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Instructions for the Review of FEMP SuperESPC Performance Reports

The purpose of this document is to provide a framework for implementing uniform and consistent reviews of Post-Installation and Annual Reports for Federal ESPC projects. These procedures will allow for consistent review of performance reports, produce standardized reviews, and enable centralized tracking of ongoing project performance.

This Report Outline applies to both Post-Installation and Annual Reports. The difference in content of these reports is captured in the Review Checklists. Post-Installation Reports confirm proper installation and estimates the savings expected to be realized in Contract Year 1, whereas Annual Reports detail the actual savings from the previous  contract year.

These reviews are intended to provide assurance of continued performance of Federal ESPC projects. The reviews should summarize important results and identify missing or incomplete information. This document lays out one standard format for the written reviews of Post-Installation and Annual Reports, and contains instructions and tips to the reviewer as well as sample and placeholder text that should be completed and included in the written review. The differences between the content of the report types is accounted for by using different checklists for Annual and Post-Installation Reports. The data requested in the various tables of the Report Review Outline will be used to track project performance by DOE and must be completed as part of the review process.
An important note to reviewers: These reviews are intended to ensure all parties have complied with the contract requirements for the SuperESPC project. Judgments about the measurement and verification (M&V) strategies that have been agreed upon in the Delivery Order contribute little and usually detract from the purpose and clarity of the review.

Review Steps:

· Create a copy of this file, including the Report Review Outline (below) and the appropriate Review Checklists from Section 4:  Review Checklist. 

· Customize the Report Review Outline by adding an ECM Specific section for each ECM by duplicating Sections 3.1 and 3.1.1.

· Customize either the Post-Installation Report Checklists or the Annual Report Checklists from Section 4: Review Checklists. Add a named column for each Energy Conservation Measure (ECM) in the portion of the appropriate checklist called Details for each ECM (Sections 4.1.2 and 4.2.2).

· Print a hard copy of the customized Review Checklists (at the end of this document) for reference and note taking during the review.

· Acquire and review project documents. Make note of relevant documentation that is available during the review in Table 2: Documents Available During Review of the Report Review Outline. 

· Generally, the entire Delivery Order, the Post-Installation Report, and previous Annual Reports are required to adequately review an Annual Report. At a minimum for any ESPC project report review, the M&V plan, the final cost schedules, any contract modifications, and the Post-Installation Report (for review of Annual Reports) should be on hand. Missing documentation can cause confusion and lead to incorrect conclusions.

· Principal review efforts should be focused on the measures providing the largest portion of the cost savings for the project. This strategy of reviewing the principal cost saving measures will help the reviewer spend the smallest amount of time while maximizing the value of the review, and is especially helpful when review time is limited.

· Determine the % of overall cost savings contributed by each ECM in the project (from cost schedule DO-4). 

· Read through the Post-Installation or Annual Report while checking off topics and making notes in the customized Review Checklists. The inability to check off an item suggests that relevant information may be missing or not in complete form.  The M&V plan from the Delivery Order must be reviewed to ensure all activities and reporting requirements were fulfilled. Include an electronic version of the completed Review Checklists as part of the written review.

· After reading the Report and filling out the project specific Report Checklist, return to the beginning of the customized Report Review Outline and summarize the findings from the review in the appropriate sections. 

· Complete all the sections and placeholder text included in the Report Review Outline, and delete any instructions after a section has been adequately completed. Both instructions and sample text are included within each section of the Report Review Outline. Instructions to the reviewer are in red italics, and placeholders for required data are marked in <RED>.
· Review of the Post-Installation Report is especially critical for projects using M&V Option A. These methods take measurements only once following installation. Subsequent activities may be limited to inspections to verify ‘potential to perform.’
· The written review should follow the format of the Report Review Outline and include the completed Report Checklists. The format of the report can be modified as needed to meet the specific project needs.

·  Report Review Outline begins on next page.

Review of ESPC Annual Report for <PERFORMANCE YEAR> for <SITE NAME, CITY, STATE>

Table 1: Summary of Review

	Agency:
	

	Agency Contact:
	

	Agency Contact information:
	

	Project:
	

	Location:
	

	ESCO:

	

	ESCO Contact:
	

	ESCO Contact Information:
	

	Delivery Order #, Date:
	

	Project Acceptance Date:
	

	Report Date:
	

	Dates of Performance Period:
	

	Performance Year:
	

	Reviewer: 
	

	Reviewer Organization:
	

	Reviewer Contact Information:
	

	Date of Review:
	


Table 2: Documents Available During Review

	Entire Delivery Order:
	
	
	
	

	ECM Descriptions
	M&V Plan
	CX Plan
	DO Schedules
	Technical Appendices
	Post Installation Report
	CX Report
	Year <YEAR> Performance Report
	Other (note)

	
	
	
	
	
	
	
	
	


1 Summary of Findings

This review was performed to address the following issues:

· Were the guaranteed savings for the project met?

· Were the correct utility and escalation rates used?

· Were all activities required by the M&V Plan followed?

· Were variations between the estimated and the reported savings explained? If not, why not and what corrective actions will or should be taken? By whom?

· Did the report provide useful feedback on the performance of each measure?

· Did the report verify the potential of the ECMs to save in future? If not, make a recommendation to the agency to request additional information from the ESCO to rectify situation.

ESPC Savings terms used:

Estimated: Savings originally estimated for each ECM as listed in the Final Proposal Schedule DO‑4. Estimated savings may be updated in the Post-Installation Report based on as-built data.

Guaranteed: Cost savings guaranteed for each performance year and shown in the Final Proposal Schedule DO‑1. Only the total cost savings for the entire project are guaranteed. Guaranteed savings can only be adjusted through a Contract Modification.

Reported: Actual savings as demonstrated by M&V activities detailed in the Annual Reports.

Table 3: ECM and Project Savings Summary for Year <NUMBER> 

	Savings
	Total Energy Savings (MBTU/yr)
	Electric Energy (kWh)
	Demand (kW/mo)
	Natural Gas (MBTU/yr)
	Water (kGAL/yr)
	Operations & Maintenance Cost Savings
	Total Cost Savings

	Estimated:
	
	
	
	
	
	$
	$

	Guaranteed:
	
	
	
	
	
	
	$

	Reported:
	
	
	
	
	
	$
	$


· Add subjective evaluation and specific issues related to the bullet points above. Use as much space as needed. 

· Discuss financial performance of project (briefly).

· Populate Table 3: ECM and Project Savings Summary for Year <NUMBER> from data from the Report and other project documents. Modify Table 3 by adding columns for additional commodities as needed. 

· Compare the estimated & guaranteed savings in the Annual Report to the estimated & guaranteed savings in the Post-Installation Report and the Final Proposal. If the values differ without explanation, further inquiry into the discrepancy is advised. 

· Provide a summary of the key findings from the Utility Rate Verification and ECM specific sections of the review.

· Provide recommendations to the agency or the ESCO.

2 Utility Rate Verification

· Verify that the utility rates shown in the Final Proposal were used when calculating the savings and that any escalation factors were properly applied. 

· The scheduled utility commodity rates and escalation factors (if used) can usually be found in either the M&V plan or DO Schedules. 

· If this data is not presented in the Annual Report, it may have to be calculated from the energy savings and energy cost savings (by energy type). 

· For projects where savings from rate-switching occurs, both the baseline and the new rates should be reported.

· Record utility rates and any escalation factors used in Table 4: Utility or Commodity Rates for Year <NUMBER >. Modify Table 4 by adding columns for commodities as needed.

· The review should note if the utility rate and escalation data were presented clearly and applied properly.
For the Year <NUMBER> Annual Report, the utility or commodity rates uses to calculate the savings are detailed in Table 4.

Table 4: Utility or Commodity Rates for Year <NUMBER >
	
	Electric Energy ($/kWh)
	Demand ($/kW/mo)
	Natural Gas ($/MBTU)
	Water ($/1,000 gallons)
	Other
	Other

	Baseline Rate:
	
	
	
	
	
	

	Annual Escalation Rate:
	
	
	
	
	
	

	Rate Used:
	
	
	
	
	
	


MBTU = 1 million BTU; K = thousand

3 ECM Specific Observations & Recommendations

· Summarize key findings and recommendations from each of the ECM specific sections. Provide recommendations for any agency or ESCO action. Also include these items in the Summary of Findings.

· Possible items to note include additional information or action required for this performance year, suggested changes to future M&V reports, actions for the ESCO or agency to take to improve the performance of specific measures. 

3.1 Specific ECM Performance: ECM <#>: <ECM Name>

· Copy & paste this entire section (including sub-sections) as needed to generate one section for each ECM. Start with the largest cost saving measures if review time is limited. Add sections to this review as needed.

· Information for Table 5 should be in the Annual Report in the measure-specific sections. The first three lines describe the M&V approach and what actions should be expected for this year’s report. 

· The last line (% of total savings) is usually not provided by the ESCO. It can be calculated from the estimated savings values presented in Schedule DO-4 of the Final Proposal. 

· Present ECM results in Table 6 with the estimated values from DO-4 or the Post-Installation Report for comparison. Add rows for commodities as needed. 

Table 5: Overview of M&V Approach for ECM <#>: <ECM Name>
	M&V Approach (Note 1): 
	

	Items measured this performance period: 
	

	Key stipulated parameters:
	

	Percent of total project cost savings (Note 2): 
	


Note 1: M&V approach should be documented in the M&V plan and includes Options A, B, C, or D, as well as FEMP specific methods (such as LE-A –01) from the FEMP M&V Guidelines: Measurement and Verification for Federal Energy Projects Version 2.2 (http://ateam.lbl.gov/mv/docs/26265.pdf)

Note 2: Calculated from values in Schedule DO-4 of Final Proposal

Table 6: Estimated and Reported Energy & Cost Savings for ECM <#>: <ECM Name>
	Item
	Estimated Savings
	Reported savings

	Electricity savings (kWh/yr)
	
	

	Demand Savings (kW/yr)
	
	

	Natural gas (MBTU/yr)
	
	

	Water (KGal/yr)
	
	

	Other (MBTU/yr)
	
	

	Total Energy savings (MBTU/yr)
	
	

	O&M Cost Savings ($/yr)
	$
	$

	Electricity Cost savings ($/yr)
	$
	$

	Demand Cost Savings ($/yr)
	$
	$

	Natural gas cost savings ($/yr)
	$
	$

	Water savings ($/yr)
	$
	$

	Other cost savings ($/yr)
	$
	$

	Total cost savings ($/yr)
	$
	$


MBTU = 10^6 BTU; K = 10^3

· Provide a one-sentence to one-paragraph description of the ECM and how savings are generated.

3.1.1 ECM Specific Comments

Summarize key issues with ECM performance raised in the Report. Comment on adequacy of report and the level of fulfillment of contract responsibilities as outlined in the M&V plan: 

· Intent of M&V plan- what is being verified and was it?

· If measurements were made, was the date noted, people present listed, and results provided?

· If analysis was performed, is it documented?

· What stipulated values are being used and were they shown?

· Note any changes in scope or performance, or results that differ from the Post-Installation or previous year’s report.

· Note any baseline or savings adjustments made.Verify the basis of such adjustments and ensure that the adjustments are consistently and uniformly applied.

· Note any performance problems, O&M issues, or deficiencies that need to be addressed.

· Keep in mind that many applications of Option A methods take measurements only once following installation. Subsequent activities may be limited to inspections to verify ‘potential to perform.’ The Post-Installation Report is therefore a critical document for projects using Option A.

4  Review Checklists

· Review Checklists included in this section are:

· Post-Installation Report Checklists:

· Project Overview

· Details for each ECM

· Annual Report Review Checklists:

· Project Overview

· Details for each ECM

· Customize either the Post-Installation Report Checklist or the Annual Report Checklist 

· Post-Installation Report Review Checklists by adding a named column for each Energy Conservation Measure (ECM) in Section 4.1.2:Details for each ECM 

· Review Checklists by adding a named column for each Energy Conservation Measure (ECM) in Section 4.2.2:Details for Each ECM 

· Read the Post-Installation or Annual Report and attempt to fill out the appropriate checklists to see which items are present and which are not. Not all items will be applicable to all projects (e.g. O&M Activities where no O&M is performed.).On the other hand, the inability to check off an item may suggest that relevant information may be missing or incomplete and should be evaluated.

· Note whether these items are present in the Annual Report Executive Summary.

· Note whether these items are present when reading the Annual Report ECM-Specific sections. All of these items should be included or at least referred to. Add columns as needed. 

4.1 Post-Installation Report Checklists

4.1.1 Project Overview 

	ITEM
	INCLUDED?

	Contract # / Delivery Order # / Task #/ Modification #:  
	

	Performance Period Dates Covered: ___________ to_____________
	

	1.
Executive Summary
	

	1.1
Project Background
	

	1.2
Brief project and ECM descriptions – what was done and how savings are generated. Note any changes in project scope.
	

	1.3
Projected energy and cost savings for the first year of the performance period:
	

	1.3.1
Table showing the projected savings for the total project broken out by operations & maintenance (O&M) costs, energy units, energy cost, and other savings for this period. Compare to guaranteed cost savings for total project. 
	

	1.3.2
Table showing the projected savings by ECM broken out by O&M savings, energy units, energy cost, and other savings values (as applicable) for this period
	

	1.3.3
Approximate % saved by energy source type for site (optional)
	

	1.4
Summary of any energy and/or cost savings adjustments required. Describe the impact in changes between the Final Proposal and as-built conditions.
	

	1.5
Summary of construction period savings
	


4.1.2 Details for each ECM

	2. Details for each ECM
	<ECM # & name>
	<ECM # & name>
	<ECM # & name>
	<ECM # & name>

	2.1
Overview of ECM – where implemented and how cost savings are generated
	
	
	
	

	2.2
Installation Verification
	
	
	
	

	2.2.1
Detail any changes between Final Proposal and as-built conditions
	
	
	
	

	2.2.2
Describe construction period savings (if applicable). Include date ECM was in effect, and reference acceptance documentation.
	
	
	
	

	2.2.3
Detail savings calculations for construction period savings
	
	
	
	

	2.3
Detail results of commissioning activities, as specified in Commissioning Plan. Reference report if Commissioning Report is a separate submittal.
	
	
	
	

	2.4
Overview of M&V plan for ECM
	
	
	
	

	2.4.1
Intent of M&V plan – what is being verified
	
	
	
	

	2.4.2
Description of analysis and equations used for savings calculations (include appendix and electronic format as needed and/or refer to specific section of contract)
	
	
	
	

	2.4.3
Stipulated values from contract (include details and/or refer to specific section of contract)
	
	
	
	

	2.5
Post-installation measurements, monitoring and inspections conducted in accordance with M&V plan (include all that apply for each one):
	
	
	
	

	2.5.1
Measurement equipment used
	
	
	
	

	2.5.2
Equipment calibration documentation 
	
	
	
	

	2.5.3
Dates/times of data collection or inspections, names of personnel, and documentation of government witnessing
	
	
	
	

	2.5.4
Details to confirm adherence to sampling plan
	
	
	
	

	2.5.5
Include all post-installation measured values. Include periods of monitoring and durations and frequency of measurements. (Use appendix and electronic format as necessary). Include description of data format (headings, units, etc.).
	
	
	
	

	2.5.6
Energy & cost savings impact from changes between Final Proposal and as-built conditions
	
	
	
	

	2.5.7
Describe how performance criteria have been met.
	
	
	
	

	2.5.8
Detail any performance deficiencies that need to be addressed by ESCO or Government
	
	
	
	

	2.5.9
Note impact of performance deficiencies or enhancements on generation of savings
	
	
	
	

	2.6
Details of O&M Savings (if applicable)
	
	
	
	

	2.6.1
Describe source of savings 
	
	
	
	

	2.7
Details of other savings (if applicable)
	
	
	
	

	2.7.1
Describe source of savings 
	
	
	
	

	2.7.2
Describe verification activities conducted
	
	
	
	

	2.8
Detail commodity (e.g. energy, water, etc.) rate(s) used in calculations
	
	
	
	

	2.8.1
Actual commodity rate(s) at site for same period (optional)
	
	
	
	

	2.9
Technical details of all calculations made. (Use appendix and electronic format as necessary.) Include description of data format (headings, units, etc.).
	
	
	
	

	2.9.1
Analysis Methodology – describe any data manipulation or analysis that was conducted prior to applying savings calculations
	
	
	
	

	2.9.2
Details of any baseline or savings adjustments made 
	
	
	
	

	2.9.3
Projected savings for this energy conservation measure (ECM)
	
	
	
	

	2.10
Other comments
	
	
	
	


4.2 Annual Report Review Checklists

4.2.1 Project Overview 

	ITEM
	INCLUDED?

	Contract # / Delivery Order # / Task #: 
	

	Performance Period Dates Covered: 
	

	Contract year #: ___________
	

	1. Executive Summary
	

	1.1
Project Background
	

	1.2
Brief project and ECM descriptions – what was done and how savings are generated
	

	1.3
Summary of energy and cost savings / results from this performance period:
	

	1.3.1
Estimated and verified savings broken out by operations & maintenance (O&M) costs, energy units, energy cost, and other savings for this period. Compare to guaranteed cost savings for total project. 
	

	1.3.1 Verified savings by ECM broken out by O&M savings, energy units, energy cost, and other savings values (as applicable) for this period
	

	1.3.4 Approximate % saved by energy source type for site (optional)
	

	1.4
Summary of any energy and/or cost savings adjustments required
	

	1.5
Summary of operations and maintenance (O&M) activities
	

	1.6
Performance and O&M issues identified
	

	2. Summary of contractor payments and verified savings
	

	2.1   Payment schedule for duration of contract – invoiced and verified dollar amounts to date and scheduled cost savings
	

	2.2   Verified savings for project to date in energy units
	


4.2.2 Details for Each ECM

	3. Details for each ECM
	<ECM # & name>
	<ECM # & name>
	<ECM # & name>
	<ECM # & name>

	3.1  Overview of ECM – where implemented and how cost savings are generated
	
	
	
	

	3.2  Overview of M&V plan for ECM
	
	
	
	

	3.2.1   Intent of M&V plan – what is being verified
	
	
	
	

	3.2.2  Description of analysis and equations used for savings calculations (include appendix and electronic format as needed and/or refer to specific section of contract)
	
	
	
	

	3.2.3  Stipulated values from contract (include details and/or refer to specific section of contract)
	
	
	
	

	3.2.4  Changes in scope / results recorded in post-install M&V report
	
	
	
	

	3.3  Measurements, monitoring and inspections conducted this reporting period in accordance with M&V plan (include all that apply for each one):
	
	
	
	

	3.3.1  Measurement equipment used
	
	
	
	

	3.3.2  Equipment calibration documentation 
	
	
	
	

	3.3.3  Dates/times of data collection or inspections, names of personnel, and documentation of government witnessing
	
	
	
	

	3.3.4  Details to confirm adherence to sampling plan
	
	
	
	

	3.3.5  Include all measured values for this period. Include periods of monitoring and durations and frequency of measurements. (Use appendix and electronic format as necessary). Include description of data format (headings, units, etc.).
	
	
	
	

	3.3.6  Describe how performance criteria have been met.
	
	
	
	

	3.3.7  Detail any performance deficiencies that need to be addressed by ESCO or Government
	
	
	
	

	3.3.8  Note impact of performance deficiencies or enhancements on generation of savings
	
	
	
	

	3.4  Details of O&M Savings (if applicable)
	
	
	
	

	3.4.1 Describe source of savings 
	
	
	
	

	3.4.2 Describe verification activities 
	
	
	
	

	3.5 Details of other savings (if applicable)
	
	
	
	

	3.5.1 Describe source of savings 
	
	
	
	

	3.5.2 Describe verification activities 
	
	
	
	

	3.6 O&M activities
	
	
	
	

	3.6.1  Operating requirements:
	
	
	
	

	3.6.1.1  State organization(s) responsible for equipment operations. If appropriate, detail how responsibilities are shared.
	
	
	
	

	3.6.1.2  Summarize key operating procedures and any related verification activities.
	
	
	
	

	3.6.1.3  Detail any deficiencies needed to be addressed by ESCO or Government
	
	
	
	

	3.6.1.4  Note impact of operating deficiencies or enhancements on generation of savings
	
	
	
	

	3.6.2  Maintenance requirements: 
	
	
	
	

	3.6.2.1  State organization(s) responsible for performing maintenance. If appropriate, detail how responsibilities are shared.
	
	
	
	

	3.6.2.2  Verification of scheduled maintenance items completed by ESCO or Government
	
	
	
	

	3.6.2.3  Summary of unscheduled maintenance activities conducted this period by ESCO or Government
	
	
	
	

	3.6.2.4  Detail any deficiencies needed to be addressed by ESCO or Government
	
	
	
	

	3.6.2.5  Note impact of maintenance deficiencies on generation of savings
	
	
	
	

	3.7  Detail commodity (e.g. energy, water, etc.) rate(s) used in calculations
	
	
	
	

	3.7.1  Actual commodity rate(s) at site for same period (optional)
	
	
	
	

	3.8  Technical details of all calculations made. (Use appendix and electronic format as necessary.) Include description of data format (headings, units, etc.).
	
	
	
	

	3.8.1  Analysis Methodology – describe any data manipulation or analysis that was conducted prior to applying savings calculations
	
	
	
	

	3.8.2  Details of any baseline or savings adjustments made 
	
	
	
	

	3.8.3  Verified savings for this energy conservation measure (ECM)
	
	
	
	

	3.9  Other comments
	
	
	
	








<ESCO’s> Year <Number> Annual / Post-Installation Report for <AGENCY> <SITE NAME>.
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