Master Energy Calendar
Description of Purpose
Successful energy management system implementation and integration requires not only ambitious goals and projects to address them, but also an infrastructure that supports achievement, tracks goals and integrates energy efficiency-related activities into regular operations.   A key to success is the solidification of an organization’s planning, implementation, checking, and strategic review processes through a Master Implementation Calendar.

Planning:

 An organization needs a continuing method to:

· Review and modify short and long term goals

· Identify and prioritize projects to meet those goals

· Assign responsible parties with authority and resources for the projects

Implementation

An organization needs a continuing method to:

· Support the implementation of projects

· Support the on-going success of program and improvements that have been made through

· Communication of goals and successes

· Training 

· Documentation (e.g. consistent methodology for GHG calculations, air compressor leak detection system)
Checking

An organization needs a continuing method to:

· Check and track the progress of the projects (e.g. quarterly progress reports)

· Check and track progress toward goals (e.g. annual report)

· Check and improve your support systems (Is there a better way to identify and prioritize projects; are there better training and communications methods?  Use of suggestion system)
Strategic Review

An organization needs a continuing method to:

· Review status and progress on improvement projects

· Review status and progress toward goals and overall effort

· Review of support systems

· Review of policy and long-term goals

The master calendar below is a simple tool to integrate reoccurring tasks into the annual calendar.  This example can help in organizing the various elements of the supporting framework (energy management system) with the goal of integrating them into an organization’s core business.  
An organization can start embedding this implementation process by asking simple questions about the planning process as it goes through planning for the first time.  

· How will planning be done in the future?  
· Who will be involved?  
· How frequently will goals, objectives and targets be reviewed?
Review the composition of the Energy Team and Top Management Team. 

· What is the make up of the team?  
· How many members?  
· What are the teams’ roles and responsibilities and authorities?  
· How long do member’s serve?
By customizing the calendar and answering the questions above the organization will have a strong foundation to move its efforts forward. 
Example Master Calendar #1

(Organized by Management System Element)
	
	
	Calendar Year

	Task
	Lead
	Q1
	Q2
	Q3
	Q4

	Planning
	
	
	
	
	

	Review and recommend modifications to short term goals
	Core Team
	X
	
	
	

	Approve short term goals
	Top Mang.
	    X
	
	
	

	Identify and prioritize projects to meet those goals
	Core Team
	         X
	
	
	

	Recommend new projects (tie to budget cycle)
	Core Team
	         X
	
	
	X

	Recommend project leads
	Core Team,
	
	X
	
	

	Approve project leads with authority and resources 
	Top Mang.
	   
	    X
	
	

	Implementation
	
	
	
	
	

	Implement of projects
	Project Lead
	
	
	XXX
	XXX

	Communication of goals and successes
	
	
	
	
	

	· Employee communication by top leadership about energy
	Top Mang.
	XXX
	XXX
	XXX
	XXX

	· Annual employee awareness (around Earth Day)
	Core Team
	
	X
	
	

	Training 
	
	
	
	
	

	· Annual Employee Recognition 
	
	
	X
	
	

	· New Employee Training
	Human Res.
	X
	X
	X
	X

	· Facility and Dept.-Specific Training
	Dept Mang
	
	
	   X
	

	Review Documentation 
	Core Team
	
	
	
	X

	Checking
	
	
	
	
	

	Project Updates (post to shared site)
	Project Lead
	XXX
	XXX
	XXX
	XXX

	Check and track the progress of the projects (e.g. quarterly progress reports)
	Core team, proj. leads
	  X
	   X
	   X
	  X

	Check and track progress toward goals (e.g. annual report)
	Sust. Coord., Core team
	    X
	
	
	

	Check and improve your support systems ( systems audit)
	Core Team,  Audit Team
	X
	X
	X
	X

	Strategic Review
	
	
	
	
	

	Review status and progress on improvement projects
	Top Mang.
	          X
	         X
	          X
	    X

	Review status and progress toward goals and overall energy effort
	Top Mang.
	
	
	
	   X

	Review of energy support systems
	Top Mang.
	
	
	
	   X

	Review of policy and long-term goals
	Top Mang.
	
	
	
	   X


Example Master Calendar #2

(Organized by Function)
	
	
	Calendar Year

	Task
	Lead
	Q1
	Q2
	Q3
	Q4

	Senior Leadership Team
	
	
	
	
	

	Periodic agenda item in Senior Leadership Team meetings (1/quarter minimally and more as needed)
Policy – review and send to council


	Peter
	X
	X
	X
	X

	Employee communication
	
	XXX
	XXX
	XXX
	XXX

	Policy - Review, Send to Council (annually or once/2 years)
	
	
	
	
	X

	Goals and metrics (1-2/year)
	
	
	
	
	X

	Action Plans/Project status (every mtg) (tie to budget cycle)
	
	
	
	
	

	Appoint new Team members
	
	X
	
	
	

	City-wide Sustainability Core Team
	
	
	
	
	

	Meetings
	
	XX
	XX
	XX
	XX

	    Communication to Depts
	
	
	
	
	

	     Assist/Lead Training
	
	
	
	
	

	     Assess progress - auditing
	
	X
	X
	X
	X

	     Review and recommend new multi-dept, with budget requirements projects (tie to budget cycle)
	
	
	
	
	X

	Rept  dept-specific projects to capture ‘bragging rights’ and contribution to goal (every meeting)
	
	XX
	XX
	XX
	XX

	
	
	
	
	
	

	Sustainability Manager
	
	
	
	
	

	Check in on monthly project updates
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Training and Employee Awareness
	
	
	
	
	

	Annual employee awareness (around Earth Day)
	
	
	X
	
	

	Status updates posted
	
	
	
	
	

	     New Employee Training
	
	X
	X
	X
	X

	     Dept.-Specific Training
	
	
	
	
	

	
	
	
	
	
	

	Project Updates (post to sharepoint site)
	Project Leads
	XXX
	XXX
	XXX
	XXX

	
	
	
	
	
	

	Annual Sustainability Report (on calendar year – Jan publish time)
	
	X
	
	
	

	Annual Sustainability Recognition (April – Earth Day)
	
	
	X
	
	


 Master Calendar Template

	
	
	Calendar Year

	Task
	Lead
	Q1
	Q2
	Q3
	Q4

	Planning
	
	
	
	
	

	Review and recommend modifications to short term goals
	
	
	
	
	

	Approve short term goals
	
	
	
	
	

	Identify and prioritize projects to meet those goals
	
	
	
	
	

	Recommend new projects (tie to budget cycle)
	
	
	
	
	

	Recommend project leads
	
	
	
	
	

	Approve project leads with authority and resources 
	
	
	
	
	

	Implementation
	
	
	
	
	

	Implement of projects
	
	
	
	
	

	Communication of goals and successes
	
	
	
	
	

	· Employee communication by top leadership about energy
	
	
	
	
	

	· Annual employee awareness (around Earth Day)
	
	
	
	
	

	Training 
	
	
	
	
	

	· Annual Employee Recognition 
	
	
	
	
	

	· New Employee Training
	
	
	
	
	

	· Facility and Dept.-Specific Training
	
	
	
	
	

	Review Documentation 
	
	
	
	
	

	Checking
	
	
	
	
	

	Project Updates (post to shared site)
	
	
	
	
	

	Check and track the progress of the projects (e.g. quarterly progress reports)
	
	
	
	
	

	Check and track progress toward goals (e.g. annual report)
	
	
	
	
	

	Check and improve your support systems ( systems audit)
	
	
	
	
	

	Strategic Review
	
	
	
	
	

	Review status and progress on improvement projects
	
	
	
	
	

	Review status and progress toward goals and overall energy effort
	
	
	
	
	

	Review of energy support systems
	
	
	
	
	

	Review of policy and long-term goals
	
	
	
	
	

	Other Reoccurring Tasks
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


