Attachment 3
FY15 DOC Annual Sustainability and Facilities Data Call Instructions
DUE: NOVEMBER 2, 2015
For: Office of the Secretary (OS) Staff Offices
OFEQ/OSBM
1. Complete relevant sections of annual energy and environmental data call excel workbook
2. Update five-year project implementation plan
3. Populate all completed energy and water saving projects 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.
4. Provide at least 2 planned actions to be completed by June 2016.
5. Please ensure HCHB’s Portfolio Manager account is up-to-date with monthly utility consumption and cost data for FY15.
OFM
1. Provide status update on relevant July 2015 OMB sustainability scorecard action items.
2. Provide a “planned action” to be completed by June 2016 for the OMB sustainability scorecard.
3. Complete relevant sections of electronic stewardship scorecard supplement.
4. Provide FAST data.  Please direct bureaus to validate their FAST data well before the November 10 deadline.
OCIO
1. Provide status update on relevant July 2015 OMB sustainability scorecard action items. 
2. Provide a “planned action” to be completed by June 2016 for the OMB sustainability scorecard.
3. Complete relevant sections of electronic stewardship scorecard supplement.

OAM
1. Provide status update on relevant July 2015 OMB sustainability scorecard action items.
2. Provide a “planned action” to be completed by June 2016 for the OMB sustainability scorecard.
3. Complete relevant sections of acquisition (including sustainable acquisition, biobased, and electronic stewardship) scorecard supplement. OSEEP will distribute the final version via e-mail as soon as OMB releases the final sustainable acquisition and biobased templates.

OHRM
1. Provide status update on any relevant OMB sustainability scorecard action items.
2. [bookmark: _GoBack]Provide a “planned action” to be completed by June 2016 for the OMB sustainability scorecard.
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All referenced documents and forms are available online at: http://www.osec.doc.gov/ofeq/OSEEP/Annual_Report_Instructions.html 

