MAKE A FORMAL ASK · TEMPLATE
Community energy project: concept note

	How to use this template
Replace the grey text and fill in each box. Keep it short: two to three pages is enough.
Use your answers from the Connect your project to existing plans worksheet (Part A and Part B) and your Evidence checklist.
Delete this box and the grey guidance text before you submit.



	Project name
	[Type here]

	Submitted by
	[Your community group or organisation]

	Partner organisations
	[If any]

	Contact person
	[Name]

	Phone and email
	[Type here]

	Municipality and ward
	[Type here]

	Submitted to
	[Name, position and department, e.g. the Energy Office]

	Date
	[Type here]


1. Summary
In one or two sentences, what are you proposing? Use your one-sentence pitch from Part B of your worksheet. For example: “We propose a community solar project aligned with your renewable targets and job creation goals.”
	[Type here]




2. Who we are
Describe your community or organisation, and who is working with you, for example community organisations, labour groups, small businesses or co-ops, and climate and housing groups.
	[Type here]





3. The need
What energy challenge does your community face? Who is most affected?
	[Type here]





4. What we propose
Describe the project: what it is, where it will be, and who it will serve. If you are proposing a pilot project, say so.
	[Type here]






5. How this supports the municipality’s goals
Name the municipal objectives your project contributes to (Part A, question 1) and the plans or targets that already commit to them (Part A, question 2), such as the IDP, the municipal budget, or a climate or energy strategy. Give the section, page or target where you can.
	[Type here]





Our project (tick all that apply):
☐  Supports renewable energy targets
☐  Creates jobs
☐  Improves affordability
☐  Reduces losses
☐  Supports climate commitments
6. Who benefits and who takes part
Who will benefit, and how will people take part in decisions about the project? Note how women, youth, older people and people with disabilities are included.
	[Type here]





7. Evidence
What evidence can you show? Use your Evidence checklist, for example improved energy access, lower energy costs, job creation, stronger local participation or increased climate resilience.
	[Type here]





8. What we are asking for
Tick what you are asking the municipality to do, and add any detail below.
☐  A meeting with the Energy Office or relevant department
☐  Support for a pilot project
☐  For us to join a relevant working group
☐  A feasibility study (see the Feasibility study request template)
☐  Other:
	[Type here]




9. Next steps and contact
Suggest a next step, such as a meeting, and a date by which you would like a response. Repeat the contact details.
	[Type here]




Attachments
☐  Evidence checklist
☐  Letters of support from partner organisations
☐  Photos or maps of the site
☐  Other:
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