
Community Partner Funding (CPF)
2023 Onboarding



Agenda

• Review CPF Eligibility Requirements

• Home Energy Assessments
• 300 CPF: Customer Authorization Form and Home 

Energy Assessment Data

• Installed Energy Upgrades 
• 320 CPF: CPF Project Details Form
• Contractor Invoices

• Next Steps
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Enroll in CPF

HEA Training

CPF 
Onboarding 

Training

Begin 
Projects!
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CPF Project Eligibility in Oregon
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Small multifamily includes duplexes, 
triplexes, fourplexes and side-by-
side units, with no residences above 
or below, such as a townhome

Must be a single-family detached 
home, manufactured home, or 
small multifamily unit.

Homes must be serviced by: 
Pacific Power, PGE, Cascade 
Natural Gas, NW Natural, 
and/or Avista

Incentives are generally only 
available for homes heated 
by electricity or gas.
Let's discuss further if you have 
customers' homes heated by these 
alternate fuel sources.

Homes Heated by Wood, Oil or 
Propane



CPF for Multifamily Properties
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CPF incentives may 
differ for 
multifamily properties 
(5+ units)

Reach out to learn 
how to support 
renters in your CPF 
program:
multifamily@energytr
ust.org

Working with a 
multifamily renter? 
Contact our 
Multifamily Energy 
Advisor
Fredy Salazar,
fsalazar@trccompani
es.com

mailto:multifamily@energytrust.org
mailto:multifamily@energytrust.org
mailto:fsalazar@trccompanies.com
mailto:fsalazar@trccompanies.com


Specifications Manual
• Energy Trust can connect you to a network 

of enrolled ‘Trade Ally’ contractors

• To ensure quality work, trade allies adhere 
to the Energy Trust Specifications Manual
• Includes best practice checklists for installs
• Available online in English and Spanish

• Non-Trade Ally contractors must connect 
with Energy Trust to review this manual 
together.
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https://www.energytrust.org/find-a-contractor/
https://energytrust.org/wp-content/uploads/2022/07/2022-Specifications-Manual_WEB.pdf
https://energytrust.org/wp-content/uploads/2020/08/Specifications-Manual_Spanish.pdf


Quick Review: Typical CPF Project
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1. Outreach and 
Education

CP educates homeowners on 
energy savings opportunities, 
home upgrades, incentives, and 
application process.
Example: Co-hosted webinar or 
workshop with Energy Trust

2. Home Energy 
Assessment

CP assesses client's home 
generating a Home Energy 
Assessment Report and 
receiving authorization to share 
site details with Energy Trust.
Example: Staff conducts HEA, 
Resident signs a 300CPF form

3. Energy Upgrades 
Proposal

CP presents proposal with 
recommendations, costs, 
financing options, incentives and 
available co-funding budget with 
resident for project approval.
Example: Client 
authorizes/confirms plan for 
Energy Upgrades.

4. Contractor Bid 
Coordination

CP coordinates bids, helps 
select contractor, and shares 
necessary instructions for 
project bid submission, 
authorization, and invoicing.
Example: CP establishes 
a protocol to requesting and 
approving bids.

5. Project Monitoring 
and QA

CP verifies proper installation 
per specification manuals and 
Energy Trust may conduct a QA 
to ensure incentive eligibility.
Example: CP confirms 
installation and notifies 
Contractor of any issues. ETO 
conducts a QA visit.

6. Incentive Application

CP submits project paperwork to 
Energy Trust for approval and 
reimbursement of incentives.
Example: CP submits 320CPF 
form with customer signatures.

7. Client Follow-Up

CP assesses satisfaction, 
promotes energy-saving 
measures, and adheres to data 
privacy guidelines. 
Example: CP Conducts annual 
customer survey for completed 
projects.



Educating Community Members



Customer Education Resources
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HEA Flyer & 
CPF Incentive Grid 

Low/No-Cost 
Home Energy 
Improvements 
Flyer

Water Heating, 
Weatherization, 
and Space Heating 
Brochures

Ductless Heat 
Pump Best 

Practices Guide

Co-Host a 
Webinar, 

Workshop, or 
Focus Group

We have Spanish-
language 
marketing 
materials too!



Home Energy Assessments

Required Paperwork



300 CPF
Customer Authorization 

& Home Energy Assessment Form



• Note: The ‘Funding Agency Job ID’ only needs to be completed by 
Community Action Agencies who leverage ratepayer funding.

300 CPF: Page 1 Instructions
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• Some CPF incentives differ 
depending on residence type 

• Different Energy Trust staff will 
support your small multifamily 
projects

Identify the client’s residence 
type:



300 CPF: Page 1 Instructions
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• If you are submitting just the HEA initially, 
only check the HEA box.

• If other measures were completed, check 
them off

Check boxes for what measures 
were completed

• This determines who will receive the 
Energy Trust funding for any completed 
or prospective measures. 

Note who is requesting funding or may 
request funding for which measures: 
between the CP or contractor:



300 CPF: Page 2 Instructions
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• Customer and CP signatures are required 
for the initial home energy assessment. 

• A contractor only needs to sign if they are 
receiving Energy Trust incentives directly.

Signatures



• Complete based on the Home Energy Assessment visit

300 CPF: Page 3 Instructions
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300 CPF: Page 4 Instructions
• ‘Energy Upgrade Considerations’

• Energy upgrade eligibility
• Client interest in moving forward

• ‘Additional Notes’:
• Opportunity to describe proposed 

upgrade plans in more details
• Describe customer barriers
• Add extra notes about heating 

situation, health and safety 
concerns, etc. 
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300 CPF: Page 5 & 6 Instructions
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• Customer should review the terms and conditions of 
the CPF program

• Demographic survey responses are optional, but 
encouraged as they inform who CPF is reaching, 
which can help maintain and grow funding for this 
program

Page 5: Terms and 
Conditions

Page 6: Optional 
Demographic Survey



HEAs: Required Paperwork Overview

• One required document

• Email document(s) to communitypartners@energytrust.org
• Please CC your Energy Trust Account Manager

• Email Subject Line: Include CP name and site address 
• “CPF Project: ‘Participating Organization Name’: 100 SW 

Main St.”
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300 CPF: 
Customer 

Authorization 
Form

Optional: DHP 
Questionnaire

Tip: Use the Adobe 
‘Fill & Sign App’

mailto:communitypartners@energytrust.org


Optional:
DHP Questionnaire



DHP Questionnaire           No-Cost DHP Opportunity
• Does the home have electric baseboard or cadet 

wall heaters in the main living area?
• Ductless heat pump!

• During the HEA, complete DHP Questionnaire
• Household income
• Energy bill payment experience
• Thermal comfort experience at home

• If Client’s household income < 60% State Median 
Income
• They may qualify for a ‘No-Cost Ductless Heat 

Pump’ 
21



Energy Upgrade Installs

Required Paperwork



320 CPF
CPF Project Details Form
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• Basic customer and site information
• Please check the box for the Energy Trust incentive recipient

• Participating ‘Community Partner’ Organization or the ‘Contractor’

320 CPF: Page 1 Instructions
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• The Customer must sign the 320 CPF
• The Participating Organization OR the Contractor must also sign

• If a Contractor is completing this form, the Participation Organization 
signature may be omitted if a Home Energy Assessment was completed.

• Contractor should still write in the ‘Participating Organization Company’ 
name

320 CPF: Page 2 Instructions
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• The remaining pages detail incentive amounts and ask for 
technical information about the energy upgrade installed
• Insulation R-values, HVAC model numbers, Water Heater serial numbers, etc.
• Relevant Pages: If you only installed windows, for example, only submit page 5 to 

Energy Trust (in addition to page 1&2)

320 CPF: Page 3-7 Instructions



Contractor Invoice(s)



Contractor Invoice Preparation: Scenario 1
• For incentives paid to Contractors:

• ‘Energy Trust Incentive’ line-item 
required

• (If applicable) also include a line-item for 
any additional funding from the 
Participating Organization
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Sample Invoice

Contractor:
Oregon Heating & Cooling

Bill To:
Customer

Heat Pump $7,000
Energy Trust CPF Incentive   -$4,000
Extra Federal Funding           -$1,000
______________________________
Customer Balance                 $2,000



Contractor Invoice Preparation: Scenario 2
• When Participating Organizations manage the 

project costs AND receive the Energy Trust 
incentive:

1. $0 Customer Cost
• No Energy Trust line-items needed!

OR

2. Remaining Customer Cost
• If the customer still pays a portion:
• line-items are needed to show the Energy 

Trust incentive AND any additional funding 
from Participating Organization (if applicable)
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Sample Invoice

Contractor:
Oregon Heating & Cooling

Bill To:
Participating Organization

Heat Pump $7,000
Energy Trust Incentive  -$4,000
Extra Federal Funding  -$1,000
_________________________
Customer Balance       $2,000



• Two required documents

• Email Completed Documents to communitypartners@energytrust.org
• Please CC your Energy Trust Account Manager

• Email Subject Line: Include CP name, contractor name and customer site 
address 
• Ex. “CPF Project: ‘Participating Organization Name’ / ‘Contractor Name’: 100 

SW Main St.”

Energy Upgrade Installs: Required Paperwork
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320 CPF: 
Project 

Details Form

Contractor 
Invoice(s)

mailto:communitypartners@energytrust.org


No-Cost DHP
• After the Home Energy Assessment

• 300 CPF
• DHP Questionnaire
• Contractor Bid (if exceeding max costs)

• After DHP install
• 320 CPF
• Contractor Invoice
• Photo of the installed indoor unit

Reminder: Project costs cannot exceed the following 
maximums, unless covered by the Participating 
Organization.

31

Number of Indoor DHP 
Heads

Maximum Cost

One $4,800

Two $7,200



Optional Project Resources



2023 Insulation Incentive Calculator
• Now optional, no pre-approval 

needed

• Calculates expected incentives 
for all types of insulation

• Three tabs:
• Approved Additional Costs
• Single Family or Small MF
• Manufactured Homes

• To receive over $3.00 sq/ft for 
attic insulation, please note the 
additional costs 
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Incentive Request Spreadsheet
When to use:
• For complex projects with multiple energy upgrades
• Helps calculate total expected incentive

Available on the CPF Insider Page
34



Program Cost Assistance Fund



Program Cost Assistance Fund

• Reimbursements for costs related to 
Community Partner Funding:
• Program needs
• Training
• Certifications
• Equipment
• Consulting services
• Marketing investments

• Eligible: HEA equipment, such as 
tablets/laptops, ladders, flashlights, 
tape measurers, basic hand tools, etc.
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Re-cap and Next Steps



Onboarding Training Recap

• Eligible Project Sites for Enhanced Incentives
• Trade Ally Network and Project Specifications
• Project Management Process
• Educating the Community
• Project Paperwork for Home Energy 

Assessments 
• Project Paperwork for Installed Energy Upgrades
• Program Cost Assistance Fund
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CPF Resources (linked)

• CPF Insider Page (hosts all CPF resources) 
• CPF Program Incentive Guide 
• 300 CPF
• DHP Questionnaire
• 320 CPF: Project Details Form
• Insulation Calculator
• Incentive Request Spreadsheet
• List of Educational Collateral
• Program Cost Assistance Fund (fund to 

reimburse program costs)
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https://insider.energytrust.org/programs/home-retrofit/community-partner-funding/
https://energytrust.org/wp-content/uploads/2022/05/HES_PI0320CPF.pdf
https://www.energytrust.org/wp-content/uploads/2022/07/HES_FM0300CPF.pdf
https://www.energytrust.org/wp-content/uploads/2022/07/HES_FM0300DHPQ.pdf
https://www.energytrust.org/wp-content/uploads/2023/02/HES_FM0320CPF.pdf
https://www.energytrust.org/wp-content/uploads/2023/02/2023-Energy-Trust-CPF-Insulation-Calculator-Final.xlsx
https://www.energytrust.org/wp-content/uploads/2023/02/Energy-Trust-CPF-Incentive-Request-Spreadsheet-2023.xlsx
https://insider.energytrust.org/programs/home-retrofit/community-partner-funding/#marketing
https://insider.energytrust.org/programs/home-retrofit/community-partner-funding/#reimbursements


Next Steps
• Energy Trust to send:

• 300CPF: Customer Authorization & Home Energy Assessment Form
• 320CPF: CPF Project Details Form
• Energy Trust Specifications Manual

• Energy Trust Trade Ally referral meetings (as needed)
• Connect about initial projects

• Confirm eligibility and incentive levels
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Thank you! 

Single-Family Residential Program:
communitypartners@energytrust.org

Multifamily Residential Program:
multifamily@energytrust.org
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