Application Instructions
Application Deadline---January 29, 2016
	Documents to be submitted in Application 
	 Document or Template Required

	CHECKLIST and cover/transmittal letter. The checklist lists all of the items that complete the application. The numbering of the documents indicated below corresponds to the checklist.  The cover/transmittal letter simply identifies the sender, date, and included application contents. 
	Check boxes of checklist (docx)

	1- 4.  Name of Applicant (Consortium) and all applicable contact information including Consortium members, Fiscal institution and its representative must be provided.
	Identify Consortium on Checklist.  Use Online Attachment A (Excel) for all contact information details.

	3. Letter from the Fiscal Agent.  The institution or entity acting as the fiscal agent must submit a letter stating its willingness to act as a Fiscal Agent for the community including an understanding of the rights, duties, and responsibilities of the Fiscal Agent.    Provide original with mailed application. See Decision 11-06-038, section 6.4.4 for more information.
	No Templates provided. Use letterhead from organization. 

	5-7. No separate documents: See #10 (Action Plan) below.
	

	8. Endorsements from regional government entities, e.g. county boards of supervisors, etc., which demonstrate substantial support for consortium by letters and/or resolutions. Provide original signed documents with mailed copy and scanned copies for electronic submittals.

	No templates provided. 

	9. Endorsements from public, non-profit, and/or for-profit organizations, e.g. community-based organizations, associations, schools, health care organizations, libraries, businesses, consumers, etc., which demonstrate substantial and diverse support for consortium by letters and/or resolutions
	No templates provided.   

	10. Action Plan: contains information on Governing Board Structure (Checklist #5), Description of Region (Checklist #6), Project Description (Checklist #7), non-CASF resources.
	See Online document 10 (docx)

	11. Work Plan.  Include separate work plans for each year, as applicable
	See Online document 11 (Excel)

	12. Proposed Budget. Submit expected cost breakdown based on Work Plan. Add rows and columns as necessary. Provide budget document for each year’s Work Plan. Note that footnote requires attachments showing staff names, positions, and position descriptions.
	See Online document 12 (Excel) and fill in.

	13. Notarized Affidavit.  Must be filled in as indicated and signed by the Fiscal Agent
	See Online document 13 (docx)

	14. Existing Consortium Completion Report.  Any existing Consortium applying for new funds must fill out the template.  Fill in rows that apply to past projects.  
	See Online document 14 (Excel)



HOW TO SUBMIT THE APPLICATION

Send one hard copy in three-ring binder, post marked by January 29, 2016 to:
Communications Division
Attn: California Advanced Services Fund
California Public Utilities Commission
505 Van Ness Ave.
San Francisco, CA 94102

Send one electronic copy by January 29, 2016.  Follow these steps: 

1) [bookmark: _GoBack]Create a CPUC File Transfer Protocol (FTP) account 

If you do not have an existing CPUC FTP account, please follow these instructions: 
Go to https://cpucftp.cpuc.ca.gov 

A) Click on “I don’t have an account yet”. 
B) Create your FTP account by entering your email address in the dialog window. 
C) A Verification Code will be immediately sent to your mailbox. 
D) Retrieve the Verification Code from your mailbox and enter the Verification Code in the registration window to authenticate your email address. 

E) Create a personal password for your account. Your registration process is now complete. Bookmark the FTP link to upload documents to complete the application process. See FTP link
2) Send the CPUC completed documents through the FTP account

To Upload Application Documents, follow these steps: 
A) Go to https://cpucftp.cpuc.ca.gov 
B) Initiate an upload request to the following address: CASF_Consortia_Grant_Administrator@cpuc.ca.gov
C) Attach the ZIP Formatted Folder into the upload request from Step B. 
D) Provide a brief description of the documents being uploaded. 
E) Click “send” to complete the upload request. Your submission is complete!
