
 

 

 
 

 

 

RFP No. 1 - ATTACHMMENT C 

Instructions forr Submittinng Proposals 


Please reaad the followwing instructioons before su bmitting a prroposal. 
 
1. 	 Go to  www.greenbbank.ny.gov.   
2. 	 In thee page titles aalong the topp of the homee page, click oon “Partneri ng with Us”  and then clicck on 

“Proppose an Invesstment” in thhe drop-downn menu.  
3. 	 Underr the section   entitled  “Submitting Prooposals” clickk the “Submitt Proposal Onnline" buttonn. 
4. 	 Enter   your e-mail address and cclick the “Vaalidate Email”” button. 
5. 	 You wwill receive ann automatic eemail containning a link to   validate yourr email addreess.  Click thee link 

to be   taken to a paage entitled “RFP 1 Cleann Energy Finaancing Arranngements” too begin the onnline 
submiission processs. 

6. 	 Uploaad as many filles as neededd, one at a timme. The elecctronic file naames should iinclude the 
propoosing entity’s   name in the   title of the ddocument.  

7. 	 After   clicking the “Upload Filee” button, a list of successsfully uploadeed files will  aappear on thee 
page. This list cann be modifiedd as needed bbefore final submission of  your proposaal. 

8. 	 After   all necessaryy files have beeen uploadedd, review the list of documments to ensuure that your   
propoosal is compleete and accurrate. 

9. 	 Click   the “Submit   Proposal” button.  
10.  You wwill then be brought to a cconfirmation ppage listing  tthe files receiived. Please   save the 

confirrmation page . 
11.  An auuto-generatedd confirmatio n e-mail will   be sent to thhe e-mail adddress you enteered. Please  save 

this ee-mail.  
12.  The pproposal revieew notificatioon letter will   be sent to thhe e-mail address used to submit the  

propoosal. 
 
Importan t reminders::  
  Submit only one prroposal for eaach session.  
  You mmay submit WWord, Excel, PPowerPoint, ZZip, or PDF filles. PDF filess  must be seaarchable and   

therefore should bbe converted   directly fromm an electron ic document   to PDF, ratheer than scannned. 
  E-maiil, facsimile oor hard copy ssubmittals wiill not be acccepted.  
 
If you  maake an error: 
 
If after yoou click “Subbmit Proposall” you discover that the document(s) yyou submittedd are incompllete 

or inaccurrate, follow tthese instructtions: 

1. 	 Start   the process oover again an d resubmit tthe  entire pr oposal. You wwill receive aanother 

confirrmation e-maail.  
2. 	 Immeediately forwaard both conffirmation e-mmails (originall and resubmiission) to 

propoosals@nyserdaa.ny.gov withh the subject   line of “Resuubmittal” and the RFP number/title (ee.g., 
“RFP   1 Clean Energy Financing   Arrangementts”). 

3. 	 NYGB will accept tthe second suubmission as yyour proposa l. The first suubmission wil l be disregardded.  
 
If you neeed help: 
If you neeed help with tthis electroniic proposal suubmission proocess, please   contact Roseeanne Viscusi   at 
roseanne..viscusi@nyseerda.ny.gov or 518-862-10990 ext. 3418..        
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