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Tenant Information Request Template


[Owner/Property Management Representative: This template is intended to help Property Owners and Managers gather the information required to benchmark their building in ENERGY STAR® Portfolio Manager for compliance with the Montgomery County Benchmarking Law (2-14). The use of this form is optional; DEP is providing it to building owners and property managers only as a convenience. However, collecting the information listed on this form (as applicable) is required. This form is provided as a Word document so that an owner or manager can delete non-relevant content – such as this highlighted section – and insert their own content or letterhead if so desired.] 

[This contact information table below and highlighted information on the next page should be completed by the Owner/Property Manager before sending to each tenant.]

	REQUESTOR CONTACT INFORMATION

	Facility Name:


	Montgomery County Building ID(s):


	Date:


	REQUESTOR CONTACT INFORMATION

	Contact Person:
	Company:

	Phone:
	Email:

	Address:
	Unit #
	City
	State
	Zip

	TENANT CONTACT INFORMATION

	Contact Person:
	Company:

	Phone:
	Email:

	Address:
	Unit #
	City
	State
	Zip



Dear Tenant:

The Montgomery County Department of Environmental Protection (DEP) has implemented a new law to monitor and disclose the energy consumption of large commercial buildings in order to promote greater efficiency and savings. We are required to annually benchmark our energy consumption of our buildings, using data from the previous calendar year, and report the results, on a whole-building/aggregated level, to DEP. 

In order to comply with the law and get the most accurate results, we need to collect some basic utility and space use information from our tenants. The County Benchmarking Law (2-14) requires that this request be made no later than March 31 of the compliance year and that non-residential tenants provide requesting building owners with accurate and timely information within thirty (30) days of receiving a request such as this. 

Please fill out and return this form within thirty (30) days of receiving it, making sure you complete all sections where the box is checked in section A (space use information), and complete and sign Section B (Utility Account Information Data Release Form).

As an alternative to completing Section B, tenants may submit all energy utility bills for the previous calendar year (January 1 – December 31) along with Section A of this form to the requestor. See DEP’s Benchmarking website for more information on how to obtain these data from your utility.

We appreciate your compliance with this information request. Please note that no financial information is being collected by DEP. All information you provide will be used solely for completion of the necessary benchmarking documentation. Data will be disclosed to DEP and the public on a whole-building/aggregated level. 

For more information, please visit DEP’s Benchmarking website at http://montgomerycountymd.gov/DEP/Energy/benchmarking.html. 


Please return the completed form within thirty (30) days of receipt to:	
[Insert appropriate building owner contact information for mode of delivery – physical address for hard copies, email for digital]

For questions regarding this form, please contact 
[Insert owner or property management representative contact information]	
				                                                          
I, [Requestor Name], certify that the request for non-residential tenant information form was delivered via [postal service/email/other] to [Tenant Name] on [Date Delivered].



_________________________________________________________________________________
[Requestor Signature, Title, and Affiliation]


_________________________________________________________________________________
[Tenant Signature, Title, and Affiliation]




Montgomery County Energy Benchmarking Document
Form T1
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Section A: Space Use Information


· [Owner/Property Management Representative: Below are space types and associated required and optional data for your tenant to complete. Please check the appropriate box or boxes for the space type(s) of the tenant before sending to your tenant. You may delete space types and sections that are not relevant for your tenant. For simplicity, we have grouped space types that require the same data together. Property use types that generally are not tenants in mixed-use buildings, such as hospitals, have been removed. Consult EPA ENERGY STAR’s Data Collection Worksheet for a full list of use types and required/optional data fields.] 
· Tenant: Please complete the checked sections in this document and contact your building owner or property management representative with any questions you may have.

Space Use Types and Required and Optional Information Requested

|_| Office or
|_| Financial Office or
|_| Medical Office or
|_| Bank Branch or
|_| Courthouse
Required Fields:
	Gross Floor Area (square feet):
	

	Weekly Operating Hours
	

	Number of Workers on Main Shift
	

	Number of Personal Computers
	

	Percent of Floor Area that is Air Conditioned
(50% or more, Less than 50%, or none)   
	

	Percent of Floor Area that is Heated
(50% or more, Less than 50%, or none)   
	


 

|_| Data Center
Required Fields:
	Gross Floor Area (square feet):
	

	IT Energy Configuration
Select one from:
	· Uninterruptible Power Supply (UPS) Meter supports only IT Equipment. (Preferred)
· UPS Meter includes non-IT load of 10% or less.
· UPS Meter includes non-IT load greater than 10%.  Non-IT load is sub-metered.
· UPS Meter includes non-IT load greater than 10%.  Non-IT load is not sub-metered.
· Facility has no UPS Meter.


IT Energy Data – 12 months of measured energy consumption data is required from either the UPS or PDU Meter, depending on IT Energy Configuration. This is entered as an additional meter in Portfolio Manager.
	Meter Type (select 1): UPS Output or PDU Input

	Month Start Date
	Month End Date
	kWh

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc378259966][bookmark: _Toc378260069]Optional Fields:
	UPS System Redundancy 
(N, N+1, N+2, 2N, greater than 2N, none of the above)
	

	Cooling System Redundancy 
(N, N+1, N+2, 2N, greater than 2N, none of the above)
	




|_| Hotel
[bookmark: _Toc378259963][bookmark: _Toc378260066]Required Fields:
	Gross Floor Area (square feet):
	

	Number of Rooms
	

	Number of Workers on Main Shift
	

	Number of Commercial Refrigeration/Freezer Units   
	

	On-site Cooking – Yes or No?
	

	Percent of Floor Area that is Air Conditioned
(in 10% increments)   
	

	Percent of Floor Area that is Heated
(in 10% increments)   
	





Optional Fields:
	Hours Per Day Guests are On-Site
	

	Number of Guest Meals Served
	

	Square Footage of Full-service Spas
	

	Square Footage of Gym/Fitness Center
	

	Laundry Processed at Site
	· No laundry facility
· Linens only (e.g., bed/table linens)
· Terry only (e.g., towels, bathrobes)
· Both linens and terry

	Annual Quantity of Laundry Processed On-Site
	

	Average Occupancy (%)
	




|_| K-12 School
[bookmark: _Toc378259968][bookmark: _Toc378260071]Required Fields:
	Gross Floor Area (square feet):
	

	Number of Personal Computers
	

	Number of Walk-in Refrigeration/Freezer Units   
	

	High School – Yes or No?
	

	Open Weekends – Yes or No?
	

	On-site Cooking – Yes or No?
	

	Percent of Floor Area that is Air Conditioned
(in 10% increments)   
	

	Percent of Floor Area that is Heated
(in 10% increments)   
	



Optional Fields:
	School District
	

	Months of use
	




|_| Retail Store
[bookmark: _Toc378259969][bookmark: _Toc378260072]Required Fields:
	Gross Floor Area (square feet):
	

	Weekly Operating Hours
	

	Number of Workers on Main Shift
	

	Number of Personal Computers
	

	Number of Cash Registers
	

	Number of Walk-in Refrigeration/Freezer Units   
	

	Number of Open & Closed Refrigeration/Freezer Cases
	

	Percent of Floor Area that is Air Conditioned
(in 10% increments)   
	

	Percent of Floor Area that is Heated
(in 10% increments)   
	

	Exterior Entrance to the Public – Yes or No?
	




|_| Residence Hall / Dormitory 
Required Fields:
	Gross Floor Area (square feet):
	

	Number of Rooms
	

	Percent of Floor Area that is Air Conditioned
(in 10% increments)   
	

	Percent of Floor Area that is Heated
(in 10% increments)   
	

	Computer Lab On-Site – Yes or No?
	

	Dining Hall On-Site – Yes or No?
	




|_| Supermarket/Grocery Store or
|_| Wholesale Club/Supercenter
Required Fields:
	Gross Floor Area (square feet):
	

	Weekly Operating Hours
	

	Number of Workers on Main Shift
	

	On-site Cooking – Yes or No?
	

	Number of Walk-in Refrigeration/Freezer Units   
	

	Percent of Floor Area that is Air Conditioned
(in 10% increments)   
	

	Percent of Floor Area that is Heated
(in 10% increments)   
	

	Number of Open & Closed Refrigeration/Freezer Cases
	

	Number of Registers and/or Personal Computers
	




|_| Senior Care Community
Required Fields:
	Gross Floor Area (square feet):
	

	Number of Units
	

	Average Number of Residents
	

	Total Resident Capacity
	

	Number of Workers on the Main Shift
	

	Number of Computers Owned by the Community 
(not including Computers Owned by Residents)
	

	Number of Commercial Refrigeration/Freezer Units   
	

	Number of Commercial Washing Machines
	

	Number of Residential Washing Machines
	

	Number of Residential Electronic Lift Systems
	

	Percent of Floor Area that is Air Conditioned
(in 10% increments)   
	

	Percent of Floor Area that is Heated
(in 10% increments)   
	




|_| Non-refrigerated Warehouse / Distribution Center
Required Fields:
	Gross Floor Area (square feet):
	

	Weekly Operating Hours
	

	Number of Workers on Main Shift
	

	Number of Walk-in Refrigeration/Freezer Units   
	

	Percent of Floor Area that is Air Conditioned
(in 10% increments)   
	

	Percent of Floor Area that is Heated
(in 10% increments)   
	





|_| Refrigerated Warehouse
Required Fields:
	Gross Floor Area (square feet):
	

	Weekly Operating Hours
	

	Number of Workers on Main Shift
	




|_| Worship Facility
Required Fields:
	Gross Floor Area (square feet):
	

	Maximum seating capacity
	

	Number of Weekdays of Operation
	

	Hours of Operation per Week
	

	Number of Personal Computers
	

	Presence of Cooking Facilities – Yes or No?
	

	Number of Commercial Refrigeration/Freezer Units   
	




|_| Other      
Required Fields:
	Gross Floor Area (square feet):
	

	Weekly Operating Hours
	

	Number of Workers on Main Shift
	

	Number of Personal Computers
	






	Utility Account Information Data Release Form
Building Owners/Managers: complete sections with yellow-highlighting below
Tenants: complete all other sections, sign and return to requestor
[bookmark: _GoBack]
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	REQUESTOR INFORMATION 
(To be completed by Building Owner/Manager)

	Contact Person:
	Company:

	Phone:
	Fax:
	Email:

	Address:
	MBID # 

	Unit #
	City
	State
	Zip

	TIME PERIOD REQUESTED 
(To be completed by Building Owner/Manager)

	From (MM/YYYY):
	To (MM/YYYY):

	TENANT CONTACT INFORMATION

	Contact Person:
	Company:

	Phone:
	Fax:
	Email:

	Address / Physical Location of Utility Meter(s):
	Unit #
	City
	MD
	Zip

	Billing Address:
	Unit #
	City
	MD
	Zip

	ELECTRICITY

	Name as listed on bill:
	Name of Electric 
Supplier:  

	Account Number(s):

	NATURAL GAS

	Name as listed on bill:
	Name of Natural Gas 
Supplier:  

	Account Number(s):

	OTHER ENERGY UTILITY (I.E., FUEL OIL, STEAM)

	Name as listed on bill:
	Name of Supplier:

	Type of Utility:
	Account Number(s):

	AUTHORIZATION TO REVIEW UTILITY ACCOUNT HISTORY

	I hereby authorize the above named requestor and/or their designated representatives to obtain records on demand documenting monthly consumption of energy or water for the accounts listed above. I authorize release of records for the time period indicated above plus up to one year after today’s date. Such data will be used only for purpose of complying with the Montgomery County Benchmarking Law (2-14) and improving the energy efficiency of the building.

	Signature:
	Date:
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