be found at:
https://www.esa.dced.state.pa.us/Login.aspx

This document will provide instructions on how to apply and upload the required documentation in the ESA application. All information needed for your submission will be contained in this online application.  

No documentation needs to be mailed to DEP.  You do not need to send a copy of the signature page to DEP.




User Tips

· The Electronic Single Application works best when accessed through Internet Explorer or Google Chrome.
· If you allow your screen to sit idle for more than 30 minutes, you will lose the data entered since your last save and will have to re-enter it.  Save frequently.
· When completing the application, fields with a “    ” are required fields.  If a required field is skipped, you will be notified later in the application to return to that section to complete the field.
· Do not use special characters in the fields such as \, /, *, &, %, #, etc.

If you have questions completing the application, please call the DCED Customer Service Center at 1-800-379-7448.  They are open 8:30 am-5:00 pm EST Monday thru Friday.

A video on required information is also available for you to review should you have any questions on the type of documentation that is necessary to be submitted with your application.  It is suggested that you also watch this video before completing your application.
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Reminder:  If you have questions completing the electronic application, please call the DCED Customer Service Center at 1-800-379-7448.  They are open 8:30 am-5:00 pm EST Monday thru Friday.

Available on the DEP website, Alternative Fuels Incentive Grant (pa.gov), click on Alternative Fuel Vehicles,  there is an instructional video on how to submit an AFV rebate application.




Registration and Login
Go to the ESA login page https://www.esa.dced.state.pa.us/Login.aspx and follow the instructions for creating a new account or migrating an existing account.
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Begin a New Application
· Project Name – Enter a name for your project.  
· Do you need help selecting your program – Select “No”.
· Click on “CREATE A NEW APPLICATION”.
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Select Program
· Under Program Name, enter “AFV”.
· Click “SEARCH”.  Look for the appropriate grant program offered by DEP.  
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Apply
· Select the program for which you are applying. 
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Program Requirements
Before you can apply, you must complete the Pre-Application Requirements.
When finished filling out the program requirements, click “continue”
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Applicant Information Tab

· The Applicant Information section requires data related to the applicant for which the application is being submitted.
· Applicant Entity Type – select individual.
· Applicant Name – Enter the name of who purchased the vehicle.
· NAICS Code – When Individual is picked as the Applicant Entity Type, NAICS code automatically populates with 8141.
· FEIN/SSN Number - Enter the Social Security number of Applicant.
· DUNS Number – Leave blank.
· CEO – In this block, enter name of Applicant.
· CEO Title – Enter that person’s title.
· SAP Vendor# - Leave blank.  
· Contact Name – Enter the Applicant name.
· Contact Title – Enter the Applicant’s title.
· Phone and Fax – Enter the phone and fax numbers for the primary contact for this project.  
· E-mail – Enter the e-mail for the primary contact for this project.
· Mailing address, City, State and Zip Code – Enter this information for the Applicant.
· Click “Continue” at the bottom right.
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Co-Owner
· In the case of co-owners/co-purchasers, each co-purchaser must be a PA resident and the rebate amount will be divided between the co-purchasers.  If the rebate is less than $750.00, the payment will be made out to the applicant.


Project Overview
· Project Name – The project name will auto-populate from the information you filled in at the beginning of the process.  You may change the project name at this time.
· Enter the name of the person you spoke with at DEP regarding your application.
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Project Site
· Address – Enter the mailing address (street address).  P.O. Boxes are not acceptable.
· City, State and Zip Code – Enter this information.  (If you indicated more than one site on the prior tab, you will be requested to complete this information for all sites.)  Please add the zip +4 for each project site location.
· County – Select your county from the dropdown box.
· Municipality – Select the Municipality or County-Wide from the dropdown box, as appropriate.  
· PA House, PA Senate and US House – These fields will be auto-populate based on the information entered above.
· Designated Areas – Leave blank.
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Click “Continue” 



Project Narrative 
· This section does not need completed.  You may skip this tab and move to the next tab.
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Click “Continue”







Program Budget
· The Program Budget contains two tabs – Spreadsheet and Basis of Cost.
· Only the Spreadsheet tab needs filled out
· Rebate Amount – The amount of rebate you are requesting from DEP.
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Click “Continue”






Program Addenda
· Complete all fields and upload all required documents on this tab. Once completed, click Continue.
· All questions marked with a red diamond are required to be answered.
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Certification and Submission
· If there is any missing information in your application, your screen will look like the following example.
· Under the orange “Application Certification” heading, it will state, “The following sections are incomplete.  All required fields marked with a red diamond must be completed before you are able to submit this application”.
· To add/correct the information on your application, click on the section heading to return to the page.

[image: ]Click here to make the necessary changes



If your application is complete, your screen will look like this:
[image: ]
Complete the following fields:
· Indicate certification of application information by checking the related checkbox under the Electronic Signature Agreement.
· Indicate identity as one of the following:
· I am the applicant.
· I am an authorized representative of the company, organization or local government.
· I am a “Certified” Partner representative.
· Type your name in the “Type Name Here” block.  This will serve as your official e-signature and authorizes your application.
· Check the “Electronic Attachment Agreement” box.
· Click on “Submit Application”.



Application Receipt Verification
· If you want a copy of your application, click the “Print Entire Applications with Signature Page” link.  You will always be able to access your application with the user name and password you created at the beginning of the application.
· Make sure to note the Single Application ID#.  All future correspondence from the Department will reference this number.
· You do not need to send the signature page and/or any further documentation to the Grants Center.  All the information needed is contained in your on-line submission.
[image: ]You do not need to mail any documentation to DEP.  All information needed is contained in your on-line submission.


· Congratulations!  You have completed the on-line application.  
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General Facts
+ Create a New Keystone Login Account — Registration
= Click Register and enter all of the information into the fields with a red asterisk (*) next to
them,
* You will be asked to create your profile, login information and security questions.
= If'you have already created an account with another agency whose application uses the
Keystone Login Service, you do not need to register another account with us.
= If you create a Keystone Login account with us, you will be able to use this account with other
agencies that use Keystone Login.
= Some additional information may be required for those agencies.
+ Keystone Login Services
= There are many account options that can be configured for your Keystone Login.account.
Please see the help documents provided by the Keystone Login Service
= Keystone Login account-assistance or password resets, please contact the Keystone Global
Help Desk at 877-328-0995
« If you need application technical assistance, please contact the DCED Customer Service Center
Monday-Friday 8:30AM-5PM at 800-379-7448

Applications are best applied for by using Internet Explorer or Google Chrome and have not been
tested with other browsers.

Login

What's New?
For an overview of the changes in the new Single Application,
please read Help.

Username ‘ },

Password

Powered by

KEYSTONE LOGIN

Register
Forgot Password
Forgot Username
Learn more about Keystone Login
Having Trouble Registering
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Begin a New Application

To begin a new Single Application For Assistance, enter a brief name for the project (up to sixty characters) and answer whether you need help selecting your program. If you already know the name of the program you want to apply for, answer "No"

Project Name

IAFV Instructions

Do you need help selecting your program?
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Select Program
To search for programs ba:

on your organization and/or project, click the Program Finder button below.

Program Name
AFV

Sort By

Program Name v
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Alternative Fuel Vehicle Rebate Program (AFVR) & Apply

Pennsylvania Department of Environmental Protection

Rebate will be offered on a first come-first served basis as long as funding is available.

Through the AFV rebate program, Department of Environmental Protection (DEP) will offer an opportunity to Pennsylvania residents to apply for a rebate when they purchase a new alternative fuel vehicle (AFV). This Program
was established under ACT 178 of 2004 to help reduce Pennsylvania's dependence on imported oil and to improve the environmental quality by using alternative fuels.

Rebate request must be submitted no later than six months after the vehicle is purchased. The rebate will be offered on a first come-first served basis as long as funding is available.

Visit the DEP website, www.dep.pa.gov, for an up-to-date listing of rebate availability search: Alternative Fuel Vehicle Rebates.
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Program Requirements

Is the vehicle new or used? ¢

[

Is the vehicle Purchased or Leased? 4

™

Enter the Vehicle Identification Number (VIN) 4

Enter mileage on the vehicle title 4
Enterthe date of purchase ¢
Enter the Final Purchase Price
Select Vehicle Type:

I

Enter Battery Size in kilowatt hours (kWh):
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Applicant Entity Type:

Applicant Name:

NAICS Code
FEIN/SSN Number

DUNS Number:
CEO:

CEO Title:
SAP Vendor #:

Contact Name:
Contact Title:

Phone:

Fax:
E-mail:

Mailing Address:

O Limited Liability Partnership
O Government

O Sole Proprietorship

O S Corporation

@ Individual

O Partnership
O Non-Profit Corporation
O Limited Liability Company

O C Corporation

iJoe Smith

8141 *

o *

*Please enter FEIN as 9 digits, no dash.

(XXXXXX OF XXXXXX-XXX)

4  Ext

(XXX-XXX-XXXX)
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City:
State:

Zip Code: -
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Enterprise Type

Indicate the types of enterprises that describe the organization listed above. You may select more than one type.

[] Advanced Technology [] Agri-Processor [] Agri-Producer [ Authority [] Biotechnology / Life Sciences
["] Business Financial Services [] call Center [[] child Care Center [] commercial [] Community Dev. Provider
[] Computer & Clerical Operators [] Defense Related [] Economic Dev. Provider [] Educational Facility [] Emergency Responder
["] Environment and Conservation [] Exempt Facility ["] Export Manufacturing [] Export Service ["] Food Processing
[] Government [[] Healthcare [] Hospitality [] Industrial [] Manufacturing
[] Mining [] Other [] Professional Services [] Recycling ["] Regional & National Headquarters
[] Research & Development [] Retail [] Social Services Provider ["] Tourism Promotion [] Warehouse & Terminal
Co-owner
Name
NAICS Code (8141 *

FEIN/SSN Number, o

*Please enter FEIN as 9 digits, no dash.
DUNS Number:

CEO:

CEO Title:

SAP Vendor #:

Contact Title:

Fax:

Mailing Address:
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City:
State:

Zip Code:
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Agency: Pennsylvania Department of Environmental Protection
Applicant: Joe Smith
Program: Alternative Fuel Vehicle Rebate Program (AFVR)

Project Overview

Project Name: ¢

IAFV Instructions

Is this project related to another previously submitted project?

No |v|

If yes, indicate previous project name:

Have you contacted anyone.at DEP about your project?

No |v|

If yes, indicate who:

Is your community certified through Sustainable Pennsylvania?

No |v

If yes, what level

Web Application #: 8183033
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If yes, what level
OBronze O siver O Gold O Platinum

Are you interested in applying for multiple funding sources for this project?

You are only permitted to apply for one program per application. By answering "Yes", youwill be given the ability to apply for an additional program on'the Certification page after this application has been submitted.

No |v|

How many Site Locations are involved in the project?

1lv]

Continue
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Project Site Log¢ation(s)

To add Project Site Locations, please see the Project Overview section.

‘ site 1 |

Address: (400 Market Street

City:  |Harrisburg

State:  pp

Zip Code: 17101

County:  |Dauphin *
Municipality: *
PA House: ¢ Maty kim (109
PA Senate: ¢  iohn DiSanto (15)
Designated Areas: [] Act 47 Distressed Community [] Brownfield
[] Enterprise Zone [] Greenfield
[] Keystone Innovation Zone ["] Keystone Opportunity Zone

[] Prime Agricultural Area [[] Uses PA Port
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Agency: Pennsylvania Department of Environmental Protection

Applicant: Joe Smith Web Application #: 8183033

Program: Alternative Fuel Vehicle Rebate Program (AFVR)

Project Narrative

Adequate answers to the Project Narrative questions below are required. Uploaded attachments or mailed documents are no longer permitted in this section of the application.
instructions will either be provided in the Program Addenda section o the Program Guidelines.

If a more detailed narrative is required for the Program selected,
What do you plan to accomplish with this project? ¢

Identify the problem(s) that need to be resolved.

Character Count: 246/1000 characters.

This area does not need completed. Instead, any information should be entered and uploaded on the addenda tab of this application. For
instructions on what to include, reference the Alternative Fuel Vehicles Rebate Program Guidance document.

How do you plan to accomplish it? ¢

Include expected outcomes that are measurable, obtainable, clear and understandable, and valid. Examples of measurable outcomes include jobs created or retained, people trained, land or building acquired,
housing units renovated or built, etc.

Character Count: 246/1000 characters.

This area does not need completed. Instead, any information should be entered and uploaded on the addenda tab of this application. For
instructions on what to include, reference the Alternative Fuel Vehicles Rebate Program Guidance document.
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How do you plan to use the funds? ¢
Should include specific use of funds and reflect the budget provided with the application.
Character Count: 246/1000 characters.

This area does not need completed. Instead, any information should be entered and uploaded on the addenda tab of this application. For
instructions on what to include, reference the Alternative Fuel Vehicles Rebate Program Guidance document.

Projected Schedule and Key Milestones and Dates
A detailed schedule of activities, including key milestones and dates, must accompany this application if applicable to the project.

Character Gount: 0/1000 characters.
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Agency: Pennsylvania Department of Environmental Protection
Applicant: Joe Smith Web Application # 8183033
Program: Alternative Fuel Vehicle Rebate Program (AFVR)

Program Budget

Please see the Help section for details on how to complete the Program Budget

‘ Spreadsheet | Basis of Cost

Budget Spreadsheet ¢
The first column indicates the amount of funding you are requesting from DEP. After completing the budget, please complete the Basis of Cost tab. Included is a Budget Narrative where you can provide a more detailed description of specific line items.

Alternative
Add funding source Fuel Vehicle
Rebate

Program
(AFVR)

Miscellaneous - Collapse $0.00
Rebate Amount Remove $0.00! $0.00
Total $0.00

Budget Total: $0.00
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Agency: Pennsylvania Department of Environmental Protection
Web Application # 8183033

Applicant: Joe Smith
Program: Alternative Fuel Vehicle Rebate Program (AFVR)

Program Budget

Please see the Help section for details on how to complete the Program Budget

Spreadsheet ‘ Basis of Cost

Basis of Cost &
Provide the basis for calculating the costs that are identified in the Project Budget

1. Appraisals [] Bids/Quotations
Budget Justification [] Contractor Estimates
[[] Engineer Estimates [] Sales Agreements

Budget Narrative
The narrative must specifically address each of the cost items identified in the Budget Spreadsheet

Character Count: 246

This area does not need completed. Instead, any information should be entered and uploaded on the addenda tab of this application. For instructions on what to include, reference the Alternative Fuel Vehicles

Rebate Program Guidance document.
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Agency: Pennsylvania Department of Environmental Protection

Applicant: Joe Smith Web Application # 8183033
Program: Alternative Fuel Vehicle Rebate Program (AFVR)

Program Adderda

Below are additional application requirements specific to the program you selected.
program.

If you are having problems completing the Program Addenda because your organization or project do not meet the requirements listed below, please try changing your

1. Vehicle Year 4

Vehicle Make
v

w
<

‘ehicle Model ¢

A

4. Applying for a vehicle of type ¢
v

5. Is this being submitted within the 6-month timeframe? ¢

™

6. Does The Vehicle Identification Number(VIN) Match on All Documents? 4

vl
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7. Upload the Alternative Fuel Rebate Form 4
Click here to download the Alternative Fuel Rebate Form.

Upload Files
Use the control below to select your file. Each file can be no larger than 30MB.

File 1 Browse.

8. Upload your Vehicle Registration 4

Upload Files
Use the control below to select your file. Each file.can be no larger than 30MB.

File 1 Browse.

9. A copy of the invoice or the bill of sale. This document will be used to determine if the vehicle is an alternative fuel vehicle.

Upload Files
Use the control below to select your file. Each file can be no larger than'30MB.

File 1 Browse.
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10. Proof of the vehicle purchase. This can be a copy of thé front and back of a cancelled check, the finance agreefment, or an invoice indicating a zero balance due and recéipt of payment in full. ¢

Upload Files
Use the control below to select your file. Each file can be no larger than 30MB.

File 1 Browse.

11. The primary resident's Social Security number must be included on the applicant tab. If the vehicle purchased is registered under two flames, both social security numbers must be included. If the applicant does not have a social security
number, the applicant must provide a letter from the Social Security Administration that denied the applicant's request for a social security number. Please attach the letter from the Social Security Administration below.

Upload Files
Use the control below to select your file. Each file can be no larger than 30MB.

File 1 Browse.

12. Carfax report - used vehicle purchase only

Upload Files
Use the control below to select your file. Each file can be no larger than 30MB.

File 1 Browse.
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Questions 13-15 are required for used vehicle purchases only if that vehicle will be registered in a county that is not in an Air-Quality Non-Attainment Area for Ozone. See AFV Rebate Program Guidelines — Eligibility.
13. Upload your tax return

Upload Files
Use the control below to select your file. Each file can be no larger than 30MB.

File 1 Browse.

14. Annual Income

15. Number of people in household

16. | understand that not submitting all the correct information as outlined in the guidance document and the above attachments and answers may result in the rebate not being issued ¢

™

Applications that are incomplete and do not include all required correct documentation and/or include documentation that is administratively incomplete or inaccurate will result in a denied application. Please be sure to read
the rebate program guidelines carefully and ensure that all correct and complete documentation is uploaded to this electronic application before submitting. No additional paperwork or copies of any documentation should
be mailed to DEP as it is not needed and will not be accepted or returned to sender. All information for the application is contained in this electronic form. Applications that are denied for being administratively incomplete
may be resubmitted with correct documentation as long as that resubmission is stillin the six month application window.

1 have read and understand this statement.
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Budget Addenda Certifica

Agency: Pennsylvania Department of Environmental Protection

Applicant: Web Application #: 8178841
Company:

Program: Growing Greener Plus - Growing Greener (Watershed Restoration and Protection) Program Guidelines

Application Certification

The following sections are incomplete. All required fields marked with a red diamond (#) must be completed before you are able to submit this application:

« Entity Type is required.

« Applicant Name is required.

« NAICS Code is not a valid four digit code.

« FEIN Number is required.

« Ceo is required.

« Ceo Title is required.

« Contact Name is required.

« Contact Title is'required.

+ Phone Number must be a valid phone number, please use "-"instead of spaces. Must include area code XXX-XXX-XXXX.
« Phone Number is required.
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ProjctSte Naratve

Agency: Pensynia Depsriment of Envronmentl Pofecion
Applcant: Labaron County e Applicason - 5116120
Program: 601 Muniops Weste Plsnning Grant

Application Certfication
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Home Hep Pint ContactUs

Logout

Frogram Addenda _ Cartfoston

Agency: Pensynia Depsriment of Envronmentl Pofecion

Applcant: Labaron County e Applicason - 5116120
Program: 601 Muniops Weste Plsnning Grant

Application Certfication
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