Appalachian Power TakeCharge Rebate Program

On-line Application (OLA) Process — Job Aid

TakeCharge Websites:

Virginia: TakeCharge VA | Programs For Your Business West Virginia: TakeCharge WV | Home

Virgiria [N I

TakeCharge West Virginia brings together all the energy efficiency initiatives
Appalachian Power has to offer in one convenient place. Explore the site to find

bate offers v i mart devices and more. Learn about
energy efficiency and enroll in programs to help your home or business save
money while maintaining amore comfor i —and helping the
— planet.

Programs for Your Business

The wide variety of TekeCharge programs from Appalachian Power are 2 great way to make energy-efficiency
improvements in your office or workspace. Explore some of the programs we offer to help boost your bottom ling
and make your business mare efficient and eco-friendly.

Business Energy Small Business Direct
Solutions Install Program

Programs For Your Business Small Business Go Electric

Boost your botto line and be more efficient and eco- ML= E] Program
friendly by participating in a program for your business [ M EOH £ 111

Gotoprogram — Go toprogram —

*  Choose the correct Program
* Virginia Business Energy Solutions (BES)
e Virginia Small Business Direct Install (SBDI)
*  West Virginia Small Business Direct Install (SBDI)
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For Vour Busioess 7 Sra¥ Suriness Gieacttaetk Proarars

Small Business Direct Install
(SBDI) Program

For Your Business / Busiess Enssry Solutions

Business Energy Solutions

ForYour Busies / st el rogm | ‘
Small Business Direct Install '\ ‘

(SBDI) Program ‘
s B

AbcstarProgan  Who's Digbie?  Howit Werks

NOW IS THE BEST TIME

Aboutou Program  WholsEighie?  Hawit Works.
BbouttheFrogram  bncendves  WhoizElighle?  How it Warks

Business Energy Solutions Easy Upgrades that Add Up

Every step to save energy can make 3 difference far your business. Easy upgrades
fike energy-efficent lighting and occup: soes ot onfy help reduce
bt i

Today you have more options for corsenving energy. improving your cammertial
spaceand ssvingmoney. i energy
ciency i that.in icseniceat.

camforzsbi

safe. You can belp your bottom-Jine while being 2n enviranmental leader with our
‘enargy saving tips and programs_ Businesses can rereiv up t $100,000 esch for
i Fora total of $200,000, Contact uz at 833-402-

Stast an Apslication

2224 or TekeCl

Find s Contractor —




e Click “Submit Your Application”

!#o"ﬁfsh“""" TAKE CHARGE
VIRGINIA

— oIf you are not a Trade Ally skip
QQ crat wina Represenative to page 5

e TRADE ALLY — Click on the
“Trade Ally Login” in upper right-
hand corner of screen.

Al £ If you need a username and
Small Business Direct Install Program

password, contact Fran Phillips
Welcome to the Appalachian Power Company’s TakeCharge Virginia Small Business Direct Install Program Portal. View and track the progress of your Energy Efficiency project a1y .
applications submitted to the Program and apply for new i ives using the online application. Projects viewed in the Small Business Direct Install Portal are updated in real- at: F P h | | I 1PS @ trccom panies.com
time to provide up-to-date status information. We take the privacy and security of your persanal Information seriously. Click hers to review the Appalachian Power Company’s
Notice at Collection refating to residents in the Appalachian Power service territory.

Please enter the account number and site name from your Appalachian Power Company utility bill where the Energy Efficient
project is being installed. If you need assistance, please contact the Small Business Direct Install Program at 1-833-402-2221.

Account Number (First 10-digits only, No Dashes or Spaces) *

Account Name *

Email Us | Program Information | Privacy

27 TRC

Manage participant power N TAKE CHARGE [vetcome apeousersapco  tosout |
applications:  ~~_| = N
* View "My Online MyProjects  StartOnline Application  Retum to Home  Validate Different Account/Sits

. . "
Applications
R n H "
* View "My Projects
e Start/submit Online Applications
O n I Ine Ap p I ication Welcome Lo the Appalachian Power Company's TakeCharge Virgimia Program Portal. View and track the progress of your Energy Efficiency project applications submitted to
° U p I oa d Docu me nt S the Program and apply for new incentives using the online application. Projects viewed in the Portal are updated in real-time to provide up-to-date status information. TRC

Lakes the privacy and securily of your personal Information seriously Click here Lo review our Notice at Collection relating Lo residents in the Appalachian Power service
territory.

Search Q

THE ORVIS

THE ORVIS 1711 Blue Hills 3/31/2022 e

BES COMBANYING 0246294520  Approved BES 1241351 COMPA;:(Y: Bee NE Roanoke 24012 896:36 PM @
ZZ Test 4001

. s g A, o 22Z_Test Site 1/9/2023

BES (,oyr\pany 0123456789 Approved BES_3674813 DIST? Mayflower = Lynchburg = 24501 8:3814 PM

DJS77 Drive
Showing 1to 2 of 2 entries Previous 1 Next

7 TRC

Email Us | Program Information.| Privacy




Here is a view when you click on “My Projects” to view customer projects

1
[ powew AN  TAKE CHARGE st i | i
GINIA
View Customer =
have been
submitted
Search Ha
; TRC-Test Active Projects
4001 Mayflower
BES BES2023 003874  Drive, Lynchburg, 1211212023 5136800 2263200 329 -
VA24502
4001 Mayflower
BES BES2023_003875 Drive, Lynchburg 12/12/2023 0173172024 $684.00 11.316.00 1864
VA 24502
4001 Mayfhower
BES BES2023.003834  Drive, Lynchburg,  01/11/2024 $1,368.00 2263200 329 i
VA 24502
Showing 110 3 of 3 entnes Previcus 1 Next
TRC-Test Inactive Projects
*The data shown is test data from the Staging environment
APPALACHIAN
POWER TAKE CHARGE Welcorme apcouser? apco | Lagout
VIRGINIA
e ARB O

Online Applications

Welcome Lo the Appalachian Power Company's TakeCharge Virgima Program Portal. View and track the progress of your Energy Efficiency project applications submitted to
the Program and apply for new incentives using the online application. Projects viewed in the Portal are updated in real-time to provide up-to-date status information. TRC
Lakes the privacy and securily of your personal Information seriously Click here Lo review our Notice at Collection relating Lo residents in the Appalachian Power service
ternitory.

Search Q

THE ORVIS

THE ORVIS 1711 Blue Hills 3/31/2022 .
BE! 0246294520 Approved BES 1241351 COMPANY R 24012
5 COMPANY INC it L2 W Deva g, | o200k B3P O
ZZ Test 4001
" i R - 22 _Test Site 1/9/2023
BES Lor.npany 0123456789 Approved BES_36/4813 DIS77 Mayflower = Lynchburg = 24501 83814 PM @
DJs77 Drive
Showing 1to 2 of 2 entries Previous 1 Next

2 TRC

Email Us | Program Information | Privacy

Click on “Start Online Application”




z JODACHAN | TAKE CHARGE
VIRGINIA

0 Aoy

£

Small Business Direct Install Program

Welcome to the Appalachian Power Company’s TakeCharge Virginia Small Business Direct Install Program Portal. View and track the progress of your Energy Efficiency project
applications submitted to the Program and apply for new incentives using the online application. Projects viewed in the Small Business Direct Install Portal are updated in real-
time to provide up-to-date status information. We take the privacy and security of your personal Information seriously. Click her to review the Appalachian Power Company’s

Notice at Collection refating to residents in the Appalachian Power service territory.

Please enter the account number and site name from your Appalachian Power Company utility bill where the Energy Efficient
s Direct Install Program at 1-833-402-2221.

project is being installed. If y

Account Number (First 10-digits only, No Dashes or Spaces) *

Account Name *

Validate Account

Email Us | Program Information | Privacy

Q Chat with a Representative

Trade Ally Login

° Enter 10-digit account
number (starts with a zero)

° Enter Account Name

(Must be exactly how it is on
the customer bill — if you need
assistance, please contact a
program representative)

° Click “Validate Account”

2 TRC

Your account information has been
verified. H

Click Mext to begin your application.

=

e Click “Next”

! ASPALACHIAN | TAKE CHARGE
VIRGINIA

Fpume
My Onilne Applications Retun to Home

SBDI Online Application

frade Ally Login

APPALACHIAN | TAKE CHARGE

Online Application

l_____ seetePosem

Picaze sclect the Program that you would like ko submit an online spplication for

—~Soloct-—- !

Business Energy Solutions (BES)

[ ]
OR
e Business Energy Solutions (BES):

o select program from drop down

o Click “Start Application”

Small Business Direct Install (SBDI): Start Online Application — to start a new application

e My Online Application — to view all applications for an account (started or submitted)



‘ sl and Site Inf: ‘ C Contact ion QEC Trade Ally/Project Contributor Payes Information Measures File Upload Review and Submit

Company Information

For the purposes of this application, "Company” is the headquarters or primary office that is the owner of the site where the project is being
implemented.
* denotes a required field.

| am completing this application as the Trade Ally on behalf of a customer A

Company MName *

Address Search Please provide address
Company Address:
Address " Address 2 B UNIT
City * Roanoke State * VA
Zpr
Have you Installed or Purchased Yes @ No: O Installed Date " 06/02/2 =]
Equipment? *
Site Information
Site Name "
Address Search Please provide address
Site Address:
Address Address 2
City * ROANOKE State * VA
Zipr
Account Number 1 (Mo Dashes or Spaces) * Account Mumber 2 {No Dashes or Spaces)
Account Number 3 (No Dashes or Spaces) Account Number 4 {(No Dashes or Spaces)
Building Type * Dining: Family v Occupancy Status * Owner v
Annual Operating Hours * 2,860 Year Built * 2000
Square Footage s Number of Floors 0
Water Heating Type * Electric v Number of Employees * 1-10 v
Space Conditioning Type " AC with Electric Heat v How Did You Hear About the Program? * Contractor v

e Company Information: The headquarters or primary office that is the owner of the site where the project is being
done

e Site Information: the address where the project is being installed




Company and Site Information QEC Trade Ally/Project Contributor Payee Information Measures File Upload Review and Submit
Contact Information

Primary Contact

The Primary Contact is the individual most knowledgeable about the project and whom the Appalachian Power Company SBDI team may
contact in the event of an on-site inspection. The Primary Cont_act is reseonsible for sign_ing the application through Adobe Sign. Note that if
the Primary Contact is an individual from an organization outside of the account holder's organization, a Letter of Authorization will be
reguested. The Primary Contact may be the same as the Customer Contact. This person will also be included in workflow emails.

Company Mame "

First Mame " Last Name "
Title * OWNER Phone *
Email * —‘k Email of authorized of person completing e-signature

Customer Contact

The Customer Contact is the individual who is authorized to make the decision to move forward with the energy efficiency project and who is

affiliated with the site that is applying.
123 Main St., Roanoke, VA 10150
Is the Customer Contact the same as the Primary Contact? O

Company Name "

First Name Last Name ~
Title * OWNER Phone *
Email * always enter customer email here

Please enter a valid email address.

e *Use customers email so they can complete the e-signature.
o Once application is submitted the customer will receive an email from "APCO Prod
<echosign@echosign.com ", customer will need to open it and complete the e-signature.

NOTE: The Trade Ally’s email should only be entered on this tab if they have a Letter of Authorization (LOA) from the
customer that states the TA can sign the Energy Efficiency application(s) on the customer’s behalf.



The “QEC” TAB is only for Virginia SBDI projects — it will not be there in the BES Portal

Company and Site i [ Contact ion ﬂ Trade Ally/Project Contributor Payee Information Measures File Upload Review and Submit

Quick Energy Check

QEC Submission Date * |mm/dd/yyyy
Lighting QEC

Add Lighting QEC

Space Fixture Type Lighting Type Qty Approx. Age Condition
Select v| LED v | D Select v| Select v m
Kitchen QEC
Equipment Type Commercial/Residential Fuel Type Gty Approx. Age Condition
Select v|| Select v| Select v O Select v| Select v m
e Use the Kitchen QEC category and the drop down for Pre-rinse Spray Valve.
Recommendations Recommended for You

Kitchen and Refrigeration Measures

Install pre-rinse spray valves

Replace worn gaskets on refrigerators or freczers

Install night covers on refrigerators or freczers

R < M <.

e If any other recommendations are made to the customer while TA is on-site, they should be added on this QEC
tab showing existing equipment type.

e The Customer will receive a copy of the QEC, so they can continue to improve their buildings energy efficiency
with other measures.




Company and Site Information Customer Contact Information QEC Payee Information Meoasures File Upload Review and Submit

Trade Ally Information

Is there a Trade Ally or Vendor for this Project? * Yes O No O

Select a Trade Ally

---Select--- v

Irade Ally/Vendor Company Name *

frade Ally Type * ---Select--- -

Contact Information:

First Name * Last Mame *
Title Email *
Primary Phone * Second Phone
Address Search Please provide address
Address:

Fitiirese Address 2

City " State

2ip*

Other Project Contributor

A project contributor is any subcontractor, community partner, or trade ally that has a significant role in the development or installation of
the project, but is not the vendor or main trade ally.

Is there a Project Contributor for this project? * Yes () No: @

o Trade Ally Information: If you choose a Trade Ally name from the drop down all required fields should populate.

Other Project Contributor

A project contributor is any subcontractor, community partner, or trade ally that has a significant role in the development or installation of
the project, but is not the vendor or main trade ally.

Is there a Project Contributor for this project? * Yes @ No: O

‘Organization *

Contact Information:

First Name * Last Name *
Title * Email *
Primary Phone * Secondary Phone

Address Search Please provide address

Address:
Address * Address 2
City * State *

Zp*

o i

e Other Project Coordinator: If YES, fill in required fields.




Company and Site Information Custormer Contact Information QEC Trade Ally/Project Contributor Measures File Upload Review and Submit

Enter the Payee Information below. Some information may be auto-filled based on your selection, but you may overwrite the data if necessary.
Payee Company Name and Tax ID Number must match federal documents exactly.

Payment Type * ---Select-— ~ lax Entity * -—-Select--- w
Company Name " Federal Tax ID Number *
Customer Contact - First Name ~ Last Name *
Phone *
Email * Confirm Email *
Address:

Address " Address 2

City " State *

ZIP "

e Enter payee’s information exactly as it is on the W9 (don’t forget comma’s, period’s, etc.).
e Once you hit the “Next” button it will validate
o If you receive an error message, fix and then hit “Next” again
o If the incentive check is to be mailed to a different address than what is on the W9, contact the
TakeCharge program and reference your application number in the subject line.
= Virginia: TakeChargeSavings@trccompanies.com
= West Virginia: WestVirginiaTakeCharge@trccompanies.com

Company and Site Information Customer Contact Information QEC Trade Ally/Project Contributor Payee Information File Upload Reviaw and Submit
Measure Summary

e | oo | ||y | | |
No data available in table
Showing O to O of O entries Previous Mext
e | oy | M| | ket | gy | Se | s,
No data available in table
Showing O to O of O entries Previous Mext

e C(Click “Add Measure”




Company and Site Information Custormer Contact Information QEC Trade Ally/Project Contributor Payee Information File Upload Review and Submit

Category ~ Lighting ~

Measure Group * Linear Lamp w

Efficient Equipment * LED Linear Replacement Lamp: 4 ft v

RSgtac e = Sylvania HcH Rmtee LEDI7T8LABFGE50BFG2

Location * s e Efficient Quantity * 30

Building Category All Other v Area Space™ Dining Area v
AC and Heating Source * AC / Electric Resistance Heat " Lighting Hours per Day * 9

Lighting Days per Week * 5 Woeekdays Per Year Lights are OFF © c

Existing Lamp Watts * 2200 Certifying Authority © DLC ~
DLC Product ID or Energy Star Unigque 1D * PRIVEQRE Watts per EE Fixture or Lamp * 1700

Lamps per Fixture * 4 Lamp Type " T8I VoA o
Lumens per EE Fixture or Lamp * 2200 Rated Life Expectancy (Hours) * 50,000

Total Equipment Cost * $ 2500 Total Labor Cost * $ 3000

Calculation Fields (Read Only)

Estimated kWh Saved 2.914.60B000 Total Incentive $ s82.92 Total Measure Cost $ 5,500.00
Estimated kW Saved 0.845880 Quantity Type Lamp Incentive Rate $ 1500
Estimated Lifetime kWh 43719120000 Measure Number SBDI-L-2022-42

Saved

o Use the drop down for Category, Measure Group and Efficient Equipment.

e C(Click “Add” to save the measure

Company and Site Information Customer Contact Information QEC Trade Ally/Project Contributor Payee Information Fila Upload Review and Submit

Efficient Equipment
sBDI Lighting Linear Lamp EED Hosar Senlhcement dining room 80 $58202 291461 @m0 s
Lamp: 4 ft
Showing 1to 1 of 1 entries Previous E Next

The measure just entered should be in the summary now.

e C(Click “Add Measure” to enter another measure for the project.
o C(Click “Next” when done entering all measures.

10



Company and Site Information Customer Contact Informatian QEC Trade Ally/Project Contributor Payee Information Measures File Upload Review and Submit

Upload Project Documents

Attached files should be in jpg, gif, png, bmp, tif, doc, docx, xis, xlsx, or pdf format, and should be no larger than 3 MB.

Recommended:
File Name : File Type 1. Specification Sheets
2. Photo of Existing Equipment
Invoice. pdf Material and Labor Invoices v 3. Calculations or Model Output
4. Proposal or Quote
5. Specification Sheets
5BDI On-Site Customer TCs Acknowledgement Form- Example #1 Company pdf Other v 6. Utility Bills for the Last 12
Months
7. Material and Labor Invoices
Spec Sheet_ LED17T8 Specification Sheets v IEApphcable: o
- 1. Letter of Authorization
2. Tax Exempt Letter
W9 pdf | Payee Company's W-9 V| 7 beiee Companys W-g
| 4. Other

Showing 1to 4 of 4 entries Previous | 1 | MNext Click here to select file(s)
Continue to Upload Files

e Click “Click here to select file(s)” - select files to upload from File Explorer (easier to put all documents in a folder,
select all of them at one time and upload together)
o Items to be uploaded: see above screen shot

e Once File Names are in the box, use the drop down to select the “File Type” for each attachment.

e C(Click “Continue to Upload Files” button

e C(Click “Next”

Company and Site Information Customer Contact Information QEC Trade Ally/Project Contributor Payee Information ‘ Measures ‘ File Upload Review and Submit
Completion Checklist

Complete
Company and Site Information 7
Incomplete
Customer Contact Information P
Incomplete
Quick Energy Check -
Incomplete
Trade Ally/Project Contributor P
Incomplete
Payee Information P
Incomplete:
measure required to be submitted
Complete

File Upload

Next Steps
a. Please complete any missing sections in the application. Once all the sections are complete, then you can continue to sign the Terms and Conditions.
b. Please feel free to contact us with any guestions about this project or any other project.
e Toll free: 1-833-402-2221
o TakeChargeSavingsiatrccompanies.com

e Fix any incomplete required fields by clicking on the appropriate TAB

11




My Oniine Applications Retumn to Home Validate Different Account/Site

SBDI Online Application

Company Name: Example ABC Company Application ID: SBDI_6543210
Application Status: In Progress-not Submitted Site Name: Example ABC Company
Estimated Incentive: $582.92 Estimated kWh Saved: 2,914.61

Company and Site Information Customer Contact Information QEC Trade Ally/Project Contributor Payee Information Measures File Upload
Completion Checklist

Company and Site Information Complete
Customer Contact Information Complete
Quick Energy Check Complete
Trade Ally/Project Contributor Complete
Payee Information Complete
Complete

Complete

File Upload

Next Steps

. Click Next to view the Terms & Conditions and send them to an authorized Small Business Direct Install Program customer for signature. You will receive a confirmation email that the
application has been submitted once the Terms & Conditions are signed.
b. As part of our commitment to achieved realized savings, all projects are subject to random inspections. If you receive a visit from one of aur inspectors, they will refer to this project, ask a
few questiens, and perform a verification.
_ Please feel free to contact us with any questions about this project or any other project
o Toll free: 1-833-402-2221
o TakeChargeSavings@trccompanies com

n

e Once all required fields are completed, each TAB will say complete
o Click “Next”

Return to Home Validate Different Account/Site

SBDI Online Application

Company Name: Example ABC Company Application 1D: SBDI_6543210
Application Status: In Progress-not Submitted Site Name: Example ABC Company
$582.92

Estimated Incentive: Estimated kWh Saved: 2,914.61

Company and Site Information Customer Contact Information

File Upload Review and Submit

Company Name Address
Example ABC Company 123 Main St., Roanoke, VA 10150
Installed Date Planned Install Date
6/2/2023%

Site Information
Site Name Account #1
Example ABC Company 0123456789
Address 1 Address 2
123 Main St., Roanoke, VA 24001
# of Employees Hear About the Program
0 Contractor
Building Type Occupancy Status
Dining: Family Owner
Annual Operating Hours Year Built
2860 2000
Space Conditioning Water Heating

Electric

Contact Information
Companv Name Primarv Contact Title
Example ABC Company Jane Doe OWNER
Phone Email

(540) 555-1212 janedoe@exampleabcco.com

Company Name Customer Contact Title
Example ABC Company Jane Doe OWNER
Phone Email

(540) 555-1212 janedoe@exampleabcco.com

12
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Condil or any other i of this application or condition of incentive award. shall be governed in all respects by the laws of the jurisdiction in which the
customer is located.

Customer Information Release Terms and Conditions Acknowledgement

By my signature below (type your name below for electronic signature), and as a condition of participating in the Program, | represent, certify,
acknowledge, and/or agree, as applicable:

= | am the owner or an authorized representative of the Customner, which is the owner or operator of the facility associated with the APCo
account number(s) on this application.

» TRC and APCo are autherized to access energy usage data for the specified accounts at the physical site address of the Project listed
above, and to release the data to the Trade Ally listed on this application.

« TRC and APCo are authorized to include the Customer's name, city, or county of business, Program services/incentives, and resulting

energy savings in reports or other documents submitted to APCo and agencies administering energy efficiency programs.

This application includes complete and accurate information about the Customer, the Project scope, and the estimated total Project cost

for this site, including all costs for materials, labor, shipping, and sales tax

Customer is eligible for the Program

| have read and understand, and, in exchange for the benefit of participating in the Program, Customer accepts and will comply with, the
Program Rules, Requirements, Terms, and Conditions, including, but not limited to, the release, disclaimer of warranty, limit of liability,
walver, and indemnity provisions.

Upon submission of this Application, an agreement is formed belween TRC and Customer that incorporates the Program Rules,
Requirements, Terms, and Conditions.

Program offerings, including incentive payments and availability, are subject to change without notice.
My electronic signature below has the same force and effect as an original manual signature.

m Submit Applicatiop

e Review all information for accuracy. Edit any information in each tab if necessary.
e Once reviewed and satisfied with information click “Submit Application”.

APPALACHIAN {) T R C

T

TAKE CHARGE

Trade Ally Login

My Online Applications Start Online Application Return to Home Validate Different Account/Site

Small Business Direct Install

Company Name: Example ABC Company Application ID: SBDI_6543210
Application Status: Awaiting Customer Signature Site Name: Example ABC Company
Estimated Incentive: $582.92 Estimated kWh Saved: 2,914.61

Confirmation Page

Thank you for submitting your SBEDI Incentive Application! Your application ID SBDI_6543210.

Mext Steps
a. Look for an email from Adobe Sign requesting a signature. The email will be sent to the Primary Contact noted in the application. You will receive a confirmation email that the
application has been submitted once it has been reviewed, the Terms and Conditions accepted, and the application signed.
b. As part of our commitment to achieved realized savings, all projects are subject to random inspections. If you receive a visit from one of our inspectors, they will refer to this
project, ask a few questions, and perform a verification.
c. Please feel free to contact us with any guestions about this project of any other project.
o Toll free: 1-833-402-2221
o TakeChargeSavings@trccompanies.com

Email Us | Program Information | Privacy

e \Verify that you received a Confirmation Page

e Make note of Application ID: SBDI_6543210 (use this number to communicate with program staff if there are any
questions regarding status, etc.)
e Once the application is approved and turned into a PROJECT, you should receive an automatic email notification

with updating you on the status of the project
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