Agency Energy Conservation Checklist
Agency Coordinator:  




Date: 


Building Address:





Building ID: 



For each building, please check the first box (column marked “C” for “Current”) to indicate those measures that have been taken to reduce energy consumption. In the second box (column marked “F” for “Future”), indicate those further measures you can implement. By taking several of these simple steps, agencies can identify commonly overlooked areas for energy savings, help establish an energy management strategy that saves money year after year while giving you a great head start to meeting your energy reduction goals.
	C
	F
	Energy Conservation Measure (ECM)
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	1. Cut off lights that are near windows.
Take advantage of natural lighting or daylighting by turning off lights near these areas.
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	Contact your facility operator if your lighting level in your space as too bright.  
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	Replace any flickering or burned out fluorescent lamps throughout the space.
When lamps burn out, the ballast continues to use power and generate heat.  Replace the lamp with an energy efficient bulb.  Re-lamping the entire area on a scheduled basis has proven to be beneficial. Cost savings are attributed to reduced operating energy and labor costs.  
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	2. Replace incandescent light bulbs with compact fluorescent lights in your space.


The energy saved will pay for the lamp in a reasonably short time. Replace incandescent lights with compact fluorescent lights (CFLs) for desk lamps and overhead lighting. Using CFLs instead of comparable incandescent bulbs can save about 50 percent on your lighting costs. CFLs use only one-fourth the energy and last up to 10 times longer.
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	Use task lighting instead of brightly lighting an entire room.
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	Turn off and/or unplug unused equipment (e.g., printers, cell phone chargers, fans, coffeemakers, radios) and other devices that drain energy when not in use. 
Turning off unused equipment will save energy by limiting the amount of energy drained even when not in use (i.e., “standby” mode). It can also reduce additional heat load on the air-conditioning system. 
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	Enable power management features (i.e., sleep mode) on all office equipment (e.g., photocopiers, printers, and computers).
Enabling the sleep mode will save energy by reducing power and heat load on the air-conditioning system.
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	Turn off your office equipment (e.g., computers, monitors, photocopiers) at the end of the work day, if possible. If you leave your desk for an extended time, turn off your monitor. 
Appoint a floor captain or energy management team member to be responsible for ensuring that equipment and unnecessary lighting is turned off at the end of the day. This person can also coordinate with cleaning staff to train them on energy management practices as well.
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	3. Turn off (or reduce use of) portable fans and/or electric heaters in conditioned space.
Inform your facility operator of temperature control deficiencies in problem areas.   
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	4.   Optimize temperature set points to balance comfort and energy efficiency. 
Summer :         Too Hot [image: image21.wmf]
Too Cold [image: image22.wmf]
Winter :
  Too Hot[image: image23.wmf]
Too Cold [image: image24.wmf]
If you indicated “Too Cold” during the summer season, then energy is most likely being over spent to cool the space. If you indicated “Too Hot” during the winter season, then energy is most likely being over spent to heat the space. Contact your facility operator to help mitigate comfort issues.
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	5. Set your heating and cooling controls to match your daily occupancy schedule.

Contact your facility operator to review hours of operation and make adjustments to save energy.
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	Verify the energy management system (EMS) switches into setback mode during unoccupied hours. Also, time clocks and computer controls may need adjustments after power outages or seasonal time changes.
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	Close or adjust window blinds to block direct sunlight to reduce cooling needs during warm months. Or, consider window glazing or films.
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	In the winter months, open blinds on south-facing windows during the day to allow sunlight to naturally heat your workspace. At night, close the blinds to reduce heat loss at night.
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	6.   Keep doors/windows closed when the A/C is on. 

Contact your facility operator to resolve the problem that requires a door or window to be opened.  
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	Reset restroom hot water temperatures to between 105°F and 110°F.
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	Use energy efficient ENERGY STAR® products
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	Relocate vending machines to a non-conditioned space.
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	Coordinate with vending machine vendors to turn off advertising lights or retrofit with vending misers.
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	Have a qualified professional perform an energy audit. Check with MEA or your utility company for names of auditors.
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