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PROGRAM ON-SITE SCREENING FORM-SMALL BUILDING
The Application should be referenced while completing the screening process. 
Required Fields are marked with a star (*).

Note: This form is for buildings under 50,000 square feet.  
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PROGRAM ON-SITE SCREENING FORM
1. GENERAL INFORMATION
Required Information is marked with a star (*)
	Organization Name*
	     
	Program Project #
(from PBEEEP)
	     

	Name*
	     
	Address, City,
State, Zip*
	     


	PBEEEP Representative
	     
	Date*
	     

	Building Representative *
	     
	Rep Phone*
	     

	
	
	Rep Email*
	     

	Site Maintenance Manager (if different)
	     
	Maintenance Phone
	     

	
	
	Maintenance Email
	     

	Attachment File Name(s)
	e.g.  Building photos.jpg       


	Name of Building *

	     

	Building Description and Overview
	Include a description of building and narrative of HVAC system and building construction.      

	Year Constructed
	     
	Square Footage
	     
	Building Type, e.g. office, warehouse
	     

	Notes:


	     


1.1  ENERGY USE OVERVIEW
* Please answer all questions
	Do you feel the energy use is too high?   Why?
	     

	Have there been changes in energy usage in the past 5 years?
	     

	Are there plans to change primary use of the building within the next three years? Explain:
	     

	Are there planned building renovations / additions / changes to HVAC or controls system within the next 3 years?  Specify:
	     

	What are the most common building occupant complaints or concerns?
	     

	Are there comfort issues that differ between interior and perimeter locations in the building?
	     

	What are the warmest/coldest rooms in the buildings?  What is the temperature difference between them?
	     

	Are space heaters or window unit air conditioners used to supplement the central building systems?
	     

	Can building windows be opened?
	     

	Is the building open to the public?
	     

	Have there been significant efficiency upgrades or energy system modifications in last few years?
	     

	Is the building enrolled in a demand response program or considering enrollment?
	     

	Has the building participated in other energy efficiency programs in the last 5 years?  FORMCHECKBOX 
  If yes, list below

	Program Type
	Projects, Retrofits, and/or Measures installed
	Completion Date

	     
     

	     
     
	     
     


1.2 BUILDING DOCUMENTATION
Please answer any/all that apply

	Are the following items available? (List only if correct and current)
	Yes
	No
	Year created

	Mechanical Drawings
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Electrical Drawings
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	O&M Manuals (For Controls and Major Equipment)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Manufacturer Startup Documentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Sequences of Operation for HVAC
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Sequences of Operation for Lighting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Control Drawings
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	EMCS Points List and Sequence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	EMCS Program Print Out
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Test and Balance Report
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


2 BUILDING DESCRIPTION

2.1 BUILDING SQUARE FOOTAGE

Required Information is marked with a star (*)
	Component
	Area (square feet) 
	Number of Occupants
	kWh Usage (% or total)

	* Occupied Floor Area - INCLUDE all occupied spaces, retail, kitchens, lobbies, atria, conference rooms, fitness areas, storage, stairways, corridors, elevator shafts, etc. List  parking and data centers separately. Even if there is only a single meter, list occupied space by usage type if there are significant differences in schedule (5 days 8 to 5 vs 7 days 9 to 9, for example) or in conditioning (office space vs storage, community rooms, etc.)
	     
	By each space type – average minimum and maximum

     
	     

	Do you have a computer room or computer lab?
Check if yes.   FORMCHECKBOX 

Does it have special cooling set up?    

Check if yes    FORMCHECKBOX 

	     
	
	     

	Total Conditioned Area / kWh 
(Occupied Floor Area + Computer Labs)
	     
	     
	     

	Parking - Select all that apply
· Closed Garage (enclosed with roof)
· Open Garage (unenclosed with roof)
· Open Lot
· How Many Lights? (What size/type)

	     
     
     
     
	
	( if known)      
     
     
     

	Total Gross Area / kWh
(Total Conditioned Area + Parking)
	     
	
	     


3 BUILDING LIGHTING SYSTEM
Please answer all questions.

	LIGHTING OPTIMIZATION

	What kind(s) of lighting are used?  (Incandescent, High Intensity Discharge, Fluorescent T-12, T-8, etc.)

Please list all that are known with an approximate count of number of fixtures and/or bulbs.
	     

	How many lighting systems or zones are present in the facility?  (e.g. stairways, halls, basement, garage, office and other spaces)
	     

	Is there a central lighting control system or is each system controlled separately (or is there a combination of control systems)?
	     

	Lighting controls make and model?
	     

	How many light switches are there per room?  How many lights per switch, on average?
	     

	How is the outdoor lighting controlled?
	Photocells    FORMCHECKBOX 

	Timeclocks    FORMCHECKBOX 

	Manual    FORMCHECKBOX 


	Are occupancy sensors installed and in use?
If so, in common areas?
	     

	Are daylighting sensors installed?
	     

	Are lighting controls strategies working correctly? If no, explain.
	     

	Is there a lighting schedule?

How is it controlled?  (manual, automatic, etc)

What is the schedule for each separate system?(e.g. M-F, 6a-6p)
	     


4 BUILDING MECHANICAL EQUIPMENT
Required Information is marked with a star (*)
4.1 COOLING SYSTEM
	Building System
	Year Installed
	Quantity
	Capacity (hp, tonnage, CFM)
	Condition
	 Any significant changes    planned?

	Type of Cooling System*
 FORMCHECKBOX 
Chiller 
 FORMCHECKBOX 
Packaged Equipment

  FORMCHECKBOX 
Direct Expansion

  FORMCHECKBOX 
Water Loop Heat Pump
 FORMCHECKBOX 
 Other       
	     
	     
	(Or name plate information)
     
	(New, Good, Fair, etc)
     
	     

	Narrative of System (type, control, condition etc.)

	Is there a control system?        
Who is responsible for cooling controls?        
 How many people can adjust the controls?         
Is a record kept of adjustments to controls?        


4.2 HEATING SYSTEM
	Building System
	Year Installed
	Quantity
	Capacity (hp, kbtu, kW, CFM)
	Condition
	   Any significant changes    planned? 

	Type of Heating System*
 FORMCHECKBOX 
Hot Water Boiler
  FORMCHECKBOX 
Steam Boiler
  FORMCHECKBOX 
 Forced Air
  FORMCHECKBOX 
 Packaged Equipment

  FORMCHECKBOX 
Heat Pump

  FORMCHECKBOX 
Electric Resistance
 FORMCHECKBOX 
Other       
	     
	     
	(Or name plate information)
     
	(New, Good, Fair, etc)
     
	     

	Narrative of System (type, control, condition etc.)
     

	Does the Hot Water System reset with Outside Air Temperature?       
Is there a control system?       
Who is responsible for heating controls?        
How many people can adjust the controls?        
Is a record kept of adjustments to controls?       


4.3 AIR HANDLING UNITS (AHU)
Mark “Does Not Apply” or “Don’t Know” if necessary.
	AHU: Main Equipment
	Year Installed
	Quantity
	Capacity (hp, tonnage, CFM)
	Condition
	Any significant changes    planned? 

	Air Handlers:
 FORMCHECKBOX 
Single Duct

 FORMCHECKBOX 
Dual Duct

 FORMCHECKBOX 
Single Zone

 FORMCHECKBOX 
Multi Zone

(check all that apply)
	     

	     
	     
	     
	     

	Rooftop Units
	     
	     
	     
	     
	     

	AHU: Terminal Equipment
	Year Installed
	Quantity
	Capacity (hp, tonnage, CFM)
	Condition
	Any changes    planned? 

	VAV boxes w/ reheat
	     
	     
	     
	     
	     

	VAV boxes w/out reheat
	     
	     
	     
	     
	     

	Select all that apply to the VAV boxes:    
	    Electric?      FORMCHECKBOX 
        Hot Water?    FORMCHECKBOX 
                   Steam?     FORMCHECKBOX 

Fan Powered?    Yes   FORMCHECKBOX 
           No   FORMCHECKBOX 

   Series            FORMCHECKBOX 
        Parallel          FORMCHECKBOX 


	Dual duct boxes
	     
	     
	     
	     
	     

	Duct Reheat Coils
	     
	     
	     
	     
	     


	AIR HANDLING UNIT(S) OPTIMIZATION

	What are the current supply air temperature (SAT) set points? Include reset point(s) if applicable.
	     

	What are the current duct static pressure set points?
Include reset point(s) if applicable.
	     

	Is there humidity control?  If yes, how is it controlled?
	     

	Do the AHUs have airside economizers?
	     

	Do the AHUs use energy recovery? (e.g., air-to-air heat exchangers, enthalpy wheels)
	     

	Are the airside economizers able to achieve 100% outside air (OA)?
	     

	What is the airside economizer OA enable set point?
	     

	What is the minimum percentage OA?
	     

	Is Demand Controlled Ventilation used? If so, is CO2 sensor in the return air path or located in each zone? 
	     

	Are there variable speed drives on the supply and / or return fans?
	     

	Are any VFDs running at 100% (60Hz)?
	     

	Is there a night setback? Optimal Start?
	     


4.4 OTHER HVAC SYSTEMS
Fill out any sections that apply.
	Building System
	Year Installed
	Quantity
	Capacity (hp, tonnage, CFM)
	Condition
	Any significant changes    planned? 

	Computer Room Air Conditioning (CRAC) Units
	     
	     
	     
	     
	     

	Fan Coil Units
	     
	     
	     
	     
	     

	Heat Pumps
	     
	     
	     
	     
	     

	Other (e.g. fountain pumps, pool pumps, garage exhaust fans, domestic water booster pumps) Specify:       
	     
	     
	     
	     
	     

	On-site Generation (e.g. co-gen plant, PV, fuel cell)
Indicate % of annual usage
	     
	     
	     
	     
	     

	Is this equipment tied into a building automation system?   
	     


4.5 HVAC SYSTEM OPERATION
Please answer all questions.
	Have heating & cooling systems always met load?  (Do heating and cooling systems keep up on the hottest and coldest days of the year?)        If not, under what conditions have systems not met load? What was done to attempt to remedy this issue?
	     

	Are there any ventilation issues?  If yes, specify.  
	     

	Are there any humidity control issues?  Does humidity control override temperature control?  If yes, specify.  
	     

	Can occupants control heating and cooling temperatures at the zone level?   
	     

	Can occupants control heating and cooling schedules at the zone level?   
	     


5 BUILDING CONTROLS SYSTEM
Required Information is marked with a star (*)
5.1 CONTROLS SYSTEM DESCRIPTION

	Type (Direct Digital Control (DDC), pneumatic,
 thermostats, manual timer, etc)*
	     

	Equipment served by each type*
	     

	List any equipment not monitored/controlled by DDC (e.g. fan coils, remote AHUs, heat pumps)* (If any)
	     

	Energy Management Control system (EMCS) manufacturer
	     

	EMCS make / system model
	     

	EMCS front end software
	     

	Year of most recent front end software update
	     


5.2 CONTROLS SYSTEM CAPABILITY
Please answer any/all that apply
	Does the building use data trends? What equipment/systems are currently set up for trending?
	     

	 Is control system capable of trending many points concurrently at 15 min intervals for at least two weeks?
	     

	 How much capacity does the system have to add new points? (Attach trends if possible)
	     

	Are trends web accessible?   
	     

	How often are the controls sensors checked and calibrated (temperature, pressure, flow)?  Within the last two years?
(Note if there is a noticeable difference between the OAT reported by the EMCS and the actual OAT)  
	     

	How is system data stored?
	     


5.3 CONTROLS SYSTEM OPERATION
Please answer any/all that apply
	Who determines how the building is operated?  
	     

	How are the operating conditions determined, and what are the decision methods for (a) normal operations (b) special circumstances (usage at times when the building is normally not open, unusual number of occupants, etc.)?
	     

	Can trends be accessed through in-house staff or is a Controls Contractor required?
	     

	Is there a training program for all building operations staff on the building controls?
	     

	What is the capacity and ability of the in-house staff to adjust EMCS operation?
	     

	How often do you use manual overrides?
	     

	Who is primarily responsible for the following EMCS operating parameters? 
	In-house staff
	Outside vendor

	Temperature setpoints
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Operating schedules
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Trend logs
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Control Algorithms
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Maintenance and technical assistance
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other (specify):      
	 FORMCHECKBOX 

	 FORMCHECKBOX 



6 ADDITIONAL INFORMATION

Required Information is marked with a star (*)
6.1 OPERATIONS AND MAINTENANCE 

	How many in-house staff are assigned to O&M?
	     

	Any challenges with O&M program? If yes, specify.
	     

	Do you have a Maintenance contract with one or more Outside Vendors?
If “no” please list the provider you use most often.
	 (Y/N)
	Company 
	Contact Name and

Phone
	Scope of Service Contract (Routine maintenance, technical support, emergency response)

	HVAC System

	 FORMCHECKBOX 

	     
	     
	     

	DDC Controls

	 FORMCHECKBOX 

	     
	     
	     

	Lighting Controls

	 FORMCHECKBOX 

	     
	     
	     

	Is there a preventive maintenance program for the HVAC?  What is the frequency?   
	     

	When was testing and balancing (TAB) lat performed?
	     

	How long does it typically take Outside Vendor to respond to a request?
	     


6.2 OCCUPANCY AND EQUIPMENT SCHEDULES 
Please answer any/all that apply
	When is the building normally occupied? (e.g. M-F, 6a-7p)
	     

	What is the Equipment Schedule?

Heat

Cooling

Air Handler(s) 
	     
     
     

	Is the schedule automated?  Describe how it is set and maintained.
	     

	Weeks of operation per year
	     

	Do hours vary by season? If yes, explain.
	     

	Please note if any equipment operates outside of schedule above (e.g. only chillers run 24/7/365).
	     

	Does HVAC schedule account for holidays?
	     

	Indicate any holiday periods that are not state or federal holidays, i.e. other periods of building vacancy.
	     


6.3 ENERGY STAR® BENCHMARK [If Applicable]
	Has the building been benchmarked?  
	     
	Benchmark score
	     
	Year benchmarked  
	     

	Has the building earned an ENERGY STAR?  
	     
	ENERGY STAR score 
	     
	Year earned
	     

	Does the building manage its ENERGY STAR account with EPA’s Portfolio Manager (Y/N)?   
	     

	Is the building willing to share Portfolio Manager information with us (e.g. read only access)?   
	     

	Can the RCx Program re-benchmark the building at project start and end (Y/N)?   
	     

	Notes (Portfolio Manager username, etc.)
	     


B3 BENCHMARK [If Applicable]
	Has the building been benchmarked?  
	     
	% Ratio Meter/Benchmark
	     
	Year benchmarked  
	     

	Does the building manage its B3 account online using the B3 system (Y/N)?   
	     


6.4 OTHER COMMENTS
	     



�








� Refer to screening guidelines for additional guidance.
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