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Final Project Submission/Review Process 

This session will include a review of the topics mentioned previously, which includes an overview of the all required 
and optional documents used in the program, when they are required and where the most recent version can be found. 

Please note, due to majority of projects following the new program rules (launched March 2022) this presentation will 
be for projects that fall within those updates. 

Any project concerns or questions regarding projects that fall under old program rules, I would recommend 
Contractors discuss that with their Account Manager. 

Review Overview:
Upon submission of the final documentation, the review team will do a deep evaluation of all documentation and notes 
provided by the Contractor. 
• Full reviews are completed for every submission regardless if a submission was sent back to a Contractor for 

adjustments
• All documentation is reviewed for completion and accuracy against the project. 
• All targeted measures are reviewed to ensure that required information is provided, measures fall within their 

necessary parameters, and that funding aligns accurately.
• If a project is missing required information or if clarity is needed on specific targeted measures, the submission will 

be returned to the Contractor for adjustment
• If a project submission is approvable, the workflow will move forward for payment 

Program Updates – EmPower
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Program Documents & Forms

• Required and As Needed Forms

•  Required
 As Needed
• n/a  Not applicable

Form EmPower AHP Audit Workscope 
Submission

Project 
Completion Notes

Utility Bills or Usage Waiver, if bills are not available   x x Utility bills may be required if project shows extremely high 
savings or exceeds project limits.

Homeowner or Rental Property Agreement   x x
EmPCalc   x x x
House Diagram   x x Diagram does not need to be on Program document.
Appliance Exchange Agreement  n/a x x
Photos   x x as needed
Certificate of Completion   x x x
Contract   x x Required when a customer contribution is required.
Subcontract   x x
HEAP Award Letters or Denials  n/a x
OTDA Benefit Card  n/a x Only when a CIN is needed on an OTDA ARPA funded project.
Heat Pump Informational Form   x x Waiver required for all heat pump projects.
AHRI Certificate/NEEP Cold Climate Spec Sheet   x
NEC Calculation Worksheet   x x Required when proposing an upgrade to a panel box
Field Change Order Form   x x Required for all workscope changes after approval.
ProForma  n/a x Case-by-case when Tier 1 customer is financing a heat pump.
State Historic Preservation Office Form   x



Program Documents & Forms

Photos – Required as needed

• Pictures are required for all projects. 
Requested that pictures are submitted as one 
file rather than individually. This will speed the 
review process.

• Photos should be clear where the review team 
and Program can easily identify the measure. 

• Required photos for EmPower – Tier 1
• All exterior sides of dwelling
• Refrigerator(s)
• Freezer(s) (if present)
• HVAC (Heating and Cooling Systems, Water 

Heater)
• Pre-existing attic insulation levels
• Other targeted measure(s) for replacement
• Exception requests



Program Documents & Forms

Contract & Subcontracts
CRM Section 13.2

Contract

• Required when a customer contribution is required.
• Must follow NY contract law.
• Must be on company letterhead.
• Must be signed by both customer and contractor.
• Itemize workscope with information pertaining to 

installed measures, how the items were installed, and 
the total cost for each item.

Subcontracts

• Must be uploaded if a subcontractor is used.
• Subcontracts must be between contractor and 

subcontractor, not between customer and 
subcontractor.

https://hpwescontractorsupport.com/program-documents-2/2019-2020-contractor-resource-manual/2019-2020-contractor-resource-manual-section-13-technical-tips-resources/


Program Documents & Forms

Heat Pump Informational Form*
CRM Section 5.6

• Waiver required for all heat pump projects
• Customer sign-off acknowledging potential 

drawbacks of a heat pump installation.
• Submission required with workscope for all 

heat pump installations.
• Needed for both Tier 1 and Tier 3 customers. 
• Signatures required from Customer and 

Contractor.

https://hpwescontractorsupport.com/program-documents-2/2019-2020-contractor-resource-manual/2019-2020-contractor-resource-manual-section-5-operational-policies-and-procedures/


Program Documents & Forms

Certificate of Completion
CRM Section 8.1e and 8.2c

• Customer sign-off attesting that the dwelling was left in 
good condition and if Direct Install and/or energy saving 
measures were installed.

• Two pages with two signature areas for both customer 
and contractor.

• Page 1: Can be signed and dated at time of audit or at time of test-
out. 

• Audit/DI Only projects only need page 1
• Page 2: Must be signed and dated at time of test-out.

• Full Comprehensive Projects need both page 1 and page 2
• The Review Team is reviewing the entire CoC form to 

ensure that the most up to date version is submitted, and 
that all required fields are filled out. 

https://hpwescontractorsupport.com/program-documents-2/2019-2020-contractor-resource-manual/2019-2020-contractor-resource-manual-section-8-operational-forms/


Program Documents & Forms

Certificate of Completion (continued)
CRM Section 8.1e and 8.2c

• Each section on the COC form is reviewed to ensure that 
all required information is provided and to confirm 
accuracy with the project at hand.

• All combustion testing information must be completed 
by technician. 

• The switch to the single audit type (CHA Audits) has put 
a requirement that Contractors must complete the CAZ 
Testing (Section C of CoC)

• Please note, it’s understood that Contractors may not have 
ability to perform blower door and CAZ testing in large 5+ 
unit apartments. Therefore, this is an exception that can 
be made, however since this testing is part of the CHA 
Audits, it must be completed for buildings with 4 units or 
less. 

• Updated CoC form will be released and discussed during 
the August 5th Contractor Webinar. This new form will 
have updated language to provide additional clarity for 
the network.

https://hpwescontractorsupport.com/program-documents-2/2019-2020-contractor-resource-manual/2019-2020-contractor-resource-manual-section-8-operational-forms/


Program Documents & Forms

Optional Forms for Updated Program Rules: these forms will be reviewed by the Review Team but 
are not required to be submitted. 
• Initial Interview Form
• Combustion Appliance Form
• Notification of Possible Presence of Asbestos
• Clean & Tune Checklist
• Optional Field Data 
• Supplemental Data Collection Form

Discontinued Forms:
• So What's Next Brochure
• EmPower NY Opt Out



Program Documents & Forms

EmPCalc
CRM Section 11.2c

• Program approved tool used to collect project 
information, calculate proposed energy efficiency 
measures and estimate project incentives.

• Most recent EmPCalc available is EmPCalc 8.1.8.1
• Always utilize the latest version, a link is available on 

the Contractor Support home page.
• At a project’s final submission ensure that all updates 

made in EmPCalc align with the 
approved workscope.

https://hpwescontractorsupport.com/2019-2020-contractor-resource-manual-section-11-databases-software
https://hpwescontractorsupport.com/2019-2020-contractor-resource-manual-section-11-databases-software


EmPCalc Submission :  

The Review Team is reviewing the submitted EmPCalc to ensure that all required information was provided, 
and that the information provided aligns with the project at hand. 
• Each tab of the EMPCalc is reviewed to ensure that all required fields are provided. 

• Most required fields are highlighted in yellow – however please note, there are some necessary fields that must be filled out as they 
impact formulas within the EmPCalc (for example, the project’s Region listed on the Project Information tab) 

• Project Information Tab 
• This tab includes many fields regarding the project site, utility information, customer information, audit information, project ID, tier 

selected, Pilot information etc. 
• The review team will confirm accuracy against the documentation provided

• Direct Install Tab/Energy Efficiency Upgrades/Non-Energy Efficiency Upgrades
• All targeted measures need to be filled out completely. 
• The review team will compare the project measures against the measures that were approved at Workscope
• Some measures have specific Program requirements that require a deeper analysis. Any measures that are outside the threshold,

or if a project includes additional measures that were not on the original Workscope, the project may be sent to Technical Review 
for further analysis from the Technical Team.

• Pilot Tab
• If the project is following a Pilot (KEDNY, Healthy Homes, etc) more information will be provided on this tab and will require further 

analysis depending on that Pilot’s requirements. 
• Summary Tab

• The information on this tab is auto populated from the rest of the EmPCalc, except for the columns that have yellow required fields 
that the Contractor would fill out themselves (Project ID, Contractor Information, etc) 

• The review team will compare all information on this tab to the targeted measures to ensure savings, funding, etc. are all accurate 



Final Approval/Payment

• If any information on the EmPCalc or Documentation is inaccurate, missing, or clarity is needed, the project may 
be sent back to the Contractor for adjustment and/or may be sent to Technical Review for additional evaluation. 

• When a project is returned to Final Review, a complete review will take place to ensure nothing was accidentally 
missed by either the Contractor or previous reviewers. 

• Once the project can be officially approved for payment, the project moves forward to the Incentive Payment stage 
where the project is a reviewed and added to a Program Invoice. 

• Any specific project measure concerns, the Contractor may contact Contractor Support or their Account Manager 
for further investigation

• For payment questions and timeline information, Contractors may also connect with Contractor Support  

Tier 1-EmPower 
NY

Completed Date

Payment may take up 
to

14 days,
missing 

documentation may 
result in payment 

delays



Q & A
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