Annual Report Outline
April 1, 2004
Contract # / Delivery Order # / Task #:  include as appropriate

Performance Period Dates Covered: ___________ to_____________

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
3. Details for each ECM

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
