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SECTION 1:  About 
This guide describes the process for documenting compliance with Local Law 87 of 2009, 

Energy Audits & Retro-commissioning.  It identifies the steps taken by the registered design 

professional (RDP) or approved agent when completing the reporting tools, and provides details 

about how to submit the tools and the Professional Certification forms to the Department of 

Buildings.  The guide also covers the process for how to apply for an extension or a deferral.   

A complete Energy Efficiency Report (EER) submission consists of the certification forms (both 

energy audit – EERC1 and retro-commissioning-EERC2) and the reporting tools (energy audit 

and retro-commissioning - unless excused from one or both, as denoted on the respective 

certification forms).  The reporting tools may include information for more than one building, if 

those buildings are served by a shared base building system.  Base building systems include:  

the building envelope, HVAC (heating ventilating and air conditioning) systems, conveying 

systems, domestic hot water systems, and electrical and lighting systems.  Buildings that do not 

share base building systems with another building are required to be covered by a separate 

EER.  The EER submission is due by December 31 of the respective reporting year, as 

determined by the final digit of the Tax Block number. 

Applicants must provide the pertinent information from the energy audit report and the retro-

commissioning reports submitted to the building owner when completing the tools and forms.  

The energy audit report and the retro-commissioning report must be kept on file at the building 

until the submission of the subsequent EER, and can be requested by the Department of 

Buildings at any time.  A site visit may also be conducted to verify what has been reported. The 

full energy audit and retro-commissioning reports are not to be submitted with these tools for 

normal compliance with LL87/09. 

Should questions arise during the completion of any of the tasks described herein, they can be 

directed to LL87Questions@buildings.nyc.gov.  

The energy audit and retro-commissioning tools are only compatible with Excel 2007 or later 

versions.  If you have an earlier version of Excel, you may experience difficulties utilizing         

the tool.   

When submitting the tools, applicants must save the tools with the following naming convention: 

BBL_X_LL87EATool_Rev# (for the energy audit) 

BBL_X_LL87RCxTool_Rev# (for the retro-cx) 

BBL: 10 digit Borough, Block, & Lot number.  The Borough number is 1 digit, the block 

number is 5 digits, and the lot number is 4 digits.  If any of these numbers are less than 

the number of digits specified, zeroes must be placed in front of the remaining digits, 

until they total the requisite number of digits for that entry.  (i.e. If your block number is 

only 4 digits long, put one zero between the borough number and the block number) 

X: A, B, C, etc. if more than one EER are being submitted for this BBL.  (example:  If 

there are five buildings on one BBL, and a group of three buildings are served by the 

mailto:LL87Questions@buildings.nyc.gov
http://www1.nyc.gov/assets/buildings/pdf/ll87of2009.pdf
http://www1.nyc.gov/site/buildings/business/energy-efficiency-report-forms.page
http://www1.nyc.gov/site/buildings/business/energy-efficiency-report-forms.page
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same base building systems while the other two buildings are each served by their own 

respective base building systems; there would be three EERs submitted and each of 

those three would have a different letter (A,B,C) in the space where the X placeholder 

is).  If only one EER is being submitted, use the letter A, where the X is.   

Rev #: the rev # will be zero when the EER is first submitted.  If the DOB Auditor 

requests that the EER be re-submitted with modifications, the re-submitted EER would 

be Rev 1, and so forth. 

For the one digit borough number:  Manhattan = 1; Bronx = 2; Brooklyn = 3; Queens = 4; 

and Staten Island = 5. 

SECTION 2:  Energy Audit Data Collection Tool 
An energy audit must be conducted prior to completing the Energy Audit Data Collection Tool.  

Qualifications for those conducting the audit are included in the Rule for Local Law 87, 1 RCNY 

§103-07, paragraph (c).  Energy audit requirements can be found in the law §28-308.2.  Though 

these qualifications are necessary for the actual audit, the Energy Audit Data Collection tool 

does not have to be completed by the Energy Auditor.  A sample of a completed EA Tool is 

included in the Appendix.  The Energy Audit Data Collection tool requires completion of seven 

worksheets: Introduction, Submittal Information, Team Information, Building Information, 

Equipment Inventory, Energy Conservation Measures (ECM), and End Use Breakdown. 

1.  Introduction Sheet:  This sheet explains which fields must be completed, clarifies 

what to do if the base building systems do not align with the requirements of all of the 

fields, and instructs the user not to change/edit the white or grey fields.  It also informs 

the user about the existence of pop-up instructions, which are indicated by a red triangle 

located in the upper right-hand corner of certain fields.  Users are instructed to provide 

an explanation for any field highlighted blue or in which “N/A” was entered or was left 

blank.  Users are also informed of the ability to copy entire tabs within the workbook if 

needed. The sheet also indicates a reference for where to find thermal energy 

conversions for use within the tool.   

Finally, the introduction sheet reminds the user that the Energy Efficiency Report does 

not replace the Energy Audit Report referenced in Section 1 of this document.  
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2.  Submittal Information Sheet:  This sheet asks the user to input basic information 

about the submission, the lot, and the specific buildings on the lot that are included in the 

EER.  It allows the user to enter comments/notes at the bottom of the page if further 

information is necessary.   

The individual who is listed on this sheet is who will be contacted by DOB, if necessary, 

with regard to questions or requests for additional documentation.   

The number of buildings on the lot may be different from the number of buildings that are 

listed in the Building Information section of this tab, depending on the base building 

systems configuration.  
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3.  Team Information Sheet:  This sheet asks the user to input basic information 

about the team that is performing the energy audit, with special attention to the 

registered design professional (RDP) or Approved Agent (Rule for Local Law 87, 1 

RCNY §103-07, paragraph (c)) and the certification holder – specifically:  license number 

of the RDP, certification holder’s type of certification and expiration date.  The audit 

report date is the date that the audit report was delivered to the owner.   
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4.  Building Information Sheet:  This sheet requires the user to input basic 

information about building contacts and building characteristics.  
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Users requesting relief from submittal of their first energy audit report of a “simple building”, as 

defined by the law, must indicate which items they meet on this sheet.  Once six items have 

been satisfied, a message will indicate that further completion of the tool is unnecessary.  If a 

building does not have the ability to have a cool roof, or it does not have common area washing 

machines, the lack of such feature does not satisfy that requirement.  At least six items must be 

satisfied in order to meet the requirements of exception for a simple building. 

 

 

Note that the text 

changes 

depending on 

whether six out of 

seven items have 

been satisfied. 
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Users are required to submit information regarding:  space types, metering configuration, 

energy systems configuration, and data previously submitted for Local Law 84 (benchmarking).   
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5.  Equipment Inventory Sheet:  This sheet requires the user to input specific 

information regarding base building systems.  All equipment that is the subject of an 

ECM must be included on this sheet.  Specific systems include:  heating and cooling 

components, DHW systems, mechanical ventilation, lighting components, envelope, 

generating equipment and process loads.  Up to five different types of equipment for 

each category may be entered, if needed.  For more than five systems, users can copy 

this tab in its entirety and enter the additional systems on the second tab.  Drop-down 

menus are included for most systems.  If a system does not apply, either leave the cell 

blank or enter N/A. Supply and Exhaust systems are only necessary to note if they are 

5HP or greater. 
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6.  Energy Conservation Measure (ECM) Sheet:  This sheet requires the user to 

list the recommendations determined by the energy auditor in the order of highest 

operational priority or return on investment.  Interactions between measures must be 

taken into account when performing savings calculations.  The items in the drop-down 

menus are not intended as instruction or guidance. 

 

 

 

 

 

 

 

 

 



How to File an Energy Efficiency Report Guide  Updated September 2013 
Page | 15 
 

7.  End Use Breakdown Sheet:  This sheet requires the user to enter the existing 

energy use breakdown and proposed energy use breakdown per system type and fuel 

type.  Percent reduction will calculate automatically. 
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SECTION 3:  Retro-commissioning Data Collection Tool 
 

Retro-commissioning must be conducted prior to completing the Retro-commissioning Data 

Collection Tool.  Qualifications for those conducting the retro-commissioning are included in the 

Rule for Local Law 87, 1 RCNY §103-07, paragraph (c).  Retro-commissioning requirements 

can be found in the law §28-308.3.  Though these qualifications are necessary for the actual 

retro-commissioning agent, the Retro-commissioning Data Collection tool does not have to be 

completed by the retro-commissioning agent.  A sample of a completed Retro-Cx Tool is 

included in the Appendix.  The Retro-commissioning Data Collection tool requires completion of 

five worksheets: Introduction, Submittal Information, Team Information, Building Information, 

and Retro-commissioning Measures. 

1.  Introduction Sheet: This sheet explains which fields must be completed, clarifies 

what to do if the base building systems do not align with the requirements of all of the 

fields, and instructs the user not to change/edit the white or grey fields.  It also informs 

the user about the existence of pop-up instructions, which are indicated by a red triangle 

located in the upper right hand corner of certain fields.  Users are instructed to provide 

an explanation for any field in which N/A was entered.  Users are also informed of the 

ability to copy entire tabs within the workbook if needed.  The sheet also indicates a 

reference for where to find thermal energy conversions for use within the tool.   

Finally, the introduction sheet reminds the user that the Energy Efficiency Report does 

not replace the Retro-commissioning Report referenced in Section 1 of this document.   

 

2.  Submittal Information Sheet:  This sheet asks the user to input basic information 

about the submission, the lot, and the specific buildings on the lot that are included in 

this workbook.  It allows the user to enter comments/notes at the bottom of the page if 

further information is necessary.   
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The individual who is listed on this sheet is who will be contacted by DOB, if necessary, with 

regard to questions or requests for additional documentation.   

The number of buildings on the lot may be different from the number of buildings that are listed 

in the Building Information section of this tab, depending on the base building systems 

configuration. 

 

 

3.  Team Information Sheet:  This sheet asks the user to input basic information 

about the team that is performing the retro-commissioning, with special attention to the 

Registered Design Professional (RDP) or Approved Agent, and the certification holder – 

specifically:  license number for the RDP, certification holder’s type of certification and 

expiration date.  The retro-commissioning report date is the date that the retro-

commissioning report was delivered to the owner.  

 

 

 



How to File an Energy Efficiency Report Guide  Updated September 2013 
Page | 18 
 

 

 

4. Building Information Sheet:  This sheet asks the user to input basic information 

about building contacts.  

 



How to File an Energy Efficiency Report Guide  Updated September 2013 
Page | 19 
 

5.  Retro-commissioning Measures Sheet:  This sheet requires the user to report 

on 24 specific items that are listed in the law as minimum required retro-commissioning 

measures to be addressed.  Deficiencies noted by the retro-commissioning agent must 

be corrected.  For each item, the user is asked to indicate “Yes” or “N/A” regarding 

compliance.  “Yes” indicates that the system was operating efficiently for the current 

facility requirements, or it was not operating efficiently, but has been corrected.  “N/A” 

indicates that the item is not applicable.  The user would choose “N/A” if the building 

does not have this type of equipment or operational control.  There is a Notes column for 

users to input additional information.  There is also an Explanation of Deficiency 

Corrected column to explain what was found, and an Approach Taken to Comply column 

to describe how the non-compliant section was made compliant.  Implementation costs, 

energy savings, and energy cost savings columns are typical of retro-commissioning 

reports, which will allow for the simple payback calculation to be performed automatically 

by the program.   
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SECTION 4:  Professional Certification:  Energy Auditor and Owner 

Statements 
This form (EERC1) is required to be included as part of a complete Energy Efficiency Report 

(EER) submission, and is meant to accompany the Energy Audit Data Collection Tool.   

The Registered Design Professional (RDP) or Approved Agent (not permitted for early 

compliance) and the owner will sign this form.  The RDP is required to apply their seal to the 

document.   

This form requires the applicant to provide the filing status for the building(s) included in the 

EER.  A completed form is required for each EER (with the Data Collection tool submittal).  It is 

on this form that the RDP will indicate whether the filing is a normal submittal (initial filing), the 

building is a simple building (only indicate if applying to skip the energy audit in the case of 

providing proof of having satisfied six out of seven of the requisite items listed in §28-308.2 

Exceptions, in the law), the filing is an amendment (as requested by DOB), or if the applicant is 

applying for a specific exception from completing the energy audit (LEED-EB, ENERGY STAR, 

or no ENERGY STAR label category but building exhibits superior energy performance), as 

provided for in the law.   

This form also requires basic location information, and information on the Energy Audit Team 

Structure (RDP/RDP supervising others or Approved Agent), and the certification(s) and 

expiration date(s) of those performing the audit, or the DOB Registration Number (in the case of 

an Approved Agent).   

The owner must also complete a statement, indicate owner type, supply basic information, sign 

and date the form.   

SECTION 5:  Professional Certification:  Retro-commissioning Agent 

and Owner Statements 
This form (EERC2) is required to be included as part of a complete Energy Efficiency Report 

(EER) submission, and is meant to accompany the Retro-commissioning Data Collection Tool.   

The Registered Design Professional (RDP) or Approved Agent (not permitted for early 

compliance) and the owner will sign this form.  The RDP is required to apply their seal to the 

document.   

The form will require the applicant to provide the filing status for the building(s) included in the 

EER.  A completed form is required for each EER (with the Data Collection tool submittal).  It is 

on this form that the RDP will indicate whether the filing is a normal (initial) filing, an amendment 

(requested by DOB), or if the applicant is applying for a specific exception (LEED-EB), as 

provided for in the law.   

This form also requires basic location information, and information on the Retro-commissioning 

Team Structure (RDP/RDP supervising others, Certified Refrigerating System Operating 

Engineer, Licensed High Pressure Boiler Operating Engineer, or Approved Agent), and the 

http://www1.nyc.gov/site/buildings/business/energy-efficiency-report-forms.page
http://www1.nyc.gov/site/buildings/business/energy-efficiency-report-forms.page
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certification(s) and expiration date(s) of those performing the audit, or the DOB Registration 

Number (in the case of an Approved Agent).   

The owner must also complete a statement, indicate owner type, supply basic information, and 

sign and date the form.   

SECTION 6:  Application to Defer Filing an Energy Efficiency      

Report (EER) 
If a building is less than ten years old (at the time of their first EER submission), or if a building 

that has undergone substantial rehabilitation (within the ten years prior to the deadline to file an 

EER submission), AND the applicant can prove that the building meets the NYCECC in effect 

for new buildings constructed on or after July 1, 2010, or the energy code in effect at the time of 

construction or substantial rehabilitation(whichever is later) the applicant can apply to defer their 

EER (both energy audit and retro-commissioning) by completing and submitting an Application 

to Defer Filing (form EER1).  The form must be submitted with documentation that substantiates 

that the building complies with the energy code, such as a completed EN1 Energy Cost Budget 

Worksheet. 

SECTION 7:  Application for Extension of Time to File an Energy 

Efficiency Report (EER) 
If an owner is unable complete their EER prior to December 31 of the year in which it is due, an 

extension may be requested by completing and submitting an Application for Extension of Time 

to File and Energy Efficiency Report (form EER2).  The only two conditions for which this is 

applicable are:  Good Faith Effort and Financial Hardship.  Financial Hardship is very 

specifically defined in the law 28-308.1.  Applicant buildings must meet the criteria in order to 

qualify.  An Application for Extension must be filed by October 1 of the year in which it is due. 

SECTION 8:  Appendix 
PROFESSIONAL CERTIFICATION:  ENERGY AUDITOR AND OWNER STATEMENTS 

(FORM EERC1) 

PROFESSIONAL CERTIFICATION:  RETRO-COMMISSIONING AGENT AND OWNER 

STATEMENTS (FORM EERC2) 

APPLICATION TO DEFER FILING AN ENERGY EFFICIENCY REPORT (FORM EER1) 

APPLICATION FOR EXTENSION OF TIME TO FILE AN ENERGY EFFICIENCY REPORT 

(FORM EER2) 

 

 

http://www1.nyc.gov/site/buildings/business/energy-efficiency-report-forms.page
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