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Task 16: Documenting the EnMS

Date last modified/updated: ENTER DATE           	Internal audit: Click here to enter a date.
Who last modified/updated: ENTER NAME                 Management review: Click here to enter a date.

This part of the Navigator Playbook is completed when you have:

1. Ensured that your EnMS includes the documented information suggested by the guidance of the 50001 Ready Navigator for the processes implemented to this point. As you continued EnMS implementation, added the other suggested documented information.
2. Determined what additional documented information you needed to ensure the effectiveness of the EnMS and to demonstrate energy performance improvement.
3. Listed your EnMS documents, assigned document owners and document approvers, and defined the relevant document controls. Made document owners responsible for conformance with the controls for the documented information to be maintained (i.e. documents).
4. Listed your EnMS records, assigned record owners, and defined the relevant record controls. Made record owners responsible for conformance with the controls for documented information to be retained (i.e. records).
5. If your organization has existing processes for controlling documents and records, customized them as necessary to meet the documentation needs for your EnMS. If your organization has an existing records policy, made sure that the controls implemented for EnMS records are consistent with the requirements of that policy.




















EXAMPLE

1. Ensure that your EnMS includes the documented information suggested by the guidance of the 50001 Ready Navigator for the processes implemented to this point. As you continue EnMS implementation, add the other suggested documented information. 
Check existing documentation
	[bookmark: Check1]|X|
	We have included all suggested documentation
	We use the Playbook worksheets to ensure we document all EnMS decisions and processes.


2. Determine what additional documented information you need to ensure the effectiveness of the EnMS and to demonstrate energy performance improvement.
Determine any need for additional documented information 
	|X|
	We reviewed our documented information and considered any need for additional documentation.
	We conduct this activity monthly in team meetings where we discuss EnMS implementation status as a larger group.


3. List your EnMS documents, assign document owners and document approvers, and define the relevant document controls. Make document owners responsible for conformance with the controls for the documented information to be maintained (i.e. documents).
	|X|
	We have developed a table for managing the documented information for our EnMS
	See the documented information table just below.

	|X|
	The latest and only official version of our documented information is that on our computer server.
	Exception may include completed printed out paper forms such as operational control log forms or training attendance rosters. Once filled out, these become a record and the paper copy is kept on file. 





Documented Information Table

	What
	Type
	Owner
	Approver
	Playbook
Number
	Location	Comment by Michael Stowe: Fill out this column with the server/folder/file link for the playbooks and other documents for your computer set up at your SITE.

	Scope and 
Boundaries
	Playbook, 
Pictures
	Energy Team 
Leader
	Director of Public
Works
	3
	ADD

	Energy Policy
	Playbook,
Letter of
Memorandum            
	Energy Team 
Leader
	Director of Public
Works
	5
	ADD

	Objectives and
Energy Targets
	Playbook,
O&ET Worksheets
	Energy Team 
Leader
	Director of Public
Works
	12
	ADD

	Action Plans
	Playbook,
Action Plan 
Template
	REMs,
DPW Staff
	Energy Team 
Leader
	13
	ADD

	Methods and criteria 
used to develop the 
energy review and its 
results
	Playbook,
Spreadsheets,
Energy Mapping
Template,
Reports
	REMs,
DPW Staff
	Energy Team 
Leader
	8
	ADD

	Running list of energy
improvement
opportunities
	Playbook,
Spreadsheets,
Energy Mapping
Template,
Action Plans
	REMs,
DPW Staff
	Energy Team 
Leader
	10
	ADD

	Method for 
determining and
updating EnPIs
	Playbook
	REMs,
DPW Staff
	Energy Team 
Leader
	11
	ADD

	EnPI Values
	Playbook,
Spreadsheets,
Energy Mapping
Template,

	Energy Team 
Leader
	Director of Public
Works
	11
	ADD

	EnBs,
Relevant Variables,
Updates to EnBs
	Playbook,
Spreadsheets,
Energy Mapping
Template,

	REMs,
DPW Staff
	Energy Team 
Leader
	11
	ADD

	Collected Data:
· Relevant Variables
for SEUs & site
· Energy use for SEUs
· Energy use for site
· Operational criteria
for SEUs
· Static factors
· Data required for
Action Plans
· Results of monitoring
And measuring
	Playbooks,
Energy Footprint Tool,
Energy Mapping
Template,
Spreadsheets,
Forms,
Action Plan
Template
	REMs,
DPW Staff,
Contractors
	Energy Team 
Leader
	8,
9,
11,
13,
17,
20,
21

	ADD

	Energy performance 
improvement values
	Playbooks,
Energy Footprint Tool,
EnPI Lite online,
SEnPI Excel Tool,
Spreadsheets
	Energy Team 
Leader
	Director of Public
Works
	8,
21
	

	Calibration Records
For Data Collection 
Meters & Gauges
	Playbooks,
Sticker,
Form, 
Spreadsheet
	REMs,
DPW Staff, Contractors
	Energy Team 
Leader
	8, 
20,
21
	ADD

	Evidence of
Competence
	Playbook,
Training
Attendance Rosters,
Training Completion
Certificates, 
Certified Credentials,
Spreadsheets
	REMs,
DPW Staff, Contractors
	Energy Team 
Leader
	14
	ADD

	Comments and
Suggestions to
Improve the EnMS
	Playbook,
Forms,
Spreadsheets
	REMs,
DPW Staff, Contractors
	Energy Team 
Leader
	15
	ADD

	Documents to show 
that operational 
controls are in place
	Playbook,
Log sheets,
Forms,
Building automation
system output,
SOPs,
PM Schedules,
Spreadsheets, etc.
	REMs,
DPW Staff, Contractors
	Energy Team 
Leader
	17
	ADD

	Design activities 
related to energy
performance
	Playbook,
Letters & Forms, 
Drawings & Specs
Project records
Meeting minutes
	REMs,
DPW Staff, Contractors
	Energy Team 
Leader
	18
	ADD

	Information on the
investigations and
responses to significant deviations in energy
performance
	Playbooks,
Reports,
Corrective Action Log, 
Spreadsheets
	REMs,
DPW Staff, Contractors
	Energy Team 
Leader
	20, 
21,
24
	ADD

	Results of the 
evaluation of 
compliance with legal
and other
requirements and
any actions taken
	Playbooks,
Reports,
Corrective Action Log, 
Spreadsheets
	REMs,
DPW Staff, Contractors
	Energy Team 
Leader
	2,
24
	ADD

	Evidence of the 
implementation of the 
internal audit program, including results
	Playbooks,
Audit Reports,
Corrective Action Log, 
Spreadsheets
	Energy Team 
Leader
	Director of Public
Works
	22,
24
	ADD

	Management Review
	Playbook,
Meeting Agendas,
Meeting Minutes
	Energy Team 
Leader
	Director of Public
Works
	23
	ADD

	Nonconformities and 
corrective action
	Playbook,
Corrective Action Log
Corrective Action form
	Energy Team 
Leader
	Director of Public
Works
	22,
25
	ADD

	
	
	
	
	
		Comment by Michael Stowe: Add other items to suit your SITE.

	
	
	
	
	
	

	
	
	
	
	
	

















	Comment by Michael Stowe: If you have an existing document control system that you can piggy-back on with 50001 documented information, please use this. If not, you would need to create a simple system for tracking your EnMS documented information (playbooks, forms, records, etc.)

Once you decide, please update the “TBDs” to the left.
4. If your organization has existing processes for controlling documents and records, customize them as necessary to meet the documentation needs for your EnMS. If your organization has an existing records policy, make sure that the controls implemented for EnMS records are consistent with the requirements of that policy.
Customizing existing processes
	|X|
	We have determined whether we have existing processes for controlling documents and records, and customized them as necessary for our EnMS
	421209-3023200TBD
	|X|
	We have determined whether we have an existing records policy, and ensured that our EnMS records control is consistent with our policy
	TBD 


Top Management Review
	|_|
	Date reviewed:
	Click here to enter a date.
	|_|
	Who reviewed?
	Click here to enter text.


Comments
Click here to enter text.



	Document Owner:
	Enter NAME / TITLE of Owner
	

	Change Date:
	Change Description:
	Approval:

	Enter Issue Date
	Initial draft issue for review
	Owner Initials
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