Project Documentation 
Suggested documentation – core documents through project life

1. Hierarchical outline for the file structure (site map)

2. Historic documents

a. Site Data – Government generated

i. Site Data Package

ii. Audit Studies/Surveys
iii. Facility/building descriptions

iv. Model Inputs/Outputs
b. Initial Proposal (IP) approval notification 
c. IP document

i. ECM and Savings Descriptions

ii. M&V Baseline

iii. Management Plan

iv. Responsibility Matrix

v. Schedules

d. Notice of intent (NOI) to award 
e. Congressional notification letter 
f. DO RFP

i. Terms and Conditions

ii. Attachments

iii. SOW
g. Detailed energy survey (DES)/Phase II 
i. ECM and Savings Descriptions

ii. M&V Baseline

iii. Management Plan

iv. Responsibility Matrix
v. Acceptance (what is required for acceptance)

1. Performance Criteria

2. Performance Tests

vi. Annual Verification (How will this be performed)
1. Year 1 Requirements
a. System Performance Criteria

b. Energy Performance Tests
2. Year 1+N Requirements
a. System Performance Criteria

b. System Performance Tests

c. Energy Performance Criteria

d. d.   Energy Performance Tests
vii. Schedules

h. DO Selection document

i. Key communications 
i. Meeting Minutes

ii. Project Development Schedules

iii. Request to submit IP/Phase I
iv. Proposal Comments

v. Submittal Reviews
j. Price reasonableness determination

k. FEMP Services Agreements

i. SOW

ii. IAG/Work Order
l. Public Relations

i. Case Studies

ii. PowerPoint Presentations

iii. Press Releases 

iv. Photos
3. Contract documents

a. Cover page of the Delivery Order (DO)/Task Order (TO) Award /Standard Award Form??? DD 1155 or SF 33
b. Terms and Conditions

c. Final ESCO proposals incl. M&V plan

i. ECM and Savings Descriptions

ii. M&V Baseline

iii. Management Plan

iv. Responsibility Matrix
v. Acceptance/Annual Verification/Savings Reconciliation
vi. Schedules

d. DO schedulesDO denotes supplies and TO denotes services per FAR Part 2, therefore, both references could be used
e. Contract modifications

f. Payment records

4. Project Metrics (link to FEMPCentral database)

a. Agency

b. Location

c. Building Type

d. Project Title/Description

e. Status (e.g., costs incurred and milestones completed)
f. Contacts – FEMP team, agency/site, contractor
5. Submittals (as electronically available)

a. Design documentation (intent, plans, specifications, others???)

b. Manuals (e.g., O&M)

c. Training documents

6. Project Implementation
a. Detailed Installation Schedule

b. Installation Plan
c. Commissioning Plan

d. Acceptance Test Plan
e. Project Acceptance Checklist/Report 

f. Commissioning Report

g. Post-Installation M&V Report

h. 
i. 
7. Performance Period
a. Annual M&V reports
i. Year 1 thru N- Savings Calculations/Reconciliation
b. Baseline Adjustments

c. Post-install Data

d. R&R documents

e. O&M documents
