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Some properties listed in Energy Star Portfolio Manager (ESPM) are or will become irrelevant. Those could be:
· Legacy properties from 2010-11 that were set up but never maintained
· Properties defined for unconditioned structures, parking lots, athletic fields, etc.
· Properties that have since been demolished or sold
· Duplicates for the same property

Before taking any action on these accounts you should clarify:
1. Is the property account required to satisfy either of the energy benchmarking requirements, DES or CBPS?
2. Should the property be tracked to satisfy internal energy management or cross-charging practices?
3. Is there any meaningful historical energy, water, or waste data recorded in the account?

If there is no reason to continue maintaining a property account, you will want to remove it from your list of active properties to minimize any confusion for those individuals responsible for maintaining ESPM data and drawing compliance reports for the State Building Energy Benchmarking (DES) and Clean Buildings Performance Standard.

There are three basic options for removing these properties from your active list.
1. Transfer the account ownership
2. Move the account to an inactive status
3. Delete the account

Transfer of Ownership
If a building/property was sold, check with the new owner to confirm whether they intend to maintain records in ESPM. If so, you may transfer the existing property account to them and remove it from your list. Property transfer instructions may be found in Energy Star’s Portfolio Manager FAQs, Transfer Property. 

Inactive Accounts
Property accounts should be moved to an inactive status if there is any meaningful historic energy, EUI, water, or waste data included in the account. This process requires you to simply rename the property with an added clarification such as “NAME-Demolished 20XX”. Then:
1. Separate that property from any/all active Parent properties in your portfolio.
2. Create a new Parent for historical records, such as “Historic” or “Decommissioned”.
3. And attach the renamed building/property there.

Deleting Accounts
IF there is no meaningful historic data in the account or you’ve combined all historic data from duplicate accounts into one, then the existing account may be deleted. Instructions may be found in Energy Star’s Portfolio Manager FAQs, Delete a Property.

Regardless of which action you take, you will also need to remove any extraneous sharing privileges that exist on that property. That action will remove the property from those external portfolios and eliminate any future confusion over the property. Properties might be currently shared with:
· Internal staff other than the primary Property Data Administrator
· ESCO’s or other vendors
· Utilities
· The SBCTC (Scott Morgan, WASTATEPUBLICCOLLEGES)
· DES (Sharon Nyberg, WASTATEGENERALADMINISTRATION)
· Commerce Clean Buildings

Finally, keep in mind that any changes to the properties attached to an active Parent must be mirrored by an appropriate adjustment of the Gross Floor Area, number of buildings/properties, etc. in the Parent property account. ESPM does not automatically recalculate those values. (This action is not critical on a “Historical/Decommissioned” Parent account since no calculations will be performed on that property.)
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