
 
 

New Construction Program  
Application Instructions 

 

1. Log into the NYSERDA Portal here: https://nyserda-portal.force.com/login 

 
a) If you are applying for the first time, please complete a registration form here: 

https://portal.nyserda.ny.gov/Core_Registration_Page?programName=New_Constr
uction 

b) Disclaimer: Commercial New Construction Program applications must first apply 
through the Consolidated Funding Application (CFA) online at: 
http://www.nyserda.ny.gov/Funding-Opportunities/Consolidated-Funding-
Application.aspx.  After completing the CFA, you can expect to receive a log-in and 
instructions via email to complete the application process in the New Construction 
Portal. You will not need to sign up using the link in step a.  
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2. Once logged in, to begin an application for Housing projects, click on the ‘Submit a new 
Application’ tab at the top of the page. Commercial New Construction Applicants, you can 
skip this step, you will find a partially completed application in Unsubmitted status on the 
“Projects” tab containing information from the CFA. 

a) Next, click on ‘New Construction Program’ and it will take you to the application  

 

3. Begin entering your company information into Step 1 of the application. 
a) If you are not legally affiliated with the entity that will receive the NYSERDA 

incentive (if approved) as per program requirements, stop here. The application 
must be initiated by the applicant company, because the program terms and 
conditions on the application must be signed by the applicant. This application does 
allow for a main-entity/sub-entity relationship between two companies that are 
legally associated.    

b) If you would like to list a sub-entity company (i.e. for the incentive payment 
to be made to a LLC) you MUST check the box next to ‘Indicate if your 
company is utilizing a sub-entity for this application (i.e. LLC, Inc. etc)’   

i. You will need to check the ‘Payee’ box next to the company 
that will be receiving incentives/payment 

1. Payee = company that will receive the 
incentives/payment 

ii. Please Note:  You MUST indicate the LLC information on Step 
1 of the application prior to moving to application step 
2.  Once you move to Step 2 of the application, you are 
unable to make any changes to the Main Company or Sub-
entity Company Information. 



 
 

 

 

 

 

4. Click ‘Continue’ (shown above) to move along to Step 2 of the application  



 
 

5. Please Note: After starting the application, the application will be saved in the ‘Projects’ tab 
of your portal. If you do not complete the application, you may login to the portal to 
continue to fill out the unsubmitted application.   

6. Add project contacts to your application: 
a) Site owner/signatory: has the authority to sign legally binding agreements on 

behalf of the company.  If the individual completing the application is not the 
signatory, please identify the site owner/signatory in Step 2.  Please keep in mind 
that there should only be one individual for this role 

b) Stakeholders: Any individual that works for the applicant entity that is not the site 
owner/signatory but needs access to the application, Stakeholders may also work 
for an outside entity. 

c) Primary Energy Consultant (PEC): These roles are required for all new construction 
projects. For projects applying to the New Construction-Housing program, the 
credentials required of the Applicant’s selected PEC are defined by the 3rd party 
performance standard also selected by the Applicant.  The Applicant must confirm 
the PEC has established the appropriate credentials with NYSERDA [e.g. HERS Rater, 
Energy Modeler, CPHC/D].  Once the PEC has been selected, the Applicant should 
request the PEC identify the entity delivering the quality assurance oversight  [e.g. 
the EPA-recognized Home Certification Organization (HCO) or RESNET Provider, the 
EPA-recognized Multifamily Review Organization (MRO), or the Passive House 
Certifier or Verifier]. The list of PEC firms can be found here: 
https://www.nyserda.ny.gov/Contractors/Find-a-Contractor/NCP-Primary-Energy-
Consultant. If you are not yet working with one you can still submit the application 
but please keep in mind that you will need to choose one before your application 
can be approved. 

d) Please note: Providing a contact with Read/Write/Upload access in this step, will 
allow that individual to collaborate on the application, as well as to update project 
information and upload documents to the project in the Salesforce portal. The 
contact will receive an email that they have been added to the application.  
 

7. Once you have completed entering your project contacts, click ‘Continue’ to move along to 
the next step.  

https://www.nyserda.ny.gov/Contractors/Find-a-Contractor/NCP-Primary-Energy-Consultant
https://www.nyserda.ny.gov/Contractors/Find-a-Contractor/NCP-Primary-Energy-Consultant


 
 

a) You can also go back to a previous step by clicking ‘Previous’ or the circles at 
the top right of the page.   

 

8. Enter your project path information on Step 3 of the application. 
a) Please keep in mind that every red star indicates a required point of information. 



 
 

b) Note: Even if a field is not required, it is highly recommended to enter the 
information if it is known. 

 

9. Click ‘Continue’ and move along to Step 4 of the application.  
10. Click ‘Add site’ and enter the required information for each site that this project consists of. 

Make sure you click ‘Save’ after entering each site’s information. 
a. Multiple sites can be entered for each application.  For single-family homes, an 

applicant may include multiple scattered-site homes in one application.  For 
commercial and housing projects, each building must be entered as an individual 
site.  For mixed-use buildings, commercial space and housing space must be 
separated into two sites.   

b. Note: Even if a field is not required, it is highly recommended to enter the 
information if it is known, including county, impacted site square footage, 
performance tier, unit count (if the project/site is residential), utility information 
and fuel type. 



 
 
 

 

 

11. Click ‘Continue’ to move along to Step 5 of the application.  
12. Enter the project’s description (required) and any other additional information that you 

have at this time. Project Square Footage is the combined square footage for all sites.  
13. Note: While some of this information is not required at submission, it may need to be 

provided before you can receive an official project approval.  

 

 

 

 

 

 

 

 

 

 



 
 

14. Click ‘Continue’ to move along to Step 6 of the application.  
15. Please review the project information that appears on this screen.  If you are the signatory, 

you can click ‘Electronic Signature’ and it will bring you into DocuSign, where you can sign 
the application.  Or alternatively, you can click ‘Print’ to print the application, wet sign it, 
and upload it as a .pdf document into step 7.  

 

 

 

a) If you are not the signatory, click ‘Email Signatory’ and an automated email will be sent to the 
signatory contact with a link to sign the application 

  

 

 

 

 

 

 

 



 
 
  

16. Click ‘Continue’ to move along to Step 7 of the application. If applicable, upload the signed 
application into step 7 (required, unless the application is e-signed in Step 6) and all other 
additional documents (such as the Building Permit, LMI Award Letter, etc.) that you have 
currently (if applicable) 

a) Once you have uploaded the documents, click ‘Save’ before continuing to the last 
step  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

17. Click ‘Continue’ to move along to Step 8 of the application (this is the final step).  
a) Please take a moment to review your application to make sure it is complete  
b) Once you are done reviewing, click ‘SUBMIT’  



 
 

 

 

You have now submitted your NYSERDA New Construction Program Application. 
You will be contacted by the New Construction Program team if any additional 

information is required to review the project application.  

Please retain your Application #.  

If you have any questions, please contact 
NewConstructionProgram@nyserda.ny.gov, and include your application 

number for reference.   

mailto:NewConstructionProgram@nyserda.ny.gov

