Attachment 1
[bookmark: _GoBack]FY14 DOC Annual Sustainability and Facilities Data Call Instructions
DUE: NOVEMBER 10, 2014
FOR: Census, NIST, NOAA, NTIA, NTIS, and USPTO
1. Complete and submit relevant sections of annual energy and environmental data call excel workbook as described below:
	
	Census
	NIST
	NOAA
	NTIA
	NTIS
	USPTO

	Tab 1-1 Fuel Oil & Nat Gas
	
	
	
	
	
	

	Tab 1-2 Non-FAST Vehicles & Equip
	
	
	
	
	
	

	Tab 1-3 Fugitive Gases
	
	
	
	
	
	

	Tab 1-4 On-Site Wastewater
	
	
	
	
	
	

	Tab 2-1 Purchased Electricity
	
	
	
	
	
	

	Tab 2-2 Renewable Energy
	
	
	
	
	
	

	Tab 3-1 Contracted Solid Waste
	
	
	
	
	
	

	Tab 3-4 Contracted Wastewater Trt
	
	
	
	
	
	

	Tab 4-1 New Fed Bldg Design & Construct
	
	
	
	
	
	

	4-2 Projects that Save Source Energy
	
	
	
	
	
	

	4-3 Water
	
	
	
	
	
	

	4-4 $ E Efficiency, ESPC, UESC
	
	
	
	
	
	

	4-5 Metering
	
	
	
	
	
	

	4-6 Training
	
	
	
	
	
	



2. Access GSA's Traveltrax to download your air and ground travel data.  E-mail print-out from GSA TravelTrax to Jennifer Brundage and input in tab 1-2 of data call workbook.
3. Update and submit a five-year project implementation plan, populate outyears with notional projects and include the projected impact (in terms of projected annual energy or water savings).  Do not leave outyears blank!
4. Populate all planned and completed energy and water saving projects at EISA covered facilities in DOE’s Compliance Tracking System (CTS) at https://www.eisa-432-cts.eere.energy.gov/.  Please complete fields for project implementation cost by funding source, estimated energy/water savings, and energy conservation measures implemented.
5. Please ensure your EPA Portfolio Manager accounts are up-to-date with monthly utility consumption data for FY14.  
6. Please note that beginning in FY15, Commerce’s Federal Real Property Management (FRPM) database will contain new data fields for reporting annual utility costs for electricity, natural gas, water/sewage, and purchased steam.  
7. After you have collected all other sustainability data, please complete and submit a proposed Sustainability Scorecard for your Bureau:
a. Please provide at least 2 actions completed in FY14.  Please address all planned actions from your FY13 scorecard submission and relevant planned actions from the July 2014 OMB sustainability scorecard.
b. Please provide at least 2 planned actions to be completed by June 2015.
c. Annotate actual progress against each goal (except Scopes 1 & 2, Scope 3 GHG) as a percent and color in the associated circle.  
d. Please leave blank the scores for Scopes 1 & 2 GHG emissions, Scope 3 GHG emissions, and fleet petroleum use.  OSEEP will calculate these based on your data call submission and return a completed draft scorecard to you on or about November 21.  
e. Once OSEEP has calculated your progress towards greenhouse gas and fleet petroleum reduction goals, please return to OSEEP a final bureau scorecard signed by your CFO or CAO by December 3, 2014.  
f. OSEEP will include the bureau scorecards in the data call package briefed up for the Senior Sustainability Officer’s final approval.  
8. NOAA, NIST, PTO, and Census need to complete your real property asset record changes or individual data additions/updates/corrections in FRPM before November 28, 2014.  NTIA will be sent an excel file for their owned properties separately.  Please follow the coding instructions provided by GSA in their 2014 Guidance for Real Property Inventory Reporting Version 2 (July 2014)    Staff need to send an email to John Watson when your OU has completed updates or changes so ORPP can proceed with error testing, data anomaly review and then upload into the GSA government-wide inventory. 
9. (N/A for Census) This year under MPM-2014-02 the Federal Real Property Profile (FRPP) added four real property performance measures for utilization, rent, detailed operating cost and how well agencies are meeting Freeze the Footprint requirements.  
To ensure that our responses to the PMA and the FRPP data calls are accurate, the Department has been reviewing its data collection practices and will be implementing an initial Independent Validation and Verification (IV&V) process.  
IV&V is a two part process with a random sampling process that has been in use at the Department of Energy since 2006.  This year it will focus on only owned and direct leased buildings.  A random sample of 25 of 729 facilities will be taken in at the end of FY 2014 and a data call will be issued for source documents that support data to be uploaded into FRPP.  If errors discovered exceed an acceptable rate, a corrective action plans will be needed.  Staff in the Office of Facilities and Environmental Quality is prepared to assist OU in the identification and resolution of data anomalies.  
10. In addition, OMB is requiring that all Agencies must also provide a written certification that the FRPP data being reported is accurate and complete.  Agencies will also have to note efforts to improve the data quality.  For the Department to be able to certify data uploaded to FRPP, each Operating Unit (OU) with data that is reported to FRPP, (NOAA, NIST, NTIA, Census, and PTO) must certify to DOC’s CFO that FRPP data elements are accurate and supported by source documents.  Complete and submit a signed and dated memo from your CFO to DOC’s CFO with the below information and in the format as follows:



Memorandum For

From: 		Bureau CFO (or CAO)

To: 		Ms. Ellen Herbst, Chief Financial Officer and Assistant Secretary for Administration, Department of Commerce

Subject: 	Bureau Certification of Data Accuracy


(Name and Title)				, has reviewed the (OU name)		 real estate inventories to ensure that the property data that will be submitted for the 2014 Federal Real Property Profile is accurate and supported by source documents. 

I hereby certify that data for submitted properties in (OU name)		inventory is accurate.  

In addition the following actions have been undertaken to improve the data quality.  																																																						

We plan to validate (X) % of owned facilities in the next fiscal year.


1
All referenced documents and forms are available online at: http://www.osec.doc.gov/ofeq/OSEEP/Annual_Report_Instructions.html 

