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EEO PROGRAM INSTRUCTOR LED TRAINING OVERVIEW 

DESCRIPTION 

The EEO Program Instructor Led Sales Training is designed to teach contractors and distributors to go from transactional 
sales to value based selling in the context of the energy market. 

The course takes place over three days. The first day is presented by Mark Jewell.  The curriculum for the second and third 
days is what is covered by this manual. 

PREREQUISITES 

Students should have received the EEO Toolset and access to the online training four weeks prior to this instructor led 
training.  Of the online training, only the EEO Toolset training is required as a prerequisite of this course.  However, there 
are no checks in place that makes it mandatory that they complete the training before they register for the classroom 
training.  You cannot be certain that they have completed it prior to coming to the ILT. The online training includes: 

• Basic HVAC experience 
• EEO Technical Training – videos that show and describe the EEMs included (or that will be included) in the 

EEO Toolset. 
• EEO Toolset Tutorial – a getting started, walk-though of the EEO Toolset.  It includes data entry exercises. 
• EEO Sales Online – an interactive, online version of this course. 

SESSION DESCRIPTIONS 

INTRODUCTION TO THE PROGRAM   

This session is about the requirements of certification, and the Foundational Messages: Iteration, Discretionary Selling and 
Keep It Simple. 

MATERIALS AND TECHNOLOGY SETUP 

This session is for setting up internet connections, etc and for introducing the materials that the learners will use during the 
course. 

ROADMAP/EEO PHASES OVERVIEW  
 
This session gives an overview of the phases of the EEO 
Program and introduces the roadmap which is a visual 
representation of where you are in the course. 
 

 

 



ENERGY TRENDS 

The Energy Trends session gives an overview of how the cost and management of energy are influencing the energy 
market. 

BEYOND ENERGY/THE BUSINESS CASE FOR ENERGY SELLING 

The Beyond Energy/The Business Case for Energy Selling session is intended to get the learner to think about how changes 
in the energy market provide opportunities for selling energy projects and sets the context for moving from transactional 
sales to value based selling. 

PROSPECTING 

The Prospecting session covers qualifying and prioritizing potential projects, and looks at the Project Opportunity Rating in 
the EEO Toolset. 

ASSESSMENT PART 1 

The Assessment Part 1 session contains a role playing activity with two meetings (interviews) based on a provided customer 
profile.  It is intended to give the learner some practice with using value based selling techniques. 

ASSESSMENT PART 2 

The Assessment Part 2 session is a look at utility cost and savings analysis.  Learners will get an overview of available online 
tools they can use to find energy savings for their customer. 

MODELING 

The Modeling session has several activities designed to assist the learner in organizing their information, choosing EEMs, 
and practicing scope, cost and savings analysis based on the provided customer profile. 

PROPOSAL AND PRESENTATIONS 

During the Proposal session, the learners will create a one page proposal using a proposal template and the information 
they have gathered about the customer during the prospecting, assessment and modeling phases. 

PRESENTATIONS 

Learners will give a presentation of their project proposal to the class.  The class will act as the customer and give critique 
based on guidelines given during the session.  The instructor may give additional critique. 

Note: The Proposal and Presentation sessions are actually two sessions on the agenda.  However, the lesson plan is one 
section of this manual. 

CERTIFICATION EXAM 

The last part of the third day of this course is reserved for taking the certification exam.  It should take two hours or less to 
complete. 
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SURVEYS 

The learners will be asked to complete two surveys, one for Mark’s Jewell’s presentation on the first day, and one for the 
remaining two days of the course. 

MATERIALS 

The following things should be available to you and your learners.  It would be a good idea to become familiar with the 
materials your students will be using as well as your own.  

STUDENT MATERIALS 

The following is a list of all materials that the student will use during for the course, its location, and when to give materials 
to students: 

Item Location When to Distribute/Reference 
On or Near Desk Day 2 
Student Binder printed by assistant or printing company day 2: on desk 
Agenda printed from spreadsheet in instructor 

materials 
day 2: in student binder side pocket 

Internet connection handout provided by training facility day 2: in student binder side pocket  
Flash drive data located on SharePoint drive; assistant 

will copy to drives. 
day 2: in student binder or set beside it 

One large easel pad per group provided by training facility day 2: next to group tables 
One set of markers per group provided by training facility day 2: on group tables 
Pipe cleaners, three for each person.  
This is to keep their hands busy while you 
are lecturing.  It assists the brain with 
retention. 

Bring these with you.  Likely not going to be 
provided by the training facility.  It would be 
great if they were various colors of green to 
go with the color scheme of the logo. 

day 2: on group tables 

Session Specific Materials 
Assess Yourself Worksheet in student binder Beyond Energy/Business Case 
EEO Toolset previously distributed to learners Prospecting, Modeling 
Customer Profile Part 1 handout printed by assistant or printing company Assessment Part 1 
Sadie Gada Persona handout printed by assistant or printing company Assessment Part 1: Meeting 1 
John Smith Persona handout printed by assistant or printing company Assessment Part 1: Meeting 2 
Observer handout printed by assistant or printing company Assessment Part 1: both meetings 
Assigned role for each table handout must be created by you when you have a class 

list 
Assessment Part 1 

Customer Profile Part 2 handout printed by assistant or printing company Assessment Part 2 
EPA Portfolio Manager flash drive: bookmarks Assessment Part 2 
Benchmarking Toolkit flash drive: bookmarks Assessment Part 2 
Minnesota Rate Book flash drive: reference documents Assessment Part 2 
EEM Spreadsheet flash drive: reference documents Modeling 
Modeling handout printed by assistant or printing company Modeling 
EEM in the EEO Toolset handout printed by assistant or printing company Modeling 
Learner notes notes pages provided in student binder Modeling 
Mark Jewell’s spreadsheet provided by Mark Jewell, presented on day 1 Modeling 
DSIRE website flash drive: bookmarks Modeling 
Energy Star, Honeywell and other 
calculators 

flash drive: bookmarks Modeling 

One Page Proposal Template flash drive – reference documents Proposal 
Proposal Guidelines student binder Proposal 
Proposal Self-Evaluation Rubric student binder Proposal 
Example of One Page Proposal student binder Proposal 
large easel pad and markers  near group tables Modeling/Presentation 

 



INSTRUCTOR MATERIALS 

The following is a list of all materials that you, the instructor will use during the course and its location: 

Agenda This is an excel spreadsheet which can be used for creating 
an agenda for each scheduled course.  Changing the amount 
of time in the Minutes column automatically changes the 
time that the session will begin. 

PowerPoint Presentations Located on the SharePoint drive for download. Each file 
required for each session is listed in lesson plan. 

EEO Toolset You should have the same version that was distributed to 
students.  This is managed by Jerry Borchardt. 

Stack Ranking Spreadsheet Located on the SharePoint drive for download. 
EEM Spreadsheet Located on the SharePoint drive for download. 
A copy of the student binder Have one of these printed for yourself so you can see what 

the students are looking at and so you can call out page 
numbers. 

Flash drive Data located on SharePoint drive. Will be put on drive for 
students but you may want to create one for yourself prior 
to class. 

All of the learner handouts printed and set nearby. Printed by assistant or printing company 
(Optional) An EPA Portfolio Manager account  You should be familiar with this tool. 
Benchmarking Toolkit knowledge You should be familiar with this tool. 
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HOW TO USE THIS MANUAL 

The manual contains lesson plans for each of the session described above.  The same content contained here is also in the 
notes section of the PowerPoint presentation. In fact, they are the source documents for this manual and should be 
maintained as such.  (Similarly, the online version of this course has the same script in the notes section of the screen.) 

AUDIENCE 

The manual is designed to assist trainers who are not necessarily trained in adult learning principles or classroom 
management, but are perhaps energy experts or speakers. It has also been designed for the classroom trainer who does not 
have energy market knowledge.  Therefore, it is written with explicit instructions and scripting.   

THE LESSON PLAN STRUCTURE 

The lesson plan contains a table with three columns.  The first column contains the slide number.  The second column 
contains an image of the slide.   The third column contains the notes or the script for the slide.  

THE TITLE SLIDE 

The title slide (typically Slide 1) contains the expected session timing, materials list and preparation steps.  It also contains 
general instructions for the session including discussion guidelines and activity descriptions. See the example below: 

Slide 1 

 

Session Title: Beyond Energy/ The Business Case for 
Energy Selling Session 

Target Audience: EEO Attendees 

Time Allotted: 35 minutes; 15 minute lecture + 15 minutes 
for writing + 5 minutes discussion (optional) 

Materials 
• Beyond Energy/The Business Case for Energy Selling 

PPTX  - file: 
5_beyond_energy_business_case_selling.pptx 

• Assess Yourself worksheet in student manual. 

Preparation  
1. Open Beyond Energy/The Business Case of Energy 

Selling PPTX. 
2. Make sure that it is viewable on the overhead 

projector. 

General Instructions 

Discussion 

Encourage some brief discussion during lecture.  Ask 
questions of the class that make connections with what 
the learners have already experienced.  When lecture is 
over, allow a couple of minutes for questions. 



Activity: Assess Yourself 

Relevance. The activity is intended to place the learner’s 
business in the context of their energy market.  The goal of 
the activity is to identify their market as it relates to their 
business’s capacity, capability, and motivation.  It will… 

Note: If you edit the agenda or the timings for the lessons here, don’t forget that they need to match on the agenda 
handout. 

 THE RATIONALE SLIDE 

Each lesson contains a rationale slide which is meant to address the “What’s In It For Me?” question of adult learning.  It 
states the reason that you are doing the lesson/activity and how that will affect their performance.  This should be stated 
out loud without discussion. You are setting the stage for what happens next. See the example below: 

Slide 2 

 

DO 
State the rationale. 
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THE LEARNING OBJECTIVES SLIDE 

Each lesson contains a learning objectives slide. This sets up what the learner can expect to be able to do by the end of the 
lesson.  Lesson objectives are behavioral and measureable.  Use them to gauge whether or not your learners performing 
the behaviors during the lesson and adjust accordingly. 

Slide 3 

 

DO 
State the learning objectives. 

 

 

SECTION SLIDES 
 
Section slides have no script.  They are visual prompts for 
content organization. 

 

 

  



 

THE LESSON PLAN SCRIPT 

The lesson plan script contains what you should say and do as well as classroom management techniques and tips. 

SAY AND DO 

Each lesson has prompts such as SAY and DO.   

The prompt SAY is a visual cue that you are going to either  

a) give the content of the lecture, or  
b) give instructions to the learners. 

The prompt DO is a visual cue that you are going to be doing something with materials, modeling the expected behavior 
(See Classroom Management Prompts), or you are being asked to state something such as the rationale, or give a page 
number. 

CLASSROOM MANAGEMENT PROMPTS 

(Classroom management techniques and tips are italicized and in parenthesis.  They look like this.)   

You will see the prompt (Check for understanding.) many times as it is very important that learners know what they are 
supposed to do before they are released to do individual or group work. 

The (Model expected behavior.) prompt is intended to remind you to perform an example of what learners should be doing 
in front of the class so that instructions are clear.  SAY and DO prompts are usually nearby in the script. 
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LESSON PLANS 

Lesson plans begin here. 

BREAKFAST/AGENDA/EMAIL AND CELL PHONE USE 

Breakfast will be served each day of the course.  You will also be taking about ten minutes to go over the agenda. If you 
haven’t done so on the first day, tell learners where the bathrooms are and ask that they refrain from using their cell 
phones and answering email during class. 

. 
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INTRODUCTION TO THE PROGRAM 

Slide 1 

 

Session Title: Program Introduction 

Target Audience: EEO Attendees 

Time Allotted: 15 minutes; lecture only 

Materials 
• The EEO Program Introduction PPTX 

file: 1_intro_program.pptx 

Preparation  

1. Make sure that the PPTX is viewable on the overhead 
projector. 

General Instructions 

Discussion 

When lecture is over, allow a couple of minutes for 
questions, but not for too long. This is a brief introduction. 

Activity 
None. 

Slide 2 

 

DO 
State the rationale. 



Slide 3 

 

DO 
Read the learning objectives. 

Slide 4 

 

SAY 
Welcome to the Energy and Environmental 
Optimization Program Training. 

The Energy and Environmental Optimization (EEO) 
Program is a Contractor Program that enables you to 
more effectively win energy project work. 

Training for each phase of the EEO Lifecycle, the 
EEO Toolset and support backed by the power of 
Honeywell's brands will facilitate a process that 
balances both financial and non-financial needs of 
building owners and end-users. 

Slide 5 
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Slide 6 

 

SAY 
The EEO Program path requires that you have some 
prerequisite HVAC knowledge, some basic energy 
knowledge, and some experience in the field.  After you 
have paid your sign up fee, you will take the EEO Technical 
Online training, the EEO Toolset Online training, the EEO 
Sales online training, this EEO Sales Instructor Led Trainng, 
and then take a certification exam.  Out of all of these 
steps, the completion of the starred items is required for 
certification. 

Slide 7 

 

 

Slide 8 

 

SAY 
Before we start talking about the EEO Phases, there are 
three key concepts that we will be keeping in mind during 
the entire certification path.  They are: Iteration, 
Discretionary Selling Techniques and Keep It Simple. These 
are the foundation of a successful EEO program and can 
help you maintain focus as you work through your Energy 
projects. 



Slide 9 

 

SAY 
You should not go in to a facility for the first time and 
immediately dive in without a high level view. There are 
numerous times during the course of the development 
process where you’ll have to go through another, more 
detailed iteration of one item or another before you zero 
in on the final bundle of energy efficiency measures. 
While this iteration is necessary, it’s important to plan 
ahead, spending only enough time to effectively get to the 
next level of detail, but minimizing the number of site 
visits and other information collection steps. 

Slide 
10 

 

SAY 
In a transactional sale, the customer has already made the 
decision to buy something, and the contractor is 
responding to that request. It could be a plan-and-spec 
project, design/build or other buying process but in any 
case the buyer needs something. 

Slide 
11 

 

SAY 
In the case of a value-based sale, the customer doesn’t 
have to do anything, but will see benefit from the project. 
To do something or not is a discretionary choice, not a 
necessity. You are going to look for opportunities to meet 
the customer’s business objectives, not just solve a 
problem with their building. 
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Slide 
12 

 

SAY 
When you identify business objectives, then you can 
match energy efficiency measures that will assist the 
customer with meeting those objectives.  It is an 
opportunity to provide goods and services that will be of 
more business value to the customer. 

Slide 
13 

 

SAY 
There may be many, many choices in scope, and many 
ways that the project could be developed, implemented 
and funded. While some customers will insist on being 
heavily involved in the process, most will expect you to be 
the expert and provide the best solution for their 
particular situation. 

Slide 
14 

 

SAY 
There are many reasons why it’s important to keep your 
proposal and all communications simple. Provide any 
necessary detail in an appendix or somehow separate 
from the core messages.  

Clarity is not just the allure, but also how affective you are 
at communicating core messages. 

Keep explanations and communication simple. 

Recognize that the audience may not have the background 
that you do.  Respect that. 

Develop talking points and use them often.  Pivot back to 
your points, and use sound bites. 
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MATERIALS INTRODUCTION AND TECHNOLOGY SETUP 

Slide 1 

 

Session Title: Materials Introduction/Technology Setup 

Target Audience: EEO Attendees 

Time Allotted: 30 minutes 

Materials 
• The Materials and Technology Setup PPTX - file: 

2_materials_and_technology.pptx 
• Student binders 
• Internet connection handout 
• Flash drives 

Preparation 
1. Put the internet connection directions in a handout (or 

on the board or a slide). 
2. Put any other needed data like logins, paths, etc in a 

handout (on the board or on a slide). 
3. Make sure students have a flash drive and a binder. 
 
Note: The internet connection handout is usually provided 
by the training facility. It would be a good idea to have the 
building IT assistance present in the classroom for this 
session. 

General Instructions 

This entire PPT is for classroom setup. Follow the 
instructions for each slide.  There is no discussion, but 
there will likely be some requests for individual help. 

Slide 2 

 

SAY 
We will be spending some time getting your technology set 
up appropriately for the training, and have you become 
familiar with the materials. We are doing this to avoid 
interruptions while we are trying to learn something else.  
Spending the time to do this early in the training will 
reduce frustration later. 



Slide 3 

 

DO 
Read the learning objectives. 

Slide 4 

 

SAY 
During this time, we will be doing 4 things.  First we will 
figure out how to use the readiness indicators.  Second, we 
will be looking at your student binder so you can become 
familiar with it. Third, we will establish your internet 
connection, and finally, we will be plugging in the Flash 
drive, making sure that it works properly for you, and 
exploring the contents. 

Slide 5 
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Slide 6 

 

SAY 
Look at the plastic cup (or whatever is being used for a 
readiness indicator) on your desk. This is your readiness 
indicator.  I will use it as a signal from you that I can 
proceed.  If it is turned upside down, that tells me that you 
are busy and you are not ready for more. If it is turned 
right side up, that tells me you want a beer. I don’t have 
any beer, but I will know you are ready to move on to the 
next thing. (This is a classroom management technique. 
Will keep you from wrecking your voice and from herding 
cats.) 

DO 
(Model the expected behavior.) 

Slide 7 

 

 

Slide 8 

 

SAY 
On your desk is your student binder.  In your binder are 
your student manual, and other handouts. Take a brief 
moment to look at the table of contents in the student 
manual and to become familiar with what handouts are 
also in there. 

  

DO 
Give a minute or so to let the students look at the 
materials. 



Slide 9 

 

 

Slide 
10 

 

SAY  
Find the internet connection handout in your binder.  It 
looks like this. 

DO  
Show the internet connection handout. 

SAY 
Turn over your readiness indicator, follow the directions on 
the sheet and when you have an internet connection, turn 
over your readiness indicator to show me that you are 
ready for more. 

DO 
Walk around the room helping those who need help.  

Do not move on until most, if not all, of the people have an 
internet connection. If there are stragglers, ask another 
student who has been successful to help them. 

Watch the readiness indicators.  If they aren’t using them, 
prompt them to do so. 
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Slide 
11 

 

 

Slide 
12 

 

SAY 
Also in your materials is a flash drive.  The flash drive 
contains a webpage that contains a menu.  I will be 
referring to the things in the menu later in the training.  
Plug in your flash drive and follow the directions on the 
screen.  Follow along with me and don’t get ahead of me. 

DO 
Make sure they can see what you are doing on the 
computer via the overhead projector and follow the steps 
on the screen. 

Slide 
13 

 

DO 
Read the slide. 



Slide 
14 

 

SAY 
Now let’s take a look at what is on the flash drive… 

DO 
Go over what is in the flash drive.  Tell the students NOT to 
do anything with the materials that are there until they are 
prompted by you.  
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EEO PHASES OVERVIEW/ROADMAP 

Slide 1 

 

Session Title: EEO Phases Overview 

Target Audience: EEO Attendees 

Time Allotted: 15 minutes 

Materials 

• The Phases Overview PPTX 
file: 3_roadmap_phases_overview.pptx 

Preparation 

1. Make sure the presentation is visible on the overhead 
projector. 

Slide 2 

 

SAY 
State the rationale on the screen. 

Slide 3 

 

SAY 
Read the learning objectives. 

 

 



Slide 4 

 

 

Slide 5 

 

SAY 
There are six phases to the EEO Program process, 
Prospecting, where you will evaluate your market of 
interest to identify and initially qualify a project. 

 

 

 

Slide 6 

 

SAY 
Assessment, where you will assess the facility's current 
efficiency and other project attributes to further qualify, 
and to begin to develop a possible project scope. 
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Slide 7 

 

SAY 
Modeling, where you will select EEMs, create a summary 
of the solutions you are proposing and develop the 
project financial model. 

Slide 8 

 

SAY 
Proposal, where you will create a winning proposal. 

Slide 9 

 

SAY 
Implementation, where you will manage the 
implementation of the project. 



Slide 
10 

 

SAY 
EEO Management, where you have the opportunity to 
provide ongoing services including traditional mechanical 
and automation maintenance as well as energy services 
such as virtual preventative maintenance, remote fault 
detection and diagnostics, billing and usage analysis, and 
so on. This is also where we manage the relationship so 
that the owner sees the value in what was done and is 
open to implementing EEMs that were identified but not 
installed. 

Slide 
11 

 

SAY 
This is an iterative process, meaning that your 
relationship with the customer is ongoing and solutions 
can be implemented as the company becomes 
comfortable and familiar with the change in their 
approach to energy management. 

An Energy project should not be considered as a finite 
project. You can always work with the same customer to 
further refine their energy program. This is one part of 
the iteration concept – in this case, additional projects 
iterate upon the first to continually improve the 
customer’s energy usage. 

Slide 
12 

 

SAY 
The EEO Toolset includes the first four phases of the EEO 
Program with the remaining phases to be added later. 
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Slide 
13 

 

SAY 
The EEO Toolset Modeling Phase includes several 
standard EEM solutions.  Many more are planned for 
subsequent releases of the EEO Toolset. 

DO 
Pause for a few seconds so that they can read the list on 
the slide. 

Slide 
14 

 

 

Slide 
15 

 

SAY 
All of our time in the classroom will be a simulation of a 
value based sale based on a customer profile.  You will 
walk through each of the phases with the end goal being 
writing a proposal and giving a proposal presentation.  
You will be working in groups so that you can learn from 
each other and have others to bounce ideas off of.  You 
will be using the EEO Toolset for some of these activities. 

DO 
Explain each of the points on the map. 
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ENERGY TRENDS 

Slide 1 

 

Session Title: Energy Trends 

Target Audience: EEO Attendees 

Time Allotted: 15 minutes; lecture only 

Materials 
• Energy Trends PPTX 

file: 4_energy_rends.pptx 

Preparation 
1. Open the Energy Trends PPTX. 
2. Make sure that it is viewable on the overhead 

projector. 
 
General Instructions 

Discussion 

When lecture is over, allow a couple of minutes for 
questions, but not for too long. This is a brief 
introduction.  

Activity 
None. 

Slide 2 

 

SAY 
We are now at Prospecting > The Energy Market. 



Slide 3 

 

DO 
State the rationale. 

Slide 4 

 

DO 
Read the learning objectives. 

 

 

Slide 5 

 

SAY 
In this session we will be looking at the current and future 
energy outlook, intelligent buildings, and business 
opportunities. 
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Slide 6 

 

 

Slide 7 

 

SAY 
Rising energy prices are causing many businesses to 
reconsider their energy conservation practices. 

Slide 8 

 

SAY 
It is particularly advantageous for you that energy 
consumption and green energy awareness has increased.  
You can’t pick up a newspaper or watch a newscast 
without hearing something about energy.  These topics fall 
into several categories: 

  - Political (pipeline, nuclear plant construction, climate 
change, and so on) 

  - Economic (creating and sustaining a healthy national 
economy with low natural gas cost which would enable US 
job growth) 

  - Social (home heating costs hitting the unemployed) 

You may be saying to yourself, “Well we have seen this 
before and survived it” but this time it’s different.  Energy 



consumption awareness has gone mainstream.  It is a core 
business driver which can affect profit margin AND a 
company’s public image.  There are now myriad energy 
conservation codes and incentives that didn’t exist before 
among other business drivers not previous influential on a 
customer’s buying decisions. 

Slide 9 

 

SAY 
People often think of transportation and industry as being 
the largest energy consumers. However, 40% of total 
energy consumption is for buildings and commercial 
buildings alone consume almost half of that energy.  

What if you could help your customer see everyday what 
their energy costs are and where that energy is going? 

You may already be providing measurement and 
verification services, metering, sub-metering, runtime 
analysis, energy dashboards, etc. to your customers.  It’s a 
way to help them make decisions about their business. 

Slide 
10 

 

SAY 
You will be able to show customers that the benefit of 
doing an energy efficiency project will manifest much 
faster than any other way of approaching energy 
consumption. 
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Slide 
11 

 

SAY 
We all know about the concern over our national utility 
grid with brownouts and rising prices in the headlines, 
particularly when demand spikes in the summer.  There 
are various ways to satisfy the demand on the grid, 
besides building more power plants and transmission 
lines.  This is an example of a typical load profile that a 
utility might see on a summer day. The costs on the right 
represent the choices that the utility has in servicing this 
load with costs increasing when different generating 
assets are brought online. 

Slide 
12 

 

SAY 
It’s becoming more widely recognized that the best 
solution for the increasing appetite for electricity is to 
improve the efficiency of equipment and devices that 
consume power. Examples include higher efficiency 
lighting or a new chiller.  These changes will help to reduce 
the overall load profile for the utility, but there is still the 
issue of peak demand occurring for only a few hours in the 
day. 

Slide 
13 

 

SAY 
By implementing a demand response program frequently 
called “automated demand response” the utility is able to 
control the profile of the load itself. Eliminating the need 
to bring on more costly generators.  The most effective 
way to implement this strategy is through a smart grid but 
this type of load management can also be accomplished 
by individual facilities in order to reduce their utility cost. 
It’s critical that any energy saving strategy be 
implemented with the existing and potential rate structure 
in mind. Demand charges can be the most expensive part 
of the total bill. 



Slide 
14 

 

SAY 
Demand response is when a utility requests an energy 
curtailment during and anticipated peak period where 
demand exceeds supply.  The utility’s options are to 
purchase power on the spot market, start up old 
generation plants, build new power plants, rolling 
blackouts, or demand/response. 

Slide 
15 

 

SAY 
The Smart Grid provides two way information and energy 
control as well as optimized and automated energy 
management. 

Slide 
16 
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Slide 
17 

 

SAY 
Intelligent buildings apply technologies to improve the 
building environment and functionality for 
occupants/tenants while controlling costs, improving 
security, comfort and accessibility. 

DO/DISCUSSION 
Ask the class what kind of intelligent buildings they have 
already had experience with, and what their opinion of 
them was.  Brief answers from class, pivot back to lecture 
quickly. 

Slide 
18 

 

SAY 
Often, commercial buildings have their energy systems in 
different silos.  There is no data sharing and no taking 
advantage of shared responsibility for energy systems. 

Slide 
19 

 

SAY 
When systems are integrated, there is an opportunity to 
better understand the affect of one system on another 
and therefore they are easily measured and easily 
managed. 



Slide 
20 

 

SAY 
This graphic shows one approach to automating the 
process of connecting commercial or industrial load on the 
grid to generation assets.  

This is an example of the benefits of a smart grid that 
allows instantaneous communication from the utility to 
the load. A signal is sent from the utility to a gateway or 
demand response automation server that relays the event 
command or price signal to the facilities building 
automation system (BAS). The BAS will then take action 
according to a preprogrammed schedule to reduce or turn 
off various loads. Chilled water temperatures might be 
adjusted upward by a few degrees, variable frequency 
drives slowed by 10% or LED lighting levels reduced. Many 
changes like these can be made without any impact on the 
occupants. 

Slide 
21 

 

SAY 
Here are some examples of how systems can be 
integrated. On the left there are tenant services and 
technologies. On the right, there are building services and 
technologies.  All of these things provide you with specific 
technology integration strategies to be sold in an energy 
efficiency project. 

Slide 
22 

 

SAY 
The concept of an intelligent building has been around for 
decades, but only now are we seeing the alignment of key 
trends that can make a building truly intelligent.  
Individual devices are becoming far more intelligent with 
digital controllers now found in everything from toasters 
to hand tools.  The level of system integration continues to 
progress and to everyday users, this is now expected not 
unusual. Of course the number of connections into and 
across the internet is changing everything we do.  All of 
these are having a direct impact on what could be called 
the popularization of what we do. 

Think of it in terms of how 100 people at the mall might 
define the word green today versus five years ago. These 
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trends come together in an integrated, intelligent 
architecture for the building automation system providing 
the foundation for that intelligent building. 

Slide 
23 

 

SAY 
What all of this means is that the digital and physical 
infrastructures of the building’s systems are converging 
and there are changing customer data presentation 
expectations. People want to see and use data and 
information the way they do everything else in their daily 
lives. 

Slide 
24 

 

 



Slide 
25 

 

SAY 
Finding the energy efficiency legislation and mandates 
where your customer’s building is located will help you 
sell your project as the customer may not only receive 
money back from participating in the programs, but they 
may be able to take advantage of the marketing and public 
relations messaging potential of being an energy 
conscious company.  Here is a list of places to look for 
legislation and mandates appropriate for your customer. 

Slide 
26 

 

SAY 
In summary, energy is expensive and energy prices are 
volatile. Measuring energy is the first step.  There is a long 
term shift from new construction to retrofit projects.  
Smart systems can optimize business performance. Energy 
comfort and safety are key components of facilities 
planning, design and operation. 
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BEYOND ENERGY/THE BUSINESS CASE FOR ENERGY SELLING 

Slide 1 

 

Session Title: Beyond Energy/ The Business Case for 
Energy Selling Session 

Target Audience: EEO Attendees 

Time Allotted: 35 minutes; 15 minute lecture + 15 
minutes for writing + 5 minutes discussion (optional) 

Materials 
• Beyond Energy/The Business Case for Energy Selling 

PPTX 
file: 5_beyond_energy_biz_case_energy_selling.pptx 

• Assess Yourself worksheet in student manual. 

Preparation  
• Open Beyond Energy/The Business Case of Energy 

Selling PPTX. 
• Make sure that it is viewable on the overhead 

projector. 

General Instructions 

Discussion 
Encourage some brief discussion during lecture.  Ask 
questions of the class that make connections with what 
the learners have already experienced.  When lecture is 
over, allow a couple of minutes for questions. 

Activity: Assess Yourself 
Relevance. The activity is intended to place the learner’s 
business in the context of their energy market.  The goal 
of the activity is to identify their market as it relates to 
their business’s capacity, capability, and motivation.  It will 
help them identify the gaps in their understanding of their 
market. 

As this is a private activity, and it is important to maintain 
a safe learning environment in the classroom, the follow 
up discussion is optional. 
 



Slide 2 

 

DO 
State the rationale. 

 

 

Slide 3 

 

DO 
State the learning objectives. 

 

 

Slide 4 
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Slide 5 

 

SAY 
There are many reasons why a customer will buy your 
energy project, and it’s helpful to separate these reasons 
into four main buckets. First is the most obvious – it’s 
called an energy project because there is usually some 
form of energy savings.  

“Energy”, however, technically means electricity and fossil 
fuels that provide energy to the facility. Also in this bucket 
are possible savings from water conservation, reduction in 
sewer expense, and even solid waste savings such as from 
improved trash management, reduced process scrap or 
more efficient medical waste disposal. 

Often, financial or non-financial savings and other 
significant benefits from the project EEMs will be far more 
important to the customer than energy or utility savings. 
These savings might be direct savings such as a reduction 
in maintenance expense or extending equipment life, or 
they might be indirect, such as improved worker 
productivity or reduced liability risk. It is important to 
recognize that discovery of these benefits requires good 
listening, careful observation and an “outside the box” 
approach. 

The third bucket of potential savings or benefits can be 
grouped under a “Sustainability” heading. There has been 
a dramatic shift in how the broad population views 
sustainability – just think about how the average citizen 
defines “green” now as opposed to 5 years ago! This has 
had an impact on our customers in ways that go well 
beyond the boiler room, For example, some of our 
customers’ customers are requiring the periodic 
completion of a site-specific “sustainability scorecard”, 
and a successful energy project can have a direct impact 
on their business. Even more widespread is the 
importance of “green marketing”, whether in college 
admissions, commercial building lease-rates or condo 
resale, to name just a few. 

A fourth bucket, “Playground” is meant to draw your 
attention to the fact that your project sponsor or sponsors 
may have some unrelated item that can be pulled into the 
scope of a comprehensive energy project. There may be 
something that doesn’t fall under any of the other 
categories but where funding can be redirected from the 
savings of the rest of the project. An example might be a 



district-wide energy upgrade that generates strong annual 
savings – a small portion of that savings can be used to 
fund a playground in one of their elementary schools. 

Slide 6 

 

SAY 
But the relationship between these “buckets” really looks 
like this. 

In the real world, the business drivers that will get your 
project sold are a combination of some or all four buckets. 
The relative importance of these drivers will be different 
with each project, and will likely change as you progress 
through the EEO Lifecycle phases. For example, you might 
start with a simple boiler upgrade project and later 
determine that your customer would suffer significant 
financial loss from a hot water system failure. The 
operational “savings” by reducing this business risk can be 
estimated and provided as part of the project financial 
analysis. 

Slide 7 

 

SAY 
Your customers count on you to identify and analyze their 
needs and wants, even the ones they don’t recognize 
themselves. The starting point is with those measures that 
the customer has brought to you, and through your 
assessment, interviews, experience and creativity, you will 
likely uncover many more opportunities. One challenge to 
cost-effectively develop a compelling solution is to target 
and qualify measures, to rapidly narrow the range of 
measures to be developed.  
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Slide 8 

 

 

Slide 9 

 

SAY 
Much has been said about the reasons for developing a 
solid energy business. An important step is to analyze and 
segment the market so as to better align your sales efforts 
with the best opportunities, specific to your market and 
your strengths. This should be done initially or any time 
you consider expanding into new areas, but should also be 
done periodically to be sure you are selling in the most 
efficient way possible. 

Slide 
10 

 

SAY 
How does geography influence the needs of the 
customers in your market and how you serve those 
needs?  Here are some things to consider (discuss list). 



Slide 
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SAY 
How does the structure of your customer’s business affect 
their energy project needs and their buying process?  Here 
are some things to consider (discuss list). 

 

 

Slide 
12 

 

SAY 
We can break down the wide range of energy projects into 
3 basic types. A targeted project is one where, for 
whatever reason, you are focused on a very limited 
number of energy efficiency measures. In a 
comprehensive project, you approach the facility to seek 
out a broad range of measures, possibly taking much 
longer to develop and sell but also generally larger in 
project size. A service-based project is one that comes out 
of an existing service account and can either be narrowly 
targeted or comprehensive. The distinction is that it is 
closely linked to a longer-term service relationship.  

Slide 
13 

 

SAY 
The targeted project might have one or a few energy 
efficiency measures.  Because it only addresses a limited 
segment of the facility’s energy budget it will most likely 
have a limited impact on the utility bill.  While there may 
be solid justification for the project, the benefits of a 
targeted project might be undermined by other issues.  
When there are numerous targeted projects that can be 
implemented independent from each other, this might be 
a better opportunity for a phased approach as a way to 
fund the overall scope. 
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Slide 
14 

 

SAY 
The comprehensive project would include many energy 
efficiency measures throughout the facility.  In order to 
evaluate every possible measure, it requires broad in-
house expertise or use of expertise outside your company.  
Since there are likely to be multiple EEMs, you must be 
very careful to analyze interactions of EEMs to avoid 
double-dipping when coming up with a bundled savings 
number.  A comprehensive project requires a larger 
investment by you, others on your team and the customer 
to discover and analyze information. It frequently involves 
capital improvements that are appropriate but that drive 
down ROI. 

Slide 
15 

 

SAY 
A service-based project leverages the existing service base 
within your company. It is typically a “targeted project” 
that might come out of an opportunity brought up by a 
service tech but it could lead to a comprehensive energy 
project well beyond the scope of the existing service 
relationship.  Keep in mind that energy projects can be 
developed with both DDC and non-DDC customers – a VFD 
or demand-control ventilation retrofit, for example. 

Slide 
16 

 

 



Slide 
17 

 

SAY 
Your business growth depends on your capacity, or how 
much business your company can handle given your 
resources and time, your capability given the skills your 
company has or can find, and your motivation for finding 
business either in your current market, or the market you 
are targeting.  Each of these elements will affect the 
acceleration (or deceleration) of the growth of your 
business.  

Slide 
18 

 

Activity: Assess Yourself 

SAY 
Now we are going to place your business in the context of 
your energy market.  The goal of the activity is to identify 
your market as it relates to your business’s capacity, 
capability, and motivation.  This exercise will help you 
identify the gaps in your understanding of your market.  

DO 
Direct students to find the Assess Yourself worksheet in 
the student manual.  Give the page number if possible.   

SAY 
You will not be turning in this activity.  This is for your eyes 
only, so your answers are private.  If you don’t have the 
answer to one of the questions, consider taking some time 
after you get back to your business to do the research and 
answer the questions. Let me first demonstrate how I 
would answer the first question.  

DO 
(Model the expected behavior.) Read the first question to 
the class, and share out loud how you would answer the 
question.  Be as thorough as possible without taking too 
long.  

(Check for understanding!)  Clarify if there is something 
that they don’t understand about what they need to do 
with the activity. Remind learners to flip over their 
readiness indicators and to flip them back over when they 
are done. Release the learners to work (15 minutes.) 

Remind learners to flip over their readiness indicators 
when they are done. 
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Walk around the classroom and use proximity to keep the 
students on task.  If someone is not doing the activity, ask 
them if they understand what they are supposed to be 
doing.  Use your best judgment in encouraging them to 
complete the activity. 

Watch/Listen For 
The classroom should be quiet as people work. If people 
are whispering to each other, go over to them and quietly 
find out if you can clarify the activity for them.  Be friendly 
and gentle.  They may be off task, or they may be trying to 
figure out what to do without having to be public about it.   

DO 
When all (or most) of the readiness indicators are flipped 
over, ask anyone if they would like to share.  It’s no big 
deal if they don’t, but make sure you give ample time for 
them to think about it after you ask.  Don’t be so quick to 
move on.  Discussion is very valuable for learners to make 
connections to the material and with each others’ 
understanding. 
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PROSPECTING 

Slide 1 

 

Session Title: Prospecting Session 

Target Audience: EEO Attendees 

Time Allotted: 30 minutes; 10 minutes lecture, 15 minutes 
activity, 5 minutes discussion (times are flexible within 30 
min) 

Materials 
• Prospecting PPTX 

file: 6_propspecting.pptx 
• Stack Ranking spreadsheet 

file: stack_rank.xls 
• EEO Toolset - Opportunity and Readiness questions 

Preparation 
1. Open Prospecting PPTX. 
2. Make sure that it is viewable on the overhead 

projector. 
3. Open the EEO Toolset to the main page. (You will 

switch to this later.) 
4. Open the Stack Ranking spreadsheet. (You will switch 

to this later.) 

General Instructions 

Discussion 
Keep discussion to a minimum during lecture unless 
otherwise indicated in the notes. 

Activity #1: Project Opportunity Rating 
You will be demoing the process for rating a project in the 
EEO Toolset. Watch for when the slides tell you to switch 
to the EEO Toolset on the projector.   

Activity #2: Stack Rank Projects 
You will be asking the learners to call out the name of 
their project and its scores.  Watch for when the slides tell 
you to switch to the stack ranking spreadsheet. 



Slide 2 

 

SAY 
We are now at Prospecting > Opportunity and Readiness 

 

 

Slide 3 

 

DO 
State the rationale. 

 

 

Slide 4 

 

DO 
Read the learning objectives. 
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Slide 5 

 

 

Slide 6 

 

 

Slide 7 

 

SAY 
As a sales person you are usually stack ranking projects to 
pursue. There are many attributes you can and should 
consider when deciding what to spend time on, some 
high-level and some detailed.  

 

 



Slide 8 

 

SAY 
Opportunities could include projects for government, 
schools and higher education, and industrial buildings 
among others. You will usually choose projects that best 
align with your capacity, capability and motivation. 

Slide 9 

 

SAY 
You could stack rank projects that pass through that filter 
based on their readiness and opportunity ratings in the 
EEO Toolset. The opportunity rating evaluates the return 
on investment of an opportunity. A readiness rating 
evaluates whether or not an opportunity is ready to be 
acted upon. 

Slide 
10 

 

SAY 
Taking those two numbers and averaging them gives you 
the project opportunity rating.  You can then use this 
number to compare one project to another and prioritize 
your sales activities. In order to stack rank all of your 
opportunities, you must establish opportunity and 
readiness scoring criteria for ALL of your projects. The 
criteria must be consistent from project to project. In this 
example, 120 is the maximum score for the opportunity 
score and 110 is maximum score for the readiness score. 
IMPORTANT! The user can customize both the 
opportunity and readiness questions, which then changes 
the maximum score.  The question sets and these 
maximum scores should not change from project to 
project. 
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Slide 
11 

 

SAY 
This singular possible project gets an 84 out 120 for the 
Opportunity Score and a 99 out of 110 for the Readiness 
score. The Opportunity Rating is 70% while the Readiness 
Rating is 90%.  The project Opportunity Rating is 80%.  By 
itself, this number doesn’t tell you much. When compared 
to other projects, This would indicates that the 
opportunity is likely to be a viable project. 

Slide 
12 

 

SAY 
This singular possible project gets a 60 out 120 for the 
Opportunity Score and a 55 out of 110 for the Readiness 
score. The Opportunity Rating is 50% and the Readiness 
Rating is also 50%.  The project Opportunity Rating is 50%.   

ASK 
Keeping iteration in mind, what would this indicate about 
the project?  

(Allow for brief discussion, but move back to lecture 
quickly.) 

Slide 
13 

 

SAY 
This singular possible project gets an 24 out 120 for the 
Opportunity Score and a 44 out of 110 for the Readiness 
score. The Opportunity Rating is 20% and the Readiness 
Rating is 40%.  The project Opportunity Rating is 30%.  



Slide 
14 

 

SAY 
Here we have all three projects evaluated and sorted by 
their Project Opportunity Rating. 

Slide 
15 

 

SAY 
We will now use the EEO Toolset to establish a criteria for 
all projects, score a project, and stack rank scores. 

DO 
1. Instruct learners to open the EEO Toolset.  
2. Open the EEO Toolset and make sure it can be seen on 

the projector. 

NOTE: The following slides are for your reference as you 
will be using the EEO Toolset to demonstrate. 

Slide 
16 

 

THIS AND THE FOLLOWING SLIDES ARE FOR THE 
INSTRUCTOR’S REFERENCE.  DEMO THE EEO TOOLSET 
INSTEAD OF USING THESE SLIDES.   

THERE ARE SLIDES AFTER THE INSTRUCTOR SLIDES THAT 
WILL BE SHARED WITH THE CLASS. 
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Slide 
17 

 

INSTRUCTOR ONLY DO NOT SHARE SLIDE OR SHOW ON 
SCREEN 

DO 
1. Navigate to the Prospecting Summary screen. 
2. Point out the Project Opportunity Rating and… 

SAY 
This is the Prospecting Summary Screen.  This is where 
you will see the Project Opportunity Rating.  The Project 
Opportunity Rating is an average of the Opportunity and 
Readiness scores.  Currently, the Project Opportunity 
Rating is 50% because both the Opportunity Rating and 
the Readiness Rating are at 50%. 

Slide 
18 

 

INSTRUCTOR ONLY DO NOT SHARE SLIDE OR SHOW ON 
SCREEN 

DO 
1. Navigate to the Opportunity screen. 
2. Point out the Opportunity questions and the drop 

down selection. 

SAY 
On the Opportunity screen, there are questions and a 
dropdown for each which will allow you to rate the effect 
of the question on the project’s viability in terms of your 
company’s capability, capacity and motivation. Each 
question can be worth up to 10 points resulting in a 
maximum score of 120. The Opportunity Rating is the 
percentage of the maximum Opportunity score. All of the 
questions are set to 5 by default which gives an 
Opportunity score of 60 which results in a 50% 
Opportunity Rating. (You can add questions, but we don’t 
be doing that at this point, so please leave that alone.) I 
am going to change one of the ratings to 10 so you can see 
how that affects the Opportunity Score and the 
Opportunity Rating. 

DO 
Change one of the question ratings to 10. 

SAY 
The Opportunity Score is now 65 which changes the 
Opportunity Rating to 54%.  



Slide 
19 

 

INSTRUCTOR ONLY DO NOT SHARE SLIDE OR SHOW ON 
SCREEN 

DO 
1. Navigate to the Readiness screen. 
2. Point out the Readiness questions and the drop down 

selection. 

SAY 
Similar to the Opportunity screen, the Readiness screen 
has questions and a dropdown for each. Each question can 
also be worth up to 10 points resulting in a maximum 
score of 110. The Readiness Rating is the percentage of 
the maximum Readiness score. All of the questions are set 
to 5 by default which gives a Readiness score of 55 which 
results in a 50% Readiness Rating. (You can add questions, 
but we don’t be doing that at this point, so please leave 
that alone.) I am going to change one of the ratings to 10 
so you can see how that affects the Readiness Score and 
the Readiness Rating. 

DO 
Change one of the question ratings to 10. 

SAY 
The Readiness Score is now 60 which changes the 
Opportunity Rating to 55%. 

Slide 
20 

 

INSTRUCTOR ONLY DO NOT SHARE SLIDE OR SHOW ON 
SCREEN 

DO 
1. Navigate to the Prospecting Summary Sheet screen. 
2. Point out the Project Opportunity Rating and… 

SAY 
You can see that the Project Opportunity Rating has now 
changed from 50% to 54.5%.  That isn’t much of a change, 
but we didn’t change the question ratings that drastically 
either. 
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Slide 
21 

 

INSTRUCTOR ONLY DO NOT SHARE SLIDE OR SHOW ON 
SCREEN 

SAY 
Now we are going to read the questions and rate them 
using the dropdowns. The questions are more or less a 
checklist of things that should be covered in an energy 
project. For example, one of the Readiness questions is 
“Are the customer’s facility, operational and energy needs 
well understood?”  Remember iteration? It is likely that 
you will go back to the customer more than once in order 
to get a clearer picture of their business objectives and 
needs.  The first time you rate this project, you may not 
have enough information.  In that case, you will give this 
question a rating of 2.   

DO 
Rate the question a 2.  

SAY 
The second time you rate this project, hopefully you 
understand the company’s facility, operational and energy 
needs much better and give the question a ranking of 8 or 
more. 

DO 
Change the rating to an 8. 

Slide 
22 

 

INSTRUCTOR ONLY DO NOT SHARE SLIDE OR SHOW ON 
SCREEN 

SAY 
Now we will spend some time with the questions reading 
them and rating them.  We will do this for 15 minutes or 
so, then we will stack rank the projects that you have 
rated.   

DO 
(Check for understanding!) Ask if everyone understands 
what it is they are to do and clarify if not. 

SAY 
Turn over your readiness indicators.  Remember to turn 
them right side up to tell me you are ready to continue.  
Please begin. 

DO 



Walk the room and make sure everyone is working. Get 
people back on task if they aren’t by asking them if they 
are having trouble with the activity. Assist if necessary. 

Slide 
23 

 

 

Slide 
24 

 

SAY 
Remember that you have to set a scoring criteria that is 
consistent across your projects. We did not add questions 
to the set of questions so we all used the same scoring 
criteria. 

Slide 
25 

 

SAY 
Now we will stack rank your projects. We will take the 
Project Opportunity Rating on the Prospecting Summary 
screen and use that to stack rank your project against 
everyone else’s. When I call on you, make up a name for 
your project. 

DO 
1. Show the Stack Ranking spreadsheet on the projector. 
2. Call on a few learners to share their project’s 

Opportunity and Readiness Ratings as well as the 
Project Opportunity Rating. 

3. Enter each project on a new line.  The Stack Ranking 
spreadsheet will automatically sort the projects in 
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descending order according to the value of the Project 
Opportunity Rating. 

4. After you have added a few of their projects (5 or so), 
look at the Opportunity and Readiness ratings in the 
list.  Consider those with the following questions… 

ASK 
Look at the Opportunity and Readiness Ratings for these 
projects.  
 
• Does any one of them indicate that the opportunity 

will provide a good return on investment (your effort) 
but that there is more to be done in terms of 
readiness? 

• How would you manage this set of projects? 

(Allow time for discussion.) 
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ASSESSMENT PART 1 

Slide 1 

 

Session Title: Assessment Part 1 Session 

Target Audience: EEO Attendees 

Time Allotted: 75 minutes; 15 minutes lecture; 60 minutes 
activity 

Materials 
• Assessment Part 1 PPTX – file: 

7_assessment_part1.pptx 
• Customer Profile Part 1 handouts. 
• Sadie Gada Persona handouts. 
• John Smith Persona handouts. 
• Observer handouts. 
• Assigned role listing for each table. (You should have 

done this in preparation for the course.) 

Preparation 
• Open Assessment Part 1 PPTX. 
• Make sure that it is viewable on the overhead 

projector. 
• Have the handouts nearby, but DO NOT hand them 

out until it is time to do so. (You will be prompted.) 

General Instructions 

Discussion 
Don’t encourage questions during lecture due to time 
constraints, but DO check for understanding frequently 
while giving instructions for activities.  

Activities 
It is very important that you check for understanding 
before you move to the next step during any of the 
following activities.  Otherwise, your learners will be lost 
and you won’t get the results that you are looking for. 

Activity 1: Customer Profile Reading 
Context.  You will read the customer profile out loud while 
the class follows along.  You are doing this so that you can 
be certain that they have found this resource and can ask 
questions about it. 

Activity 2: Role Playing - Meeting #1 Sadie Gada 
Relevance/Practical. This is a role playing activity designed 
to simulate a real world meeting with a business owner.  
Your job here is to coach the individuals in the group in 



doing their role.  Go to each group and listen for a minute 
or two before you start coaching.  

Watch for/Look for – you are going to be watching how 
the Salesperson approaches the customer and whether or 
not they are using any of the value based sales 
techniques.  You will also be watching the Observer to see 
how they care coaching the Salesperson.  Use your best 
judgment when coaching the Persona. The Note Taker 
should be taking notes.  Make sure everyone is on task. 

Activity 3: Role Playing - Meeting #2 John Smith 
Relevance/Practical. This is the second meeting, with the 
roles being switched around.  There are further 
instructions on the Meeting #2 slide. 

Activity 4: Role Playing – Discussion 
Context. Structure this discussion around the Four 
Buckets. 

Slide 2 

 

SAY 
We are now at Assessment > Value Based Role Play 

 

 

Slide 3 

 

DO 
State the rationale. 
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Slide 4 

 

DO 
Read the learning objectives. 

 

 

Slide 5 

 

 

Slide 6 

 

SAY 
In this session, we will be covering the reasons for doing 
an assessment, how to prioritize your assessment 
activities, and practicing with gathering value based sale 
information through a role play activity. 



Slide 7 

 

SAY 
An assessment provides an independent, objective view of 
the customer’s current efficiencies.  It is the starting place 
for uncovering energy efficiency measures the customer 
may not have identified and to fully understand any they 
have identified.  A detailed assessment might not be 
necessary to close a sale, however. 

The facility assessment should also gather as much 
information as possible about non-utility inefficiencies and 
customer concerns to build an appropriate bundle of 
solutions. 

Slide 8 

 

SAY 
You must balance this work against the customer’s 
objectives for the opportunity. It’s easy to get drawn 
beyond the point of diminishing returns for the value of 
what the project scope might bring vs the value of your 
time.  

Until you get a contract, your time is free to your 
customer!  

Slide 9 

 

Activity 1: Customer Profile Reading 

SAY 
Shortly, we are going to do some role playing in order for 
you to get some practice at gathering information for the 
four buckets, but first, you need some background 
information on the customer we will be using.  Please take 
one copy of the Customer Profile Part 1 and pass to the 
next person.  Once everyone has a copy, I will read this out 
loud. By the way, some information you will get either 
during the customer interviews or in a later activity.  Hold 
your questions until I am done.  

DO  
Give the Customer Profile Part 1 hand out to the person 
nearest you.  When all of the learners have a copy of the 
customer profile, read it out loud and ask them to follow 
along. 



69 
 

(Check for understanding…but don’t give away 
information that is going to be given in a later activity.) 

Slide 
10 

 

Activity 2: Role Playing - Meeting #1 

SAY (Check for understanding frequently.) 
We will now do the role playing sessions. The goals of the 
two role playing sessions are to allow you to get some 
practice with the concepts covered so far, to experience 
the EEO phases, and to do something other than listen to 
lecture and work with worksheets.  It is intended to 
simulate the first calls of the sales process. Eventually, in 
our groups, we will use this information to create a 
proposal for the customer. 

There are four roles for this activity.   

The first role is a Persona, either Sadie Gada or John 
Smith.  
The second role is Note Taker. 
The third role is Salesperson. 
The fourth role is Observer. 

There will be two interviews.  The first interview will be 
with Sadie Gada, the Owner of the Company, a persona.  
The second interview will be with John Smith, the Director 
of Operations, a persona.    

You have already been assigned a role.  If you are the 
Salesperson for the first interview, then you will be the 
Note Taker for the second interview. 

If you are Sadie or John, you are going to act the part of 
that person.  You will be getting a handout that gives you 
directions on what to do AND WHAT NOT TO DO. Do not 
share this with anyone else in the group, most especially 



the Salesperson. 

If you are the Observer, you will be given a handout with a 
checklist of the things that the salesperson should be 
getting out of the interviews.  Do not share this list with 
anyone else in the group, most especially the Salesperson. 
Use the list to keep track of what the salesperson gets out 
of the interview and coach the salesperson if necessary. 

If you are the Note Taker, you are taking notes. Don’t ask 
questions of the interviewee.  You don’t get a handout, 
but you can contribute to the group discussion later.  You 
will be the Salesperson for the second interview. 

If you are the Salesperson, you are going to try to get as 
much information as you can just like you normally do on 
first sales calls, but with the “four buckets” in mind. You 
will be the Note Taker for the second interview.  Even 
though there is a Note Taker already, keep your own notes 
as you are interviewing.  The Note Taker might miss 
something. 

Your role is on a list of roles at your table. Find your role 
for the first interview and pass it to the next person in 
your group.  The first interview is with Sadie.  If you are 
Sadie, raise your hand so I can give you your handout.  
Remember; DO NOT share your handout with anyone.  
Once you get your handout, read it. 

DO 
Give the Sadies their handout.  

SAY 
If you are an Observer, raise your hand so I can give you 
your handout.  Remember; DO NOT share this with 
anyone.  Once you get your handout, read it.  

DO 

Give the Observers their handout. 

SAY  
If you are a Note Taker, take notes as if you were the 
Salesperson but don’t ask questions. Sales people don’t 
get any handouts other than the Customer Profile which 
you can refer to ask you are interviewing. 

 (Check for understanding!  This is very important before 
you begin any group activities. Clarify if learners are lost.) 

DO 
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When you are sure that everyone understands what they 
are supposed to be doing, tell them that they have 15 
minutes for this interview.   

Look at the clock and give them the exact time that the 
interview session will end. 

Watch/Listen For 
The classroom will hopefully be somewhat noisy but not 
crazy noisy.  Walk around the room and listen in on the 
interviews.  Make sure everyone is doing what they are 
supposed to be doing.  If they are lost, clarify and model 
the missing behavior. 

Slide 
11 

 

Activity 3: Role Playing - Meeting #2 

REPEAT AS ABOVE FOR SECOND INTERVIEW except… 

Those who played Observer will now play John Smith. 

Those who played Sadie previously will now play 
Observer. 

Those who played Salesperson previously will now play 
Note Taker. 

Those who played Note Taker will now play Salesperson. 

Slide 
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Activity 4: Class Discussion 

DO 
Ask the Observers to share what they observed.  Allow for 
some freeform discussion, listen for statements that 
support the EEO phases concepts covered so far.  If the 
discussion is too freeform, structure your prompting 
questions around the Four Buckets. 
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ASSESSMENT PART 2 

Slide 1 

 

Session Title: Assessment Part 2 Session 

Target Audience: EEO Attendees 

Time Allotted: 90 minutes; 15 minutes lecture; 75 
minutes activities 

Materials 
• Assessment Part 2 PPTX 

file: 8_assessment_part2.pptx 
• Customer Profile Part 2 hand outs 
• Flash drive 

Preparation 
1. Open Assessment Part 2 PPTX. 
2. Make sure that the PPTX is viewable on the 

overhead projector. 
3. Insert the Flash drive, but don’t open the index.html 

file because you will be modeling that. 

General Instructions 

Discussion 
Don’t encourage many questions during lecture, due to 
time constraints.  However, if someone is lost and needs 
some clarification, DO answer those questions. 

Activity 1: Online Tools 
Practical. You will be viewing the EPA Portfolio Manager 
and the Benchmarking Toolkit on the screen via the 
flash drive menu.  It would be best if you had an 
account to use both of these tools, but not necessary.  
The intention is to introduce this as a tool for the 
learners to use when assessing the building. 

Activity 2: Minnesota Rate Book 
Practical. This is a utility company tariff which you will 
be reviewing on the screen.  The intention is to 
introduce this as a tool for them to use when they are 
choosing EEMs for the customer that are related to 
utility savings. 

Activity 3: Customer Profile 
Practical/Context. The goal of this activity is to help the 
learners start thinking about energy sales as value 
based and to see customers holistically from building 
efficiency problem solving to marketing opportunities.  



This is a group activity where the workload is shared. 

Slide 2 

 

SAY 
We are now at Assessment > Building 
Assessment/Utilities 

Slide 3 

 

DO 
State the rationale. 
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DO 
Read the learning objectives. 
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SAY 
Opportunities come from bad efficiency and helpful 
utility tariffs. 

The efficiency opportunity is not just how well the 
building operates and the resulting efficiency 
opportunity…it’s the efficiency opportunity in the 
context of existing and available utility rates. 

The utility tariff sets the direction for savings measures . 
The utilities set the tariffs based on their cost structure 
and their need to impact behavior in their customers. 
So the opportunity for a particular customer of that 
utility is optimized through an understanding of the 
rates.  
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SAY 
You need to be able to interpret your customer’s annual 
load profile based on that facility’s operation.  Things to 
look for include dual peak if the heat is electric, if there 
is a high or low base load – what is it caused by, is there 
an unusually low load factor and why.  You could use 
either a weekly or daily profile.  Try to avoid analysis 
paralysis, remember to balance your assessment efforts 
against the value of your time.  Use this information to 
demonstrate your knowledge. 
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SAY 
Evaluate the daily, weekly and annual energy trends. It 
is best to do your own facility metering with good 
dashboard graphics, and use them to tell an energy 
story. You can use monthly utility billing data, “interval 
data”, meter/submeter trends or load information from 
one or more communicating VFDs.  Besides helping with 
the analysis, this can be a very effective sales tool 
because it demonstrates the customer’s existing usage 
profile, and you can highlight opportunities for savings. 
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SAY 
The monthly data from a year’s worth of bills has been 
entered into this spreadsheet. 
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SAY 
Using the monthly kWh, here’s the data in an Excel 
chart… 

And in the EEO Toolset’s Opportunity Scorecard. 
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Activity 1: Online Tools  

SAY 
In this part of the training, we are going take a look at 
energy data and how that will help you start looking for 
EEMs.  If you don’t have the index.html page open in 
your browser already, please open that now.  

DO 
Give them some time to open the index.html page in 
the flash drive.  

SAY 
Find the Bookmarks main menu item and roll your 
mouse over it, but don’t click on any of them yet.  The 
menu items are… (List the menu items.)  

SAY 
Let’s take a look at the EPA Portfolio Manager and the 
Benchmarking Toolkit. The EPA Portfolio Manager is an 
interactive energy management tool that allows you to 
track and assess energy and water consumption across 
your entire portfolio of buildings in a secure online 
environment. Whether you own, manage, or hold 
properties for investment, Portfolio Manager can help 
you set investment priorities, identify under-performing 
buildings, verify efficiency improvements, and receive 
EPA recognition for superior energy performance.  The 
EPA has developed a Benchmarking Starter Kit to help 
you assess the customer’s energy performance.  

DO 
(Model the expected behavior.) Open the index.html 



page on your computer and so on. 

Show them the EPA Portfolio Manager and 
Benchmarking Toolkit but don’t get into too much 
detail. 
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Activity 2: Minnesota Rate Book 

SAY 
Now that we have looked at some of the tools you can 
use, there is another document you will need for the 
activity we will be doing next.  Under the Reference 
Documents item in the main menu are the Minnesota 
Rate Book Tariff Example. Go ahead and click that, and 
open the document.  Take a look at the questions on 
this slide, skim the document and see if you can find the 
answers, take notes if you need to.  In five minutes we 
will review the questions together.  

DO  
Give about five or so minutes for them to skim the 
document. The use the discussion questions on the slide 
for a short discussion. 
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SAY 
Before you start looking for energy efficiency measures 
for a customer, review your basic objectives.  Is this a 
targeted or comprehensive project?  What is the 
customer’s risk tolerance?  What is the customer’s 
investment tolerance?  Do you have the competencies 
to implement a proposed energy efficiency measure or 
do you need to contract it? 

When looking for energy efficiency measures, you could 
start with equipment efficiency.  It could be something 
as simple as turning off equipment or improving the 
efficiency of existing equipment, such as changing air 
filters more frequently. Fix bad equipment. 
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Then, look for ways to improve operational efficiency.  
Controls could be installed to measure and automate 
energy usage.  Changing the behaviors of the people in 
the building is another example of operational 
efficiency. If they understand the savings from 
unoccupied setback, for example, they won’t complain 
if the building is cold when they stop by on Saturday to 
pick something up.  Structural efficiency could include 
more or better insulation or perhaps window 
replacement. 

And, as we have already discussed, you could look for 
ways to change the way a customer is billed for energy 
usage.  Hours of operation could be shifted to time 
periods with lower energy rates.  
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Activity 3: Customer Profile 

SAY (Check for understanding frequently.) 
Now that you have had a chance to look at your tools, 
next you will be working with your group to assess the 
customer’s building.  I will be handing out the Customer 
Profile Part 2 which contains more information about 
the building, and the customer’s energy data. 

Find the Assessment Questions in your student manual.  
There are several sections and it starts on page… (Tell 
them what page.)  

Decide amongst yourselves who will take what section 
of the assessment questions as there are many 
questions and it will be more efficient for you to break 
up the work.  When you have gathered all of the 
information for your section, you will share it with your 
group.  Wait until everyone has had a chance to finish 
before sharing. Do not begin until I give the signal to 
begin. 

DO 
Hand out Customer Profile Part 2. 

SAY 
Let’s do one question together.  

DO 
(Model the expected behavior). Read a question from 
early in the question series, skim Customer Profile Part 2 



for the information and ask the class to provide the 
answer.  

SAY 
You can also use the EEO Toolset if you choose, but it is 
not a requirement.  Use all of the tools you usually use 
and any of the ones that we have included in the 
Bookmarks on the flash drive.  

DO 
(Check for understanding!)  Clarify. This is a very 
important thing to do before doing group work.  

SAY 
Turn over your readiness indicators.  When your group 
has completed all of the questions as best you can, turn 
your readiness indicator right-side up.  You will have 
about 45 minutes for this exercise.  Please begin.  

Watch/Listen For 
Walk around the room.  Make sure everyone is doing 
what they are supposed to be doing.  If they are lost, 
clarify and model the missing behavior. 
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MODELING 

Slide 1 

 

Session Title: Modeling Session 

Target Audience: EEO Attendees 

Time Allotted: 120 minutes; pace lecture against 
activities. 

Materials 
• Modeling PPTX 

file: 9_modeling.pptx 
• Modeling Handout 
• EEO Toolset  
• EEM in the EEO Toolset handout 
• Flash Drive 
• Easel pad 
• Markers 
• Learner notes 
• Mark Jewell’s materials and the learner’s notes from 

his lecture 

Preparation 
1. Open Modeling PPTX. 
2. Make sure that it is viewable on the overhead 

projector. 
3. Insert the Flash drive, and open the index.html file. 

General Instructions   

Discussion 
Questions should be encouraged during lecture.  Use the 
Socratic Method to make connections. 

Activity 1: DSIRE Website 
Practical. You will introduce the DSIRE website, which will 
assist the learners in finding energy incentives for their 
customer. 

Activity 2:  Energy Star, Honeywell, and Other Calculators 
Practical. You will introduce these tools which will assist 
the learners in calculating energy savings. 

Activity 3:  EEM in the EEO Toolset 
Practical. This will be an independent activity where the 
learners will use the EEM in the EEO Toolset handout to 
walk through adding an EEM to a project in the EEO 
Toolset. 

Activity 4: Modeling with the Group 



Practical/Context. The learners, with their assigned group, 
will be evaluating their chosen EEM and choosing a final 
EEM set matched to the value proposition of the EEM for 
the customer. This activity is broken into sub parts, so be 
sure to review the steps for each part.  

Slide 2 

 

SAY 
We are now at Modeling > Tools 

Slide 3 

 

DO 
State the rationale. 
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DO 
Read the learning objectives. 
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SAY 
Scope is a result of the assessment phase, the energy 
efficiency measure you will be proposing to the customer.  
The EEMs you choose should address the basic objectives 
and requirements of the customer, some of which they 
may not be aware of.  A prioritized list is going to take 
shape and out of that list, the contractor should select 
those EEMs that are going to satisfy all of the conflicting 
requirements – budget, time, constructability, and 
technical feasibility.  This reinforces the need to identify 
early whether the path is going to be a comprehensive or 
targeted development path.  

Start off by keeping it simple.  Targeting particular EEMs 
that are broadly applicable to the customer’s concerns 
which you have established makes sense based on your 
company self assessment. Be able to apply the EEMs cost 



effectively so that you can provide significant benefit on 
both a financial and non-financial basis.  Start small and 
branch out from there. 

Establish a relationship on the back of an intriguing EEM.  
It needs to grab their attention. Dashboards are cost 
effective ways to get this attention. 

Cost includes materials, labor and overhead. Some 
considerations for choosing material would be  
 
• leveraging existing assets vs installing new, 
• the potential for follow up phases (making sure that 
material selection and design will leave the door open for 
additional scope in a later iteration), and  
• value engineering - or the idea of taking a scope and 
modifying the scope to reduce cost. Value engineering is a 
negative cost so some might consider it savings.  

Savings is more important than cost because it would 
immediately include energy savings, but should also be 
analyzed for all sorts of operational savings, utility rebates, 
tax incentives such as accelerated depreciation AND 
monetizing of business and/or marketing benefits such as 
potential new business, increased enrollment, and 
productivity. 

This is most challenging hill to climb for the industry 
because these are unfamiliar concepts to those who are 
usually involved in energy management for the business.  
For example, a facility director at a university who is 
talking to the admissions director won’t think about the 
brochure rack in the admissions office that could have a 
brochure which talks about the new bio-mass boiler that 
was just installed. 

Slide 7 
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SAY 
There are three things that affect the scope of your 
project proposal:  

Technical, choosing the appropriate energy efficiency 
measures for the customer…  

Constructability, the ease and efficiency with which the 
energy efficiency measures can be produced, subject to 
the overall requirements, cost-effectiveness, and time 
constraints and… 

Interactions describe how multiple EEMs affect each other 
and how that affects scope, cost, and savings. For 
example, when a hot deck or cold deck reset is combined 
with scheduling, hot deck reset savings should account for 
the fact that you are operating only 12 hours instead of 
24. 
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SAY 
The development of an energy project involves a 
combination of solid engineering, strong listening and 
observational skills, experience and a good bit of luck. This 
is, in many ways, as much an art as it is science and a 
successful project must be fully aligned with customer 
expectations and needs. 

Basically, however, what we’re doing is either turning 
things off or finding more efficient ways to do something. 
Our customers are expecting us to provide the best 
solution. The place to start is to understand what the basic 
objectives are, both for the customer and for your 
company. 

Is there any interest or value in a comprehensive review of 
the facility, or is there a specific opportunity that will 
provide a quick return for a smaller investment. Have you 
determined what your customer’s risk or investment 
tolerance is? Are you sure? And what about the skill set of 
you and your company – should you bring in outside 
expertise? 

When looking at the facility, consider breaking the analysis 
down to look at efficiency improvement opportunities 
with equipment and facility systems, how that equipment 
is operated and how well the utility usage patterns match 
up with the utility rate structure – electric, gas, water, etc. 
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SAY 
The most challenging part of scope development is going 
through the iterative process of quickly assessing various 
measures for cost and benefit, and setting aside anything 
that does not appear attractive.   

Be sure to consider all four buckets: are there non-utility 
benefits and operational savings? Will the scope item 
provide real value through sustainability or green 
marketing? Are there other compelling needs that 
increase the value of a scope item for the customer? Keep 
in mind that, through all of this give-and-take in deciding a 
final scope, the customer has a great deal of knowledge of 
their facility and its problems, but they are looking to you 
to come up with an optimized solution specific to their 
situation. Some customers will expect heavy involvement 
in the process and some will expect you to work 
independently toward a final proposal scope. 

Also recognize that scope development is a great example 
of the iteration we’ve been talking about. You will have 
sifted through the very long list of possible EEMs in the 
Assessment Phase and entered the Modeling Phase with a 
tentative list in mind. As you dive into the details of scope, 
cost and savings for that list of EEMs, you will inevitably 
toss some out and think of others that should be in the 
final scope and, therefore, need to be included in this 
detailed analysis. 

Slide 
11 

 

 



87 
 

Slide 
12 

 

SAY 
There are several possible parts of the cost deliverable. 

Utility Rebates are a negative cost, they reduce your cost.  

Tax Incentives are also a negative cost. 

Accelerated depreciation is a tax incentive (again a 
negative cost as it is a reduction in taxes.) If an EEM is 
saving energy, you can depreciate your investment faster.  

Construction is a positive cost, with a goal of finding ways 
to implement more efficiently and therefore cost 
effectively.  

Design Work is defined as plans and specification 
documentation. This is the cost involved in defining the 
scope to the level necessary to satisfy the customer 
and/or approval bodies. Minimize the amount of design 
work you do to get the job done. 

Slide 
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SAY 
Most energy retrofit measures will provide savings well 
beyond one year and frequently much longer than their 
simple payback period. An analysis of the full lifecycle cost 
will account for future maintenance, recalibration and 
other costs that will partially offset the annual utility and 
operational savings. It is important to emphasize that the 
savings from the retrofit will be realized throughout the 
life of the measure, though in some cases there might be 
degradation of utility savings over time. 

It is also important to develop an understanding of project 
Lifecycle Cost to develop a financial model that will more 
accurately and appropriately reflect the financial benefit 
of a project. This information is needed to help move 
away from simple payback or ROI as financial yardsticks. 
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SAY 
In its simplest form the calculation of lifecycle costs is the 
summation of any costs associated with a particular 
energy efficiency measure, used for comparison with the 
annual savings from the same measure. As with other 
financial analysis, this can get very complex and the 
customer should be consulted to determine if there are 
any particular methodologies required. 

Frequently the customer will have their own approach for 
evaluating investment options and it’s important to 
understand what that approach is. This ties into the need 
to help the customer recognize benefits beyond energy, 
that could pull funding from other departments other 
than Facilities. 

Slide 
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SAY 
Once the lifecycle costs are calculated, the analysis of a 
particular EEM will be compared to other investment 
options and to standards currently set by the customer. 

Slide 
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SAY 
Estimating the total implementation cost for an energy 
efficiency measure is similar to any other cost estimating 
exercise, and needs to include all of the direct cost that 
will be incurred. While sometimes difficult to break out 
costs for a particular EEM, it’s important to develop a 
process so that each EEM can be evaluated for its 
contribution to the overall financial analysis. 

These costs can include…(go over costs on slide.) 
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SAY 
Of course the customer’s budget is a big consideration.  
Key questions that should be considered when building 
your financial analysis include… 

Slide 
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SAY 
For some EEMs, there are costs associated with the 
measure that should be accounted for when pulling 
together the financial analysis. For example, is there 
special preventative maintenance that needs to be 
performed periodically, beyond what the current systems 
require? The level of detail and timeframe to be 
considered for this will depend on the type of financial 
analysis being performed, but the customer should be 
made aware of any anticipated recurring costs associated 
with the measures. 

Slide 
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SAY 
Annual Net Cash Flow is the annual sum of all savings and 
all costs associated with the EEM, except for 
implementation costs. This will include the calculated 
savings provided by the Toolset plus additional savings 
such as reduced maintenance or parts, and recurring costs 
such as new maintenance specific to this EEM or even 
finance costs or tax depreciation savings. Additional 
savings and costs must be fully understood and agreed to 
by the customer, and can be significant relative to energy 
savings. 

“Annual Net Cash Flow” can also be called “Annual Net 
Savings” since the project will always provide some level 
of annual savings. [Note: this is called “Annual Net 
Savings” in the Toolset.] 
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SAY 
Many state energy offices and many utilities have very 
good public sites with energy calculators. 

Slide 
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SAY 
Tools for calculating annual utility savings are provided in 
the EEO Toolset or for particular products, and many other 
tools can be found from other public or private sources. 
The level of detail that is required for the savings analysis 
should be clearly understood and communicated with the 
customer. Naturally, the preference will be for greater 
accuracy in these estimates, but it’s important to 
recognize the increased cost for that level of analysis, and 
compare that cost with benefit. Another critical 
consideration is the interactions between energy 
efficiency measures. Again, the level of analysis needed 
will depend on many factors specific to each situation, 
such as customer expectations, total savings, and types of 
measures involved. 
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SAY 
There is a wide range of legislation and programs, public 
and private, which are set up to promote the 
implementation of energy efficiency projects. Some of 
these are targeted at particular markets or technologies 
but in many cases there are more funds available than 
applicants. The EEO Toolset will provide support for 
identifying some of these, and the website 
www.dsireusa.org is another excellent resource.  

Also keep in mind that your customer will appreciate your 
efforts to find them “free money”, adding value to your 
relationship that goes beyond the dollars you may find. 

Slide 
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Activity 1: DSIRE Website 

Materials 
Flash drive  

SAY 
In this part of the training, we are going take a look at 
energy data and how that will help you start looking for 
EEMs.  If you don’t have the index.html page open in your 
browser already, please open that now.  

DO 
Give them some time to open the index.html page on the 
flash drive.  

SAY 
Find the DSIRE item in the Bookmarks menu.  The purpose 
of the DSIRE website is…  Let’s walk through finding things 
in here for Minnesota.  

DO 
(Model the expected behavior.) Find things for Minnesota 
on the DSIRE website. 
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SAY 
Savings is the Four Buckets.  

The common perception of utility savings is that it is 
calculated from projected run-time reductions or 
efficiency improvements BUT at the end of the day, it’s a 
guess. There are many variables that you can’t predict 
accurately.  The essential objective is to establish 
credibility in order to make the sale. A 100% accurate 
projection of savings that passes the customer’s ROI 
requirement would make a sale, but nobody is 100% sure. 
Make the sale through the four buckets, the main driver 
for the sale and the customer pain points. 

Slide 
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SAY 
There are a couple of key assumptions when estimating 
utility savings: escalation rate, and consistent future 
operations. 

Escalation Rate. When looking at the lifespan of an EEM 
it’s widely accepted that electricity rates will continue to 
rise during that period of time.  Even a small annual 
escalation over the 10-15 year lifespan of an EEM will 
significantly improve the financial picture. But, any 
escalation should be clearly explained to and accepted by 
the customer.   

Consistent Future Operations – if you’re projecting 
savings over a period of time, your projections are based 
on consistency in operational parameters like occupied 
hours, or number of occupants, that you have to assume 
will not change over time…along with obvious variables 
such as weather changes.  The customer needs to 
recognize that true savings will be affected by things 
outside the scope of the project. 
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SAY 
The two basic approaches for determining savings are to 
start with the total utility bill and determine a percentage 
reduction in the total bill.  The can be done from two 
different directions. 

Top Down - The rule of thumb for a comprehensive 
project on a typical building is 20% savings as a default, 
but if major EEMs have been done recently the 
percentage comes down.  If none have been done, then 
the percentage could be higher. Many other factors will 
move this percentage up or down, but it’s a great way to 
get an initial feel for the potential utility savings. 

Bottom Up - This focuses on a particular EEM and 
calculates the savings for that EEM. The savings would be 
added together taking into account any interaction 
between EEMs. 

Slide 
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SAY 
Predict savings at the meter/billing level, measure results 
at more detailed level. By providing a savings estimate at a 
high level as in the overall bill or total building you will end 
up with the flexibility of increasing savings in one EEM to 
compensate for a shortfall in savings in another EEM and 
the customer remains happy.  Overall predicted savings is 
achieved. But the safest way to validate savings of a 
particular EEM is to measure the results for that particular 
EEM. 
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SAY 
There are two categories of operational savings, 
conventional and non-conventional.  

With conventional savings, customers will easily 
understand the cost savings from replacing old equipment 
or reducing runtime on existing equipment through their 
maintenance budget which includes parts, labor, supplies 
and service contracts. 

With non-conventional conventional savings, there are 
many other categories of real savings that customers may 
not immediately think of.  This should be part of a clear 



conversation with the customer and with anybody who 
works with the customer who might review the savings 
totals. Non-conventional operational savings includes: 
 
• Data collection labor (for example,  is there someone 
walking around a facility to gather data from a gauge or 
meter, that could be trended with a sensor) 
• Future capital avoidance (Is equipment being replaced 
that was doomed to fail within the next few years ?) 
• Liability risk   
• Mold/mildew risk  

There needs to be complete buy-in on the validity of the 
amounts, so come up with numbers, then validate with 
the customer it is better to coauthor with the customer or 
get the numbers from the customer with an 
understanding of what they are used for. 

Some numbers may be one time, some may be annual, 
and some may be annual with an escalation rate higher 
than inflation. Some may be future cost avoidance that 
needs to be translated to today’s dollars.  

All savings, but especially operational savings, must be 
well documented with all assumptions clearly understood 
by all parties. Key assumptions will need to be revisited 
periodically, especially if there are personnel changes. 
Everyone has their own view about what's reasonable to 
assume, or not. 
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SAY 
Compliance with Energy Efficiency Mandates are business 
forces that require facility owners to make changes in 
their facilities.  These forces haven’t existed in the past. 
These NON-government mandates are overshadowing the 
government mandates. 

Some of our customer’s customers are requiring our 
customers to fill out a sustainability scorecard. Major retail 
chains and most carmakers have a sustainability scorecard 
that their suppliers must fill out.  This is true in quite a few 
industries.  They also audit their suppliers.  

Employees, staff, faculty and other internal stakeholders 
are becoming increasing aware of the role that the facility 
plays in operating costs and in their personal impact on 
the environment. There is tangible value for these 
stakeholders in the increased information and increased 
control that comes from most energy efficiency projects 
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and this should be accounted for during the sale. 

The Good Housekeeping Seal of Approval became a 
powerful marketing tool and we’re seeing a similar trend 
with energy and environmental awareness labels such as 
LEED or Energy Star. However it’s communicated, the 
external image of a facility’s efficiency is becoming a 
valuable and essential statement. This can lead to top-line 
growth such as increased customer appeal, higher 
occupancy or retention rates, and so on. 

Rising expectations of performance and transparency are 
the expectations of all stakeholders and building 
occupants.  

It is widely recognized that expectations around factors 
such as indoor air quality, VOCs, humidity, mold have risen 
and people are much more conscious of the impact of 
energy use on both the bottom line and on the 
environment. So there is an opportunity that has been 
created through these rising expectations to meet both 
expectations of an improved indoor environment and 
increased efficiency. And that is what you do. 

Slide 
31 

 

SAY 
The best place to start looking for possible operational 
savings is through interviews with facility staff and 
building occupants, and a review of the past few years of 
maintenance logs or budget reports. It’s important to 
listen carefully in order to fully understand the impact of 
problems or inefficiencies that may have been around so 
long that everyone is used to them. A great example is an 
office building where the boiler control was failing and the 
time clock was bypassed to keep it running 24/7 and avoid 
cold mornings. The building is warm when people come in 
and no one knows that it’s also warm at 2am when 
nobody is there. 
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Activity 2:  Energy Star, Honeywell, and Other Calculators 

Materials 
Flash drive  

SAY 
There are several tools that you can use to estimate the 
basic deliverables, Scope, Cost and Savings.  

DO  
Walk through each of the tools, Energy Star, Honeywell, 
and others that you know of, but don’t get into too much 
detail. 
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Activity 3:  EEM in the EEO Toolset 

Materials 
• EEO Toolset 
• EEM in the EEO Toolset handout 

DO 
Go over the instructions on the screen. Check for 
understanding. Ask them to turn over their readiness 
indicators.  

Walk around the room and make sure everyone is on task.  
Assist if needed. 

Slide 
34 

 

SAY 
We are now at Modeling > Choosing EEM 
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Activity 4: Modeling with the Group - Overview  

Materials 
• Flash drive: Modeling Spreadsheet (eem.xls) 
• Modeling Handout 
• Mark Jewel spreadsheet and notes 
• Assessment Worksheet (their notes) 
• Other notes (their notes) 
• Customer Profile Part 1 (already distributed) 
• Customer Profile Part 2 (already distributed) 
• Large easel pad and markers 

SAY (Check for understanding frequently.) 
Now that you have had a chance to look at your tools, you 
will be working with your group to come up with the basic 
deliverables - Scope, Cost and Savings.  The steps we will 
be taking are: (Read the instructions list on the slide.) 

We will be using the materials listed on the slide.  I will 
leave that list on the screen so you can refer to it. 

(IMPORTANT! Check for understanding before moving on!) 
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Activity 4: Modeling with the Group – Modeling Handout 

Materials 

Modeling Handout 

DO 
Hand out the Modeling Handout. 

SAY (Check for understanding frequently.) 
I am handing out the Modeling handout for you to 
reference. Let’s read that together. 

DO 
Read the Modeling Handout out loud. 
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Activity 4: Modeling with the Group – Modeling 
Spreadsheet 

Materials 
Flash drive: Modeling Spreadsheet (eem.xls) 

SAY (Check for understanding frequently.) 
Find the link to the modeling spreadsheet on your flash 
drive.  You can use this to organize your EEMs and the 
information that you are gathering, but you don’t have to 
use it if you don’t want to.  It is intended to help your 
thinking processes. 

DO 
Model the expected behavior.  Open the spreadsheet so 
that it can be seen on the overhead projector.  

SAY 
It’s a pretty simple spreadsheet. There are three sheets, 
EEM, Lifecycle CostSavings, and Implementation Cost. 
Let’s take a look at each sheet. 

The EEM sheet is where you will list your chosen EEM set.  
Equipment Efficiency, Operational Efficiency and Supply 
have a dropdown list that contains the subcategories for 
each type of EEM. 

DO 
Show the dropdown lists and read them, then go over the 
other columns as below: 

SAY 
You also have a couple of other columns to work with, 
Technical/Constructability, Interactions, Validation and 
Notes. 

Technical/Constructability is where you can keep 
comments on whether or not you need to engage some 
outside help to get the EEM done and other 
implementation notes. 

Interactions is where you can keep track of EEMs that 
might interact with each other.  You don’t have to use this 
column; it is just a thought prompt.  Again, using the 
spreadsheet is optional; it is intended only as a checklist 
or a way for you to organize your information. 

Validation is where you will consider if you will use any 
monitoring or metering devices to validate that your 
chosen EEM is doing what you intend it to do. 
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And Notes, of course, is for any other things you want to 
keep track of related to the EEM.  (You might want to put 
the value proposition in here.) 

SAY 
If you add an EEM to this sheet it will show up on the 
other sheets automatically.  You have room for 20 EEMs, 
but you probably won’t use that many. 

DO 
Add an EEM to the list then show the other sheets. 

SAY 
I have added an EEM to the first sheet and it shows up on 
the Lifecycle Costs/Savings sheet. (Show how this works.) 

The first set of columns are Costs (headers in blue), and 
the second set of columns are Savings (headers in grey). 
The Savings are Subtracted from the Costs.  Hopefully, you 
have a positive number in there for Net when you are 
done.  It is intended that you enter amounts that cover 
four years. 

DO 
Add some numbers in there and watch the results. Then 
switch to the Implementation Cost sheet. 

SAY 
The last sheet is the Implementation Cost sheet.  You can 
see that the EEMs you chose are already there.  Each of 
the columns is a possible implementation costs the 
amounts of which are totaled.  Pretty simple. 

DO 
Add some numbers and watch the results. 

When finished, show this PPTX on the projector. 
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Activity 4: Modeling with the Group – Choose EEM Set 

Materials 
• Flash drive: Modeling Spreadsheet (eem.xls) 
• Modeling Handout 
• Mark Jewel spreadsheet and notes 
• Assessment Questions (their notes) 
• Other notes (their notes) 
• Customer Profile Part 1 (already distributed) 
• Customer Profile Part 2 (already distributed) 
• Large easel pad and markers 

SAY 

These are the steps you will take for choosing an EEM set: 
1. Gather all of your information together and review 

that with your group.   
2. Choose one person to keep track of decisions either 

with the spreadsheet or the large easel pad. 
3. Decide on an EEM set and use either the large easel 

pad or the first sheet of the modeling spreadsheet to 
keep track of what you decided.  

4. Discuss the value proposition of each EEM with your 
group members. 

DO 
(IMPORTANT! Check for understanding before moving on!) 

SAY 
Turn over your readiness indicators.  When your group has 
decided on an EEM set, turn your readiness indicator 
right-side up.   You will have about 15 minutes for this 
part.  Please begin. 
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Activity 4: Modeling with the Group – Evaluate EEM Set 

Materials 
• Flash drive: Modeling Spreadsheet (eem.xls) 
• Modeling Handout 
• Mark Jewel spreadsheet and notes 
• Assessment Questions (their notes) 
• Other notes (their notes) 
• Customer Profile Part 1 (already distributed) 
• Customer Profile Part 2 (already distributed) 
• Large easel pad and markers 

SAY (Check for understanding frequently.) 
Now you should be looking at the numbers for each EEM 
you have chosen.  You can use any of the tools provided 
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(plus your own) to come up with the numbers for this EEM 
set. 

Decide with your group how you will be approaching the 
numbers.  It is to your advantage to talk about what 
approach to take because you may gain some insights 
from someone else in your group. Do not use Simple 
Payback.  Refer to Mark Jewell’s materials and your notes 
from his lecture if you need to. 

Refer to your notes and anything materials you have 
worked with so far that you find helpful.  You can use the 
EEO Toolset if you choose, but it is not required.  If you 
want to use the large easel pad and markers that is fine. 

Remember that you are looking for value other than just 
utility savings.  Refer to the Four Buckets, and your notes 
from the interviews. Create two columns on the easel pad 
or the sheet of paper you are using to organize your 
choices.  One column is for the EEM you choose and the 
second is for the customer need you are addressing with 
that EEM. 

Don’t get hung up on developing the numbers to the level 
of detail you might need for a real project. The point of 
this exercise to understand the process you will go 
through for a real project and to be very creative in 
coming up with utility benefits, non-utility financial 
benefits and non-financial benefits. 

(Check for understanding.) 

SAY 
Turn over your readiness indicators.  When your group has 
decided on an EEM set, turn your readiness indicator 
right-side up.   You will have about 30 minutes for this 
part.  Please begin. 
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Activity 4: Modeling with the Group – Chart the 
EEM/Value Proposition 

Materials 
• Flash drive: Modeling Spreadsheet (eem.xls) 
• Modeling Handout 
• Mark Jewel spreadsheet and notes 
• Assessment Questions (their notes) 
• Other notes (their notes) 
• Customer Profile Part 1 (already distributed) 
• Customer Profile Part 2 (already distributed) 
• Large easel pad and markers 

SAY (Check for understanding frequently.) 
Now that you have your details worked out, you are going 
to prepare for your proposal to the client.  We will be 
doing this as a presentation to the whole class.  Use the 
large easel pad to chart the EEM set.  Make two columns.  
The left hand column is for listing the EEM, and the right 
hand column is for stating the value proposition of the 
EEM. 

(Check for understanding.) 

SAY 
Turn over your readiness indicators.  When your group has 
decided on an EEM set, turn your readiness indicator 
right-side up.   You will have about 30 minutes for this 
part.  Please begin. 
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PROPOSAL/PRESENTATIONS 

Slide 1 

 

Session Title: Proposal Session 

Target Audience: EEO Attendees 

Time Allotted: 110 min total. 10 min lecture; 40 min 
proposal writing and 20 presentation creation. 40 min 
presentation/critique 

Materials 
• Proposal and Presentation PPTX 

file: 10_proposal.pptx 
• Flash drive – One Page Proposal Template 
• Proposal Questions in student workbook 
• One Page Proposal Template in student workbook 
• Proposal Guidelines in student workbook 
• Proposal Self-Evaluation Rubric in student workbook 
• Easel pad 
• Markers 
• All notes and information gathered about the 

customer thus far 

Assumption: Word or other word processing application is 
on learner machines. 

Preparation 
1. Open the Proposal and Presentation PPTX 
2. Make sure that it is viewable on the overhead 

projector. 
3. Insert the Flash drive, and open the index.html file. 
4. Write your email address on the whiteboard (or 

change the slide). 

General Instructions 

Discussion 
Encourage enough discussion to get to the activities. 

Activity 1: The One Page Proposal 
Practical. Learners will prepare a one page proposal. 

Activity 2: Group Presentation 
Practical/Context. Learners will present their proposal to 
the class as if the class was the customer. The class (and 
you, but mostly the class) will provide feedback and 
critique. 
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SAY 
We are now at Proposal > The One Page Proposal 
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DO 
State the rationale. 
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DO 
Read the learning objectives. 
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Activity 1: The One Page Proposal 

Materials 
• Proposal Questions in student workbook 
• One Page Proposal Template in student workbook 
• Proposal Guidelines in student workbook 
• Proposal Self-Evaluation Rubric in student workbook 

Preparation 
Put the instructor email address on the board or on this 
slide.  Learners will be sending their finished proposal to 
this email address.  

SAY 
Now we are going to put it all together. You will be writing 
a one page proposal with your group. First, let’s take a 
look at the Proposal Questions in your student workbook. 
They are located on page…(Give the page number.) 

Use these questions to help you make sure you haven’t 
missed anything along the way.  When you are released to 
work, you will read these with your group and answer the 
questions if you haven’t already addressed them in 
previous phases of the EEO process.  

Now, let’s take a look at the One Page Proposal Template 
item under References in the flash drive. Click on the link.  
This will open the one page proposal template which is a 
Word document.  

DO 
Give them some time to open the index.html page in the 
flash drive and open the One Page Proposal template.  



SAY 
Before you begin writing the proposal, let’s go over the 
Proposal Guidelines located in your student manual.  It is 
located on page…” (Give them the page number.)  

DO  
Read the Proposal Guidelines, going back and forth 
(matching) between what is on the template and in the 
guidelines.  

SAY  
There is also a Proposal Self-Evaluation rubric and a 
completed proposal example in your manual.  It is located 
on page… (Give the page number.) You can use this as a 
checklist when you think your proposal is finished.  We 
will not be reviewing your proposals in class, but you will 
be turning them in. (Accountability) 

Now that we have gone over the materials you will be 
using, you will be working with your group to create the 
proposal. 

Choose one person to type the proposal based on what 
you came up with during the modeling phase.  There 
should be consensus on what goes into the proposal.   

When you have completed the proposal, have the typist 
email it is DOC or PDF format to me.  My email address is 
on this slide (the board). 

DO 
(Check for understanding! Clarify. This is a very important 
thing to do before doing group work.) 

SAY 
Turn over your readiness indicators.  When your group is 
finished with the proposal, turn your readiness indicator 
right-side up.   You will have 40 minutes to do this 
exercise.  Please begin. 

Classroom Management 
Walk the classroom. Clarify and assist if necessary. 

It would be a good idea to watch your email inbox for the 
proposals.  You should receive one for each group.  If you 
do not, when they are almost out of time for this activity, 
announce that you are missing X proposal(s).  Don’t call 
out the group(s) that is (are) missing.  If you still don’t get 
the proposal from that group, go over to their table and 
ask when you will get it. 
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SAY 
We are now at Proposal Group Presentation 
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Activity 2: Group Presentation 

Materials 
• Large easel pad and markers 
• Completed, very creative presentation example that 

doesn’t give away the answers. 

Classroom Management 
They should be able to do this quickly since they have 
been preparing for this since the beginning.  All decisions 
should be made…this should be easy and fun for them.  It 
is a good way for them to give the results of what they 
have learned and summarize together.  It will give them 
some relief from the harder, analysis stuff that they have 
been doing.  Plus, they will be going from this to the 
certification exam so it also acts like a break…but they 
should still get a real break before the certification exam. 



SAY (Check for understanding frequently.) Now you are 
going to present your proposal to the class. (Read the 
instructions on the slide.) 

Since you will be presenting to the class, use the easel 
paper and markers to organize the information so that the 
class can follow along.  Write large enough so that the 
text can be read from the back of the room. Use as many 
pages as you want.  When you are ready, you can tape 
those pages to the wall.  This is a freeform activity so have 
fun with the visuals, and get creative, draw pictures. 

Choose someone who has decent handwriting to create 
the visuals. 

Choose one person to present. 

When you have completed your presentation materials, 
each group will present to the class. 

(Check for understanding.) 

SAY 
Turn over your readiness indicators.  When your group has 
completed their presentation materials, turn your 
readiness indicator right-side up.   You will have about 20 
minutes for this part.  Please begin. 

DO 
Ask THE CLASS to critique presentations, as if they are the 
customer.  You can also critique after the class has 
contributed.  Be certain that you are focusing on the 
things they did right and not just what they did wrong. 
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CERTIFICATION EXAM 

Allot two hours for the learners to complete the certification exam on day 3. This will be located on the learning 
management system and should have been assigned to them by Jon Heinen or Jerry Borchardt, and they would have been 
sent login instructions.  The certification exam should not be visible to the students on the LMS until the day and time of the 
certification exam. This can be configured within the learning management system.  A new certification exam should be 
published to the learning management system for each scheduled course session with the date of the scheduled course 
appended to the course name.  This should be managed by the instructional designer maintaining this curriculum. 

SURVEYS 

There are two surveys for this course and links to them both exist on the flash drive under Surveys in the menu.  They are 
not long, so 15 minutes for each one should be sufficient time to complete them.  It is important that they are asked to 
complete the surveys before they leave because the course will still be fresh in their minds, and they won’t remember to 
complete them if you don’t ask them to do this in class. 
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