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Commercial and Industrial Lighting Offer 
Existing Facility Inspection Tips

1. Take pictures - When you are back in the office finishing the paperwork, it's helpful to have pictures to refer back to.

2. Don't assume customer invoices are accurate - While in the field, it is not unusual for installers to make changes to the original order: i.e., need to increase or decrease lights. They often take extra ballasts, lamps, fixtures, etc. in their trucks.  These changes made in the field do not always make it back to the office staff preparing the invoice.  By the time the job is complete, it's possible to have original drop-down numbers, invoice numbers and post inspection numbers that are all different.

3. Be very specific with the "Locations" on the drop-down – The temptation is to consolidate, but this can lead to mistakes. Using more line items in the drop-down with specific location descriptions increases the chances that BPA inspectors will come up with the same count as you.  It also makes it easier to discuss the job with customers or contractors after you have left the job site.

4. Communication (maybe even an Agreement) with Contractor regarding program processes - It's important that the contractors understand the program requirements and processes. If possible, have a meeting with the contractor to discuss the program in detail. Build a good working relationship with your contractors.

5. Have the customer contact responsible for the project accompany you - It's extremely helpful if the customer responsible for the project can be available to answer questions, open doors, etc. They "know where all the lights are".

6. Ask contractors for cut sheets, and have them circle important information – This includes model numbers, power factors, lumen output, etc. (if you are not very familiar with reading cut sheets).

7. Request that contractors put model numbers on invoices – Avoid too general descriptions such as "High-efficiency T-8 Relamps" (too generic).
8. Review paperwork (wattage-reduction spreadsheets and invoices) before beginning your inspection - Get familiar with what you are looking for. After the inspection when you're back at the office, it's easy to find a line item on the audit drop-down that you forgot to look for during your inspection.

9. Field notes sheet – This will help ensure that you collect all of the information on the first trip that you need to complete the files.

10. Troubleshooting -
Common Problems Found

· Miscounts of fixtures

· Mislabeling of the types of fixtures installed

· Mislabeling of the locations of fixtures installed

· Summation errors

Other Things that Happen

· Owners make changes to lights after utility inspection & before BPA oversight visit

· Invoices do not show all lights installed as part of the job

Summary:  Tips for a Better Lighting Program

· Inspect the jobs and count the fixtures

· Work closely with the vendors and oversee their work at all stages of the job

· Visit facility during installation to verify equipment being installed

· Use drawings of facilities to mark installations

· Take before & after pictures of large jobs

· Break large jobs into smaller sections

· Use counter & electronic ballast detection device

· Take field notes during inspections to use during oversight visits
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