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Monthly Call Form
Purpose of calls:
Monthly phone calls between CAMs and Recipients are key to ensure that the CAM is well informed on how the project is progressing, and to address any emerging issues in a timely fashion. This will also provide more consistency among CAM management and will provide documentation of project progress.

Recipients are responsible for completing the form and submitting it to the CAM at least two business days before the scheduled call. The CAM will provide notes from the call, along with the action items discussed, by email. The same questions will be asked each month, with only CAM-created questions changing. We recognize that some questions may be inapplicable from month to month, and a “N/A” response is appropriate in those circumstances.

Monthly phone calls may not be necessary in the month when Quarterly Progress Reports are due.

	Agreement #: [XXX-XX-XXX] 
	Recipient: [Organization Name] 

	Project Title: [Project Title] 

	Date of Call: [Date] 
	Period Covered: [Date – Date] 

	Call Participants: 
· [Name, CEC, CAM] 
· [Name, Organization, Role]


Required Questions:
Project Progress:
1. What work has happened on the project over the past month? (e.g. communications with subrecipients, vendors, and host site; submission of deliverables)

2. What is the status of project milestones?
[Copy and paste Milestone Table from grant agreement’s Project Schedule (Attachment 04)]
3. Which individuals/entities have had a primary role in completing that work?

4. Has the project faced challenges (e.g., concerns or issues related to subrecipients, vendors, the site(s) or host(s))? Is there something the Energy Commission could do to help with that challenge?

5. Are any agreement changes anticipated in the coming month (e.g., budget, schedule updates, site change, or other amendments)?

6. Have any changes to key personnel, or those who have expertise critical to the project, occurred this month?

7. What is the status of upcoming project deliverables?


8. Are you having any challenges with upcoming deliverables?

9. Are deliverables expected to be completed per the current schedule?

10. Has the project faced any other challenges this month (e.g. supply chain)?

Financials:
1. Is all project spending (CEC and match) occurring at the expected rate and in accordance with the approved budget and project schedule, ensuring that sufficient funding remains to complete the project on schedule? 

2. Is the Recipient facing a loss, or threat of loss, of match funds?

Equipment:
1. Do you anticipate any equipment purchases that are not currently listed on the budget?
The form to add equipment is available at: https://www.energy.ca.gov/media/12282

2. If the Recipient has received a partial or full payment from the Energy Commission to cover incurred costs for equipment, has the vendor/sub been paid? If not, why not?

3. Has any equipment with a budget line-item cost of $100,000 or greater been received within the past month or since the last call? If yes, please provide a photo of the equipment and the receipt showing that the cost of the equipment has been fully paid.

Subrecipients, Vendors, and Site Hosts:
1. Have any sub/vendor changes occurred this month, or have any new subs or vendors been added to the project?

2. If any pre-payments for incurred costs have been made for equipment or services rendered by subs or vendors, has the sub/vendor been paid? If not, why not?

3. Have any site host administrator(s) or site host point(s) of contact changes occurred this month? If yes, will this change affect the site host’s level of commitment to this project or willingness to participate as a demonstration/deployment site(s)?

Travel:
1. Has any travel occurred this month, or is any travel planned for the upcoming month?
If travel has not yet been approved, the Travel Form is available at: https://www.energy.ca.gov/sites/default/files/2020-12/Travel%20Form.Rev_.25Sep2020-R1.0%20%282%29_ada.docx. 	

Community Engagement & Workforce Development Updates:
1. Has the project team hosted any community engagement or workforce development/training events this month?

2. Has the project team completed any community engagement or workforce development objectives this month (incorporating community feedback, labor force recruitment & retention, etc. )?

3. Has the project team collaborated with any community engagement or workforce development partners this month? If so, in what capacity and what was the outcome?

4. Did the project team encounter any difficulties or barriers to successful community engagement or workforce development this month?

The Following Items are Discussed Only During the Last 6 Months of Project:
1. Community Engagement and Impact Plan and Workforce Development Reports status.
2. Final Report Status.
3. Final Meeting Expectations.
4. Final Invoice and Retention Release Invoice.
5. DOE Closeout Reports.
6. Audits – Reminder that backup documentation must be kept for three years.

Project-Specific Questions: 
The CAM may raise project-specific questions during the call. Responses will be documented and shared in the follow-up email.

Additional Notes:
1. Evidence of progress provided by the Recipient. 
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