Checklist for gathering information for Step 1 of a Total Concept method 


Property
	Name of the property:
	[bookmark: Text24]     

	Designation of the property:
	     

	Address of the property: 
	     

	Property owner:
	     



Function of the building(s) 
Please mark one or several of the choices 
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 (
The sole responsibility for the content of this publication lies with the authors. It does not necessarily reflect the opinion of the European Union. Neither the EACI nor the European Commission 
are
 responsible for any use that may be made of the information contained therein.
). 
	
  	








Contact information
Client
	Contact person:
	     

	Company:
	     

	Telephone/ E-mail:
	     



Property manager
	Contact person:
	     

	Telephone/ E-mail:
	     



Maintenance personnel
	Contact person:
	     

	Company:
	     

	Telephone/ E-mail:
	     



Tenant representative(s) (for information about working hours, use of premises, etc.)
	Contact person(s):
	     

	Company:
	     

	Telephone/ E-mail:
	     



Building information
	Number of buildings on the property to be inspected:
	     

	Total area of the building(s) to be inspected: 
	     
	[m2 ]1)

	Year built:
	     
	



Specification per building or parts of the building (e.g. if they have different year built): 
	Name of the building/ part of the building 
	Area [m2] 1)
	Number of floors
	Year built

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


1) Area above is specified as:

2

 
      

Information about rebuilding and renovations: year and extent (e.g. additional insulation, new ventilation systems with heat recovery, replacement of window, new lighting): 
        


Information about the building´s use
Please mark a box for available information and documents that can be attached to this checklist:


Please describe in general how the building(s) and its premises are used, e.g. type of activities, number of occupants/workstations, presence/working hours.   Detailed specification can also be given in the next table. 
       








Specify the use of premises in the building(s) in more detail (e.g. if the building holds a variety of activities, such as a class rooms, office areas, conference, shops, restaurant, heated garage, etc.):
	Name of the building/
building zone
	Area [m2] 1)
	Activities/use of premises
	Nr of people during occupancy/working hours 
	Occupancy/ working hours 

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


1) Area above is specified as:
 
      

Indoor climate
Please mark a box for available information and documents that can be attached to this checklist:


      

Please describe which indoor climate requirements apply for the building(s)/building zones (e.g. Indoor temperatures winter/summer, CO2-concentrations, relative humidity, illuminance). 
[bookmark: Text26]     


Are indoor climate requirements fulfilled at present? Describe any problems with indoor climate and /or deviations from the specified indoor climate requirements. Are there any comments/complaints from the tenants on indoor climate?
[bookmark: Text25]     


Is there a problem with radon in the building(s)?
               



Building envelope
Please mark a box for available information and documents that can be attached to this checklist:



      

	Are the drawings as-built drawings? 
	        


         
If separate specifications for construction are not available, please describe the following:
	Exterior walls of the building(s) (type, material, U-value)
     

	Roof of the building(s) (type, material, U-value)
     

	Ground slab of the building(s) (type, material, ground material, U-value)
     

	Windows of the building(s) (type, material, U-value, age)
     

	Outer doors/entrances of the building(s) (type, material, U-value, age)
     

	Solar shading (e.g. external shading, blinds between window panes, inner blinds, solar coating on glass pane, surrounding buildings and their approx height/nr of floors)  
     



Please describe the current condition of the building envelope?  Are there any defined plans for maintenance/ renovation?
     


Is/are the building(s) declared as historic building(s), for example cultural heritage, national building heritage, etc (this may have an influence on which energy efficiency measures are possible to carry out): 
             




Technical systems 
Please mark a box for available information and documents that can be attached to this checklist:




	Are the drawings as-built drawings? 
	        


       

Systems for control and monitoring 
Type of control and monitoring system(s) for the technical systems in the building(s), e.g. central BMS system, local control units, climate based control for heating, etc. Any defined plans for maintenance/energy saving?
     


Heating system
Type of heat production system in the building(s), e.g. district heating, heat pump, electrical boiler, solar heating, etc. Specify also number of systems/substations, approx age of components and their condition.
     


Type of heat distribution system in the building(s), e.g. hydronic radiators, electric radiators, ceiling or floor heating, air heaters/convectors, heating with supply air. Specify also age of components and current condition.
     


Please describe if any previous measures have been carried out in the heating system? Are there any defined plans for maintenance/energy saving?
     


Domestic hot water system
Type of domestic hot water system in the building(s), e.g. via direct exchange with district heating, electric water heaters, boiler, etc? Specify also approx age of components and current condition. 
     


Please describe if any previous measures have been carried out in the domestic hot water system? Are there any defined plans for maintenance/energy saving?
     


Ventilation and air conditioning
Type of ventilation system in the building(s), e.g. supply and exhaust air with/without heat recovery, exhaust ventilation, natural ventilation. Specify also number of ventilation units, approx age and current condition. 
     


Type of air distribution system in the building(s), e.g. constant air volume flow rate, variable air volume flow rate. Specify also age of components and current condition. When were the air flow rates checked/balanced last?
     


Please describe if any previous measures have been carried out in the ventilation and air conditioning system? Are there any defined plans for maintenance/energy saving?
     


Is there humidity control system in the building(s) (dehumidification/humidification)?               
                

Cooling systems
Is there comfort cooling in the building(s)?            
                
Please describe which zones in the building(s) are having comfort cooling?
     


Type of comfort cooling production system in the building(s), e.g. cooling machine with compressors, district cooling, free cooling, etc. Specify also number of systems, approx age of components and current condition. 
     


Type of comfort cooling distribution system in the building(s), e.g. chilled beams, fan coils, convectors, chilled supply air. Specify approx age of components and current condition.
     


Please describe if any previous measures have been carried out in the comfort cooling system? Are there any defined plans for maintenance/energy saving?
     


Please describe if there are any process cooling systems in the building(s), e.g. refrigeration chambers in restaurant kitchens, cooling of server rooms, etc. Who are responsible for  these systems?
     


Lighting
Please describe the lighting system in the building(s): type of light sources (e.g fluorescent lamps T5, T8, light bulbs, LED) and type of control (e.g. manual, time, motion detectors, daylight control)
     


Please describe the current condition of the lighting system and which previous measures have been carried out and when? Are there any defined plans for maintenance/energy saving? 
     


Are tenant’s responsible for replacement of light sources/light fixtures?            
                
Machinery/ equipment
Is there any detailed list or inventory list of energy consuming machines available? 
                
Describe the machines and other energy consuming equipment in the building/buildings in terms of type, utilization time and energy or power consumption if known (e.g. office equipment, server systems, appliances in the kitchenette, elevators, restaurant kitchen appliances, compressors, etc). 
     

Statistics of energy and resource use
Please mark a box for available information and documents that can be attached to this checklist:




       

Comments about the available information for energy use and resource use in the building(s) to be inspected, e.g is there sub-metering per building/ part of building, sub-metering for cooling machines, etc?
[bookmark: Text27]     


Please specify total amount of purchased energy/resources for the building(s) to be inspected (values based on the previous year´s statistics). 
	
	Energy and resource use
	Unit
(e.g. MWh/yr, kWh/m2 yr, m3/yr)

	Heat (with normal year correction):  
	[bookmark: Text16]     
	     

	Heat (without correction):
	     
	     

	Electrical energy in total:
	     
	     

	Electricity for building operation:
	     
	     

	Electricity for tenants/users:
	     
	     

	District cooling:
	     
	     

	Cold water:
	     
	     

	Warm water:
	     
	     

	Other(specify):      
	     
	     

	[bookmark: Text28]Other(specify):      
	     
	     



If there are sub-meters please specify total amount of purchased energy/resources per building /part of the building in the table below (values based on the previous year´s statistics).
	Name of the building/ part of the building
	Heat
	Electricity (total)
	Electricity for building operation
	Electricity for tenants
	District cooling
	Cold water 

	[bookmark: Text17]      
	[bookmark: Text18]     
	     
	     
	     
	     
	     

	      
	     
	     
	     
	     
	     
	     

	      
	     
	     
	     
	     
	     
	     

	      
	     
	     
	     
	     
	     
	     

	      
	     
	     
	     
	     
	     
	     

	      
	     
	     
	     
	     
	     
	     

	      
	     
	     
	     
	     
	     
	     


Electricity use above is specified as: 
       
Cold water use above is specified as: 
    

Feasibility calculation input data
Please mark a box for available information and documents that can be attached to this checklist:
       

Energy and resource prices
Please specify energy and resource prices to be used in the feasibility calculations (if separate specification is not attached to this checklist). 
	
	Price *[€/MWh; €/m3]
	Comments (specify if the prices have seasonal variation etc.)

	Heat energy
	[bookmark: Text19]     
	     

	Electricity 
	     
	     

	District cooling
	     
	     

	Cold water
	     
	     

	Hot water
	     
	     


* total inclusive fees and taxes.

Please specify power tariffs to be used in the feasibility calculations (if separate specification is not attached to this checklist). 
	
	Power tariff [€/kW]
	    Comments

	Heat energy
	     
	     

	Electricity 
	     
	     

	District cooling 
	     
	     



Calculation interest rate
	Real calculation interest rate to be used in the profitability calculations [%]:  
	[bookmark: Text20]     

	Estimation of energy price increase in addition to the average price change (inflation) [%]:
	[bookmark: Text21]     



Economic calculation period
Please specify which economic calculation periods shall be used in the feasibility calculations for the building structural measures and for the technical installation measures: 
 
	Type of measure 
	Economic calculation period [year]
	Comments 

	[bookmark: Text22]     
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