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construction 
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Pilot Process: Overview



Electrification Retrofit Pilot: Process Overview

Step Step Documents & Steps Timing/ Comments

1
Eligibility 
Screening

Owner submits completed Screening Tool and IPNA to HPD's Technical Assistance Provider 
(TAP). Instructions available here.

As soon as a project completes an
IPNA, they may submit.

2 Project Formally 
Accepted into 
Pilot

TAP sends Pre-Incentive Letter and Project Pro-Forma (includes project 
description, conceptual scope and cost, next steps) to HPD Program for approval and cc’s 
Owner Team. 

Owner signs Participation Agreement and submits necessary documentation for NYSERDA to 
encumber funds.

Once approved by HPD, TAP sends the Incentive Eligibility Letter to Owner.

Owner will work w/ TAP as needed to 
develop conceptual electrification design, 
which will form the basis for HPD’s 
acceptance of project into the Pilot.

3 Design & 
Scoping

TAP meets with Owner and Design Team 3X or as needed during the design phase to optimize 
Electrification scope, ensure completeness of bidding and contract documents, and assist 
Owner and Design Team w/ Con Ed Load Letter and Clean Heat Incentive.

After project is accepted into Pilot, Owner 
and Design Team will meet w/ TAP at 
completion of SDs, DD, and prior to bidding.

4
Final Incentive 
Letter Issued*

Owner sends Approved Bid Documents, completed Electrification Rider (w/ itemized 
Electrification costs) to TAP for review.

Once approved, NYSERDA issues the Incentive Award Letter based on final/ approved scope 
and incremental cost and encumbers the final award amount.*

2-6 weeks prior to closing - after bids are 
submitted to HPD or after Cost-
Reasonableness Review.

5
Construction & 
Payment of 
Incentive

During construction, TAP receives copy of monthly Requisition for review of Electrification 
scope items. Upon TAP approval, NYSERDA issues funds to owner for completed & approved 
Electrification work**. Final payment not released until approval of Commissioning Report by 
the TAP. 

In addition to reviewing monthly 
requisitions, TAP will visit site for a kickoff 
meeting, a rough-in inspection, and 
a Substantial Completion inspection.

*NYSERDA reserves right to adjust Incentive if Electrification Scope is modified after the Final Award Letter is issued
**Because incentive covers incremental costs, Electrification Scope items are paid proportionally by NYSERDA & lender

Pilot Process Overview

https://www1.nyc.gov/site/hpd/services-and-information/hpd-nyserda-retrofit-electrification-pilot.page


Determining the Incentive

1. Owner applies by filling in Screening Tool

2. Technical Assistance Provider (TAP) assesses project

for electrification and determines which scope(s) the 

project is eligible for

3. NYSERDA calculates:

1. The Estimated Incentive: based on incremental 

costs between “business as usual” and the 

proposed electrification scope

2. The Maximum Incentive: based on the per/DU 

incentive or the $1mm project cap

Incentive is subject to change if the design changes or 

actual costs are different – up to the allowable per/DU or 

$1mm cap.



Incentive Eligibility Letter

1. NYSERDA will issue an unsigned Incentive Eligibility Letter (IEL) & 

Project Proforma

• Noting the estimated incentive amount based on the preliminary 

scope. 

• Notes next steps

2. Once HPD approves project and owner submits required paperwork...

3. NYSERDA encumbers funds and issues a signed IEL, indicating formal 

acceptance into the Pilot.

• Funds encumbered for 12 months* or until closing.

4. Prior to Closing, and upon receiving all required documentation outlined 

in the Participation Agreement, NYSERDA will issue a final Incentive 

Award Letter based on final scope and encumber funds for project 

construction period (i.e., up to 24 months*)

• Incentive may be adjusted if incremental costs or scope changes –

up to the $maximum per/DU or $1mm project cap

*Applicant may request extensions as needed.



Participation Agreement between Owner & NYSERDA 

Signed agreement required prior to issuance of signed Incentive Eligibility Letter. Includes: 

• Terms & Conditions

• Incentive Amounts: Preliminary & Final

• Incentive Payment Structure, noting that:

• Funds are encumbered by NYSERDA and are disbursed during construction 

according to the standard requisitions process 

• TAP must approve Electrification Items on the requisition

• Documents required to be submitted to NYSERDA prior to disbursement of funds:

• Construction Budgets, Electrification Rider, Utility Data Release Forms, 
Construction Documents, W-9, Clean Heat forms, etc.

• Owner Commitments:

• Clean Heat participation, sharing information & status updates w/ NYSERDA, right 
to publish project info, access to site

• Post-Construction Access & Data Sharing

• Indemnifications, Liabilities, Warranties

• Right to Recapture Funds if conditions are not met (subject to HPD approval)

• NYSERDA’s Prompt Payment Policy (30 calendar days from approval of requisition)

This document should be thoroughly reviewed before signing



BEFORE CONSTRUCTION: Funds encumbered

o NYSERDA issues a Preliminary Incentive Estimate and encumbers the funds

o Incentive can only be used to cover incremental cost of Approved NYSERDA Scope Items

o During Bidding, the Contractor itemizes all Electrification Scope Items per the Electrification Rider.

o This is used to determine NYSERDA’s proportionate share of the Electrification Scope (see next slide)

o Once bids are accepted, NYSERDA issues a final Incentive Award Letter.

o The final incentive amount may be revised, if necessary, based on approved bid amount (but may not exceed cap)

DURING CONSTRUCTION: Funds distributed

o Owner endorses and submits monthly requisitions to the TAP along w/ required AIA forms

o The TAP will review the Electrification Scope items on the requisition, which will be itemized (TAP will also perform 3+ site visits 

at key construction milestones)

o Once approved, TAP will notify NYSERDA that they can release payment for their proportionate share of the completed work 

(e.g., 50% of the requisitioned amount of the Approved NYSERDA Scope items)

o NYSERDA will pay owner within 30 days.

o The final incentive payment will be released upon final approval of Commissioning Report.

Incentive Payment Structure:

Participation Agreement should be thoroughly reviewed before signing

NYSERDA covers a 
“proportionate” 

share of the 
Electrification 

Scope (because 
the incentive is 
based on the 

incremental cost)



Payment Structure & Proportionate Share:

Determining 
“Proportionate” 

share

Splitting out 
Proportionate 
share on the 
requisition

The Electrification Scope must 
be itemized on the Bids & 

Requisitions 



Payment Structure & Proportionate Share – live example:

For this project, the 
proportionate share 

is 58% 

The Electrification Scope must 
be itemized on the Bids & 

Requisitions 



Electrification Rider between Owner & Contractor:
Ensures contractor acknowledges NYSERDA’s grant requirements, including:

• Clean Heat Program Compliance: Clean Heat Contractor & Seeking Incentive

• Technical Requirements: Project must meet all technical requirements

• Requirements for System Maintenance & Use:

• Optional maintenance contract must be offered, 

• Staff & tenant training must be provided

• System Warranties: 10-years parts, 1-year labor

• Required Access, Site Visits & Inspections:

• Minimum of 3 TAP site visits - at kickoff, rough-in, completion (others if/ as 

needed)

• Incentive Payment Structure:

• NYSERDA pays a proportionate share of all Electrification Scope Items 

• Paid through the standard requisition process (see previous slide)

• Bidding Requirements:

• Contractor must itemize all Electrification Scope Items in a format that 

consistent with the payment structure

This document must be signed by the GC before closing



Technical Documents & Design & Construction Checklists: 
TAP will be 

inspecting to 
ensure these 

requirements are 
followed during 

design & 
construction



https://www1.nyc.gov/site/hpd/services-and-information/hpd-nyserda-

retrofit-electrification-pilot.page

Further Resources: Pilot Webpage



Assignment of Incentive

If needed, NYSERDA can coordinate with project lender(s) on an ‘Assignment of Incentive’ agreement.

• Such an agreement assigns incentives to the lender in the event of owner/developer default, so the electrification 

scope could still be implemented.

• Owners and/or lenders are encouraged to coordinate as soon as possible with NYSERDA on the Assignment letter, for 

NYSERDA to review and execute prior to closing.


