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Introduction and Background
This Inventory Management Plan (IMP) provides a framework for the management of greenhouse gas (GHG) accounting within the U.S. Department of Commerce (DOC).  
The DOC mission is to “create the conditions for economic growth and opportunity by promoting innovation, entrepreneurship, competitiveness, and stewardship informed by world-class scientific research and information.” It has responsibilities spanning the areas of trade, technology, entrepreneurship, economic development, environmental stewardship, and statistical research and analysis.
DOC supports economic growth through the following activities: 

· Advanced technology 
· Sustainable development 
· Increased trade, and 
· Information analysis 

The effects of increased GHGs, rising energy prices, and natural resource constraints all negatively affect economic growth in the United States. Promoting sustainable development and sound environmental practices is crucial to expanded economic growth and opportunity.  DOC must inspire sustainable responsibility and lead by example.

An accurate inventory of GHG emissions is necessary for DOC to satisfy its mission.  However, it will be a challenge for DOC to accurately inventory emissions due to the disparate locations (over 1,000 facilities across all 50 states and 9 U.S. territories) and wide variety of activities at our facilities.  

This document fulfills the requirements of Executive Order 13693, Planning for Federal Sustainability in the Next Decade (EO 13693) and the associated Federal Greenhouse Gas Accounting and Reporting Guidance (the Guidance).  The Guidance identifies an IMP as a way to manage inventory quality.  This IMP outlines the data, methodologies, and tools required perform the annual GHG inventory in an accurate, reliable, and repeatable manner.
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DOC has developed a fiscal year (FY) 2008 greenhouse gas emissions baseline and submitted the baseline to the Council on Environmental Quality (CEQ) and the Office of Management and Budget (OMB).  This baseline includes 461,786 metric tons CO2-equivalent (MTCO2e) of scope 1 and scope 2 emissions, and 182,031 MTCO2e of scope 3 emissions. 
DOC has established a 21% reduction target for agency-wide scope 1 and 2 GHG emissions, and a 6% reduction target for agency-wide scope 3 greenhouse gas emissions in absolute terms by FY 2020, relative to the FY 2008 baseline.  DOC has submitted and received approval for these targets from CEQ and OMB in accordance with EO 13693.  DOC is awaiting approval from OMB and CEQ of its proposed greenhouse gas targets through 2025.
In accordance with EO 13693, Section 9(c), DOC must establish and annually report to the CEQ Chair and OMB Director a comprehensive inventory of absolute GHG, including scope 1, scope 2, and specified scope 3 emissions.  OMB and CEQ will use this inventory to track progress towards the GHG reduction targets.  DOC will submit emissions data to the electronic GHG Reporting Portal developed by the U.S. Department of Energy (DOE)’s Federal Energy Management Program (FEMP).  The GHG Reporting Portal will then calculate DOC’s emissions.
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Methodology
Guidance
The Federal Greenhouse Gas Accounting and Reporting Guidance (the Guidance) [footnoteRef:1] details procedures for Federal agencies to comply with EO 13693[footnoteRef:2].  The Guidance follows the basic guidelines found in the Public Sector GHG Accounting and Reporting Standard (Public Sector Protocol)[footnoteRef:3].  [1:  The Guidance can be found at: http://www.whitehouse.gov/administration/eop/ceq/sustainability/fed-ghg]  [2:  E.O. 13693 can be found at: https://www.whitehouse.gov/the-press-office/2015/03/19/executive-order-planning-federal-sustainability-next-decade ]  [3:  The Public Sector Protocol can be found at: http://www.ghgprotocol.org/standards/public-sector-protocol] 


The Public Sector Protocol divides GHG emissions into three types:

· Scope 1: Direct GHG emissions from sources that are owned or controlled by the Federal agency 
· Scope 2: Indirect emissions associated with consumption of purchased or acquired electricity, steam, heating, or cooling
· Scope 3: All other indirect emissions not included in scope 2.  Scope 3 emissions are a consequence of the agency’s activities but are released from sources outside its organizational boundary

CEQ selected the emission factors and methodologies referenced in the Guidance because of their applicability to Federal operations, technical authority, and acceptance in other GHG reporting programs.  Emission factors and methodologies come from the following sources, in order of authority:

1. U.S. Environmental Protection Agency (EPA), Mandatory Greenhouse Gas Reporting Rule (MRR), Federal Register, October 30, 2009
2. EPA, Climate Leaders Program, Technical Guidance
3. EPA, Inventory of U.S. Greenhouse Gas Emissions and Sinks
4. EPA, eGRID Technical Support Document, Chapter 3
5. DOE, 1605(b) Voluntary Reporting of Greenhouse Gases Program, Technical Guidelines 
6. DOE Energy Information Agency (EIA), Emissions of Greenhouse Gases in the United States, Documentation and Emission Factors
7. International Panel on Climate Change (IPCC), 2006 Guidelines for National Greenhouse Gas Inventories 
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President Obama’s 2009 Executive Order 13514 Federal Leadership in Environmental, Energy, and Economic Performance required Federal agencies to establish and report a comprehensive inventory of FY 2010 absolute greenhouse gas emissions by January 2011 to the CEQ Chair and OMB Director. Annually thereafter, each agency must report the inventory of the preceding fiscal year.

[bookmark: _Toc265150437][bookmark: _Toc272155718]Organizational boundaries
The organizational boundaries for the DOC GHG inventory align with the requirements of the Public Sector Protocol and the Guidance.  The DOC inventory includes emissions from:

· Energy to operate facilities for which DOC directly pays energy bills
· The operation of mobile sources for which DOC purchases fuel 
· All other emissions from activities over which DOC has operational control[footnoteRef:4] [4:  The Guidance defines operational control as “operational responsibility for an activity or process and the authority to implement operating policies associated with the activity or process.”  Examples include fugitive emissions from research or industrial processes, and onsite wastewater and solid waste disposal] 

· Domestic sources only (U.S. states and territories)
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This inventory includes the six GHGs covered under EO 13693.  The table below lists all six gases, as well as their common sources and uses:

	Greenhouse Gas 
	Common Sources/Uses 

	Carbon dioxide (CO2) 
	Mobile and stationary combustion 

	Methane (CH4) 
	Coal mining, fuel combustion 

	Nitrous oxide (N2O) 
	Fuel combustion, fertilizers 

	Hydrofluorocarbon gases (HFCs) 
	Refrigerants, fire suppressants, various manufacturing processes 

	Perfluorocarbon gases (PFCs) 
	Electrical equipment, various manufacturing processes, refrigerants, medicine 

	Sulfur hexafluoride (SF6) 
	Electrical equipment, various manufacturing processes, tracer in air modeling, medicine 
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[bookmark: _Toc265150440]Emission Sources
The DOC inventory includes all emission sources required by the Guidance (see table below).  The Guidance states that CEQ may require future inventories to include additional scope 3 sources.

	Emission Category

	Scope 1

	Stationary combustion

	Mobile combustion

	Fugitive emissions
· Refrigerants and fluorinated gases
· On-site wastewater treatment
· On-site landfills and municipal solid waste facilities

	 Process emissions

	Scope 2

	Purchased electricity

	Purchased steam, hot water, and chilled water

	Combined heating and power

	Renewable energy purchases and Renewable Energy Credit (REC) purchases

	Scope 3

	Federal employee business air travel

	Transmission & Distribution losses

	Contracted municipal solid waste disposal

	Federal employee business ground travel

	Federal employee commuting

	Contracted wastewater treatment


[bookmark: _Toc265150441]Methodologies & emission factors
The Federal Greenhouse Gas Accounting and Reporting Guidance – Technical Support Document (TSD)[footnoteRef:5] lists required GHG data, calculation methodologies, and emission factors.  The DOC Sustainability Program Manager will gather all required data and input it into the FEMP GHG Reporting Portal.  The Portal will then calculate DOC’s emissions.  [5:  The TSD can be found at http://www.whitehouse.gov/administration/eop/ceq/sustainability/fed-ghg] 
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DOC owns approximately 563 facilities and leases 420 from the General Services Administration (GSA) and the private sector.  DOC’s facilities range in size from very small sensor stations to warehouses exceeding 500,000 gross square feet.  These facilities are located in all 50 states and 9 territories.  
The majority of DOC’s leases are fully serviced leases, meaning DOC does not pay utilities and is not responsible for inventorying Scope 1 and 2 GHGs.  However, those facilities operating under fully served leases are still responsible for a least a portion of the Scope 3 GHG inventory - employee commuting.

DOC purchases fuel for approximately 1,998 vehicles, 656 owned and 1,342 leased.
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3 Roles & Responsibilities

	POC
	Responsibility

	Chief Financial Officer, Assistant Secretary for Administration & Chief Sustainability Officer

Ellen Herbst
eherbst@doc.gov

	· Review and approve DOC GHG inventory

	Director for Facilities and Environmental Quality, Office of the CFO/ASA and Deputy Chief Sustainability Officer

Richard L. Townsend
           rtownsend@doc.gov 
	· Review and approve DOC GHG inventory

	Associate Director, Office of Sustainable Energy and  Environmental Programs (OSEEP)

Robert Tomiak
RTomiak@doc.gov, 202-482-6212


	· Publish overall program guidance throughout the Department and to all Bureaus.
· Brief the Department’s leadership on inventory results and findings.
· Brief the Department leadership on the sufficiency of DOC’s projected implementation plan.


	DOC Climate Change and Sustainability Program Manager

Antonia Giardina
Agiardina@doc.gov, 202-482-5083
	· Train all relevant personnel
· Manage overall compilation of inventory and reporting process
· Solicit and assimilate Bureau implementation plans and timelines for project completion.
· Assess assimilated Commerce implementation plan for adequacy and identify deficiencies and recommendations.
· Develop inventory management system
· Manage documentation of data collection process
· Upload annual emissions data into FEMP tool
· Aggregate operating unit emissions data into annual consumption totals for each emissions source 
· Internally review data submissions from Operating Units
· Permanently store relevant documentation
· Identify and request DOC emission baseline recalculations from CEQ & OMB
· Monitor new updated requirements from CEQ and OMB

	DOC Fleet Manager

Darrell Stewart
            Dstewart2@doc.gov, 202-482-3379

	· Collect and review OU mobile emissions data

	Operating Units (OUs)[footnoteRef:6] [6:  These POCs are identical  to the SSPP POCs, and will coordinate OU inventory efforts] 



David Quivey -          (NOAA)
           David.Quivey@noaa.gov, 301-713-2870 ex 102

John Bollinger -        (NIST)
           john.r.bollinger@nist.gov, 301-975-5014

Maren Williams -          (USPTO)
           Maren.Williams@uspto.gov, 571-272-6371

Jessica Hamilton -        (Census)
           Jessica.L.Hamilton@census.gov, 301-763-2250

James Fay -   (Herbert C. Hoover Building)
           JFay@doc.gov, 202-482-5197

Micah Reed -            (NTIS)
           MReed@ntis.gov, 703-605-6617

John Portell -              (EDA)
           JPortell@eda..gov, 202-482-3817

Roberto Lopez -              (MBDA)
           rlopez@mbda.gov, 202-482-8086

Jackie Williams -              (BEA)
           Jackie.Williams@bea.gov, 202-606-9970

Monica Hudnell-              (BIS)
Monica.hudnell@bis.doc.gov, 202-482-4811           

Wes Dias  -              (ESA)
           wdias@doc.gov, 202-482-3885

Dondi Staunton -              (ITA)
           Dondi.staunton@trade.gov 202-482-5204

Lorna Brodsky -              (NTIA)
           lbrodsky@ntia.doc.gov, 202-482-2790

	· Manage collection and maintain OU emissions data
· Document data collection process
· Submit emissions data to DOC Sustainability Program Manager
· Internally review data
· Identify necessary OU emission baseline recalculations
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Data Management
Data collection process
DOC will release an annual sustainability data call to bureaus and offices within the Office of the Secretary (OS) with reporting responsibilities each fall.  The data call will be released by the Chief Sustainability Officer (or designee) to heads of bureaus and relevant OS offices and posted on the OSEEP website.

Each bureau and relevant OS office is responsible for reporting to the Office of Sustainable Energy and Environmental Programs (OSEEP) by the data call deadline.  Section 5 details how DOC will collect each data element.
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Quality assurance will continue to focus on purchased electricity, natural gas, and commuter emissions, as they were the largest emission sources identified in the 2014 inventory. 

For purchased electricity and natural gas, metering and reporting by facility managers is the most significant source of uncertainty.  Since the accuracy of these reports is of great financial interest for DOC, the OU, and the facility, there is a strong motivation to ensure accuracy.  To mitigate this uncertainty the DOC Sustainability Program Manager will verify and validate submitted electricity and natural gas data (see Section 7).

Estimating commuter emissions is highly uncertain due to lack of information and inadequate survey responses.  GSA’s Carbon Footprint Tool has been chosen as the most appropriate method available and will be used annually to collect this data.  
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DOC will maintain data security through a number of steps to control who has access to data, and who can make changes to the data.  First, each OU is responsible for the security of their inventory data.  Only approved staff should access the data.

Second, OSEEP will store all inventory data on a limited access directory.  Only personnel approved by OSEEP will have access to this directory.

Third, OUs will report inventory data either through password-protected online tools (such as EPA Portfolio Manager), password protected file transfer protocol (FTP) sites for larger data sets, or direct email contact with OSEEP.  Access will be granted to approved staff by OSEEP.

Based on these security measures, errors related to unauthorized access or damage to files is highly unlikely.  OSEEP and FEMP will retain historic data to ensure its availability for comparison each reporting year.
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	Task
	Responsible POC
	Annual Completion Date

	Update IMP
	OSEEP
	September 30

	Provide training to all relevant personnel
	OSEEP
	September 30

	Release all data calls and data collection tools to bureaus
	OSEEP
	September 30

	Bureaus submit data requests to internal organizations and line offices
	OUs
	October 10

	Quality assurance review by bureaus (Section 7-bureaus review information received from internal organizations
	OUs
	October 29

	Bureaus brief their leadership
	OUs
	November 5

	Submit all data to DOC Sustainability Program Manager 
	OUs
	November 8

	Compile and analyze all data to complete inventory 

	OSEEP
	November 21

	Quality assurance review (Section 7)

	OSEEP
	November 26

	Management review and approval of inventory
	Director, OFEQ
	December 3

	Management review and approval of inventory
	CSO Final Review & Approval
	December 19

	Upload inventory to FEMP
	DOC Sustainability Program Manager
	December 20

	Post-submission inventory quality assurance review 
	OSEEP
	April 1
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Data Elements
This section outlines procedures for collecting data on each emission source.  The Inventory Data Call Template contains specifics on all required data elements.  The following tables summarize data collection and data review responsibilities:

Data Collection Responsibilities

	POC - Data Collection
	Emissions Category

	OUs
	Scope 1 Stationary Combustion

	
	Scope 1 Fugitive Emissions: Refrigerants and Fluorinated Gases

	
	Scope 1 Fugitive Emissions: On-site Wastewater Treatment

	
	Scope 1 Fugitive Emissions: On-site Landfills and Municipal Solid Waste Facilities

	
	Scope 1: Industrial Process Emissions

	
	Scope 1 Mobile Emissions: Non-Fleet Vehicles and Equipment

	
	Scope 2: Purchased Electricity Emissions 

	
	Scope 2: Purchased Steam and Hot Water

	
	Scope 2: Purchased Chilled Water

	
	Scope 2: Renewable Energy Purchases and Renewable Energy Credit (REC) Purchases

	
	Scope 3: Contracted Municipal Solid Waste Disposal

	
	Scope 3: Contracted Wastewater Treatment

	DOC Fleet Manager
	Scope 1 Mobile Emissions: Fleet Vehicles

	DOC Sustainability Program Manager
	Scope 3: Federal Employee Commuting

	
	Scope 3: Transmission and Distribution Losses

	
	Scope 3: Federal Employee Business Ground Travel 

	
	Scope 3: Federal Employee Business Air Travel Emissions




Data Review Responsibilities

	POC - Data Review
	Emissions Category

	DOC Sustainability Program Manager

	Scope 1: Stationary Combustion Emissions

	
	Scope 1: Mobile Emissions: Non-Fleet Vehicles and Equipment

	
	Scope 1: Mobile Emissions: Fleet Vehicles

	
	Scope 2: Purchased Electricity Emissions

	
	Scope 2: Purchased Steam and Hot Water

	
	Scope 2: Purchased Chilled Water

	
	Scope 2: Renewable Energy Purchases and Renewable Energy Credit (REC) Purchases

	
	Scope 3: Transmission and Distribution Losses

	
	Scope 3: Federal Employee Business Air Travel Emissions

	
	Scope 3: Federal Employee Business Ground Travel (Rental Emissions)

	
	Scope 3: Federal Employee Commuting

	
	Scope 1: Fugitive Emissions: Refrigerants and Fluorinated Gases

	
	Scope 1: Fugitive Emissions: On-site Wastewater Treatment

	
	Scope 1: Fugitive Emissions: On-site Landfills and Municipal Solid Waste Facilities

	
	Scope 1: Industrial Process Emissions

	
	Scope 3: Contracted Municipal Solid Waste Disposal

	
	Scope 3: Contracted Wastewater Treatment


[bookmark: _Toc272155729]Scope 1
[bookmark: _Toc265150451]Stationary combustion
	Required Data
	- Fuel consumption by fuel (Target subject & excluded) [units] 
- Fuel cost by fuel [Thou. $]

	Data Source
	Facility Utility Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Program Manager



Bureaus will report this data as part of the annual sustainability data call released by the Chief Sustainability Officer. In the future bureaus will input consumption from bills into the online EPA Portfolio Manager tool.  Bureaus will extract the data from the Portfolio Manager system, sum it across the entire bureau for the entire FY, and input the total into the data call template for submission to OSEEP.  
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	Required Data
	- Fuel consumption by fuel type and by bureau [GGE]

	Data Source
	Fuel Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	FAST

	POC - Data Collection
	DOC Fleet Manager

	POC - Data Review
	DOC Sustainability Program Manager



OU Fleet Managers are responsible for reporting fuel use in all fleet vehicles through the FAST system.  The DOC Fleet Manager is responsible for verifying and validating the uploaded data.  This is an existing reporting requirement and will not be collected with a new data call.

After validating the fuel data, the DOC Fleet Manager will submit the data to the DOC Sustainability Program Manager, who will then submit the data to FEMP.
Mobile combustion: Non-Fleet Vehicles and Equipment
	Required Data
	- Fuel consumption by fuel [Thou. Gallons or BBtu] 
- Fuel cost by fuel [Thou. $]

	Data Source
	Fuel Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Program Manager



OUs will report fuel use in non-fleet vehicles and equipment, including ground vehicles, vessels, and airplanes.  

OU Fleet Managers will provide data on non-fleet fuel and equipment use (e.g. vessels and aircrafts) to the OU SSPP point of contact.  

After validating the fuel data, OUs will submit the data to the DOC Sustainability Program Manager using the data call template.
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Fugitive emissions: Refrigerants & fluorinated gases (hydrofluorocarbons (HFCs), perfluorocarbons (PFCs), SF6)
	Required Data
	- Quantity purchased / issued by gas [lbs]
- Quantity returned to supply by gas [lbs]

	Data Source
	Facility management records

	Historical Reporting
	- Facility Title VI reporting materials
- Procurement Records
- Facility hazardous material management

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Program Manager



OSEEP will request all OUs submit data on refrigerants and fluorinated gases.  OUs will review facility management records and Facility Title VI reporting materials for this data.
[bookmark: _Toc265150454]Fugitive emissions: On-site wastewater treatment
	Required Data
	- On-site treatment process at each facility [see below]
- Population served at each facility [no. of people]

	Data Source
	OU HR records, Facility management records

	Historical Reporting
	N/A

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Manager



OSEEP will request OUs provide data on the wastewater treatment process used at each facility with on-site treatment.
[bookmark: _Toc264977831][bookmark: _Toc265150455]5.1.6  Fugitive emissions: On-site Landfills and Municipal Solid Waste Facilities
	Required Data
	- CO2 emissions [lbs]
-  CH4 emissions [lbs]

	Data Source
	Waste management records

	Historical Reporting
	Clean Air Act Title V permit reporting

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Program Manager



OSEEP will request all OUs provide data for on-site landfills and municipal solid waste facilities.  OUs will review waste management records and Clean Air Act Title V permit reporting for this data.

OUs should use the EPA LandGEM model to calculate emissions from on-site landfills.  The LandGEM model requires agencies to input data on mass of solid waste disposed and landfill open and close year.  The model then calculates CO2 and CH4 emissions.  
0. Industrial Process Emissions
	Required Data
	- Emission quantity [lbs]

	Data Source
	Industrial facility reporting

	Historical Reporting
	N/A

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Program Manager
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OSEEP will request all OUs provide data for emissions from on-site industrial processes.  
[bookmark: _Toc272155730]Scope 2
[bookmark: _Toc265150457]Purchased electricity
	Required Data
	- Purchased electricity by NERC Sub-region (Goal subject & goal excluded) [MWh]
- Cost [Thou. $]

	Data Source
	Facility Utility Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Program Manager



Bureaus will report this data as part of the annual sustainability data call released by the Chief Sustainability Officer.  In the future bureaus will input consumption from bills into the online EPA Portfolio Manager tool.  Bureaus will extract the data from the Portfolio Manager system, sum it across the entire bureau for the entire FY, and input the total into the data call template for submission to OSEEP.  
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	Required Data
	-  Annual fuel consumption [BBtu]
- Cost [Thou. $]

	Data Source
	Facility Utility Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	Annual Sustainability Data Call

	POC – Data Collection
	OUs

	POC – Data Review
	DOC Sustainability Program Manager



Bureaus will report this data as part of the annual sustainability data call released by the Chief Sustainability Officer.  In the future bureaus will input consumption from bills into the online EPA Portfolio Manager tool.  Bureaus will extract the data from the Portfolio Manager system, sum it across the entire bureau for the entire FY, and input the total into the data call template for submission to OSEEP.  

Purchased chilled water
	Required Data
	-  Annual fuel consumption [BBtu]
- Cost [Thou. $]

	Data Source
	Facility Utility Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	Annual Sustainability Data Call

	POC – Data Collection
	OUs

	POC – Data Review
	DOC Sustainability Program Manager



Bureaus will report this data as part of the annual sustainability data call released by the Chief Sustainability Officer.  In the future bureaus will input consumption from bills into the online EPA Portfolio Manager tool.  Bureaus will extract the data from the Portfolio Manager system, sum it across the entire bureau for the entire FY, and input the total into the data call template for submission to OSEEP.  

[bookmark: _Toc264977835][bookmark: _Toc265150459]Purchased combined heating and power
	Required Data
	- Heat and power purchase [BBtu or MWh]
- Cost [Thou $]

	Data Source
	Facility Utility Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	Annual Sustainability Data Call

	POC – Data Collection
	OUs

	POC – Data Review
	DOC Energy and Environmental Program Manager



[bookmark: _Toc264977836]Bureaus will report this data as part of the annual sustainability data call released by the Chief Sustainability Officer.  In the future bureaus will input consumption from bills into the online EPA Portfolio Manager tool.  Bureaus will extract the data from the Portfolio Manager system, sum it across the entire bureau for the entire FY, and input the total into the data call template for submission to OSEEP.  
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	Required Data
	- Renewable energy and REC purchases [MWh]

	Data Source
	Facility Utility Bills

	Historical Reporting
	FEMP Energy Report

	Collection Tool
	Annual Sustainability Data Call

	POC – Data Collection
	OUs

	POC – Data Review
	DOC Sustainability Program Manager



Bureaus will report this data as part of the annual sustainability data call released by the Chief Sustainability Officer.  In the future bureaus will input green power consumption from utility bills or from renewable energy certificates (RECs) into the online EPA Portfolio Manager tool.  Bureaus will extract the data from the Portfolio Manager system, sum it across the entire bureau for the entire FY, and input the total into the data call template for submission to OSEEP.  
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Note: Scope 3 emissions from contract employees should not be included in the following data elements.
[bookmark: _Toc265150463]Federal employee business air travel 
	Required Data
	- CO2 emissions [lbs]

	Data Source
	GSA Travel MIS

	Historical Reporting
	Passenger Name Records to GSA

	Collection Tool
	GSA TRX system (https://gsa.traveltrax.com)

	POC - Data Collection
	DOC Sustainability Program Manager

	POC - Data Review
	DOC Sustainability Program Manager



The GSA Travel Management Information System (GSA Travel MIS) automatically tracks data on DOC business air travel.  This system calculates air travel emissions based on the Passenger Name Record (PNR)—the unique travel record created for each air trip.  GSA Travel MIS automatically uploads the PNR from DOC travel records.  The DOC Sustainability Manager will access the GSA website, run the appropriate report, and provide the data to OUs for review.  GSA provides login access to new users upon request.
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[bookmark: _Toc264977841]The FEMP reporting tool automatically calculates transmission & distribution (T&D) losses, using purchased electricity data (5.2.1).  The DOC Sustainability Program Manager will verify that T&D losses are calculated correctly.  This data will be collected by OSEEP and will not be collected with a new data call.
[bookmark: _Toc265150465]Contracted municipal solid waste disposal 
	Required Data
	Mass of solid waste disposed off-site [short tons]

	Data Source
	Facility waste disposal records

	Historical Reporting
	EO 13423 & EO 13514 
Solid Waste and Diversion Reporting

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Sustainability Program Manager



OSEEP will release a data call requesting that all OUs report the mass of solid waste disposed off-site through contracted services. 



[bookmark: _Toc264977842][bookmark: _Toc265150466]Federal employee business ground travel
	[bookmark: _Toc264977843]Required Data
	Number of trips by vehicle type [no. of trips]

	Data Source
	GSA Travel MIS & OU travel agencies

	Historical Reporting
	- Passenger Name Records currently submitted to GSA
- Agency Travel Reporting

	Collection Tool
	- GSA TRX system (https://gsa.traveltrax.com)
- Annual Sustainability Data Call

	POC - Data Collection
	DOC Sustainability Program Manager

	POC - Data Review
	DOC Sustainability Program Manager



[bookmark: _Toc265150467]The GSA Travel Management Information System (GSA Travel MIS) automatically tracks data and extrapolates business ground travel.  The DOC Sustainability Manager will access the GSA website, run the appropriate report, and submit the report to OUs for review.  GSA provides login access to new users upon request.
Federal employee commuting
	[bookmark: _Toc264977844]Required Data
	Commute distance traveled [miles/day]

	Data Source
	Employee Commuter Survey

	Historical Reporting
	N/A

	Collection Tool
	GSA Carbon Footprint Tool Commuter Survey

	POC - Data Collection
	DOC Sustainability Program Manager

	POC - Data Review
	DOC Sustainability Program Manager



[bookmark: _Toc265150468]OSEEP will request the appropriate information from the DOC Office of Human Resources Management to establish a commuter survey within GSA’s Carbon Footprint Tool.  A notification e-mail will be distributed Department-wide from the DOC Chief Sustainability Officer (SSO) to initiate the survey.  OU POCs will be notified prior to distribution of the survey and are encouraged to distribute a follow-up e-mail specifically for their OU.  All DOC employees will receive a link to the survey via e-mail.  To maintain consistency, only Federal employees should participate in the survey.   

Contracted wastewater treatment
	Required Data
	Federal employees served [no. of people]

	Data Source
	Facility HR records, OU HR Department

	Historical Reporting
	N/A

	Collection Tool
	Annual Sustainability Data Call

	POC - Data Collection
	OUs

	POC - Data Review
	DOC Environmental Program Manager



OSEEP will release a data call requesting all OUs identify the total number of personnel served by contracted wastewater treatment.  OUs should work with their Human Resources Departments to collect this data.  
4 [bookmark: _Toc265150469][bookmark: _Toc272155732]
Inventory Management
Training
OSEEP will train all personnel with roles and responsibilities specified in Section 3 on the following topics:

· GHG inventory requirements of EO 13693
· The overall development and maintenance of the IMP. 
· Specific training relevant to the roles and responsibilities of the individual personnel
· EPA ENERGY STAR® Portfolio Manager system

OU POCs are responsible for providing relevant training to all OU-level staff involved in the GHG inventory process.

OSEEP staff will conduct additional training as required. 
[bookmark: _Toc265150471][bookmark: _Toc272155734]Control of records
OU POCs are responsible for maintaining all data required to ensure the GHG inventory process is repeatable and auditable by OSEEP.  This data will include, but is not limited to, the following:
· Identification and contact information of data collectors for all data elements 
· Identification and location of all data source documentation
· Details on data collection procedures for all data elements
OSEEP will permanently store all documentation relevant to the annual DOC GHG Inventory that it receives from OU POCs electronically on the OSEEP directory.  Documents retained will include relevant inventory data, FEMP GHG inventory submissions, and any other reports and related analysis.  The EPA ENERGY STAR® Portfolio Manager tool will store facility energy and water consumption data once it is fully implemented.  The GSA Carbon Footprint tool will store energy consumption and greenhouse gas data on leased facilities if and when they become reportable.
[bookmark: _Toc265150472][bookmark: _Toc272155735]Adjustment – baseline
To ensure a consistent comparison against a baseline that is representative of ongoing agency activities, it may be necessary to recalculate the FY2008 base year and subsequent inventories.  OUs are responsible for monitoring internal processes and identifying necessary OU-specific baseline recalculations.  OUs must submit baseline recalculation requests to OSEEP, which has final approval.  OSEEP is responsible for identifying when a Department-level baseline recalculation is necessary after reviewing OU inventory data submissions.

The DOC Sustainability Program Manager must provide a narrative description in the GHG Reporting Portal that explains the reasons for a recalculation, and provide a quantitative description of the impact of those changes on the agency’s inventory.  OSEEP will notify CEQ and OMB in advance of changes made to base year emissions calculations.

EO 13693 outlines potential reasons for baseline recalculations.  These reasons may include:

· Agency and OU structural changes
· Significant change in mission
· Improvements in emissions calculation methodologies
· Availability of additional data
· Calculation errors
[bookmark: _Toc265150473][bookmark: _Toc272155736]Adjustment – guidance changes
CEQ may direct agencies to alter their inventory processes.  CEQ will communicate any new requirements by updating the Guidance.  Changes may include:

· Requiring additional scope 3 categories
· Modifying calculation methodologies for existing categories
· Modifying emission factors

OSEEP is responsible for monitoring any changes to the Guidance and communicating these changes to the OUs.  If any changes require baseline adjustments, OSEEP is also responsible for submitting baseline recalculations to CEQ and for making any subsequent inventory management changes.  OUs are responsible for adjusting data collection methodologies to reflect any changes.
[bookmark: _Toc272155737]Risks
DOC faces two primary risks to completing the GHG inventory accurately and on time:

Incomplete or inaccurate data
Due to staff turnover within DOC OUs and the complexity of the annual sustainability report, DOC may receive incomplete or inaccurate data.  DOC will use estimations and assumptions to fill any data gaps.  These estimations may rely on historic trends or comparisons with similar facilities/organizations.

Changes by CEQ to the Guidance or GHG Reporting Portal
CEQ may modify the Guidance or Portal after DOC has released data calls.  If this occurs, DOC will document when data calls are submitted and when CEQ’s modifications occurred.  If enough time is available, DOC will release updated data calls.  If not, DOC will estimate any new requirements using responses from the original data calls.
5 [bookmark: _Toc265150474][bookmark: _Toc272155738]Quality Control
Internal quality control
OUs are responsible for internally reviewing OU GHG inventory data for gaps or errors before submitting data to OSEEP.  

DOC will conduct two independent data reviews: a pre-submission review by the bureaus, and a post-submission review by OSEEP.

Pre-submission review
Bureau POCs will review information received from internal organizations for errors and data gaps and will correct any that are found prior to submission to OSEEP.

Post-submission review
Before submitting the DOC inventory for management review, OSEEP will independently review OU data for gaps or errors.  OSEEP will compare OU submissions to historic data.  As necessary, OSEEP will request OUs resubmit erroneous data.

[bookmark: _Toc265150476][bookmark: _Toc272155740]External quality control
DOC will not externally verify the GHG inventory at this time.  ISO 14064 requires external verification, but the Guidance does not require agency inventories to be ISO 14064 compliant.

[bookmark: _Toc265150477][bookmark: _Toc272155741]Management review
The Chief Sustainability Officer is responsible for final review and approval of the GHG inventory, as outlined in Section 3.  This review is required by January 15 of each year, in advance of the January FEMP submission deadline.

[bookmark: _Toc265150478][bookmark: _Toc272155742]Corrective action
DOC may identify inventory errors in either the pre-submission review or the management review.  If either review finds errors, OSEEP will assess how to correct the error before submitting the inventory to FEMP.  OSEEP will work with OUs to correct the error and ensure it is not repeated.

[bookmark: _Toc265150479][bookmark: _Toc272155743]IMP update procedure
The IMP is a living document that will drive continuous improvement in the accuracy and efficiency of the DOC GHG emissions inventory.  OSEEP is responsible for working with relevant staff to annually update the IMP each year.  Potential updates to the IMP include:

· Updated data management procedures
· Updated data requirements and collection tools
· Updated auditing and verification procedures
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