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Step 1 - Preparation

Company details

Fill in your details below to personalise your workbook, which will serve as your company’s energy management file.
You may not have all the details now, so just fill in what you can at the beginning.

Name

Mary Murphy

Position

Ma«ayer

Company ABC Office Worke

Branch (if applicable) ot applicable

Business activity Office aud Statiruery Supplies
Contact number 041123 4567

Contact address & Nowaus Street
Dublin 2

Email (optional) mary.mwyaéy@oﬁ‘immk&[e

Start date 04-01-2020 Finish date 34-42-2020

Number of employees Floor space area

Full-time 40 Part-time 2 2344

Current energy supplier(s)

Energy type Supplier Account manager Contact number

Electricity E[w/rz‘cc’/y&appé,é’mymay 04 123 4567
Heating Gas Supoply Coupany Michael Quinu 04 765 4324

Other (please specify)

Annual energy costs (€/yr)

£50,474.10 (electricity), € 10,632.63(heating), €4,766.12 (diesel)

Annual energy usage (kWh/yr)
96,945k (electricity), £4,902KkUh (heating), 27,336k Wh (dlesel)
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Energy management diagnostic questionnaire

ACTION 1 What is your current energy management situation?

Fill out this energy management diagnostic questionnaire to help you assess this. This form
should be filled in again in 12 months' time and the answers compared.

(If a good energy management system is in place, most of your answers will be the third and fourth boxes.)

Has a coordinator been appointed to manage the energy action plan?

Formal appointment

X No Informal appointment but low priority

Formal appointment

Additional comments  No-oue pertou has beeu appoiuted to wanage energy watters withix He office however wany
Staff are aware ofe«erﬁ {eyes.

Do you have an energy statement?

Complete formal

X No Informal statement
statement

Incomplete statement

Additional comments  7ere ¢ uo forwal euergy Stateuent: hu envirouaental polizy i i place however;
which could be a basis for au euergy statewent:

Have you identified significant energy users or factors that influence energy consumption?

Informally X Informally Yes

N .
° (no quantification) (some quantification) (quantified assessment)

Additional comments ~ We have iuforually identified a unber of areas aud factors Hat we think relate fo
high euergy use figures.

Is there an energy action plan in place?

No (none) X Informal unwritten plan Informal written plan Formal plan

Additional comments  TAere & uoackiou plau iu place, however wany Staff are euergy couscious aud
wlnlundse use where possitte.

Are energy efficient practices and energy awareness promoted amongst employees?

Informally and

Not at all X infrequently

Informally but regularly Formally and regularly

Additional comments  Qu ozcasion uergy awareness activities are carvied out ama/é/ atte reyuw‘ofa«/o/aye&r.

Is there an energy measurement and monitoring system in place?

No (none) X Informal Incomplete system Formal system

Additional comments  Readlugs are fakeu infreguently ou the electrizity weter throughout the year.
Gas weter readings are uot recorded.

Conclusions from diagnostic:  We have staff that are 7&{6‘6 aware and wotvated to take action ou auergy.
Howewer; Hhere s curreutly litfte or uo orgauisation or wanagewment of exergy aud very
Uittle quantification ofe«e:y:, use.
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The business case for energy management

ACTION 2 What is your business case for energy management?

Fill out your own business case table below and estimate what resources and effort you can
afford to spend tackling energy management.

How to fill in this table:

—

Record your annual profits for the previous year.

o ok W

Financial indicators

Record your annual operating costs for the previous year.

Record your total energy costs (from previous year's bills).

Calculate your energy costs as a percentage of your profits.

Calculate your total energy costs as a percentage of your annual operating costs.

Calculate 10% of your energy costs and express this as a percentage of your profits to see how much can be saved.

1. Annual operating costs €4,5372571.00
2.Total energy cost €54,634.62

3. Energy as % of annual operating costs 3.36%

4. Annual profits €144,4572.00
5. Energy as % of profits 36.5%

6. % increase in profits by a 10% decrease in energy costs 3.65%

Conclusions  Zuergy i costing wy business a @m}‘imammouafofmow/ aud the poteutial increase
u orofiks to be wadle by decreasing wy energy costs by just 40% wakes & worthuhile
for we fo put i place au energy wanagewent prograwie.

List the issues that are driving your energy management programme.
1. Co«ﬂfeaeryz/ — e[ecﬁwo‘y aud 9as.
2. Requests frow staff for Getter attitude fowards euvirouwment:
3. Pressure frou (arger coupandes which we Supply fo iuprove euvironwental perforuance.
4,
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Step 2 - Commit

Assign an energy coordinator for your business.
Name of energy coordinator Position in company
Mary Murphy Sates

Write an energy statement for your business.

Company energy statement

ABC Office Works Ltd. & dedicated to iuplowenting euergy efficient practices,

recoguising Hhat this i essential to our conttuued business uccess.

We are cowcudtted fo the following:

- Coutinual iuprovewent i reducing our exergy usage

- Coupliance with all euvironwental and other legisiation

- Miniuising the iupact that our euergy has ou the euvironent

- Couwunication of our energy Statewent and eunergy prograwwe fo all staff

- Eusuring Sufopliers aud coutractors are aware of our energy progravuiue

Michelle King

Michelle King
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Step 3 - Identify

Energy costs

Gather your previous year’s energy bills and fill these in below

As you implement your energy management programme, from now on fill in your current
year's bills as you receive them. Compare these costs with the previous year's data to see how
much your company has saved.

Try to record all your energy bills in kWh to keep it consistent.

Your electricity bills

Mauager

Tips
- Don't hide away your energy statement — communicate it to staff at meetings or train staff on the statement.
- Use existing systems to integrate your energy statement rather than creating a new system, i.e. HACCP, ISO 9001 or ISO 14001.

Previous year: 2049 Current year: 2020

Billing period Quantity billed Total cost (€) Billing period Quantity billed Total cost (€)
(units) kWh (units) kWh

42/04/19 - 53,446 9,724.74 12/04/20- 46,253 £,7£2.05
12/03/19 12/03/20
12/03/19 - 52,653 9,5€2.¢£5 12/03/20 - 47145 £,5€0.39
12/05/19 12/05/20
12/05/19 - 48,56 £,892.146 12/05/20 - 40,809 742724
12/07/19 12/072/20
12/07/19 - 472827 £,704.91 12/072/20 - 43,505 7, 917.91
2/09/19 12/049/20
12/09/19 - 53,038 9,652.92 12/09/20 - 4€,841¢ £, £04.68
A2/44/49 12/141/20
A2/44/19 - 53,937 9,816.53 42/11/20 - 4€,£00 £,£81.60
12/01/20 12/04/24
Total 306,729kWh €56,370.70 Total 277,330kWh €50,474.40
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Your heating bills
Previous year: _2_of’f

Natural Gas
Current year: _ZQzQ

Take meter readings for electricity and gas once a month and record below.
First, find out where your meter is located. It may be located in another building.

You might need to contact your building maintenance company.

Meter readings — electricity

Billing period Quantity billed Total cost (€) Billing period Quantity billed Total cost (€)
(units) kWh (units) kWh
28/02/19 - 60,684 2,739.66 28/02/20- 54,763 2,464.34
28/04/19 28/04/20
28/04/19 - 5¢,4¢¢ 2,632.27 28/04/20 - 52,347 2,354.30
28/06/19 28/06/20
28/06/19 34,440 4,444.84 28/06/20- 28,224 1,270.07
-28/08/19 28/08/20
28/08/19 - 17,366 781.4¢ 28/0€/20 - 44,874 669.35
28/10/19 28/10/20
28/10/19 34,8416 1,966.74 28/10/20 - 34,664 1,424.74
-28/12/19 28/12/20
28/12/19 - 60,205 2,709.25 28/12/20 - 54,444 2,449.€3
2£/02/20 28/02/24
Total 263,496kWh EM,P44.24  Total 236,280kWh €10,632.63
Your other bills (e.g. diesel, LPG, solid fuel) Diesel
Previous year: _Z_O:If Current year: _ZQ§Q
Billing Quantity (Optional) Total cost Billing Quantity (Optional) Total cost
period billed (units)  kWh* (€) period billed (units)  kWh* (€)
23/03/19 1,250L 12,750 £23.75 04/04/20 1,230L 12,546 £10.57

25/09/19 1,430L 14,5¢6 942.37

24/11/20 4,305L 13,311

£60.00

Total 2600l  22336kWh  €4,766.12

Total 2,5935L

25,857kWh

€1,670.57

Date Reading Units used since Multiplier* kWh used
previous reading

14/04/20 62,544 363 60 22,9€0
14/02/20 62,926 367 60 23,220
13/03/20 63,348 390 60 23,400
12/04/20 63,700 3f2 60 22,920
11/05/20 64,074 374 60 22,260
12/06/20 64,436 365 60 24,900
14/07/20 64,769 353 60 21,4€0
14/08/20 65,139 350 60 24,000
14/09/20 65,49¢ 359 60 21,540
12/10/20 65,866 366 60 22,080
07/14/20 66,239 373 60 22,380
10/12/20 66,648 379 60 22,740

Total 4,460 60 26%,600kWh

Meter readings — gas
Date Reading Units used since Multiplier* kWh used
previous reading

14/04/20 19,623 346 60 20,760
14/02/20 19,954 334 60 19,860
13/03/20 20,301 347 60 20,820
12/04/20 20,645 344 60 20,640
11/05/20 20,97 342 60 20,520
12/06/20 21,323 336 60 20,160
14/07/20 21,657 334 60 20,040
14/08/20 24,990 333 60 19,9¢0
14/09/20 22,324 334 60 19,860
12/10/20 22,654 333 60 19,9€0
07/14/20 22,990 336 60 20160
10/12/20 23,330 340 60 20,400

Total 4,053 60 243,180kWh

*Sometimes meters are unable to record the actual amount of energy that you use. In this case, a certain percentage

of usage is passed through your meter and the actual usage is calculated by multiplying by a factor, i.e. a multiplier.

Check your bill to see if a multiplier applies to your account. If no multiplier applies, the units used = kWh used.
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Energy management diagnostic questionnaire

Fill out the table below, identifying energy-using equipment, influential factors and In the table bglovv will give you an oyerall idea of t.he biggest on—si?e users. Not every piece of equipment needs to be .
people and if there is a potential energy saving entered. At this stage you could also identify certain people you might nominate to look after certain sectors, technologies
Use the example in the completed sample vvorkbo-ok to help you, The best way to fill in this or factors that can influence your energy demand and whether there is a potential to make any energy savings with each
: i f equi listed.
chart is to do a walk around your facility and identify your energy users and influences. piece of equipment listed
Location Appliance Quantity Hours of Influential factors Influential people Is there a potential energy- (Optional) (Optional)
usage saving opportunity here? Energy rating (kW) Energy value (kWh) for 1 day
(hrs / day) Ifyes, add to register of You will find this on nameplate  Energy rating x quantity x
opportunities on appliance hours of usage
| — offce staf
Office Cougouter 42 9 Office working hours Euergy Chauupio Yes 0.25 ?5.6
Printers 5 9 Office working hours Office staff Yes 0.44 10.45
Hot weather aud sty Office staft
Faus 20 2 atuosphere ity T Maybe 0.020 0.£0
Alr-couditioner unit 3 9 O/fwez g ert ! wu: g Z ‘-:;:f & Maintenauce staff Yes 1.00 27.00
Fluorescent lights 336 9 ffe oy o”;’;"’”.,‘“ef eﬁ Staff; cleauers, security Yes 0.046 4¢.3¢
Totlets tHaud-dryers 4 0.5 As required Office staff Ner 41.£0 3.60
Fluorescent lights 32 7 /Aéf %"W, f lght avadable Staft cloaners Yeg 0.006 4.73
Server Rovuu Air-coudltiouer uuct 1 1z Hghheatlorels iuserve e auce staf Yee 1.00 12.00
. No aatural light avaidable Staft cleaners,
Fluorescent lights 40 12 i Hhie ligh cecurity, [T staff Mayée 0.006 2.8¢
Are 2 servers requived,
Server rovw 2 24 w008 A cloud IT staff l/&(‘ 1.8 43.2
Kitcheu/Cautoo Fridge 1 12 %f %“’”‘ light availabte Office staff: cleauers N 040 2.40
Mizrowave 1 20 Slfrouinued; healt Office staft. cleauers No 0.80 0.40
Dishwasher 4 0.5 N/4 Office staff Yes 1.500 3.00
Kettle 4 2 Tea aud luuch breaks Office staft canteen Staff Yes 2.75 2.75
Fluorescent lights 4¢ 4 Tea aud lunch breake Staf, cleauers, security Yes 0.016 3.072
Storage hrea Fluorescent lights 32 4 1ea aud luuch breaks Staff, cleauers, security lYes 0.006 0.76¢
Space and . . Al lights coutrolled . .
ot water heating Gas-fired boiler 4 4 oue baidk of-sitt m@ Macintenauce, office staff Yes 40.00 440.00
Conclusions The wain users are lightiug, IT equiouent aud air-couditivning uudts. Staft do have influence

over the wayority o these aspects aud therefore good

cleauing aud waisteuauce Staff are also very iuportaut:

euergy awareness & esseutial. \\‘ecm'fy,
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Energy management diagnostic questionnaire

Start to fill out your register of opportunities.
Some common opportunities are outlined in the completed sample workbook.

This table allows you to list opportunities in various areas. This document can be added to at any stage during
the process. Any ideas or suggestions should be captured here.

Aspect (e.g lighting) or area Opportunity
(e.g. zone 1, office or canteen)
Oftice - Eusure heat- s uot wasked through opeu wikdows aud eusure staff are
aware of lreal heating coutrols
- Eusure proper tiuing of heating i line with working hours aud
current weather

- Eusure /oer' Huning of on/off sutches for AC uudt
— avoud leaviug AC on iu au unoccupied budding

- Eusure [or%er Hiuing of ou/off surttches for veutilation

— avotd leaving veutilation ou in au unoccupied budding
- Eusure people kuour where the light suitches are

- Cleau dity light diffusers or shadles

- luvestigate upgrading fo LEDS

- Elsure couputers are Suttched to ‘Power Saving Modle’

- EUsure couputers, photocopiers aud printers are all suitched off at uight

- luvestigate iusulation for eutire buiding

- Elsure proper tiuing of heating i line lith working hours
o

KM@“/@“W ﬂkd&{ﬂ’a{/’

- Eusure joroper tiuing of on or off Switches for AC uuct
— avoid leaving AC ou in au unoecupied builAing

- Reduce tewperature in hot tap

- lustall iusulatiou ou hot water storage vessels aud pipework

- Avotd running Aishuashers ou part-load

- huoid boilig full ket for oue cup tea or coffee

- Eusure people kuour where the light suitches are

- Cleau dity light diffusers or shadles

Storage Area - Eusure lights are switched off whew unoccupied

- Eusure proper fiuing of ou or off Switches for AC uudt
AL — m/aolr%m@ ou wheu wot required

- Eusure lights are switched off whew unoccupied

Todlets - Reduce tewperature in hot tap

- Eusure lights are switched off whew unoccupied

Comment Cost
Windows ofteu open while heat & also o No-cost

Heating (s offeu ou outside of working hours Lowr cost

AC offeu left ou eveu when office & unoccupiod Lowr cost

Staff awareuess required Lowr cost

Staff awareuess required No cost

AdA o respousibility of waintenauce Lour cost

Not possitle uatil uext year luvestuent opportundty
Staff awareuess requived No cost

Staff awareuess requived No cost

Not possitle until uext year luvestuent opportundty
Heating (s offeu ou outside of working hours Lowr cost

Area unoccupied for wayority of tiue but AC left ou coustantly Lowr cost

This és curreutly excessire— report fo waiteuauce Lowr cost

May wot be possitle uutil uext year luvestuwent opportundty
10k for cleauer regardisg this—oue load per day will suffice No- cost

Need wore staff awareness for this fo happex No- cost

Staff awareuess required No cost

AdA o respousibility of waixtenauce Lour cost

Area uuoccupied for wayjority of tue but lights left ou coustautly Ner cost

Area unoccupied for wayjority of tiue but AC left ou coustantly Lowr cost

Staff awareuess requived No cost

This és curreutly excessive — report fo waluteuauce Lowr cost

Area uuoccupied for wayjority of tue but lights left ou coustautly Ner cost

11
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Step 4 - Plan

Energy action plan

ACTION 10 Complete your energy action plan below.

Get a manager to sign this to show commitment. Ideally, the plan shown below should be for a period of one year.  Plan period: Jdk 20 to Dec 20
Target or plan Cost Priority Person responsible Target or expected result Target date Achieved
(yes or no)
» No Medliniu - Auoareness auuong euplryees of overall 04/02/20 Yes
Creafe aud publicise energy Starewent Mauager aud Ewergy Coordiuator aeproach toewergy uaauigonsent

Redluce electricity cousuuption by 40% through following ackious:

Mouctor electricity aud gas weters aud check all 6ils No High Euergy Coordiuator %%ﬁgzdm«dz@ o gas Every 2 wouths Yes
Elsure projoer fiuing of heating Systeius Ne High Euergy Coordiuator Decrease in energy cousuuotion Every 2 wouths Yes
%ﬁﬁijmgewww alidiuesaditapie i No High Euergy Coordinator Decrease iu energy consucpotion 13/09/20 lYes
Service aud waintenaunce routiue for AC und; includling Huing Medluu High Matutenance techuicians %f/‘“ auergy due to iuproved Every 6 wouths No
Aurareness caugpaign fr eusure staff swireh off all lights at eud of shift Ne High Euergy Covrdinator ZgZ :/f ‘M?# to be switched off 26/04/20 e
ﬁfwzpe/«?i Z:%mea[y« to ewsure all staff switch off PC woundfors Vo Medinin Euergy Covrduator ZZ:{?;‘ »:Zr# to be suttched off a 24/04/20 e
ﬁ%xﬁ;ﬁ;ﬁgfom@ respousibility for turuiug off all priuters aud No High Regotible staff weuber mngef# %o%opm trbe lediately ee

Management sign off Name Misselle /([4(? Position Mdhy@r Signature Aiepelle Kd‘? Date 42/04/20
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S te 5 - AC t Area Task Check Person responsible Training v
p frequency required
- [s there excessire fewperatures .
ey it eptik  cayimae | t0 |/
Establish your operations and maintenance checklist below.
Use the example in the completed sample workbook to help you complete this step.
Area Task Check Person responsible Training v
frequency required
Uyﬁﬁ’ay« - Are all switches labelleA? Auuually Euergy Coordinator Ne v
= [o all lighting LED where possiste? Auwually Maintenance staff No v Kitcheu and - Are veuding wachines left-ou 24/7 2 Weekly Euergy Coordiuator No v
- Are all unnecessary lights switched ) cauteen areas - dre dishwash 7 ;
- Are Ol resence = i ;
a/e/e;oz.r%x'f; d;ﬂ/o’f avap Auuunally Mauager No v are Me’;f;’@ ﬁﬁ“‘? oloor seals o Every 6 wouths Euergy Coordisator Yes Ve
- %ZZ{{”"? dliffusers aud shades Every 3 wouths Maintenance No V4
- Are all roof lights cleaued? Every 3 wouthe Matutenaunce No V4
A - dre all doors aud windows closed at 5
| “1r 1 2
tuy aaq ; - Is energy use cousidered wheu ; ,
s sulatiou boou checked /gg%%‘ —%—&% i il el ouriused gy Comliatr v /
- daf“ ‘:;2? | for | Every 6 wouths ) Ne [orociring weur egugpudut :
- %“;Z ‘%EZ “"“:Z*/ rootlights  fs uecessary Maintewaucs N v
} ’;ZL; arZer ? e Every 3 wouths Maiutenauce No v
7 - Are all PC woundtors suttched off at g
Zfﬁsz i z«a/ o;;[ lorking da‘,{;«d weekends? valy Al staff i v Other
- Are all printers & photocopiers Dail
$mfcéed0#afe«agofwmkml “dy A watudber of staff e v Action 12 and 13 — these are completed by putting environmental awareness and training programmes in place.
day aud weekendt’ There are no workbook components to these steps.
- Are all PC wouitors Switched to
poier saviug wode? i Mauager No v S 6 R .
— = e filirs checked for clogging) , Performance comparison progress table
Veutilatirn e ” Every 3 wouths Maintexauce Yes
i i i Fill in the table below to compare and benchmark your performance.
) Zf ﬁ},:‘g{%“ﬂ%%%@ Every 3 wouths Euergy Coordliuator Yes v This should be done on a continuous basis.
appropriate Hues? ’
Date Comparison 1 Comparison 2 Comparison 3 Comparison 4
(Try to do this to tie in Electricity use kWh /m? Gas use kWh /m?
with your energy bills)
J/aj/ce heating  ~ mff; y Jé‘;’”/ R Every 3 wouths  Euergy Coordlinator No v 14/04/20 206kWh / w? A57kWAh / tw?
aud boilers _ - ;
T Every3woths  Euergy Coordliator Ne v 16/03/20 243kWh / w? 168k WA / w?
- Aretlensontas s ey ud gy 5 wondhs Maitewauce Yoo 4 47/05/20 205kWh / w2 A62kWh /
S SR Mouthly Euergy Comrdlicator e 7 16/0%/20 200kWh / 1w 54Kk / w2
- Are excessive awounts of windows 5
el ot opea? ' ' Weekly Euergy Covrdiuator No v 15/09/20 204kWh / w2 152kWh / w2
[0 ther poor o davucaged Ut ooy 6 uonths  Boter Serices o S 17/41/20 2054k / @ A55kWh /
— Has a boiler wainten d check . .
fora ol ptuacoad ek puscly  prsios S
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Energy management diagnostic questionnaire

Complete review checklist below.

1. Have you filled in your company details?

X Yes No

2. Have you recorded savings in energy cost since using this
energy management guide?

X Yes No

If yes, please detail

We have uoticed a slight decrease in our heating aud

Clectricity Gills i couparisou fo Last year's MZ

We thiuk that a coutributing factor o Hhis wight b our

ZZ%W@ u eusuring all wou-uecessary equiouent & suttched
at uight:

However, as the year weut ou we were uot as vigilaut aud

this & aleo reflected in the 6ilk.

3. Does your energy coordinator have your full support?

X Yes No

4. Have you communicated your energy statement to all
staff members?

X Yes No

5. What projects have you carried out during this cycle of
energy management?

We have uoticed a slight decrease in our heating aud

A above, we iditHally looked at all uo or low cost weasures tor
upolecwent Fo Start off our energy-saving prograwwe. We felt
that- once results were uoted i this sector we could continue
with higher cost weasures.

Sowe projects have uot Geeu carvied out due fo lack of
mm'«f/eoamce staff throughout the year.

6. How many targets have been identified in your energy
action plan?

;Z

7. Of these targets, how many have been achieved within
their timeframe?

5

8. Have you started running an energy awareness campaign?
X Yes No

If yes, please detail

We have woticed a slight decrease in our heating aud
Yes, we have used posters, stickers aud weetings fo iucrease
AwAreness awong Staff:

9. Have you noticed a change in staff attitude to energy?
X Yes No

If yes, please detail

The wayjortty of staff are far wore aware of their respousibil
fowards euérgy efficiency aud aware that all the swall
chauges cau wake au effective coutributiou o reducing our
over-reliauce ou energy.

Staff are willing fo particioate i all eveuts aud are waking
[orogress to achieving all fargefs as set out iu the actiou plan.

10. Do you feel familiar with your company’s energy bills?

X Yes No

11. Have you made a list of recommendations for the
ongoing plan for energy efficiency?

X Yes No

12. How much energy have you saved?

Electricity: we have reduced electricity usa 29,399kWh

according to our Gill, which represeuts a mﬁ@aﬁ% 63786

or 9.5% ou lastyear’s 6ill. Gas: we have reduced 9a8 uSage

fz 26,916KWh accordling to our Gil, which represeuts a saiiug
EN4,1€2 or 10% o hrfymr’x .
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13. Have you considered entering the SEAl energy awards? 14. Have you investigated the range of grants that are

available from SEAI?
Yes X No X Yes No

We are curveutly investigating the grauts that are avadlable
frou SEA. “ prers

Future recommendations

ACTION 16 Fill out future recommendations below.

Outline a list of suggestions as to how to improve on your energy management programme for next year:

Need to get wore staff involved i prograve as curreatly foo wany tasks are falling ou euergy coordisator.

Auwareness waterial ueeds to be updated wore regularly fo waintain wowentus.

Maintenaunce staff ueed wove directivn aud supervision fo-ensure actirities ou checklist are carvied out:

Start to look at sowe of the investuent opporfunities.

17
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