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Application for Excess Water Use Surcharge Waiver

Application Frequently Asked Questions

Questions within the Guide

General Questions
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How do | apply for an Excess Water Use surcharge waiver? (page 2)

How are Pre-Applications reviewed? What do | need to be approved? (page 2)

How long will it take you to review my Pre-Application or Application? (page 2)

| am a property manager and want to submit Excess Water Use Surcharge Waiver applications for
multiple properties. How do | do this? (page 3)

| have a property with multiple taps. How should | apply? (page 3)

ZoomGrants Questions
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What is ZoomGrants? Do | have to use it? (page 3)

How do | set up a ZoomGrants account? (page 3)

| created an account ZoomGrants. How do | apply? (page 5)

So, | am in ZoomGrants. What are the steps in the application process? (page 6)
How do | return to work on my unfinished application? (page 7)

| can’t submit my Pre-Application. What is going on? (page 8)

How do | upload documents with my Pre-Application? (page 8)

How do | complete Application questions? (page 10)

How do | upload documents with my Application? (page 10)

. | submitted my Pre-Application, but now | want to make a change. What do | do? (page 11)
. | submitted my Pre-Application, but ZoomGrants shows my Application Status as Not Submitted.

What is going on? (page 11)

. | would like to submit another application for a different property. How do | create another

application?

Additional Questions? Email or call amp at amp@ifcgov.com or 970-221-6218.
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General Questions

1. How do I apply for an Excess Water Use surcharge waiver?
The first step in applying for an Excess Water Use surcharge waiver is completing a Pre-
Application to determine if your property and project qualify. The pre-application and
main application are maintained through ZoomGrants. You can access the application
here, or copy and paste the following address into your browser:
https://www.zoomgrants.com/rhome2.asp.

The Pre-Application requires you to set up an account in ZoomGrants. Once you have
set up your account, you can preview and fill out the applicant Information and pre-
application questions. Once you submit your pre-application, Water Conservation staff
will review your answers within one week of submission to determine if you meet the
eligibility requirements.

2. How are Pre-Applications reviewed? What do | need to be approved?
Water Conservation staff review Pre-Applications to determine if the following eligibility
requirements are met:

1) The application is for a City of Fort Collins Utilities commercial customer.
2) The customer demonstrates a plan for long-term outdoor water reduction.
3) The customer demonstrates they are likely to exceed their allotment given
their current landscaping, even when implementing best practices to reduce
waste.

Pre-Applications that meet these requirements will be approved, allowing applicants to
move on to filling out the more detailed full Application.

3. How long will it take you to review my Pre-Application or Application?
Water Conservation staff will review the Pre-Applications within one week of submittal.
If the Pre-Application is approved, the applicants will be notified and will then be able to
complete the full Application and upload required Documents by logging on to their
ZoomGrants account. If your Pre-Application is not approved, Water Conservation staff
will contact you to discuss next steps.

Full Applications will be reviewed within 3 weeks of submittal. If approved Water
Conservation staff will contact you with your waiver period and next steps. If your
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Application is not approved, Water Conservation staff will contact you explaining why
you were not approved.

4. | am a property manager and want to submit Excess Water Use Surcharge Waiver
applications for multiple properties. How do I do this?
Separate applications should be submitted for each property. A single individual may
submit multiple applications using his or her ZoomGrants account. All applications
associated with a ZoomGrants account will be listed on the “My Account Home / My
Applications” page when you log into ZoomGrants.

e Login at the top of the page with the ZoomGrants account information you set
up previously (See Figure 1 below).

e Under “Open Programs”, select the application you want to work on under the
AMP Excess Water Use Waiver header (See Figure 4 below). Note that
ZoomGrants allows applicants to create multiple applications for the same
program. If you are working on more than one application (for example, one
applicant is filling out separate applications for two different properties), all
applications will be listed under the AMP Excess Water Use Waiver header.

e On the “Applicant Information” page, enter the contact information for the
person primarily responsible for the application. Information about the property
will be entered on the Pre-Application page.

5. I have a property with multiple taps. How should | apply?
One application can be submitted for a property with multiple taps, however water
savings and qualification will be evaluated on a tap per tap basis. Water Conservation
Staff will therefore need to know what areas are watered by a specific tap.

ZoomGrants Questions

1. What is ZoomGrants? Do | have to use it?
ZoomGrants is a secure online application management system. Applicants can log on
to their account at any time to fill out application materials, upload documents, and
check the status of their application. All AMP applications must be submitted through
the ZoomGrants system.

2. How do I set up a ZoomGrants account?
To set up your account, access the AMP Excess Water Use Surcharge Waiver page here,
or copy and paste the following address into your browser:
https://www.zoomgrants.com/rhome2.asp.
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Look for the box on the right side of the page titled “New ZoomGrants Account” (Figure
1). Enter the email address, password, and name for the primary contact who will fill
out the application. Select the “Individual” Account Type, then click the “New Account”
button. You will be asked a series of security questions. Please save your login,
password, and security questions in a safe place.

Returning users log in here

City of
F =
FortCollins

Login

Forgot password?

HELP RESOURCES AAY

r —-—e s e . -
City of Fort Collins. I New ZoomGranis™ Account I
T How do | do this? I

I Email
I Password I
Open Programs First Name I

AMP Excess Water Use Waiver |

Water Conservation m @ Last Name I
12/31/2019 - Individuals Only I Account Type @individual I
First-time users set up a —_— e e mm = o o

new account here

Figure 1. ZoomGrants Log-in and New Account Features
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3. Icreated an account in ZoomGrants. How do | apply?
Once you have set up your ZoomGrants account, you can begin the application process.
Access the AMP Excess Water Use Surcharge Waiver page here, or copy and paste the
following address into your browser: https://www.zoomgrants.com/zgf/AMP.

Select “Preview” to view all the information that will be requested through the process
(Figure 2). When you are ready to begin, click on the “Apply” button. Begin with the
Applicant Information tab and click “Next” when complete to move on to the Pre-
Application. There is no save button. ZoomGrants will automatically save your
responses each time you click on a new answer field. If you need to take a break, you

may log in to ZoomGrants later to continue working on your application.

City of
HCau -

Login

Forgot password?

HELF RESOURCES AAY

City of Fort Collins New ZoomGrants™ Account

Open Programs How do | do this?
Email

Password

Open Programs First Name

AMP Excess Water Use Waiver
Waler Conservation m @ Last Name
12/31/2019 - Individuals Only

Account Type Clndividual

Click “Apply” to start the application Click “Preview” to view all questions and
process requested documents

Figure 2. Starting an Application and Previewing Questions
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4. So, | am in ZoomGrants. What are the steps in the application process?
Once you have started your application, you can access each of the application sections
by clicking on the tabs near the middle of the page (Figure 3). Note - you will be able to
view, but not enter information, for all parts of the full Application prior to being
approved. The application process involves the following steps:

1)
2)

Complete the Applicant Information page

Complete and submit the Pre-Application (all questions must be completed
in order to submit). You will receive an email confirming that your Pre-
Application has been received.

Your Pre-Application will be reviewed within approximately 1 week of
submittal.

If the Pre-Application is approved, Water Conservation will contact you and
the main Application will be made available in ZoomGrants. If your Pre-
Application is not approved, Water Conservation staff will contact you to
discuss next steps.

Complete the main Application.

Upload all required documents to the Documents page.

Submit your Application and Documents. You will receive an email
confirming that your Application has been received.

Your Application and Documents will be reviewed within approximately 3
weeks of submittal. Water Conservation staff will contact you to let you
know if your Application has been approved. If your Application is not
approved, Water Conservation staff will contact you to discuss questions,
additional information requests, or other options.

My Accoant Home / My Applications  Account Profile

City of Fort Colling
Water Consarvation
Wates Consendasion

AMP Excess Water Use Waiver

OFEX PROGRAMS

EXCESS ATER USEWAIVER || REQUIKEMENTS || SUPPORTING RESOURCES | | CONTACT ADAMY

Test 2 - Utilities Building Apghcation Stius. Not Submitied
| Dt | ¥ hesaan o s i e s e b)) s | Aty L3

o ww mm Em Em Em Em Em Em == == =

T Click on a tab to access instructions and questions for each component of the application. The
tab will be highlighted in orange when you are working on a section.

Figure 3. Select Sections of the Application by Clicking on a Tab
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5. How do I return to work on my unfinished application?
ZoomGrants auto-saves answers when the applicant moves to the next question field.
To return to your application at a later time, access the AMP Excess Water Use
Surcharge Waiver page here, or copy and paste the following address into your
browser: https://www.zoomgrants.com/rhome2.asp.

Login at the top of the page with the ZoomGrants account information you set up
previously (Figure 1). This will take you to your My Account page. Select the application
you want to work on. The application file will be listed in different areas of the My
Account page depending on the application status (Figure 4). Some applicants may
create multiple applications for the same grant (for example, a property manager who
fills out separate applications for two different properties). All applications for a single
user will be listed on your My Account page.

Logout Not Jane Doe?

ZCOMGRANTS

Aavw

My Account Home / My Applications My Profile

My Account Home @

In-progress Pre-Applications and full
Applications are listed here. Click on
the property name to continue working
on the application or to check its status.

My Account Home

Jane Doe
— o o o o e e e o e .
Incomplete Applications (2) Approved Applications (0)
I (full appiication not yet submitted) I I
I show/hide
City of Fort Collins I I Declined Applications (0)
I Water Conservation
AMP Excess Water Use Waiver (deadline 12/31/2019) I I
I USDS0.00 Test 2 - Utiliies Building I o D@ —_—————m———————
| USDS0.00 Test 1 - City Hall = O m
e I U |
= = == == == == ==
Submitted Applications (0) I R H H
i, ‘ ° b Completed, submitted full Applications L ) )
I (Tull appiication submitted, decision pending) I are listed here Applications will be listed here

e - following review by Water
Conservation staff.

Archived Applications (0)

I Archived applications are listed here.
I (application abandoned) I

Once submitted, applications can no
longer be archived.

Figure 4. ZoomGrants My Account page.
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6. How do I save my unfinished application to work on later?
ZoomGrants auto-saves answers when the applicant moves to the next question field.
You will not need to click on a “Save” button, however, as you click through fields, the
system automatically saves your changes. You may see a quick flash of a “Saving”
screen as you move between fields.

7. How do I upload documents with my Pre-Application or Application?
Documents requested for submittal with the Pre-Application are listed below the
guestions (Figure 5). Documents required for the Application are found under the
“Documents” Tab (Figure 6).

Required documents are labeled as “Required” with yellow highlighting. Note that the
Pre-Application and Application cannot be submitted until all required documents have
been uploaded. For some documents, we provide templates, guidelines, or examples.
These can be viewed by clicking the “Download template” link below the document
description. Please make sure to carefully review the materials provided so that your
uploads meet the application requirements.

To upload a document, click the “Upload” button to the right of the document
description. A pop-up window will appear (Figure 7). Follow the prompts to name and
browse to your document, then click “Upload Now”. Close the pop-up window after the
upload completes. On the ZoomGrants page, click “Refresh Page” and look for a link to
your document under the Uploaded Documents header. Applicants may repeat this
process to upload more than one document for each document request.

Documents Requested * Required? Uploaded Documents *
Satellite or aerial image (for example, from Google Earth) of the property that indicates the Required

area(s) proposed for renovation.

Download template: Aerial Image Example

Existing Landscape Plan: Existing Landscape Plan: (Applicants can search for existing plans -none-
at citydocs.fcgov.com.) Existing Landscape Plans must follow the "Guidelines for Existing

Landscape Plan" template.

Download template: Existing Landscape Plan Guidelines

* ZoomGrants™ fs not responsible for the content of uploaded documents

Submit Pre-Application

Figure 5. Pre-Application Documents requested are listed at the bottom of the Pre-Application page.
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This column indicates which documents
are required. An application cannot be
submitted until all required documents

Instructions Show/Hide

Documents Requested *

Aerial image: A satellite or aerial image (for example, from Google Earth) of the property that
indicates the area(s) proposed for renovation. (This aerial image is REQUIRED if different from
the aerial image submitted with the Pre-Application.)

Download template: Example Aerial Photo

Site Photos: A minimum two wide-view, eye-level photos of each area undergoing change.
Photos must be in color and include a comprehensive view of each area being renovated, as
well as the date and time of capture.

Project Participants Table: Table of all contractors/others involved in the project. Use the
“Project Participant List" template included with this Application and include Contact Name,
Organization Name, Role, Phone Number, Email, and Address.

Download template: Project Participants List Template

Evidence of Community/Business Approval. Provide document(s) that demonsirate support for
the project. Examples of accepted documentation include board meeting notes/minutes,
community surveys. and letters from business management and/or HOA board.

Project Budget: Budget must identify Funding Sources and Project Expenses including design
cost, materials cost (irrigation, equipment. plant materials), installation/labor costs, other
(please explain), Usg the "Broject Budget Summary” template.

ownload template: Project Budget Table Template

\ If available, downloadable templates

and guidelines are shown in orange

Reqired?

Required

Required

Required

Required

under the document description.

Figure 6. Application Documents page.

are uploaded to ZoomGrants.

Uploaded Documents *

-none-

-fnone-

-fnone-

-none-

-fnone-

B Fie Uptoad Windew - Google Chrome

i hitps/fwwwzoomgrantscam/T

File Upload Window

Document Requested

Satellite ar aerial image (for example. from Google Earth) of the
property that indicates the areals) propased far rendvation

Enter file
9 1 File deseription
{8 IRS Letter, FAnancials, etc.)

uploaded (]

description
2 Type of attachment ™ Fibe Upioad [fie sire limeed to 4M3 each)
. Link to Fide (YouTube. Dropbox <loud storage. webserver,
Browse to the file i 2 7 7
location on your 9 3 selest ot to [ | Ma file chossn
upload No To towed in flenames.
com puter. 8e sure ta include the file extension
File 5ize is imited fo SME.
Supparted fle extensions
DOC, XL5, MLSM, DOOK, XL5X, TXT. RTF. WPS,
SN, .ODT, .TAR, .C5V, W5, 5XC, OD5, P9T
BRTX, PES, 5XI, ODP, .PDF, .G JPG. PNG .
MW, WAN, AR, MPE, MPE, M MPG . MOV,
MY, AM JPEG, SMP, SHX, KML, KMZ,
JIF, TIFF (]
. Document type PROPOSAL DOCUMENT
Click
pisad e
“Upload
” Be e 12 verify that your upload was succershul
Now' by tasting tha link to dewnlaad your file aftar this page releads.

MGFANts™ is nof respansible far the content of uploaded or inked documents

Figure 7. A pop-up window will guide you through the document upload process.

Click Upload to begin the
upload process. A new pop-
up window will appear.

Upload

Upload

Upload

Upload

Upload

00000~

Successfully
uploaded
documents
are listed
here
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8. I can’t submit my Pre-Application. What is going on?
In order to submit your Pre-Application for review you must:
e Answer ALL questions in the “Applicant Information”
e Answer ALL questions in the “Pre-Application for AMP Excess Water Use Waiver
e Upload all required Pre-Application documents.

2

If you are missing any of this information, ZoomGrants will not allow you to submit the
Pre-Application. Scroll to the top of the Pre-Application page to view a list of missing
information, which will be written in red font (Figure 8).

Fort Collins

My Account Home / My Applications  Account Profile

Refresh Page

City of Fort Collins
Water Conservation
\Water Conservation Deadline 12/31/2019
AMP Excess Water Use Waiver

'OPEN PROGRAMS AMP EXCESS WATER USE WATVER REQUIREMENTS SUPPORTING RESOURCES CONTACT ADMIN
Jane Doe Application Status: Not Submitted

Archive this Application

[ —— e e e s Rem:
Your Pre-Application must be submitted AND approved before continuing.
Pre-Application (answers sre saved

Undecided /Not Submi
Pre-Application oeadling: 12/31/2019

I Submit Pre-Application I

Some fields are missing answers:

Pre-Application Status

I Pre-Application Question 3'
—-— s e o -

Ifyou have completed these fislds. cick Refresh Page above (we will re-check all of your ansviers) and then Submit again.

Ask a Pre-Application Question

[mructoes shontsad] Information missing from the Pre-
Instructions Show/Hide

Application will be listed here in red
Property Information font.

Figure 8. Information missing from the Pre-Application will be listed in the Pre-Application Status line.

9. How do | complete Application questions?
The main Application questions are under the “Application Questions for AMP Excess
Water Use Waiver” tab (Figure 4). Note that applicants can view the Application
Questions at any time; however, they may not enter their responses or upload
documents until their Pre-Application has been approved.
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/

Select “OPEN
PROGRAMS.”

10. I submitted my Pre-Application, but now | want to make a change. What do | do?
If you would like unsubmit your Pre-Application or Application, click on “Ask a Pre-
Application for AMP Excess Water Use Waiver Question” at the top of the page. An
email pop-up box will appear allowing you to request that your Pre-Application or
Application be unsubmitted. You may also contact Water Conservation staff directly at
amp@fcgov.com. Please allow one to two business days for your request to process.

11. I submitted my Pre-Application, but ZoomGrants shows my Application Status as Not
Submitted. What is going on?
Your application status will remain Not Submitted until the main Application and all
required documents have been submitted. You can confirm that your Pre-Application
was submitted by navigating to the “Pre-Application for AMP Excess Water Use Waiver”
tab and looking at the Pre-Application status notes written above the yellow
Instructions box. If the Pre-Application has been successfully submitted, these notes
will indicate that your Pre-Application is under review. Additionally, you will receive an
email confirmation after submitting your Pre-Application.

12. I would like to submit another application for a different property. How do | create
another application?
To another application for a different property log-in to you Zoom Grants account.
Select “OPEN PROGRAMS” on the main task bar and then select “Apply Again.” Fill out
the new application with the new property’s information.

Cityof LR T —

Collins
U HELF RESDURCES FALSCREEN LOGOUT AAY

My Aezeaint Home / My Applieations.  Account Profile

{omenree ]
City of Fort Golling.

Water Conperration CSED Deogling 12312019
2019_)(|F:3ra_n.ts for HOAs and Commercial Properties

| Pl | (ArricknosTer ) (ELIGAILITY BIQUIEIMENTS | ( CONTACTABMIY
b o - —
Application Steps [oc 1]
Tre Xarscape DXIP) for HOA, PROPRTINts DrOMOLes pITIECts hal comver Pigh-wrater s FNds: ages 10 TEgRonally saaed wiler wise WAGseapes. |f awarded, cuslomers £an receme up 10 $14 000 per propect A limited number of Grants will be awadded and, af the
time, Watir Consanation ¢annot guaranine ine program wil be ofered in 2020

Pre-appicatons must be submised by Dec 15, Mowever, Stall encowrages iNteresied apphcants Io Sutime a pre-applcalion &3 5000 a3 possible. FUB appitalions must DE SUbMBed by Dec 31, Pie-appiscations will e reviewsd one week afler submisson. Due 10 iview 19é, qualied pre-appleations
Pt are: subemified on Dec. 16, will crly Purve OINE WEEK 10 Subemil 8 Ul appic ation. Awars wil be nnounted in February 2020 via eman

It seleciad for XIP funding. peoject must be substanealy coempleled wih fnal mspection sehacuied by Oct 15, 2020, Final progress rapen, an estasdshmant pian and 3 keng-1amm mairenance plan must be submmead sy Dec 31, 2020 Distribution of grant funds 1o Swardees wil rEquise Fwansess 1o
‘SUBME ITVCACES COCUMENting poomct EXpEnses, Water Conservation wil hokd 25% of funding Untll e Swares SIS nal DIOect COMPRECH Neport VIS RCgov.ComvgiaL 10r  COMERenershe SUMMATY of the Qrant and evalsaton ¢ rena

""" s ProgET M b mide DOS3Dk o 10 g from the Colorato Walkr Cormervation Bome (CWICH). UMBES 5 looking %r ¢ studess Ihat ¢an B shared wilh CVICE and ac1 &8 regional demonstaton propcts. USiTies i particulaty inlenssied in carinenng on high-saler wsa turf 1
¥ adapted  prosects. I selected. progects will receive SOaticnal bonus fundng Thes Bonus Aunding does not Rave 10 be malched. I misfetled pleiie indicate $0 0N YOUT DRe-appicaton o ApHSCERON of contact us at KpXLECgoy com o 970-415.4306

Open Programs

AMP Excess Water Use Waiver
Water Conservation

1 1
12/31/201% - Individuals Only Apply Again m
Declined Test 3 - Happy HOA : 1
Archive Happy Homeowner /

Select “Apply Again” to
start another application.
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