


Contact Details

	Business Name
	

	Business Type / Description (from website)
	

	Full postal address of site to be surveyed
	

	Site contact names
	1. 
2.

	Telephone numbers
	1. 
2.

	Email addresses
	1. 
2.

	Availability: dates for site visit:

	


Business Operation 
	Business operating hours


	

	Building opening hours (including set up / cleaning etc.) if different to above


	

	Approximate number of staff at facility

	

	Approximate number of customers/visitors (where this is a key driver of energy usage; state daily/weekly/annually etc if applicable)

	

	Fuel types used (natural gas, electricity, oil etc.)
	

	Copy of most recent 12 months fuel bills available?  If yes, please send copy.

	Y/N

	Metered energy consumption data available? E.g. half-hourly electricity readings.  If yes, please send last years’ worth of data for each fuel type (3-years’ worth if available).  Including sub-metered data at most granular level e.g. half-hour data if available.

	Y/N

	Is a formal energy management system or policy in place?  If yes, please provide copy of policy & strategy documents along with most recent annual report

	Y/N

	Please detail all recent energy surveys or assessments undertaken previously at the site, sending supporting material where available.

	

	Please detail all staff energy awareness / motivation training/communication activities that you have undertaken sending supporting material where available.

	

	Any additional comments:




Significant energy consuming systems/equipment e.g. air compressors, chilling, steam, etc
	Briefly describe process, equipment type, number, kW rating, operating hours / procedures, controls, age, make, model, service / maintenance arrangements etc.

N.B. System maintenance provider will be contacted during the audit process – Please make aware and provide contact details as appropriate 


	Compressed Air

	Any additional comments



	Briefly describe process, equipment type, number, kW rating, operating hours / procedures, controls, age, make, model, service / maintenance arrangements etc.

N.B. System maintenance provider will be contacted during the audit process – Please make aware and provide contact details as appropriate 


	Chilling

	Any additional comments



	Briefly describe process, equipment type, number, kW rating, operating hours / procedures, controls, age, make, model, service / maintenance arrangements etc.

N.B. System maintenance provider will be contacted during the audit process – Please make aware and provide contact details as appropriate 

	Steam

	Any additional comments




	Briefly describe process, equipment type, number, kW rating, operating hours / procedures, controls, age, make, model, service / maintenance arrangements etc.

N.B. System maintenance provider will be contacted during the audit process – Please make aware and provide contact details as appropriate 

	Hot Water

	Any additional comments



	Briefly describe process, equipment type, number, kW rating, operating hours / procedures, controls, age, make, model, service / maintenance arrangements etc.

N.B. System maintenance provider will be contacted during the audit process – Please make aware and provide contact details as appropriate 


	Other

	Any additional comments



	Briefly describe process, equipment type, number, kW rating, operating hours / procedures, controls, age, make, model, service / maintenance arrangements etc.

N.B. System maintenance provider will be contacted during the audit process – Please make aware and provide contact details as appropriate 


	Other

	Any additional comments




Building Details 
	Year Built
	

	Is the building leased / owner occupied?
	

	Building Type (e.g. 1-story, 2-story, stand-alone)
	

	Building area (footprint in m2)
	

	Building logbook and/or drawings / plans available?  If you please have ready for inspection during the site visit.
	Y/N

	Building orientation 
	

	Please detail any extension / refurbishment / upgrade to building giving area, facility type and  year
	

	Please state known details about building fabric condition including insulation levels and type

	

	Fenestration (single, double, low e glass, argon filled etc.) & year installed
	

	Please list major energy consuming systems – Boilers, CHP, HVAC, refrigeration, etc.
	

	Please detail current facilities management / maintenance arrangements (outsourced and in-house) and provide contact details

	

	Any additional comments / information deemed relevant to the energy consumption of the building




Space Heating System
	Please list the space heating sources on the facility: (Steam/LPHW boiler, electrical heating, heat pump etc.)
	

	Heat source age & condition

	

	Heat source make, model, kW rating

	

	Fuel Type (natural gas, electricity, oil, solid fuel etc.)
	

	Please detail space heating operating hours over the heating season

	

	Is operating manual and/or service records available for inspection during the site visit?

	Y/N

	Space heat distribution system (radiators, warm air, fan coil units etc.). Valve, flange & pipework insulation?

	

	Type of heating controls (basic on/off, local time and temperature control, BMS, optimum start/stop, weather compensation etc.)
	

	Any secondary heating system – Individual room heaters, heat pumps, terrace heaters etc. and details

	

	System maintenance details / servicing etc.


	

	Any additional comments / details on efficiency etc.




Space Cooling / Air Conditioning System
	Cooling source (natural ventilation, chiller, heat pump, VRV, evaporative cooling etc.)
	

	Age of equipment
	

	Cooling source make, model, kW rating
	

	Refrigerant type 
	

	Is operating manual and/or service records available for inspection during the site visit?  

	Y/N


	Are latest EPDB Air Conditioning Inspection reports available for review? 
	Y/N


	Please detail cooling system operating hours 
	

	Distribution system & terminal units – e.g. rectangular section ductwork with VAV diffusors, etc.

	

	Type of controls
	

	Any secondary cooling systems?

	

	System maintenance details / servicing etc.


	

	Any additional comments / details on efficiency etc. 




Ventilation System
	Natural (air vents) or mechanical (fans)
	

	Ventilation system operating hours

	

	Type of heat recovery ventilation (HRV), if any
	

	AHU make, model, kW ratings

	

	Ventilation controls
	

	System maintenance details / servicing etc.


	

	Any additional comments / details on efficiency etc.



Hot Water System
	Hot water generator (boiler, PHE, solar panel, electrical immersion heater etc.)
	

	Hot water generator age

	

	Fuel Type (natural gas, oil, solid fuel, electricity  etc)
	

	Hot water generator make, model, kW rating
	

	Hot water system operating hours and annual usage (litres, m3)

	

	Is water heating system linked to space heating system?
	

	Hot water generation & utilization temperature °C

	

	Is there hot water storage?  If yes, please state storage capacity

	Y/N

	Hot water controls (cylinder thermostat, timer, BMS etc.)
	

	System maintenance details / servicing etc.


	

	Any additional comments / details on main DHW requirements etc.




Lighting (internal and external)
	Luminaire/lamp types & wattage (e.g. HID, fluorescent, induction, LED, tungsten) 
	

	Luminaire characteristics if known e.g. ballast type, reflector, diffuser, LOR etc
	

	Please detail any recent lighting replacement / upgrade etc.


	

	Lighting operating hours 
	

	Lighting controls (on/off switch, dimmers, timers, occupancy sensors, daylight linking, zoning details etc.)
	

	System maintenance details / servicing / cleaning etc.


	

	Any additional comments




Health & Safety (H&S)
	Please advise of any specific H&S issues regarding activities and processes at the facility that we should be made aware of in advance of the site visit.
Please advise what – if any – Person Protection Equipment (PPE) visitors are required to bring to site.
	








Energy Audit Assessment





Pre-Visit Questionnaire & Data Collection Form 





COMPANY NAME





IMPORTANT NOTE


It would be helpful if you could complete as much of this form as possible with the knowledge and information you have readily available.  This will enable us to better understand the nature of energy usage within your business, assist with the identification of the most suitable engineer to undertake the audit and identify the key areas of focus for the site visit.


However, please do not unduly delay returning this form as this could delay the commencement of your energy audit.  Please complete it as best you can and any remaining information requirements can be gathered during the site visit or subsequently.
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