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ecoENERGY Retrofit Incentive for Buildings (Appendix C) 

Applicant Checklist, Version 4.4 
Proposal Process
· Obtain Version 4.4 of the application guide and forms (Step 1) 
http://oee.nrcan.gc.ca/commercial/financial-assistance/existing/retrofits/forms.cfm  
· Find and retain an experienced individual or service provider (P.Eng, CET, CEM, CEA, Architect) for the pre-project energy audit (Step 2)
· Conduct a pre-project energy audit of each affected building (Step 2)
· Complete all grey fields in the Application Form (Step 3)
· Experienced individual or service provider completes Part 3 and 4
· Financial signing authority signs Part 7
· If space is leased, building owner signs the Building Owner’s Consent Form (Appendix B)
· Submit the following paper and electronic documents before March 31, 2012 (Step 4)
1) Paper Documents:

First send the following by mail or courier to the address on the next page:

· The original paper Application Form for each building, signed and dated by the financial signing authority; and

· The Buildings Owner’s Consent Form (Appendix B) if applicable.

2) Electronic Documents:

At the same time as you send the original signed paper forms and associated documents, either by e-mail to info.services@nrcan.gc.ca or burned on a compact disc (CD), send the following:

· An electronic copy of the Application Form in Microsoft Excel or OpenOffice. Do not save or send the document in a PDF format. 

3) Paper or Electronic Documents: 

You have the choice of sending the following documents in either paper format (mail or courier) or electronic format (e-mail or CD) at the same time as you send the materials above: 

· A copy of your pre-project energy audit; and
· A copy of a recent bill from each of your energy utilities (electricity, gas, oil, etc.); and
· A recent photo of the exterior of your building. 
Post-approval process
· Respond to our letter confirming details of your organization as well as the recognized GJ savings and the associated incentive (Step 5) 
· Sign and return the draft Contribution Agreement (Step 5) before incurring any project costs
· Wait to receive a copy of the Contribution Agreement signed by all parties (Step 5)
· Start the project (Step 6)
· E-mail or fax an update of costs incurred as of March 31 by March 12th of each year (Step 6)
· E-mail or fax notification when the project is complete (Step 6)

· Complete the Final Report Form and Claim for Payment Form within 120 days after project completion (Step 7)

· Allow access to the building for verification or audit (Step 8)
· Receive the payment (Step 9)
· Celebrate a successful project (Step 10)
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For more information
	Buildings Division

Office of Energy Efficiency

Natural Resources Canada

1 Observatory Crescent, Building # 3

Ottawa, ON  K1A 0E4 (Mail)

Ottawa, ON  K1Y 4X2 (Courier) 
Tel.: 1-877-360-5500 (toll-free)



Fax: 613-947-4121


	E-mail: 

info.services@nrcan.gc.ca 

Web site: 

www.oee.nrcan.gc.ca/buildings/retrofit  

Web contact: www.oee.nrcan.gc.ca/buildings/contact   
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