
ATTACHMENT F

NYSERDA - INSTRUCTIONS FOR SUBMITTING ELECTRONIC PROPOSALS 
Please read the following instructions before submitting a proposal. 

1. Locate the Funding Opportunity (PON, RFP, RFQ) on the “Current Funding Opportunities” 
page of NYSERDA’s website at: http://www.nyserda.ny.gov/Funding-Opportunities/Current-
Funding-Opportunities.aspx 

2. While on the “Current Funding Opportunities” page, click the link/title of the individual Funding 
Opportunity.  

3. While on the individual Funding Opportunity page, click the “Submit Proposal Online" button. 
4. Enter your e-mail address and click the “Validate Email” button.  
5. You will receive an automatic email containing a link to validate your email address. Click the link 

to be taken back to the Funding Opportunity to begin the online submission process. 
6. Upload as many files as needed, one at a time. The electronic file names should include the 

proposing entity’s name in the title of the document.  
7. After clicking the “Upload File” button, a list of your files will appear on the web page. You can 

delete files from this list if needed.  
8. After all necessary files have been uploaded; review the list of documents to ensure that your 

proposal is complete and accurate.  
9. Click the “Submit Proposal button.”  
10. You will then be brought to a confirmation page listing the files received. Please print and save 

the confirmation page.  
11. An auto-generated confirmation e-mail will be sent to the e-mail address you entered. Please 

save this e-mail.  
12. When choosing to submit files electronically, the award/non-award notification letter will be sent to 

the e-mail address used to submit the proposal.  

Important Reminders: 
1. Submit only one proposal for each session  
2. You may submit Word, Excel, Zip, or PDF files. PDF files must be searchable and therefore 

should be converted directly from an electronic document to PDF, rather than scanned. 
3. E-mail or facsimile submittals will not be accepted.  

If you make an error: 
If after you click “Submit Proposals” you discover that the document(s) you submitted are incomplete or 
inaccurate follow these instructions: 

1. Start the process over again and resubmit the entire proposal. You will receive another  
confirmation e-mail.  

2. Immediately forward both confirmation e-mails (original and resubmission) to 
proposals@nyserda.ny.gov with the subject line of “Resubmittal” and the PON/RFP/RFQ 
number.  

3. NYSERDA will accept the second submission as your proposal. The first submission will be 
disregarded.  

If you need help: If you need help with this electronic proposal submission process, please contact 
Venice Forbes at venice.forbes@nyserda.ny.gov or 518-862-1090 ext. 3507. 
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