SOP Template: Guidelines for Energy Audits and
Inspection Routines

This SOP provides comprehensive guidelines for energy audits and inspection routines, detailing systematic
procedures to assess energy consumption, identify inefficiencies, and recommend improvements. It covers planning and
scheduling audits, data collection methods, inspection checklist development, analysis of findings, reporting standards,
and follow-up actions to enhance energy efficiency and reduce operational costs.

1. Purpose

To establish standardized procedures for conducting energy audits and routine inspections aimed at enhancing energy
efficiency and reducing operational expenses.

2. Scope

This SOP applies to all facilities, departments, and personnel involved in energy management and audit activities.

3. Responsibilities

¢ Energy Manager: Oversees audit process, ensures compliance, and implements recommendations.
¢ Audit Team: Conducts audits, inspections, data collection, and reports findings.
¢ Facility Staff: Provides access to areas, assists with data, and implements corrective actions.

4. Procedure

1. Planning and Scheduling
o Define audit objectives and scope.
o Prepare audit schedule and inform relevant stakeholders.

2. Pre-Audit Preparation
o Gather baseline energy consumption data (utility bills, past audits, equipment inventory).
o Develop or review site-specific inspection checklists.

3. Data Collection Methods
o Perform site inspections of buildings, systems, and equipment.
o Use tools such as meters, data loggers, and thermal cameras.
o Interview facility staff for operational insights.

4. Inspection Checklist Development
o Create checklists based on relevant standards and equipment types (HVAC, lighting, motors, insulation, etc.).

5. Analysis of Findings
o Compare measured consumption to industry benchmarks.
o Identify patterns/trends and root causes of inefficiencies.

6. Reporting Standards
o Document findings, inefficiencies, and recommended improvements.
o Prioritize recommendations based on potential savings and feasibility.
o Use standardized report templates (see below).

7. Follow-Up Actions
o Assign corrective actions and set deadlines.
o Monitor implementation and effectiveness of recommendations.
o Schedule re-inspection/audit as needed.

5. Sample Energy Audit Checklist (Excerpt)

Item Status Notes

Lighting System & Satisfactory 4" Needs Improvement



HVAC Maintenance 4" Satisfactory 8™ Needs Improvement

Insulation Integrity 4" Satisfactory 8~ Needs Improvement
Motor Efficiency a” Satisfactory 8~ Needs Improvement
System Controls (Timers/Sensors) 4" Satisfactory 8 Needs Improvement

6. Documentation and Records

¢ Store all audit reports, checklists, and follow-up actions electronically for at least 3 years.
¢ Ensure accessibility for authorized personnel and auditors.

7. Revision and Review

¢ Review this SOP annually or after any major audit cycle.
¢ Update procedures based on lessons learned and technological advancements.

Note: This template provides a general framework. Adapt procedures and checklists to meet your organization's
specific needs and compliance requirements.
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