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CEJA Clean Energy Contractor Incubator Program Renewal Checklist
All documents must be current, complete, and consistent across the application package. Incomplete or inconsistent submissions may delay review or impact renewal eligibility. Grantees are responsible for ensuring all required forms are submitted and all GATA requirements are met. 
Ensure that your organization is not on the Stop Payment List. If your organization is on the Stop Payment List, contact your Grant Manager (OGM) to resolve this issue. 
Uniform Grant Budget (UGB) 
· Submit a completed Uniform Budget for the renewal period.
· The budget should be submitted as an Excel document. Do not convert to PDF.  
· Budget must align with the proposed Statement of Work and Staffing Plan.
Budget Certification Signature Page
· Submit signed Budget Certification page of your Uniform Budget as a separate PDF.
· File > Save as Adobe PDF > Certification Page
· Ensure certification page is signed by your organization’s Authorized Signer. 
Statement of Work (SOW) 
· Provide an updated Statement of Work outlining proposed activities, deliverables, and performance measures for the renewal term.
· SOW should reflect any changes to program design, scope, or implementation approach.
Staffing Plan
· Submit a staffing plan identifying all proposed staff for the renewal period.
· Include name, roles, organization affiliation, percentage of effort on the program, by position.
· Include resumes for individuals providing services directly to participants and those 100% dedicated to the program. 
· Include job descriptions for positions to be filled by a new-hire. 
Curriculum with Projected Dates
· Submit a proposed curriculum for the renewal period, including projected training dates.
· Identify projected instructors, trainers, or subject matter experts involved in each training.
· Indicate how each training will be delivered (in-person, virtual, or hybrid).
· Provide a brief description of each training, including topics covered and intended outcomes.
Mandatory Disclosure Form
· Submit a completed Mandatory Disclosure Form.
Conflict of Interest Form
· Submit a completed Conflict of Interest Form.
Internal Controls Questionnaire (ICQ)
· Ensure the most recent ICQ is completed in the GATA Portal prior to submission.
Programmatic Risk Assessment Questionnaire (PRAQ)
· Complete and submit the Program Risk Assessment Word Document for the renewal application.
Uniform Grant Application 
· Submit your completed Uniform Grant Application for the renewal period.
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