
Steps to Complete a Charge Ready Application 
(Pre-approval & Post Installation) 

1. Contractors will login to the NYSERDA portal and then navigate to the
“Submit a New Application” tab.

2. They will then be asked to select the Charge Ready NY as the program
they want to apply for.



3. Starting the Application – Steps 1 through 9

Step 1: Who is Applying? 

The applicant will have 4 different options to choose from. Please see below: 

• I am the equipment owner of the charging stations and the incentive will be paid to
me.

• I am the equipment owner of the charging stations and the incentive will be paid to
the installer.

• I am the installer of the charging stations and the incentive will be paid to me.
• I am the installer of the charging stations and the incentive will be paid to the

equipment owner.



Step 2: Contact Information for Equipment Owner/Site Owner/Installer
There are three different contact roles for the application. This includes the Equipment 
Owner, Site Owner, and Installer. Some contacts will automatically populate based on 
what the applicant selected in Step 1 (ex: Payee contact). The applicant must add a 
primary contact for each role before moving forward to Step 3 or they will receive an 
error message.  



Step 3: Site Information 
Applicants will need to input their site address at which they plan on installing the 
Charging Stations. Each site (workplace & MUD) has their own set of requirements that 
can be found in the program's Implementation Manual under section 2.4 “Site Eligibility 
Rules.” Step 3 questions will populate based on the site type selected. Please see the 
different options below: 

1. Workplace Site

2. MUD Site



Step 4: Equipment Information 
Applicants will use the dropdown menu to select the eligible charging equipment that 
will be installed at the project site. Once selected, they will need to specify the total 
number of ports as well as the number of assigned ports located at the site. This step will 
also confirm if the stations are located within a DAC which will calculate the additional 
incentive allowed for MUD and Workplace sites.  



Step 5: Pre-Approval vs Post Installation 
After entering in the equipment model information in step 4, the applicant will select if 
they are applying for pre-approval or post installation. If post installation is selected, the 
applicant will have to complete step 6 of the application process whereas pre-approval 
applications will be moved forward to step 7 (document submission).   

Post-Installation Applications: 

When the applicant selects the post-installation option, they will be asked to enter in 
some additional information within step 5. This includes the Actual Date of Charging 
Station Activation, Total Equipment & Installation Costs, Installer information, 3rd 
Party Incentive information, and Network Service Provider information.  



Step 6 (post-installation): Charging Station Information 
The applicant will then enter in the station information for each port they are applying 
for. This information includes the Serial Number, GPS coordinates (to the sixth decimal), 
Network ID, Description of location, Pay or Free to use, and noting how many ports are 
assigned if any. 



Step 7 (post-installation): Required Document Submission 
All documentation will be required to be submitted prior to application submission. This 
includes the Site Map, Building Permit, Equipment Owner Agreement, Installer 
Agreement (if the installer is the applicant), Site Host Agreement, Charging Station 
Installer Certification, Agriculture & Markets form, Equipment Payment, Installation 
Services Payment, Network Services Payment, and all 4 photos for each charging 
station.  Applicants may also submit additional documents under the “Other 
Documents” section if additional information is required. 



Pre-Approval Applications: 

When the applicant selects the pre-approval option, they will be moved forward to Step 7 
of the application process. Step 6 will be completed once they have been pre-approved 
and funding is reserved.  

Step 7 (pre-approval): Required Document Submission 
The Site Map, Building Permit, Equipment Owner Agreement, Installer Agreement (if 
the installer is the applicant), Site Host Agreement, and Quotes from the installation 
contractor are the only documents required for pre-approval applications. Applicants 
may also submit additional documents under the “Other Documents” section if 
additional information is required.  



Step 8: Application Review 
After completing Steps 1-7, the applicant will review the information entered for all steps 
in this final review prior to submission. If all information is correct, they may move 
forward to Step 9 for submission.  

Step 9: Project Submission 
The applicant must certify each statement to ensure eligibility prior to submitting for 
review. The “Submit” option will not populate until every statement has been selected.  
Workplace Sites and MUDs populate different statements to certify.
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