March 6, 2007


Bonneville Power Administration

 Documentation Requirements
For the Conservation Acquisition Agreement, Conservation Rate Credit and

Utility Self-Funded Measures Attributed to the High Water Mark

NOTE:  THE DOCUMENTATION REQUIREMENTS ARE UPDATED AS BPA’S REQUIREMENTS CHANGE OR MEASURES ARE ADDED TO THIS DOCUMENT.
Documentation must be retained by customers to support reimbursements and credits claimed, as well as for energy savings claimed for Utility Self-Funded measures.  Depending on the measure, all or some part of the information about the measure installed will be required to be entered into the PTR system.

The requirements below provide information only on selected measures.  The General Requirements section provides guidance on documentation requirements for custom projects and measures not listed in this document.  If you are unsure, please ask your Contracting Officer’s Technical Representative (COTR) for clarification.  

General Requirements for All Measures and Custom Sub-projects
· End-use consumer address/facility name, address, and telephone number 
· Contact name and phone number is required for commercial, industrial, and custom projects
· Unique identification number (e.g. address, meter number, etc.) for end-use consumers may be required

· Unique identifying PTR system-generated report number from the system report or invoice

· Supporting documentation for claimed administrative costs

Dates are required on documentation and vary by the measure and by program requirements (deemed or custom).  Below are generalized requirements for dates:

· For custom projects, the dates for equipment purchases must be after BPA’s approval of the M&V plan.

· The pre-measurement date must occur before installation and the post-measurement date after installation.

· For deemed measures, the purchase date must be after the execution date of the prevailing agreement (Exhibit B to the Subscription Contract for the CRC, and the execution date of the appropriate Standard Offer for the CAA); or October 1, 2006 for Utility Self-Funded, High Water Mark measures claimed.

· Inspection and verification dates must be after equipment installation and before the Report/Invoice date.

Water Heater Documentation
The following documentation is specifically required for water heaters:

· Manufacturer name

· Model Number

· Copy of purchase receipt/invoice

· Warranty period (unless claiming tank with no specified warranty period)

· Rated storage volume in gallons
Option for Documentation of Water Heater Warranty
Obtain from local vendors a list of manufacturers and model numbers that meet the warranty specifications and that are available in their store.  Compare manufacturer/model information from consumer with list before issuing reimbursement.  Include a copy of the list in each file.

Residential Appliance Documentation

· Manufacturer

· Model #

· Copy of purchase receipt/invoice

· Documentation detailing the specifications (e.g. energy factor) for the appliance claimed

The utility may require a copy of ENERGY STAR documentation or may elect to check the ENERGY STAR website to confirm the appliance meets ENERGY STAR requirements.  A copy of the page from the ENERGY STAR website listing the appliance model is sufficient for documentation, provided it details the specifications for the model claimed.

CFL Documentation

Documentation for CFLs reported through the C&ILO must adhere to the C&ILO documentation requirements.  The following is required for CFL measures claimed outside the C&ILO:

· Vendor invoice to utility with the number of bulbs purchased, type of bulbs purchased (i.e., ENERGY STAR) and wattage 

· The number of bulbs given out at each event (e.g., annual meeting, coupon program, etc.) 

· Alternate method of distribution (e.g., high bill complaints, over-the-counter, etc.)

For hard-to-reach or special opportunity segments, customers must submit a request to BPA and have that request approved prior to the start of the activity in order to receive the higher reimbursement rate.

ENERGY STAR Home Documentation
· A copy of the Certification Label provided by the State Certifying Organization (SCO) which includes the name of the certifier for each ENERGY STAR Home

· The primary heating system type

· Written note or drawings detailing locations of ducting for determination of the percentage of duct work in- or outside the conditioned space

Heat Pump Documentation
· Heat pump commissioning certificate or list from ECOS of installed heat pumps meeting program specifications
· ARI certificate or other documentation showing the HSPF and SEER rating

· Documentation of PTCS certification for heat pump technician
· Copy of the whole house heating and cooling load calculations 

· Balance point worksheet
· Vendor invoices

· Written note or drawings detailing locations of ducting for determination of the percentage of duct work in- or outside the conditioned space
· Square footage of home (if two reimbursements are claimed)

· Warranties

· Duct Sealing Documentation (if duct sealing is required)

Duct Sealing Documentation
· Copy of signed PTCS Duct Sealing certificate or a list from Ecos of completions meeting program specifications
· Documentation of PTCS certification for duct technician

· Vendor Invoice
Line Voltage Electronic Thermostats
· Statement noting that all thermostats (except those located in bathrooms) have been replaced

· Type of space heat

· Invoice for thermostats

· Model number(s) of thermostat(s)

Low Income Weatherization through State Agencies Documentation
· Agreement with agency if established

· Invoices for measures installed

· Documentation of the weatherization measures installed (e.g. sq. ft. of insulation, r-value, etc.)

· Accounting that shows the amount contributed and the amount spent on non-windows measures (to account for the dollar-for-dollar requirement)

Grocery Store Initiative
· Copy of budget authorization(s) provided to PECI 

· Copy of audit (if audited)

· Invoices for equipment installed in the facility

· Documentation, by facility, identifying specifications of measures installed (e.g. sq. ft. of insulation, r-value, etc.)

New Construction
· New construction projects are custom projects and the custom project documentation requirements apply.  BPA may develop more specific requirements for new construction projects.
· Documentation requirements for prescriptive new construction lighting projects are the same as the C&ILO.

C&ILO Documentation
The following must be submitted to BPA for each invoice or report:

· Wattage Reduction Sheet showing actual equipment installed

· Cut sheets for high performance equipment

The following must be retained in the files for each sub-project:

· Wattage Reduction Sheet

· Cut sheets for high performance equipment

· Equipment purchase orders/invoices

· Sub-contractor invoices

· Sub-project estimates and/or other related sub-project documents

· PCB ballast disposal (must meet environmental requirements)

The following should be in the files after completing the inspection:

· Wattage Reduction sheet showing validated counts and proper listing and labeling of equipment installed

· Corrected/completed Wattage Reduction Sheet

· Field notes from inspection (recommended)

Donations to NEEA 

· Proof of Payment made to NEEA

· Copy of NEEA’s Annual Report

� If the residence has a crawlspace then most likely 75% of the ducts are located outside of the conditioned space.  If the residence has a basement then most likely less than 75% of the ducts are located outside of the conditioned space.  An exception may exist in new home construction where crawl spaces may be heated.
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