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Ventilation Reconciliation
Companion Document

The California Energy Commission administers the California Schools Healthy Air,
Plumbing, and Efficiency (CalSHAPE) Program. The CalSHAPE Ventilation Program
requires that final documentation be submitted to the online system. After the project
has been completed and the HVAC Assessment Report has been submitted and
approved by CEC staff, the grantee must submit a “Final Document and Invoice for
Remaining Funds” or Reconciliation (CalSHAPE Ventilation Program Guidelines,
Chapter 4).

The Ventilation Reconciliation Companion Document provides step-by-step instructions
on how to complete Reconciliation. The instructions also include general information
and tips on navigating the reporting tool.

The CalSHAPE Online System (system) can be accessed at
https://calshape.energy.ca.gov/.

A user must have an account in the system to input information. Instructions to
register for a user account in the system are provided in the CalSHAPE Online
Registration Instructions found at https://www.energy.ca.gov/media/5800.

This companion document is provided for informational purposes only to assist users
in the completion of the reconciliation process. It does not include CalSHAPE
Ventilation Program information or requirements. CalSHAPE Ventilation Program
information and requirements are provided in the CalSHAPE Ventilation Program
Guidelines, found on the CalSHAPE Program webpage at
https://www.energy.ca.gov/publications/2022/california-schools-healthy-air-plumbing-
and-efficiency-ventilation-program.
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General Information and Navigation

Multiple Users:
e Multiple users can have access to Reconciliation at the same time. A
user can overwrite another user’s information based on the most
recently saved information in the system.

Reconciliation Navigation:
e Navigation buttons are found throughout Reconciliation process:
o Internet browser navigation buttons are also an option for use.
o Please note, some internet browsers have the backspace button
as a backward navigation option.

Required Fields:
e All required fields must be filled out to save the section.

Upload Files Button:
e Upload file button is used for any documents, pictures, or any required
materials needed for Reconciliation.
o This could be any invoices or receipts
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Locating the Reconciliation Button

Step 1: CalSHAPE Online System Homepage
Instructions:
1. Click on “Log in” located at the top of the screen.

Figure 1: CalSHAPE Online Login Page ‘

f?ézov & f ¥ O in e Register Login  L¥Settings

CALIFORNIA
ENERGY COMMISSION

Home ContactUs
'
Let's Get Started!
found on the CalSHAPE Program webpage. To rec dditienal information on program updates,
< o our list serve by filling out the form under SUBSCRIBE on the webp.

California Schools Healthy Air, Plumbing, And Efficiency Program

The California Schools Healthy Air, Plumbing and Efficiency Program (CalSHAPE) will provide funding to upgrade heating,
air conditioning, and ventilation (HVAC) systems in public schools and also to replace noncompliant plumbing fixtures
and appliances that fail to meet water efficiency standards.

lity for Funding Round Three of the California Schools Healthy Air, Plumbing, and Efficiency (CalSHAPE) programs has been
expanded. All schools in a funding category are now eligible to apply. All applications must be submitted no later than the 5:00 p.m.
deadline on Monday, October 31, 2022. A notice of funding availability for each program is posted and provides information on the
application period start and end dates and the amount of available funding in the funding round. The notices of funding availability are
posted to the 20-RENEW-01 docket (hitp

Use the “Log in” or “Register” button at the top of this screen to get started. Registration Instructions can be found by
clicking on the “Online System” expandable menus on the CalSHAPE Program webpage
(https://www.energy.ca.gov/programs-and-topics/programs/california-schools-healthy-air-plumbing-and-efficiency-
program).

Source: California Energy Commission, CalSHAPE Online System
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Step 2: Application Homepage
Figure 2: LEA Dashboard

@ CALIFORNIA O
ENERGY COMMISSION Home Manage Application ContactUs

Application Homepage

Add Additional LEAS

Applications
LEA Code:
@ Ventilation & Plumbing
LEA Contact(s) Sites In Progress 0 0
Tatal Underserve
LEA Administrator has not registered. ’ i Submitted 0 0

l l Awarded 1 1

Q@ [

Ref Funding Round Project Costs Requested Amount Status

Ventilation-1 R1 $98,100.00 $80,760.00 Grant Fullfilled

Grant Reference: Start Date: 3/7/2023 10:35:19 AM End Date: 3/7/2025 10:35:19 AM View Grant Detail @

Source: California Energy Commission, CalSHAPE Online System

Instructions:
1. Click on the “Application” icon to navigate the “Application Homepage” shown in
Figure 2.
2. Locate the Applications section for LEAs who are ready for the reconciliation
process and click the “LEA Dashboard” button.
3. Under the Ventilation section on the LEA Dashboard, locate the green “Grant
Awarded Information” box and click on the “View Grant Detail” button.

2/1/2025 5



Figure 3: Grant Summary - Reporting

Program: Grant Status:

Grant #: Ventilation-1 Grant Awarded

l Invoice " Document " Reporting l <
Grant Status HiSIOIIY Extend the grant End Date by & months:

l Application Dashboard l

Grant Amount Awarded 480,760.00 Grant Start - End Dates 3(7/2023 3/1/2025
Reimbursement Amount TBD Funding Round - Tier R3 TIER 1
Amount Paid Out 440,380.00 Funding Categ-Activity PGE 1-PGE VENT ELEC
Balance to be Paid $40,380.00
Project Costs $98,100.00 Requested Funding $80,760.00
Grant Sites Count:
Site Code Site Name Requested Funding Reimburse Amt  Assessment
480, 760,00 567,300.00  Completed | Prm— | | Rotomcliation |
Tatals 580, 760000 $67,300.00

Source: California Energy Commission, CalSHAPE Online System

Instructions:
1. To start the reconciliation process, click on the “"Reporting” button.
a. Please take note that the HVAC Assessment Report must be completed
and approved before Reconciliation can begin.
2. Locate the site name and click on the “Reconciliation” button.
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Reconciliation

Figure 4: Site Project Costs and Tabs

Actual Project Cost

Awarded Funding

Reimbursable Amount

Aazpsgment & Maintenance

Aszess § Adjust |/
Maintenanos

Assessiment Report

Hurnbeer af Units for A & 6

Ventilztion Fathway S=lection =

Muriber of Clatsromns at this sie

Pathway Selection : Pathway 1 - HVAC Assesment & Maintenance maximum award is based on the number of HVAC system units st the site [$10000 +

(41000 & Mumbser of Units]], § per unit C02 Monitor Costs and 5 per filter unit. The total grant award includes a contingency fund of 207 of the total
Requested Funding amount.

Grant Reporting Status: Reconciliation In Progress

ALM

S46, LD

S4g,000.00

546,000.00

Filters CO2 Manitors

Labsor Rate

51

Total cowt of 2l D02 staevitons st Alagged as contingert, canmod éxceed the Nuvnber of

Classrooums,

Filkers Manitors Contingency Other Total
$E. 10000 584,000.00 50.00 $0.00 98, 100,00
L8 10000 $13,200.00 513,460.00 480, TS0.00
48,100.00 $13,200.00 £0.00 467, 300,00

Contingency & Other

Labor Hours Labor Cost Estimated Materials Cost Category Total Cost
180 535 000,00 L0000 436,000,100
50 510,000,080 L0000 510,000,100

Total A & M Costs

Total Other Furds Ot Furiclivg offsedting A & M Costs
Rt A & B Costs

s Max Aoward Par Gravt Awdvd

gency Furnds Weed?
MERV Ratirg
Falber Count
Filter Material Unit Cost
Subtotal Material Cost
Labaor Rate

Tatal Labas Howrs

MERW 13 o

$86,000.00
A& M Reirmbursealsle Lesser of Met A & M Costs or Mar Award L85 00000
Amount
Assessmert & Maintenanos Filters OO Monitars Cantingency & Othes
-
ALL Fields are required.
Ervtry Murnber 1

Marerabaesr off filitesrs.
Marerial cosf ger Filter fescioaing laber).

“Fitter Cowrnt ™ srundtipdied by “FF

Florerely Labewr rafe.

Toral foues o fnsfall ALL Dilters o BRis evidry.
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Assessment & Maintenance Filters CO2 Monitors Contingency & Other
Add Monitor Entry Count of Monitor Entries =1

Entry  Model Manufacturer ~ Brand Name UnitCount  Contingency  MonitorCost  Contg Amount
] $44,100.00
Totals $44,100.00 $0.00
Filte
Add Crther Entry A Lo
Source: California Energy Commission, CalSHAPE Online System
Instructions:

1. Update the “Assessment & Maintenance” section.
a. Grayed out boxes cannot be edit.
b. Entries provided during the application process cannot be deleted but
can be edited.
c. Click the “"Save Changes” button and move on to the next section.
2. Click the “Filters” tab.
a. To make changes, click on the “Edit” button.

i. Update this section and click the “Save Changes” button.

ii. If you would like the filter cost to be deducted from the
contingency fund, click on the “Contingency Funds Used?”
checkbox.

3. Repeat step 2 for the “"CO2 Monitors” tab and click the “Save Changes”
button.
4. Utilize the “Contingency & Other” tab to enter additional material costs that
you would like to be deducted from the contingency fund.
a. Click “Save.”
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Figure 5: Upload Reconciliation Files

Grant Sites ii Count: 1
Site Code Site Name Requested Funding Reimburse Amt  Assessment
$80,760.00 565,400.00 Completed AszessiNent Reconciliation
$80,760.00 565,400.00 '

A minimurm of one supporting file for grant
reconciliati st be uploaded. Reconciliation data has been entered,
I'm ready to proceed.

Reconciliation In Progress Sl Gl T 8 0

Upload Reconciliation Files

Supporting Files for Reconciliation - Instructions:

1. Select Files: Select the files you wish to upload by clicking the 'Select File' button. Multiple files can be selected by clicking the button again or, in certain
browsers, selecting multiple files. File drag and drop is also available in certain browsers. Note that file requirements apply.

2. Upload Files: Once your files have been selected, they will appear in the 'Files Awaiting Upload" section. Click on the 'Upload' button to transfer the files.

3. Do not click on your browser’s back or refresh buttons during upload.

Maximum file size: ~50 MB
Allowed file type: jpg, jpeg, pdf, xls, xlsx

Drop files here

Please select file(s) to upload.

Supporting Documents

No supporting documents uploaded

Grant Reporting

Source: California Energy Commission, CalSHAPE Online System

Instructions:
1. If all entries and updates are completed, click on the “Upload Reconciliation

Files” button, and upload any supporting documents, invoices, and receipts.

a. Required documents include final invoices, a site-specific project
summary of contingency funding, and documentation or proof of all
applicable licenses for the TAB Technician(s), Licensed Professional(s),
Contractor(s), and Acceptance Test Technician(s), if applicable.

b. Workforce requirements can be verified by providing photos or scans
of licenses, as well as evidence of certification from the Department of
Industrial Relations Division of Apprenticeship Standards.

2. Click on the check box to indicate that the reconciliation data has been
entered and is ready to be submitted.
3. Click on the “Reconciliation Next Steps” button to proceed.
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Figure 6: Self Certification

Reconciliation Submittal & HVAC Verification Process:

1 Verificati D : Use the "Werification Document' button below to generate a pdf verification document that includes the grant site(s). Inspect
your systems 'downloads’ folder.

Sign: Save the document to your local systems, then open and the sign the document. Once signed and saved, it should be uploaded into this CalShape
fication page (step 4)

License and Certification Information: Enter and save license and certification information in the appropriate section below. This information is referenced in
Item 10 of the verification document.

Select Verification document: Select the file to upload by clicking the 'Select File” button. File drag and drop is also available in certain browsers.

Upload Files: Once your file has been selected, it will appear in the 'Files Awaiting Upload' section. Click on the 'Upload’ button to transfer the files.

Do not click on your browser’s back or refresh buttons during upload.

Complete submision: If License & Certification is completed and the Verification document is uploaded then finish Cer
enabled, a step above has not been completed.

N

ve

w

- TN

ication checklist and submit. If not

IIMote: Completion of this page does not have to be done in one session. You can save data and return to this page to complete the process,

Verification Letter Generation

Use the following button to generate a Verification Document that includes a listing of sites for this grant.

Verification Document

License and Certificate Information

REQUIRED: At least 1 each of, TAB Technician and Licensed Professional OPTIONAL: Contractor and Acceptance Test Technician

Mo license records found

Jobs Impact

How many jobs were created, worked or will be worked based on this CalShape grant? 1

Verification Document Upload

Drop files here

Please select file(s) to upload

Document List

No supporting documents uploaded

Workforce License and Certificate Information

REQUIRED: At least 1 each of, TAB Technician and Licensed Professional OPTIONAL: Contractor and Acceptance Test Technician

+Add License

Person Role First Name Last Name License | Certification Number

Licensed Professional

TAB Technician
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CALIFORNIA

CALIFORNIA NATURAL
ENERGY COMMISSION 1200 2

California Schools Healthy Air, Plumbing, and Efficiency (CalSHAPE)
Ventilation Program HVAC Verification Report

Grant Agreement No. (Grant Agreement)
Local Educational Agency (LEA)

This HVAC Verification Report was prepared upon completion of all project work
funded by the CalSHAPE Ventilation Program Assessment and Maintenance Grant
as required by Public Utilities Code (PUC) Section 1627 and the CalSHAPE
Ventilation Program Guidelines (guidelines).

By signing this report, the individual certifies on behalf of the LEA that they have
the authority to sign this report and that all project work funded by the
CalSHAPE Ventilation Program Assessment and Maintenance Grant was
completed in accordance with the California Public Resources Code section 1600
et seq., the terms and conditions of the Grant Agreement, and the guidelines.
The individual on behalf of the LEA further certifies that all of the information
provided for Exhibit B is complete and accurate. The LEA understands that all
project work is subject to audit and acknowledges that any work not completed
or performed as required by the terms and conditions of the Grant Agreement
and guidelines, or any misrepresentation of facts, may be considered
noncompliance with the Grant Agreement and may result in actions and
remedies for noncompliance as described in the terms and conditions.

Self Certification
LEA representative hereby certifies:

It followed the program guidelines.
The infarmation included in the final document package is true and correct to the best of the LEA's knowledge.
It has obtained any required DSA project approvals as applicable under California Code Regulations, Title 24,

It acknowledg the expended funds may be subject to an audit, including a financial audit

It complied with a orting requireme;

It complied all Assessment and Mai ance Grant terms and conditions.

It complied killed and trained workforce and other labor requirements

It complied with any applicable labor code requirements on the payment of prevailing wage

All DIR requirements for public works, including payment of prevailing wages, were followed.

It commits to participate with the CEC orits delegate in the assessment of energy savings or GHG emission reductions, including providing access to project sites
and project and equipment information.

It acknowledges that it may be subject to a post program site visit and measurement and evaluation study conducted by the CEC or its delegate.

Submit Reconciliation & Verification & Certification <:|

Source: California Energy Commission, CalSHAPE Online System

Instructions:

1. Follow the instructions provided in the “"Reconciliation Submittal & HVAC
Verification Process.”
a. Click the “Verification Document” to generate a Verification PDF
document
b. Save the document to your computer and sign the PDF

2/1/2025 11



¢. Upload the signed Verification document file by clicking the “Select”
button under the Verification Document Upload section

2. Complete the License and Certificate Information section.
3. Click on “Add License”.
Select the person’s role from the drop-down menu.
Fill out all required fields.
At least one TAB Technician and Licensed Professional are required.
Click “Save” when completed.
Applicant will be required to provide a copy of the license for each
Workforce Information entry. See previous instructions for Uploading
Reconciliation Files.
4. To update a previously entered entry, click the “Edit” button and update the
necessary fields.

a. To delete a previously entered entry, click “Delete”.
Check all boxes in the “Self Certification” section.
6. To submit Reconciliation, click the “Submit Reconciliation & Verification &

Certification” button.

Coo oo

Ul

Contact Us

For any questions regarding the Reconciliation, please contact
CalSHAPE@energy.ca.gov.
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