
1.  High-level Numbers  

Annual Utility Spend (water, sewer, energy) (approx.) $________________________________________  

Number of Buildings: ________________________________________________________________________ 

Names of Utilities: ________________________________________________________________________ 

Square Feet of Buildings (approx). ___________________________________________________________________  

 

2. Picture the Possibilities 
Brainstorm improvements needed or wanted, based on published plans or Board/Council 

Start here by capturing the big-picture numbers for your facilities and budgets. These high-level
figures will help us understand your energy footprint and financial capacity, and they don’t have 
to be exact — close estimates are fine.

goals.  Mark anything you’re unsure about with a “?”
 

 

Energy Conservation Measures (ECMs):

What funding sources do you currently use for facility improvements?

Are there restrictions or limits we should know about (e.g., no new tax increases, council/board
approval required)?  ____________________________________________________________________

                                           ____________________________________________________________________

 
 LED lighting & controls 
 HVAC retro-commissioning or replacement 
 Heat-pump chillers / water heaters / electrification 
 Building automation upgrade 
 Demand response / battery storage 
 Water fixture/irrigation retrofits 
 Solar PV / carports 
 Battery Energy Storage System 
 Building Envelope 




















  
 

 
Non-Energy Goals:  

Deferred Maintenance 
Comfort  
Carbon reduction goals 
Weather-Readiness / Resilience 
Compliance (ADA, LEED, etc.) 
Training O&M Staff
Modernize Facilities

 
 

ENERGY SAVINGS PERFORMANCE CONTRACT
GRANT PROGRAM ONBOARDING WORKSHEET

Purpose: This worksheet will help participants in Metroplan’s ESPC Cohort prepare for  success in 
the program, identify priority facilities and measures, and organize the data  and stakeholders 
needed to move confidently into the RFP and IGA process.



 

General Fund  Bonds  Sales Tax  Enterprise Account  ____________



3. Identify Stakeholders & Energy Team Members 
 

Energy
Team

Stake-
Holder

DepartmentName Title ESPC Phase / Role

 

 

 

 

 

 

 

 

 

 

 

A successful ESPC project depends on having a diverse, well-informed team that includes both deci-
sion-makers and staff who understand day-to-day facility operations. Involving the right people early ensures 
that projects are grounded in practical facility knowledge, supported by leadership, and aligned with financial 
and legal requirements.

Your Energy Team should include individuals from maintenance, finance, procurement, and legal, alongside 
department heads or administrators who can champion the project internally. It’s also valuable to engage 
stakeholders outside your core team, such as elected officials, community representatives, or board mem-
bers, to build awareness and support.

As you list your team members below, consider their potential roles across the ESPC phases:

Phase 1 – Laying the Foundation: Building Your Team & Benchmarking 
Champions who can secure internal buy-in and provide building/utility data.

Phase 2 – Charting Your Path: Scoping & Financial Planning 
Staff with financial, facility, and operations knowledge to inform project scale and scope.

Phase 3 – Finding Your Project Partner: Procurement & ESCO Selection 
Procurement and Energy Team to oversee RFP development, scoring, interviews, and selection.

Phase 4 – Crafting the Blueprint: IGA Contract, Process, & Review 
Technical, legal, and finance officers to review IGA findings and negotiate the contract.

Phase 5 – Bringing the Plan to Life: Construction & Commissioning of ECMs
Energy Champion (Project Manager) and facilities staff coordinate and approve installations.

Phase 6 – Sustaining the Savings: O&M Training, M&V, and Reporting
Finance, operations, and leadership to monitor M&V reports and communicate outcomes.

When filling out the worksheet, please list each person’s name, title, department, and expected role in the 
ESPC phases. Then, check whether they are part of the Energy Team, a Stakeholder, or both.

Energy
Champion



 

 

CHECKLIST  
 Complete this worksheet 
 Collect 12

 Compile building inventory with facility names, addresses, age, & sq ft

–24 months of utility bills     

 Schedule 1:1 Project Discovery call with Metroplan’s Energy Ambassador      

Due: ___ /____/___ 

Due: ___ /____/___ 

Due: ___ /____/___

Due: ___ /____/___

Due: ___ /____/___ 

Due: ___ /____/___ 

Due: ___ /____/___ 

o Follow Up: Memo outlining project concept for leadership 

o Follow Up: If so, secure approval to issue RFP or RFQ for ESCO within 90 days

 Schedule internal follow up meeting with all stakeholders to discuss ESPC.

 My Success Metric: Understand if an ESPC is right for your organization.   

 

Annual Utilities ($) Priority (1-3)Facility Name Sq Ft Key Issues 
(HVAC, lights, etc.)

4. Map Your Facilities 
 Not every building is the right starting point for ESPC. Use this section to think about which facilities represent 

your biggest opportunities. Consider factors like energy use, maintenance needs, public visibility, and com-
munity impact. Identifying priority facilities early will help shape your project scope and RFP.

Which facilities represent your largest energy spend?
Which facilities have the most urgent maintenance needs?
Which facilities are most visible to the public (schools, libraries, admin buildings)?
Rank or check top 2–3 candidate sites for ESPC consideration.

Quick Win(s) I see right now: ________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________


