Attachment 2
[bookmark: _GoBack]FY14 DOC Annual Sustainability and Facilities Data Call Instructions
Due: NOVEMBER 10, 2014
For: BEA, BIS, EDA, ESA, ITA, MBDA
1. Complete all tabs in fully serviced leased bureau workbook
2. Access GSA's Traveltrax to download your air and ground travel data.  E-mail print-out from GSA TravelTrax to Jenn Brundage (jbrunadge@doc.gov).
3. After you have responded to the data call, OSEEP will calculate your bureau’s FY14 scope 3 greenhouse gas emissions and send you a draft bureau scorecard on or about November 21.
a. Please provide at least one action completed in FY14.  Please address all planned actions from your FY13 bureau scorecard submission and any relevant planned actions from the July 2014 OMB sustainability scorecard.
b. Please provide at least one planned action to be completed by June 2015.
c. Please return to OSEEP a final bureau scorecard signed by your CFO or CAO by December 3, 2014.  
d. OSEEP will include the bureau scorecards in the data call package briefed up for the Senior Sustainability Officer’s final approval.  


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

