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SEP ANNUAL APPLICATIONSEP ANNUAL APPLICATIONSEP ANNUAL APPLICATIONSEP ANNUAL APPLICATION

SEP ANNUAL 

APPLICATION
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STEPS TO BE TAKEN PRIOR TO SUBMISSIONSTEPS TO BE TAKEN PRIOR TO SUBMISSIONSTEPS TO BE TAKEN PRIOR TO SUBMISSIONSTEPS TO BE TAKEN PRIOR TO SUBMISSION

3 Steps Need to be Completed Prior to Submitting the 2018 SEP 

Application
1. Applicants must obtain a DUNS number if one does not already exist

http://fedgov.dnb.com/webform.

If your DUNS number has changed, please contact your Project Officer immediately.

2. Applicants must register in SAM (formerly CCR) https://www.sam.gov/

Reminder:   States must update their registration in SAM annually.

3.     Applicants must have an active PAGE account to submit an application

� Contact the PAGE Helpdesk at 1-866-492-4546 to activate an account or 

via email at PAGE-Hotline@ee.doe.gov 
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CREATING A NEW APPLICATION PACKAGECREATING A NEW APPLICATION PACKAGECREATING A NEW APPLICATION PACKAGECREATING A NEW APPLICATION PACKAGE
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BEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGE

Ensure you have the 

correct program year 

and start and end 

dates on your 

application.
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BEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGE
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BEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGEBEGINNING THE APPLICATION IN PAGE
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HELPFUL HINTSHELPFUL HINTSHELPFUL HINTSHELPFUL HINTS

• Any documents that need to be attached to your application 
should be added at the bottom of the SF424 page. 

– SF-LLL Disclosure of Lobbying Activities, if applicable

– Indirect Rate agreement or rate proposal

– Name and contact information for Principal Investigator (PI) 
and Business Contact

– 3rd party commitment letter for cost match, if applicable

– Word document with link to the latest A-133 audit

– Energy Assurance Plan letter

• States entering into a new award will not be able to include 
“carryover” in their new award application.

• Budgets need to match between Section A and Section B of 
your SF 424A
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SEP ANNUAL APPLICATIONSEP ANNUAL APPLICATIONSEP ANNUAL APPLICATIONSEP ANNUAL APPLICATION

Application Documents:

SF424
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STANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SF----424)424)424)424)
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STANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SF----424)424)424)424)

Ensure this is Ensure this is Ensure this is Ensure this is 

informationinformationinformationinformation

Ensure this is Ensure this is Ensure this is Ensure this is 

updated updated updated updated 

contact contact contact contact 

informationinformationinformationinformation
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STANDARD FORM (SFSTANDARD FORM (SFSTANDARD FORM (SFSTANDARD FORM (SF----424)424)424)424)

This date should 
reflect your 

approved start 
date

Only new 
money 

Only new 
money 

Verify 
compliance at 

http://www.whiteh
ouse.gov/omb/gr

ants_spoc/
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STANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SF----424)424)424)424)

Make sure 

this box has 

been checked
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STANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SFSTANDARD FORM 424 (SF----424)424)424)424)

Attachments are required for the following:
• Indirect Rate agreement or rate proposal
• SF-LLL Disclosure of Lobbying Activities, 

if applicable
• Name and contact information for PI and 

Business Contact
• 3rd party commitment letter for match, if 

applicable
• Word document with link to the latest A-

133 audit
• Energy Assurance Plan letter

Add 

here

Add 
attachments 

here
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BUDGETBUDGETBUDGETBUDGET

Budget 424A

& 

Budget Justification
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BUDGET SFBUDGET SFBUDGET SFBUDGET SF----424A 424A 424A 424A 

States starting a new award will not be able to include carryover in their applications

Add all applicable funding sources from options listed

Carryover Funding Only

New Funding Only
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BUDGET SF424ABUDGET SF424ABUDGET SF424ABUDGET SF424A

Carryover 

funds 

listed here.

New 

here

New 
funds 
listed 
here

Section A and 

match

Section A and 

B totals should 

match
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BUDGETBUDGETBUDGETBUDGET----PERSONNELPERSONNELPERSONNELPERSONNEL

Revise each row of the Personnel budget and include titles 

for each position with the associated costs.
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BUDGETBUDGETBUDGETBUDGET----FRINGEFRINGEFRINGEFRINGE
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BUDGETBUDGETBUDGETBUDGET----TRAVELTRAVELTRAVELTRAVEL
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BUDGETBUDGETBUDGETBUDGET----EQUIPMENTEQUIPMENTEQUIPMENTEQUIPMENT

Equipment is defined as an item with an acquisition cost greater than $5,000 and a useful 
life expectancy of more than one year.
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BUDGETBUDGETBUDGETBUDGET----SUPPLIESSUPPLIESSUPPLIESSUPPLIES
2CFR
200 as 

amended

by 
2CFR910
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BUDGETBUDGETBUDGETBUDGET----CONTRACTCONTRACTCONTRACTCONTRACT

Basis of 

off of?

Basis of 

cost: 

what is 

the cost 

estimate 

based 

off of?
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BUDGETBUDGETBUDGETBUDGET----OTHER DIRECT COSTSOTHER DIRECT COSTSOTHER DIRECT COSTSOTHER DIRECT COSTS

Ensure Other 

Direct Costs 

are separate 

from any costs 

in your indirect 

rates.   Please 

provide a 

justification of 

need



25U.S. DEPARTMENT OF ENERGY       OFFICE OF ENERGY EFFICIENCY & RENEWABLE ENERGY

ANNUAL FILE 

and

MASTER FILE
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ANNUAL FILE

The Annual File section of the State Plan describes 
each market area and program activity for which the 
State requests financial assistance in a given year, 
including budget information and milestones for 
each activity, and the intended scope and goals to 
be attained either qualitatively or quantitatively. 
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ANNUAL FILEANNUAL FILEANNUAL FILEANNUAL FILE

• States are strongly encouraged to structure the activities within the 
market areas narrowly such that each market area represents only a 
single State-implemented program or activity. The Annual File should 
account for all funds budgeted within the program year, including 
funds for administrative activities.  This includes match and PVE 
funds.  The Annual File must include at least one process metric for 
each market title.  Market titles that are administrative only are exempt 
from this requirement.

• The description section of the Annual File should consist of a concise 
description of the activities that will be completed under each market 
title, including goals and objectives, with enough specificity to allow 
DOE to determine that the proposed work meets SEP requirements 
and includes no prohibited activities.  Specific projects and programs 
known at the time of application should be identified and described.  
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ANNUAL FILEANNUAL FILEANNUAL FILEANNUAL FILE

Ensure all 

appropriate 

boxes are 

checked.

Ensure the 
description 
of market 

title is clear 
and 

descriptive.
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ANNUAL FILEANNUAL FILEANNUAL FILEANNUAL FILE----METRICSMETRICSMETRICSMETRICS

PROCESS METRICS

Recipients are required to report process metrics by market title on a quarterly 
basis.

Recipients are required to report on a subset of metric areas selected as critical 
to the SEP program by DOE whenever they are applicable within a market title. 
This subset is as follows:

• Building Codes and Standards

• Building Retrofits

• Financial Incentives

• Loans and Grants

• Renewable Energy Market Development

• Transportation

For more information on reporting and metrics please see SEP Program Notice 
10-006D

http://energy.gov/eere/wipo/downloads/state-energy-program-notice-10-006d-
reporting-requirements
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MASTER FILE

The Master File should include, wherever practicable, information on the State’s 
overall strategic energy plan and its key elements, its strategic goals and 
objectives, and how its SEP activities fit into that overall plan.  The Master File 
should:

• Explain how implementing the plan will conserve energy; 

• Explain how the State will measure progress toward attaining its goals; 

• Explain how the plan satisfies the minimum criteria for the required 
(mandatory) activities; and 

• Provide a plan for State monitoring that describes how the State conducts the 
administrative and programmatic oversight for programs implemented by 
other agencies within the State, contractors employed by the State, or sub-
recipients of financial assistance from the State.  

If a State has completed certain mandatory activities, this may also be indicated 
in the Master File.  The Master File should be updated as appropriate.
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MASTER FILEMASTER FILEMASTER FILEMASTER FILE

If a State has not met 
the 25% goal, it must 
describe how it plans 

to improve its 
efficiency, as 

described in EPAct, 
by 25%, and provide 

a target date by 
which this goal will 

be met.
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MASTER FILEMASTER FILEMASTER FILEMASTER FILE

See 
next 
slide



33U.S. DEPARTMENT OF ENERGY       OFFICE OF ENERGY EFFICIENCY & RENEWABLE ENERGY

MASTER FILE: ONGOING ARRA FINANCING PROGRAMSMASTER FILE: ONGOING ARRA FINANCING PROGRAMSMASTER FILE: ONGOING ARRA FINANCING PROGRAMSMASTER FILE: ONGOING ARRA FINANCING PROGRAMS

Any Grantee continuing an ARRA financing program must 
include the following template language in Box 12, 
Monitoring Approach, of the Master File:

“Following the end of [State Energy Office’s Name]’s SEP ARRA grant 
[ARRA Grant Number], [State Energy Office’s Name], chose to continue 
financing program(s) established under our SEP ARRA Grant per SEP 
Guidance Series 10-008.   This Guidance Series outlines the continuing 
administration and reporting required.   No dollars have been transferred 
from the ARRA award to the Annual award as the dollars were expended 
during the period of performance of the ARRA award.   Monitoring 
information on the programs, including the scope and quarterly financial 
information, can be found in the Financial Programs Report, submitted 
quarterly as part of [State Energy Office’s Name]’s SEP Annual grant 
quarterly reporting requirements.”
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MASTER FILE: ONGOING ARRA FINANCING PROGRAMS

The following items must also be addressed in Box 12 of the 
Master File:

• Provide citations to any applicable State regulations or 
legislation regarding defaults or write-offs.

• Define what constitutes a loan being in default, including 
the period of time needed to pass since a payment was 
made for a loan to be considered in default status.

• Describe the policies and procedures used to collect loan 
payments and / or reclaim defaulted loans (in order of 
occurrence). 

• Describe the policies and procedures to determine when a 
loan in default is written off. 

• Include any other pertinent information that applies to your 
loan default and write-off process.
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MODIFICATIONS TO EXISTING AWARDSMODIFICATIONS TO EXISTING AWARDSMODIFICATIONS TO EXISTING AWARDSMODIFICATIONS TO EXISTING AWARDS

MODIFICATIONS TO EXISTING AWARDS
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MODIFICATION TO EXISTING AWARD

TYPE OF MODIFICATIONTYPE OF MODIFICATIONTYPE OF MODIFICATIONTYPE OF MODIFICATION CONTRACTING OFFICER CONTRACTING OFFICER CONTRACTING OFFICER CONTRACTING OFFICER 

APPROVAL?APPROVAL?APPROVAL?APPROVAL?

PROJECT OFFICER PROJECT OFFICER PROJECT OFFICER PROJECT OFFICER 

NOTIFICATIONNOTIFICATIONNOTIFICATIONNOTIFICATION

Change in scope YES YES

Change in Indirect 

rate/amount

YES YES

Movement of funds 

between budget 

categories, excluding 

indirect cost

NO YES

Addition of market title YES YES

Change in metric of 

existing market title

NO YES

True up of carryover 

numbers

NO YES
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MODIFICATION: CONTRACTING OFFICER 
APPROVAL

Any change in scope or indirect rate, or the addition of a 
market title will require Contracting Officer approval.  When 
this type of modification is needed, States need to do the 
following:

1. Notify Project Officer

2. Make a revision in PAGE to show the changes (i.e. show 
the new market title with associated budget changes)

3. Submit the revision change in PAGE

The Project Officer will review the revision and once complete 
send all information to the Procurement Office for review and 
signature.   Once the modification has been signed, there will be 
new award documents indicating the modification number and the 
Project Officer will approve the revision in PAGE.
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MODIFICATION: PROJECT OFFICER 
APPROVAL

States are authorized to transfer funds among direct cost 
categories for program activities consistent with their 
approved State Application, without prior approval of the 
Contracting Officer.  Recipients are required to submit written 
notification to the Project Officer of any transfer of funds 
among direct cost categories (excluding indirect) which 
exceed or are expected to exceed ten percent of the current 
total approved budget. These steps should be followed:

1. Notify Project Officer

2. Make a revision in PAGE to show the changes (i.e. show 
the money moving between budget categories)

3. Submit the revision change in PAGE

4. Project Officer will review and approve/reject in PAGE
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EXTENSIONS TO EXISTING AWARDSEXTENSIONS TO EXISTING AWARDSEXTENSIONS TO EXISTING AWARDSEXTENSIONS TO EXISTING AWARDS

Extensions to existing awards will not be authorized except in 
cases of extraordinary circumstances. It is DOE’s expectation that 
States will spend out their entire DOE award by the end of the 3rd

year.  However, DOE will consider extension requests for 
extraordinary circumstances.  Extraordinary circumstances include 
the loss of personnel for an extended period of time where a 
significant portion of the budget is allocated to personnel costs; 
change in leadership resulting in a significant change in program 
plans that significantly delays spending; a significant (over three 
months) freeze on spending; or a natural disaster.  No more than 
one extension per award will be considered.
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CLOSEOUT OF SEP AWARDSCLOSEOUT OF SEP AWARDSCLOSEOUT OF SEP AWARDSCLOSEOUT OF SEP AWARDS

CLOSEOUT OF SEP AWARDS
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CLOSEOUT OF AWARD-RECIPIENT RESPONSIBLITIES

1. Final reports submitted in PAGE and checked final

- Reviewed for accuracy

2. Annual Summary reports submitted

3. Other Competitive report/deliverable as stated in your 

FARC

4. Letter stating de-obligation amount, if applicable

5. Property Certification completed

- SF 428 and SF428b
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QUESTIONS?QUESTIONS?QUESTIONS?QUESTIONS?


