
 

 

CBPS Energy Management Planning 
 Prepared by Scott Morgan, Sustainability & Energy Conservation Manager 
 October 2024 

 
Energy management plans are required for all buildings affected by the CBPS and should be 
integrated into the building’s capital management plan (CBPS July 2024, Section 9.1.1). As per 
Section 5.1.1 of the standard, The building owner shall designate an energy manager (EM) to 
develop and maintain an energy management plan for the building.  
 
Your EM plan will overlap with or rely upon your asset management platform (Direct Line), 
your Operations and Maintenance plan, and Energy Star Portfolio Manager. So, consider cross-
referencing essential elements rather than repeating information that would need to be updated in 
multiple locations. Areas of overlap include: 

• Asset management system 
o Equipment inventories 
o Condition assessments 
o Calibrations and acceptable operating parameters 
o Commissioning and preventative maintenance records 
o Repair and replacement records 

• O&M Plan 
o Designated responsibilities 
o Technical training 
o Operational goals &/or criteria 
o Protocols for O&M 

• Portfolio Manager 
o Property details at the buildings and/or Parent level 
o Energy meter data/records 
o EUI calculations 

 
Essential elements of the plan are detailed in Section 5.1 of the Standard and outlined in the 
following checklist. Also see the References section at the end of this document for links to a 
template, the Clean Buildings Performance Standard, and relevant reporting forms. 
 
The Energy Manager (EM) will have standing responsibilities that persist well into the future, so 
it’s important to assess and qualify the best path to ensure that the required work can and will be 
completed at your college. Per the Standard: 

Energy manager (EM): the individual, identified by the building owner, who has 
responsibility for ensuring that energy use in the building is minimized without 
compromising the indoor environmental quality (building indoor air quality, thermal comfort, 
visual acuity and comfort, sound quality). The EM may be the building owner, a tenant, an 
employee of the owner or tenant, or a contractor retained by the owner or tenant. 
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Section 5.3 Energy Manager. The EM shall be responsible for the following. 
• Conducting technical, policy-related planning related to energy efficiency. 
• Purchasing energy for spaces under his or her control. 
• Public relations matters related to energy. 
• Implementing the results of energy audits and EEMs outlined in the energy 

management plan. 
• Evaluating energy efficiency of proposed new construction, facility expansion, 

remodeling, or new equipment purchases. 
• Reviewing campus/building O&M procedures for optimal energy management, 

including schedules, verification, or training (Informative Annex D). 
• Adhering to energy codes and standards. 
• Reporting regularly to management and other stakeholders. 
• Developing and implementing an energy efficiency plan according to Section 9.1. 

 
The following checklist contains the designated components of an Energy Management plan, 
along with associated tasks and responsibilities, as well as notes on the overlap with the O&M 
plan, ESPM, and other processes. This should provide a useful reference as you work with your 
internal or consulting team to develop a plan that fits your institution. 
 

Energy Management Plan Checklist 
 

Initial Tasks: 
1. Define building/campus boundaries – building(s) & location 

a. Define your reporting year. Commerce asks for 12 months, a calendar year is 
probably the simplest configuration, but there is some flexibility. 

b. Identify any relevant: 
i. Attached renewable energy system(s). 

ii. Other non-building system loads included within the scope of campus or 
building energy meters, which may include: 

1. Outdoor lighting. 
2. Water, emergency power, or other utility systems. 
3. Significant appliance loads in kitchens, labs, kilns, welding or 

other shops. 
2. Define or qualify criteria for (the Energy Manager and/or team) positions or vendors 

responsible for:  
a. Setting/maintaining equipment operating parameters 
b. Management of Energy Star Portfolio Manager account(s) 
c. Building occupant education 
d. Technical staff trainings 
e. Energy audits, assessment processes, and implementation of energy efficiency 

measures 
 
 
 
 
 



Page 3 Washington State Board for Community and Technical Colleges  // Energy Management Planning 

SCOPE OF THE PLAN 
 

Building/Campus Name:  
Address:  

Gross Square Feet:  
 
Designated Responsible Parties (YEAR) (Sections 5.1.3 and 5.1.4) 
The EM shall provide access to the energy management plan to the building occupants annually. 
The building owner shall review and sign the energy management plan annually. 
 

 Name Phone Email 
Building 

Owner: 
   

Building 
Manager: 

   

Energy 
Manager: 

   

Qualified 
Person 

(Reporter): 

   

 
Annual Update/Review Energy Manager Designated Building Owner 

(YEAR) (NAME) (NAME) 
Signature   

(YEAR) (NAME) (NAME) 
Signature   

   
 
This Energy Management Plan is: 

1. Updated by the College’s designated Energy Manager annually (by MONTH) where 
appropriate, and/or after major equipment replacements/upgrades or building renovations. 

2. Reviewed by the College’s designated Building Owner annually. 
3. Available at (LOCATION) for reference by Building Occupants. 
4. Submitted by the College’s designated Reporter with Clean Buildings compliance 

reports. 
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ENERGY METRICS 
 
Summary of Energy Resources (Sections 5.2, 5.2.1.1, and Tables 5-1 and 5-2) 
Provide a simple overview of the energy resources delivered, generated, and exported at the site. 
Meter details and consumption records will reside in Energy Star Portfolio Manager. 
 

Energy Delivered On-site RE generation Energy Exported 
Electricity Solar PV Excess RE generation 
Natural Gas Wind Thermal heating or cooling 
Propane Hydro EV charging 
Diesel/Heating Oil Renewable Natural Gas Cell/Radio antennas 
Thermal heating or cooling   

 
Energy Use Intensity Tracking and Targets (EUI) (Sections 5.1.2.1 – 5.1.2.4) 
Building net energy use shall be monitored and recorded in accordance with Section 5.2 of the 
Standard. Energy consumption data is to be recorded into Energy Star Portfolio Manager and 
all calculations of total Energy Use Intensities are to be done within that platform. 
 
Track annual metrics within your EM plan and reference your ESPM account(s) for details. 
ESPM provides a few built-in reports that could serve as your annual record in this plan. Either 
the Statement of Energy Performance or Progress and Goals reports could suffice for this 
section. See the Energy Star guidance on Performance Documentation. 
 
Energy Star Portfolio Manager Property or Parent ID Name and #: 
 

YEAR Total Annual Energy (kBtu) WNEUI EUIt 
Baseline (YEAR)    
    
    

 *WNEUI = Weather-normalized Energy Use Intensity 
 *EUIt = Target EUI defined by WA Clean Buildings Rule 
 
Operational Parameters (Section 5.1.2.5) 
Documentation of original and current number of occupants, weekly operating hours, or time of 
day scheduled for occupancy, as well as any changes in production rates and/or energy using 
equipment that would have caused a change in the measured WNEUI and EUI. 
 
This section might be best served by clarifying operational differences between the academic 
season and significant breaks rather than generic averages. 
 

 BASELINE CURRENT (Year Date) 
Occupant Count   

Weekly Operating Hours   
Time of Day Hours   

Equipment Changes   
 

https://www.energystar.gov/buildings/benchmark/document-performance
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Energy Audit reports (Section 5.1.2.6) 
Provide a summary and define an archive location of the report documents. 
 

Date Audited Property Performed by Recommended Actions 
    
    

 
 
ENERGY EFFICIENCY MEASURES/ACTIONS 
 
Currently implemented EEMs (Sections 5.1.2.7 and 9.1.2) 
You’re likely to have multiple EEMs at various stages of implementation. Some information 
required here may be best defined within the O&M plan, and referenced (chapter, section, etc) 
by the EM plan. You might choose to create a summary table or to dedicate a page/section for 
each EEM based on the following outline. 
 
Energy Efficiency Measure (Sections 5.1.2.7, 9.1.2, and 9.2) 

• Date 
• Status – Planned, In Process, Implemented, Measurement/Verification  
• Implementation/Project Plan 

o Scope 
o Engineering &/or Installation Date or Schedule 
o Initial Commissioning Plan or Report 

• O&M Plan relevant to the EEM (reference a chapter/section of the primary O&M) 
• Operator Training Plan (refer to relevant training materials) 
• On-going Commissioning Plan (see requirements in Section 9.1.2.3) 
• Occupant/user education measures (reference public signage, displays, etc) 

 
Overview of Occupant/User Education Program (Section 5.1.2.8) 
Define who must be ‘educated’ and the applicable program platforms. ‘Occupants/users’ spend 
a significant time in the building and have some measure of influence on building energy settings 
or use (including comfort/IEQ complaint processes). Your ‘occupants’ could very well include 
everyone – staff, students, and public – in buildings with operable thermostats, windows, or 
other controls. 
 
Occupant/User education should include: 

• General education on 
o Energy efficiency measures 
o Measured efficiency benefits 
o How to report problems/issues 

• Building feature-specific user-control/operating training (i.e. openable windows, 
thermostats, lighting controls, trickle vents) 
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Building O&M Overview (Section 5.1.2.9) 
A training plan for O&M personnel to operate the building systems to achieve established indoor 
environmental targets with optimum energy efficiency. These details might be best located within 
your O&M plan and linked by reference here. 
 
Protocols for: 

• Maintenance 
• Tune-ups 
• O&M Crew Education and Training Plan 

 
Lighting (Sections 5.1.2.12 and 5.1.2.13) 
Check the exceptions for this requirement. You might not be required to maintain all levels of 
detail. 

• Current Lighting Fixture List and Schedule 
• Calculated Lighting Power Density (watts/gsf) 
• Potential lighting energy efficiency measures and estimated savings 
• Current Occupant Lighting Satisfaction Survey (ref. ASHRAE Performance 

Measurement Protocols for Commercial Buildings, Appendix D) 
 
 
PLANNING  
 
Tenant Improvements (Section 6.5) 
The energy manager (EM) shall put in place a formal process to ensure that any tenant 
improvements involving a change in space use or the relocation of partitions (including partial 
height partitions) do not change the annual net energy use except to the extent that the annual 
net energy use change (increase or decrease) is consistent with any change in the building’s 
energy target. 
 
Capital Expenditure Plan for Equipment Replacement (Section 5.1.2.10) 
A capital management plan identifying equipment for replacement with energy efficient and 
ENERGY STAR® rated equipment in case of failure.  
 
It may be worthwhile to identify energy efficient replacement criteria for categories of equipment 
and reference your asset management inventory rather than attempting to list every single motor, 
fan, etc. in this plan. 
 
Details could include: 

• ID 
• Description 
• EEM component or qualified? 
• Location 
• Install Year 
• Life Exp. 
• Est. Replacement Year 
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• EEM, Energy Star, or other replacement criteria 
• Est. Replacement Cost 
• Notes 

 
Qualified Contractors (Section 5.1.2.11) 
A contact list of suppliers and manufacturers’ local representatives of energy efficient 
equipment, qualified energy auditors, the EM, and the building owner. 
 
Vendor (suppliers, installers, manufacturers) Contact List 
Given that these plans are filed with Commerce on 5-year intervals, and will be public 
documents, it is probably best to qualify these lists with a statement that all applicable State 
procurement and purchasing processes will be followed and the list may change accordingly. 
Then list your current suppliers and contractors for: 

• Lighting 
• HVAC 
• Controls 
• DHW 
• Other applicable equipment vendors 

 
Qualified Energy Auditors Contact List 
A similar qualification is recommended for this list, perhaps listing any existing agreements, plus 
reference to the DES pre-qualified Energy Service Providers and professional service contracts 
available through DES Statewide Contracts for future years. 
 
 
 
 
References: 

WAC 194-50 (adopted Standard) 
Commerce CBPS 
CBPS Guidance Documents – see Document 022, EMP Reporting Tool 
Energy Management Plan template kit (Free with registration) 

 

https://app.leg.wa.gov/WAC/default.aspx?cite=194-50
https://www.commerce.wa.gov/cbps
https://www.commerce.wa.gov/cbps/cbps-documents/
https://www.archecology.com/emp
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