This resource template helps users engage elected and administrative ESPC stakeholders throughout their jurisdictions that have responsibility for supporting and approving ESPC projects. Users can customize sections indicated in the template according to the conditions and circumstances of their own jurisdiction. 


Champions Toolkit
	Champion Tool: ESPC Project Implementation Checklist


	Dates
	

	
	
	1. Preliminary selection of a location or set of locations for ESPC – Sponsoring Agency (SA) does this with help from the [State/City/County] [Energy/Sustainability] Manager. Selection based on opportunity for improvements and savings as well as commitment of the SA. The Leadership Engagement Presentation may be helpful at this step or in the next one. Some discussion may occur as to what locations to include in the project. 1 week

	Target
	Actual
	2. 

	
	
	3. Assembling the RFP and project timeline – The [State/City/County] [Energy/Sustainability] office assists the SA as needed in developing the RFP or providing a template. Informal approvals are needed from SA management and [any others]; keep them informed throughout, with the [state’s/city’s/county’s] help. The RFP is coordinated through [Office Name]. 2-3 months

	Target
	Actual
	4. 

	
	
	5. Bidders’ conference, walkthroughs, and Q&A –SA gets informal approval of building owners/occupants to conduct walkthroughs.
Hold conference and preliminary walkthrough. 3 weeks after issuing RFP
Detailed walkthroughs. 3-4 weeks 
Q&A period. 2 weeks

	Target
	Actual
	6. 

	
	
	7. Preliminary review of proposals for completeness and compliance – Done by SA with [state/city/county] assistance as needed. Assistance may also be required from [energy/sustainability] office, purchasing, Public Works, and/or [state/city/county] legal counsel. 2-3 weeks

	Target
	Actual
	8. 

	
	
	9. Review of proposals, scoring, and selection – Selection team can include SA, [energy/sustainability] office, Public Works, and others. 1 week per proposal

	Target
	Actual
	10. 

	
	
	11. Interviews – Scheduling is done ~1 month in advance to ensure availability of all parties. Scheduling can overlap with previous step. 1-3 days

	Target
	Actual
	12. 

	
	
	13. Audit contract – Drafted by SA in conjunction with selected bidder. [Energy/Sustainability] office can assist by providing a contract template to SA for customizing/editing. 1-2 months 
Contract needs to be presented by SA and [energy/sustainability] office to formal [state/city/county] process for approval. 6 weeks

	Target
	Actual
	14. 

	
	
	15. [bookmark: _GoBack]Energy Audit and Project Proposal – ESCO completes investment grade audit (IGA) and project proposal, delivers to SA and [Energy/Sustainability] office. 
3 months+

	Target
	Actual
	16. 

	
	
	17. Selection of measures and writing of construction contract – Done by SA with assistance as needed from [energy/sustainability] office. 3 weeks to 3 months

	Target
	Actual
	18. 

	
	
	19. Construction contract – SA submits contract to [state/city/county] for formal approval. Steps 1 through 10 may take a total of 12-18 months. 6 weeks

	Target
	Actual
	20. 

	
	
	21. Throughout construction process – Approvals are required by SA (or Public Works if they are brought in) for various submittals, etc. SA must sign off on measure completion. Construction time depends on project size. 6-24 months

	Target
	Actual
	22. 

	
	
	23. Training and Monitoring – ESCO trains SA staff on new equipment. 1 week
ESCO measures energy savings and delivers annual report to SA and [state/city/county]. Ongoing

	Target
	Actual
	1. 



