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If you have any questions about your role on the Energy Team, please do not hesitate to 
contact DEM at energy@dcas.nyc.gov.  
 

  

mailto:energy@dcas.nyc.gov


  8/3/2020 
 

Page 4 of 64 
 

Guide Overview 
 
This guidebook was developed by DCAS’s Division of Energy Management (“DEM”) and is the 
centralized resource to support energy staff at City agencies. This guide provides an overview of 
the responsibilities of agency energy teams, which consist of Agency Energy Personnel (“AEPs”), 
Energy Liaison Officers (“ELOs”), building operators, and facilities management staff. In addition, 
this guide provides an overview of DEM’s programs, and the tools and resources that DEM 
provides to support energy teams. 
 
Companion Resources  
 
The Agency Energy Directory and DEM Team Directory are companion resources that 
supplement the information provided in this guide.  
 

 

The Agency Energy Directory was developed to support energy 
staff at City agencies. For each agency, the Directory provides 
a brief overview of the energy team, with a focus on DEM-funded 
staff, i.e., Agency Energy Personnel. The Directory shows the 
location of the energy team within the agency, the team’s 
internal structure, and the team members’ contact information. 
In addition, the Agency Energy Directory includes descriptions 
of energy teams across the City where DEM is not funding 
dedicated personnel and provides contact information for key 
energy staff on each team. 
 
 

 

The DEM Team Directory provides a guide to DEM units, teams, 
programs, and staff. The Directory provides a simplified 
organizational chart; an overview of the core functions of each 
group, team, and unit; and a list of all DEM staff and their office 
titles. 
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Table 1. Useful Links and Contacts 
DEM’s Homepage http://www.nyc.gov/energy-conservation 
DCAS’s Homepage http://www.nyc.gov/dcas   
DEM’s Facebook Account https://www.facebook.com/EnergyNYC  
DEM’s Twitter Account https://twitter.com/energy_NYC  
Energy Cost Control & Conservation (“EC3”) Portal https://mspwvw-

dcsec301.dcas.nycnet/EC3/Login.aspx  
EnerTrac Portal https://et.nuenergen.com/login  
DEM’s Email Address for General Inquiries energy@dcas.nyc.gov 
DEM’s Email Address for Invoice Submission  dem_invoice@dcas.nyc.gov  

 

http://www.nyc.gov/energy-conservation
http://www.nyc.gov/dcas
https://www.facebook.com/EnergyNYC
https://twitter.com/energy_NYC
https://mspwvw-dcsec301.dcas.nycnet/EC3/Login.aspx
https://mspwvw-dcsec301.dcas.nycnet/EC3/Login.aspx
https://et.nuenergen.com/login
mailto:energy@dcas.nyc.gov
mailto:dem_invoice@dcas.nyc.gov
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DEM Overview 
 
The Department of Citywide Administrative Services (DCAS) Division of Energy Management 
(DEM) is the hub for energy management in City buildings. As such, we play a critical role in 
supporting our agency partners' progress towards the City's major emissions reduction and 
energy objectives. These goals include the following: 
 

• 80x50, which is focused on achieving an 80 percent economy-wide reduction in overall 
New York City emissions (covering both City government operations and private sector) 
by 2050, using a Fiscal Year 2006 baseline for City government operations. 

• 40x25 and 50x30, which are focused on achieving a 40 percent emissions reduction for 
City government operations by 2025 and 50 percent by 2030, using a Fiscal Year 2006 
baseline. These new targets, put forth under the 2019 Climate Mobilization Act, are 
intended to accelerate progress towards 80x50. 

• 100MWx25, which is focused on installing 100 megawatts of solar photovoltaic systems 
on City buildings by 2025. 

• 100MWhx20, which is focused on installing 100 megawatt hours (“MWh”) of energy 
storage across private and public facilities by 2020. 

• Executive Order 26 (“EO26”), which committed the City to the principles of the Paris 
Climate Agreement. As part of the planning associated with EO26, the City pledged to 
reduce energy usage from City buildings by a further 20 percent by 2025 from a Fiscal 
Year 2016 baseline. 

 
Since public and private buildings represented 67% of citywide emissions in 2015, reducing 
emissions from buildings is critical to reaching 80x50. The City has committed to leading the way 
in our own buildings. 
 
DEM derives our authority from DCAS's City Charter responsibility to handle utility matters for the 
City. Today, we focus our work in six major areas, namely, the City's energy supply, clean energy 
generation, demand response and load management, energy-efficient operations and 
maintenance, energy efficiency retrofit projects, and energy training and innovation. 
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Agency Energy Team Overview 
 
Agencies’ Energy Teams include DEM-funded Agency Energy Personnel (“AEPs”), Energy 
Liaison Officers (“ELOs”), building operators, and facilities management staff. Staff in these roles 
are critical to supporting energy management at their agencies. To successfully carry out energy-
related tasks, AEPs and ELOs work with a diverse cross-section of other agency staff, including 
members of the facilities management, budget or fiscal, procurement, and capital planning teams, 
among others. Information on Energy Team staff at specific agencies and their contact information 
can be found in the Agency Energy Team Directory. 
 
Agency Energy Personnel (“AEPs”) 
 
AEPs are dedicated energy management professionals funded by DEM who oversee their 
agency’s energy management efforts to meet citywide energy and emissions goals. DEM funds 
six (6) types of roles across agencies: Energy Director, Energy Manager, Energy Project 
Manager, Energy Engineer, Energy Analyst, and Energy Contracts Specialist. The Energy 
Contracts Specialist is a new AEP role DEM introduced in FY20 to address the need for personnel 
specialized in supporting energy project and services contracts. In FY19, DEM funded 36 AEPs 
at 13 agency partners. In FY20, DEM allocated an additional 30 positions bringing the number of 
participating agencies to 17 and number of AEPs to 66. 
 
Depending on their role within their organization, AEPs may serve as their agency’s designated 
ELO; in other cases, they work closely with the designated ELO.  
 
Energy Liaison Officers (“ELOs”) 
 
Each mayoral agency and entity whose energy costs are paid for by the City of New York is 
required to designate an Energy Liaison Officer. ELOs serve as the primary point of contact within 
their agencies for energy budget, billing, and account management issues. They oversee account 
changes, review monthly energy reports to control cost and usage, and help with the energy 
budgeting process. Since DEM does not have staff capacity to review the activity associated with 
each individual agency account, the work of ELOs is critical in ensuring accurate billing. 
 
Building Operators and Facilities Management Staff 
 
To date, DEM, through the Preventative Maintenance Collaborative Program, has supported the 
hiring of 126 new staff members, including electricians, steam fitters, plumbers, and maintenance 
workers, across seven (7) agencies. 
 
 
 
  



  8/3/2020 
 

Page 8 of 64 
 

Agency Energy Personnel (“AEP”) Responsibilities 
 
AEPs are dedicated energy management professionals funded by DEM who oversee their 
agency’s energy management efforts to meet citywide energy and emissions goals. As described 
in the AEP Overview above, DEM funds six (6) types of roles across agencies: Energy Director, 
Energy Manager, Energy Project Manager, Energy Engineer, Energy Analyst, and Energy 
Contracts Specialist. 
 
1. Support the completion of ELO functions.  
 
As part of the Agency Energy Team, AEPs work to support ELOs with their responsibilities. At 
some agencies, AEPs serve as their agencies’ designated ELOs; at other agencies, AEPs and 
separate designated ELOs work closely together. Depending on the structure of the Agency 
Energy Team in place, AEPs may help provide account management support, identify billing 
and/or usage anomalies, gather data for the annual energy budgeting and energy benchmarking 
processes, and oversee interruptible accounts. AEPs should always review energy reports to 
monitor energy costs and usage for their agencies. 
 
Timeline: Throughout the year 
 
2. Develop agency-level plans to meet citywide energy and emissions reduction goals. 
 
AEPs work with other staff to assess their agencies’ facilities, identify energy-saving opportunities, 
and set specific and measurable energy reduction targets to make progress towards citywide 
goals. AEPs also coordinate with their agencies’ capital planning and facility management teams 
to develop an outyear queue of projects. 
  
Timeline: Throughout the year 
 
3. Contribute to agency behavioral change efforts, including training. 
 
AEPs identify agency staff to participate in energy-related training, including training opportunities 
offered through DEM’s Energy Management Institute (“EMI”). They work with EMI to ensure that 
agency staff know how to access relevant courses. AEPs share energy management best 
practices with staff across their agencies to encourage energy conservation and efficiency. They 
also may do outreach and hold competitions to motivate agency staff to save energy. 
 
Timeline: Throughout the year 
 
4. Support energy-efficient operations and maintenance at agency facilities. 
 
AEPs work with DEM to reduce energy usage and emissions through improved operations and 
maintenance (“O&M”) practices at agency facilities. These activities encompass supporting 
collaboration with direct facility operators on energy management activities; helping to manage 
projects related to conducting asset inventories, facility condition assessments, and BMS and 
CMMS upgrades; and working with facilities teams to assess trades staffing needs. 
 
Timeline: Throughout the year 
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5. Identify energy efficiency and clean energy project opportunities at agency facilities 
 
AEPs review energy audits and other studies to verify energy conservation opportunities across 
the agency’s portfolio and identify potential energy efficiency projects. AEPs oversee technical 
calculations to estimate energy savings, cost savings, emissions reductions, and other benefits 
expected from energy projects. 
 
Timeline: Throughout the year 
 
6. Implement energy efficiency and clean energy projects at agency buildings. 
 
AEPs help develop and implement energy efficiency and clean energy projects at agency 
buildings. AEPs help develop applications for DEM’s competitive funding programs and work with 
DEM to direct projects to non-competitive funding programs. Further, AEPs oversee project 
delivery, commissioning, and measurement and verification (“M&V”). AEPs track all energy 
efficiency and clean energy projects currently underway and report regularly to DEM on their 
progress. AEPs also help manage all funding awarded to their agencies for energy efficiency and 
clean energy projects. 
 
Timeline: Throughout the year 
 
7. Manage funding received for energy efficiency and clean energy projects, including 
tracking the engagement of union labor and minority and women-owned business groups. 
 
AEPs are responsible for the management of all funding awarded to their agency for energy 
efficiency and clean energy projects. This includes:  
 Ensuring that necessary Memoranda of Understanding and Intra-City Modifications are 

processed in a timely manner;  
 Tracking and monitoring expenditures;  
 Submitting invoices to DEM (DEM_Invoice@dcas.nyc.gov) on a quarterly basis using the 

designated Intra-City Invoice format;  
 Proactively identifying and informing DEM if any expense-funded work or services will not 

be completed by the end of the year and the total amount of funding that will be unspent. 
 

AEPs also are responsible for tracking the engagement of minority and women-owned business 
enterprises (“M/WBE”) and union labor on each project and meeting M/WBE goals. AEPs should 
track the following items: contract numbers, hours worked, M/WBE target amounts, and contractor 
costs. 
 
Timeline: Throughout the year 
 
8. Support agency participation in Load Management (“LM”) and Demand Response (“DR”) 
Programs. 
 
AEPs provide technical, analytical, and administrative support to advance their agencies’ 
participation in the Load Management and Demand Response Programs. AEPs help identify LM 
and DR candidate facilities at their agencies, enroll new facilities in the LM and DR Programs, 
and support currently enrolled facilities’ participation and performance. They help communicate 

mailto:DEM_Invoice@dcas.nyc.gov
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DR events throughout their agencies and assist with DR and LM requests for information and 
training. 
 
Timeline: Throughout the year for Load Management; during winter and summer capability 
periods for Demand Response 
 
9. Support metering installations at agency facilities. 
 
Working with ELOs and/or other Agency Energy Team staff, AEPs facilitate real-time metering 
(“RTM”) installations and submetering at their agencies’ facilities. RTM installations assist 
agencies with participating in the Demand Response and Load Management Programs and are 
required for Local Law 45 of 2018 compliance. AEPs help facilitate site access to the City’s 
metering vendor(s) for RTM or submetering installations. They also help identify space and 
equipment served by specific meters and track any required cabling (power and/or LAN) upgrades 
for RTM installations. In addition, AEPs review the layout and design of facilities’ energy systems 
and make recommendations regarding where submetering would be appropriate. 
 
Timeline: Throughout the year 
 
10. Contribute to City energy management efforts as a subject matter expert. 
 
AEPs help share energy management best practices with other Agency Energy Teams; test new 
energy technologies in City facilities; develop new energy-related training content; and provide 
guidance on new programs and contracting resources that DEM is developing, among other 
activities.  
 
Timeline: Throughout the year 
 
11. Report quarterly on progress. 
 
AEPs must provide DEM with quarterly progress reports to DEM. These reports ensure that 
agencies are receiving the right level of support and resources for project completion and also 
serves as a report card for DEM to assess agency progress. 
 
Timeline: Quarterly throughout the year 
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Energy Liaison Officer Responsibilities 
 
ELOs serve as the primary point of contact within their agencies for energy budget, billing, and 
account management issues. They oversee account changes, review monthly energy reports to 
control cost and usage, and help with the energy budgeting process. Since DEM does not have 
staff capacity to review the activity associated with each individual agency account, the work of 
ELOs is critical in ensuring accurate billing. 
 
1. Manage energy accounts for their agency.  
 
ELOs manage utility accounts for their agencies. ELOs should notify DEM promptly when any of 
their agencies’ electricity, gas, or steam accounts need to be turned on, turned off, or transferred. 
They also should report any other issues with their agencies’ accounts to DEM. In addition, ELOs 
should provide utility companies with access to their agencies’ buildings when required for 
metering purposes (e.g., to replace meters or conduct monthly readings for manually-read 
meters). 
 
For further information, see: “Utility Account Change Definitions for the Utility Request Information 
Form (“URIF”).” 
 
Timeline: Throughout the year as needs arise 
 
2. Review energy usage reports and report billing anomalies to DEM.  
 
ELOs review energy usage reports and inform DEM about any potential issues or errors that they 
notice. Billing data is published in EC3 with a two-month lag. Each month, DEM sends reports 
directly to ELOs for the billing period two months prior. In addition, ELOs can log into DEM’s EC3 
web portal for additional information about energy cost and usage. ELOs should report to DEM 
any billing errors or abnormalities that they observe at the account level. They also should monitor 
energy cost and usage at both the facility and agency levels. ELOs can access many reports in 
EC3, which have been designed to help them review energy usage across facilities and over 
time. 
 
For further information, see: “Reviewing Energy Usage Reports” and “Energy Cost Control and 
Conservation (EC3) Guide.”  
 
Timeline: At least once per month (generally, in the second week of the month) 
 
3. Provide DEM with information for the annual energy budgeting process.  
 
ELOs support the development of the annual energy budget for their agencies. Each year, DEM 
works with the Office of Management and Budget (“OMB”) to develop the Citywide Heat, Light, 
and Power (“HLP”) Budget. DEM creates the HLP Budget by applying rates to “base usage” (prior-
year actual energy usage, adjusted for normal weather) and expected “changes in usage.” ELOs 
work with DEM to help estimate expected energy usage changes for their agencies. During the 
budgeting process, ELOs confirm that all accounts listed for their specific agencies belong to them 
and identify any new building locations and any locations that they plan to vacate. 
 
For further information, see: “Supporting the Annual Energy Benchmarking Process.” 
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Timeline: December to February of each year  
 
4. Provide DEM with information for the annual energy benchmarking process.  
 
ELOs help gather information about their agencies’ buildings to support the City’s annual 
benchmarking process. Each year, DEM benchmarks the energy performance of all City buildings 
over 10,000 square feet, using the U.S. Environmental Protection Agency’s Portfolio Manager 
tool. DEM performs the benchmarking process to gain insight into energy usage within City 
buildings, identify energy-saving opportunities, and comply with Local Law 84 of 2009. ELOs are 
responsible for providing DEM with information on their agencies’ buildings, including building 
characteristics, energy types consumed, and schedules of operations. In addition, they must 
provide information on fuel oil usage. To comply with Local Law 95 of 2019, this benchmarking 
data is converted into energy scores. 
 
For further information, see: “Supporting the Annual Energy Benchmarking Process.” 
 
Timeline: January to February of each year 
 
5. Ensure that agency facilities with interruptible/dual fuel natural gas accounts are 
prepared for winter gas interruptions.   
 
ELOs oversee utility natural gas accounts at their agencies classified as interruptible and prepare 
agencies to comply with mandatory interruption events. They are responsible for ensuring that all 
facilities’ fuel-switching equipment is operational; an adequate supply of alternative fuel is present 
at relevant facilities; the utility and DEM have up-to-date contact information for relevant agency 
building staff. They also inform facility operators about announced interruption test dates. Finally, 
they provide necessary support to facilities in events of malfunctions and/or failure to interrupt 
natural gas usage during interruptible events, including helping quickly resolve non-compliance 
issues. 
 
Timeline: In the months leading up and through the winter Heating Season, especially as 
interruptible events are called during the season  
 
6. Serve as a point of contact on other energy matters for their agency.  
 
Depending on the situation, DEM may ask ELOs to support their agencies on other energy-related 
matters, including:  

• Connecting agency colleagues who may benefit from energy-related training to DEM’s 
Energy Management Institute (“EMI”) Training Program 

• Encouraging agency colleagues to implement basic energy conservation measures, such 
as turning off unnecessary lighting and reducing plug loads from computers, printers, etc. 

• Distributing energy-related information provided by DEM to other staff within their 
agencies, such as heating and cooling guidelines, energy-saving tips, etc.  

• Share information about their agencies’ energy-related successes with DEM 
  
Timeline: Throughout the year as needs arise 
 
7. Work with other agency staff to support metering installations at agency facilities. 



  8/3/2020 
 

Page 13 of 64 
 

 
Working with AEPs and/or other Agency Energy Team staff, ELOs facilitate real-time metering 
(“RTM”) installations and submetering at their agencies’ facilities. RTM installations help agencies 
effectively participate in the Demand Response and Load Management Programs and are 
required for Local Law 45 of 2018 compliance. ELOs help facilitate site access to the City’s 
metering vendor(s) for RTM or submetering installations. They also help identify space and 
equipment served by specific meters and track any required cabling (power and/or LAN) upgrades 
for RTM installations.  
 
Timeline: Throughout the year   
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Energy Team Touchpoints with DEM  
 
Agency Energy Teams can anticipate the following specific touchpoints with DEM throughout the 
fiscal year. Beyond these specific touchpoints, DEM sends out energy usage reports to ELOs and 
AEPs for review monthly. DEM also releases the Energy Bulletin bimonthly to update Energy 
Teams on important upcoming events. In addition, DEM program staff are available to help ELOs 
and AEPs work through any specific energy-related issues on an ongoing basis as needed. 
 
See the calendar in Appendix 1 for more information. 
  



  8/3/2020 
 

Page 15 of 64 
 

DEM Program Overview 
 
The following provides an overview of the major programs run by DEM’s units and the key 
contacts for each. DEM is organized into four (4) major units to deliver on our mission. The Energy 
Supply Unit oversees energy procurement, manages and performs usage reporting for all City 
utility accounts, and runs the City’s Demand Response and Load Management Programs. The 
Operations Unit delivers energy efficiency and clean energy projects. The Strategic Planning 
Unit assists with policy development, provides program support, does special projects, and 
conducts portfolio-level and agency-level carbon reduction planning. Finally, the Executive 
Office Support Unit oversees program budgets, manages DCAS-held energy contracts, and 
addresses energy-related procurement and contracting gaps. 
 
Energy Supply Unit Programs 
 
Primary Point of Contact: Susan Cohen (Assistant Commissioner, Energy Supply); 
scohen@dcas.nyc.gov office: (212) 386-0369; cell: (646) 739-2328 
 
Table 2. Energy Supply Unit Programs 

Program Description Contact 
Citywide Heat, 
Light, and Power 
Budget 
Development and 
Management 

DEM develops and manages the Citywide HLP Budget 
for each fiscal year in consultation with OMB. In 
December of the current fiscal year, agencies are asked 
to contribute to budget development for the next fiscal 
year. They also are asked to monitor their energy costs 
on an ongoing basis. 

Lukman Olowu (Director, 
Energy Budget and Billing) 
lolowu@dcas.nyc.gov  
office: (212) 386-6326 
cell: (718) 759-8946 

General Account 
Management 

DEM serves as the interface with utility companies for 
the opening, closing, and transfer of utility accounts 
serving City facilities.  
 

For utility account changes:  
Richard Risickella (Senior 
Analyst, Account Management) 
rrisicke@dcas.nyc.gov 
office: (212) 386-6322 
cell: (347) 418-1005 

Bill Processing and 
Review 

DEM manages the intake and review of City energy bills 
received from utility companies. DEM also pursues 
credits from utility companies for any billing errors. 

For overall energy budget 
questions: 
Margaret Eng (Deputy Director, 
Energy Budget) 
meng@dcas.nyc.gov 
office: (212) 386-0366 
cell: (646) 942-1865 
 
For specific issues related to 
potential billing errors: 
Brandon Haynes (Analyst, 
Energy Billing Analytics) 
bhaynes@dcas.nyc.gov  
office: (212) 386-0655 
cell: (347) 200-3064 

Monthly Energy 
Reporting 

DEM issues monthly energy usage reports for Agency 
Energy Team staff to review. With support from DCAS 
IT, reports are distributed monthly and available online 
through EC3. 

Richard Risickella (Senior 
Analyst, Account Management) 
rrisicke@dcas.nyc.gov 
office: (212) 386-6322 
cell: (347) 418-1005 

Real-Time Metering 
(“RTM”) 

DEM installs real-time meters across the City’s portfolio 
to enable agency staff to track energy usage in near- 
real-time and effectively participate in the Demand 

Leonid Zolotarev (Program 
Manager, Real-Time Metering 
and Demand Response) 

mailto:scohen@dcas.nyc.gov
mailto:lolowu@dcas.nyc.gov
mailto:rrisicke@dcas.nyc.gov
mailto:ng@dcas.nyc.gov
mailto:bhaynes@dcas.nyc.gov
mailto:rrisicke@dcas.nyc.gov
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Program Description Contact 
Response and Load Management Programs to save 
energy. Under LL 45 of 2018, DEM is required to survey 
all City facilities with peak annual electricity demand of 
at least 300 KW for RTM readiness.  

lzolotarev@dcas.nyc.gov 
office: (212) 386-6327 
cell: (646) 691-2901 

Seasonal Programs: 
Demand Response 
(“DR”) 
and 
Gas Interruptible 
Accounts 

Through the Demand Response Program, DEM works 
with agencies to reduce their energy usage during 
periods of peak demand, thereby improving energy 
infrastructure reliability, while also giving agencies the 
opportunity to earn revenue. DEM runs the DR Program 
in collaboration with the utilities and our DR vendor 
(NuEnergen). DEM has longstanding electric DR 
efforts, and we are working to pilot gas DR. 
 
DEM also provides support to agencies managing 
natural gas interruptible accounts. Interruptible 
accounts receive a lower tariff in exchange for agreeing 
to switch their heating source from natural gas to 
heating oil when an interruptible event is called by the 
utility that services them. 

Leonid Zolotarev (Program 
Manager, Real-Time Metering 
and Demand Response) 
lzolotarev@dcas.nyc.gov  
office: (212) 386-6327 
cell: (646) 691-2901 

Load Management 
(“LM”) 

Through the Load Management Program, DEM helps 
agencies use real-time data to identify opportunities to 
save energy by optimizing the efficiency of their 
buildings’ equipment and systems during regular 
operating periods. As of FY19, OMB is funding a major 
five-year expansion of the program. 

Sergey Shabalin (Director, 
Load Management and Utility 
Affairs) 
sshabalin@dcas.nyc.gov 
office: (212) 386-0326 
cell: (718) 344-1284 

 
Strategic Planning Unit Programs 
 
Primary Point of Contact: Sara Brown (Deputy Assistant Commissioner, Strategic Planning); 
SaBrown@dcas.nyc.gov office: (212) 386-6328; cell: (646) 530-1944 
 
Table 3. Strategic Planning Unit Programs 

Program Description Contact 
Energy Management 
Institute (“EMI”) 
Training 

In collaboration with the City University of New York’s 
School of Professional Studies, DEM offers energy 
management training courses for City staff to prepare 
them to support energy efficiency improvements across 
the City’s portfolio through the Energy Management 
Institute (“EMI”). 

Gretel Guivelondo (Program 
Manager, Training) 
gguivelondo@dcas.nyc.gov  
office: (212) 386-6371 
cell: (646) 908-8579 

Agency Energy 
Personnel (“AEP”) 
Staffing 

DEM provides funding to agencies to embed energy 
management professionals in their organization as 
AEPs and oversee overall energy management efforts. 
DEM shares the cost of AEP staff resources with host 
agencies, with DEM paying staff’s base salaries and 
agencies paying their fringe and overtime. 

Grace Healy (Associate 
Program Manager, AEP) 
SaBrown@dcas.nyc.gov  
office: (212) 386-5056 
cell: (646) 581-1755 

Energy Training and 
Behavioral Change 

DEM staff offer in-house trainings on programmatic 
topics for City energy management staff. DEM also 
provides a range of resources to support agency 
behavioral change initiatives that institutionalize an 
energy-saving culture. We sponsor energy-saving 
competitions at agencies, host events to recognize staff 
who have made outstanding efforts to save energy, and 
provide educational materials (i.e., energy usage 
guidelines, fact sheets, and posters). 

Gretel Guivelondo (Program 
Manager, Training) 
gguivelondo@dcas.nyc.gov  
office: (212) 386-6371 
cell: (646) 908-8579 

mailto:lzolotarev@dcas.nyc.gov
mailto:lzolotarev@dcas.nyc.gov
mailto:sshabalin@dcas.nyc.gov
mailto:SaBrown@dcas.nyc.gov
mailto:gguivelondo@dcas.nyc.gov
mailto:SaBrown@dcas.nyc.gov
mailto:gguivelondo@dcas.nyc.gov
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Program Description Contact 
Reporting and 
Communications1 

For Reporting, DEM shares programmatic and DEM-
wide progress updates with external stakeholders who 
exist (1) inside City government but outside of DEM and 
(2) outside of City government. This team also responds 
to ongoing requests for information on (1) the major 
outcomes achieved by DEM and (2) specific aspects of 
DEM’s programs and initiatives: energy usage 
reductions achieved, emissions reductions achieved, 
energy cost savings achieved, and revenue earned or 
grants received.  
 
For Communications, DEM utilizes social media and 
collaborates with DCAS Communications to share 
important milestones and DEM events. 

For Reporting: 
Sidhaant Shah (Analyst, 
Strategic Planning) 
sshah@dcas.nyc.gov  
office: (212) 386-0371 
cell: (646) 438-0807 
 
For Communications: 
Gretel Guivelondo (Program 
Manager, Training) 
gguivelondo@dcas.nyc.gov  
office: (212) 386-6371 
cell: (646) 908-8579 

Policy Tracking and 
Analysis 

As part of this program, DEM tracks ongoing policy and 
legislative developments that have the potential to affect 
the City’s energy management and emissions reduction 
efforts, and thus DEM’s operations. DEM helps evaluate 
the operational impacts of relevant policy or legislative 
changes for City government and provide research-
based recommendations to the Mayor’s Office and City 
Hall. DEM also takes part in relevant Council hearings to 
offer expertise on the City’s energy landscape and 
energy usage in City facilities. 

Sidhaant Shah (Analyst, 
Strategic Planning) 
sshah@dcas.nyc.gov  
office: (212) 386-0371 
cell: (646) 438-0807 
 

 
Operations Unit Programs 
Primary Point of Contact: Steven Caputo (Assistant Commissioner, Operations); 
SCaputo@dcas.nyc.gov office: (212) 386-6314; cell: (646) 942-3674 
 
Table 4. Operations Unit Programs 

Program Description Contact 
Expense-Funded 
Energy Efficiency 
Retrofits (“ExCEL”)  

DEM offers both competitive and non-competitive 
funding for expense-funded energy efficiency retrofits. 
DEM’s largest expense program is our competitive 
Expenses for Conservation and Efficiency Leadership 
(“ExCEL”) Program, which provides funding for 
agency-initiated technical and non-technical projects. 
DEM periodically issues ExCEL notices of funding and 
requests agency applications.   

Rebecca Isacowitz 
(Deputy Assistant 
Commissioner, Expense 
Project Delivery and Project 
Development) 
risacowitz@dcas.nyc.gov  
office: (212) 386-6280 
cell: (347) 907-9520 

Technical Services / 
Audits and Retro-
commissioning (“TS”) 

DEM supports the completion of Energy Efficiency 
Reports (“EERs”) for City buildings as part of the City’s 
compliance with Local Law 87 (“LL87”). Audits and 
retro-commissioning must be completed for all City 
buildings 50,000 SF or larger per LL87. EERs identify 
three (3) types of recommendations: (1) O&M 
measures; (2) retro-commissioning measures 
(“RCMs”); and (3) energy conservation measures 
(“ECMs”). TS reviews all EERs for quality control, 
conducts in-house energy audits for select buildings, 
and compiles all data required for LL87 compliance. 

Maria Ibrahim (Director, 
Technical Services) 
mibrahim@dcas.nyc.gov  
office: (212) 386-0358 
cell: (917) 559-7577 
 
Deng Lin (Deputy Director, 
Technical Services) 
dlin868@dcas.nyc.gov  
office: (212) 386-0657 
cell: (646) 965-1558 
 

Energy-Efficient 
Operations and 
Maintenance (“O&M”) 

DEM supports a range of activities to help agencies 
improve O&M practices across their portfolio to attain a 
state of good repair and establish a good foundation for 

Rebecca Isacowitz 
(Deputy Assistant 
Commissioner, Expense 

 
1 This does not refer to the routine monthly reporting of energy usage and energy billing for the purposes of consumption tracking 
and billing verification. This function is performed separately by the Energy Supply Unit. 

mailto:sshah@dcas.nyc.gov
mailto:gguivelondo@dcas.nyc.gov
mailto:sshah@dcas.nyc.gov
mailto:SCaputo@dcas.nyc.gov
mailto:risacowitz@dcas.nyc.gov
mailto:mibrahim@dcas.nyc.gov
mailto:dlin868@dcas.nyc.gov
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Program Description Contact 
retrofit work to improve energy efficiency including asset 
inventories, facilities condition assessments, BMS and 
CMMS upgrades and best practices, and assessment of 
preventative maintenance needs 

Project Delivery and Project 
Development) 
risacowitz@dcas.nyc.gov  
office: (212) 386-6280 
cell: (347) 907-9520 
 

Innovative 
Demonstrations for 
Energy Adaptability 
(“IDEA”) 

Through the IDEA Program, DEM collaborates with 
vendors and agency staff to test new technology in City 
buildings and develop use cases for broader 
application. To date, DEM has advanced four phases of 
the IDEA Program, focusing on (1) building controls, (2) 
energy storage, (3) HVAC optimization, and (4) 
innovative renewable energy technologies, and helped 
test more than 30 technologies.  

Qahtan Al-Jammali 
(Associate Program Manager, 
IDEA) 
QAlJammali@dcas.nyc.gov  
office: (212) 386-0363 
cell: (646) 907-2541 

Project Planning and 
Development 

DEM’s Project Planning and Development Team works 
with agencies to identify, evaluate, and prioritize energy 
projects and develop outyear long-term queues of 
energy-related capital work. The team performs this 
function by helping agencies review their capital plans 
and identify opportunities to incorporate energy 
efficiency measures into planned projects; 
recommending specific retrofit approaches for different 
facility typologies; and determining the appropriate 
implementation mechanisms to advance projects with 
DEM’s assistance. The team also helps oversee the 
application of the Climate Action Planning Tool for 
portfolio-level energy project evaluation and planning. 

Taniya Thomas (Deputy 
Director, Project 
Development) 
TaniyaThomas@dcas.nyc.gov 
office: (212) 386-6325 
cell: (845) 558-0904 

Capital Project 
Administration  

DEM offers both competitive and non-competitive 
funding for capital-funded energy efficiency retrofit 
projects. DEM’s Accelerated Conservation and 
Efficiency (“ACE”) Program provides competitive 
funding for agency-identified, shovel-ready capital 
projects. DEM periodically issues ACE notices of 
funding and requests agency applications. 

Jasmin Rivera (Director, 
Capital Project Administration) 
jarivera@dcas.nyc.gov  
office: (212) 386-6314 
cell: (646) 618-1284 

Capital Project 
Implementation 
through:  
• DDC Program 
• NYPA Program 
• Multi-systems 

Retrofit Program 

• DDC Program: The Department of Design and 
Construction (“DDC”) Program supports the 
implementation (design and construction) of energy 
efficiency capital projects via the OneNYC unit. The 
DDC Program is best suited for comprehensive 
capital upgrades. DEM and DDC also have 
partnered on the Low-Energy Pilot Program to 
incorporate high-efficiency measures into routine 
DDC capital projects by funding Energy Master 
Plans (“EMPs”) and selecting the highest efficiency 
and most cost-effective energy conservation 
measures.  

• NYPA Program: DEM works with the New York 
Power Authority (“NYPA”) who provides clean 
energy and energy efficiency services to DEM via 
the ENCORE contract.   

• Multi-system Retrofits Program: The 
Multisystem Retrofits Program is a DEM initiative to 
expedite a new queue of retrofit work to better align 
with agency capital plans and build a larger pipeline 
of out-year projects.  Deep energy retrofits take a 
comprehensive, whole-facility approach to make 
buildings more energy efficient. A deep energy 
retrofit aims to achieve a 50 percent or greater 

Harold Barrios (Director, 
Capital Project 
Implementation) 
hbarrios@dcas.nyc.gov  
office: (212) 386-0305 
cell: (917) 974-5593 

mailto:risacowitz@dcas.nyc.gov
mailto:QAlJammali@dcas.nyc.gov
mailto:TaniyaThomas@dcas.nyc.gov
mailto:jarivera@dcas.nyc.gov
mailto:hbarrios@dcas.nyc.gov
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Program Description Contact 
reduction in building energy usage and can reduce 
carbon emissions 30 percent or more. 

Incentives Program DEM’s Incentives Program was re-initiated in FY19. 
DEM works with the utilities and NYSERDA to procure 
incentives to offset the cost of implementing energy 
efficiency equipment.  

Lincoln Lam (Senior Project 
Manager, Capital Project 
Implementation)  
LiLam@dcas.nyc.gov 
office: (212) 386-5040 
cell: (646) 618-0121 

Clean Energy through: 
• Solar PV Program 
• Energy Storage 

Program 

• Solar PV Program: Through this program, DEM 
works to expand solar PV and other distributed 
energy resources across the City's buildings. DEM 
supports solar feasibility studies (including roof 
condition assessments), provides funding for 
installations, and assists with project 
implementation.  

• Energy Storage Program: DEM has worked to 
catalyze energy storage installations across the 
City to increase efficiency of solar PV installations 
and to advance resiliency.  

 

Hamid Lekic (Deputy 
Director, Clean Energy) 
hlekic@dcas.nyc.gov  
office: (212) 386-0644 
cell: (347) 598-2668 

 

Executive Office Support (Budget and Contracts) Unit Programs  
Primary Point of Contact: Christina Rampata (Director, Budget); chrampata@dcas.nyc.gov. (212) 
386-0642 
 
Table 5. Executive Office Support Unit Programs 

Program Description Contact 
Expense Budget 
Management 

DEM develops and manages our Expense Budget to 
implement programs through collaboration with our 
internal business units and our partner agencies for 
each fiscal year.  

Christina Rampata (Director, 
Budget) 
chrampata@dcas.nyc.gov 
office: (212) 386-0642 
cell: (347) 203-0933 
 
Carol Yau (Deputy Director, 
Budget) 
CYau@dcas.nyc.gov 
office: (212) 386-5039 
cell: (646) 618-0799 

Capital Budget 
Management 

DEM develops and manages our Capital Budget to 
implement projects in collaboration with our internal 
business units and our partner agencies for each fiscal 
year.  

Christina Rampata (Director, 
Budget) 
chrampata@dcas.nyc.gov 
office: (212) 386-0642 
cell: (347) 203-0933 
 
Migdalia Paredes (Analyst, 
Capital Budget) 
MParedes@dcas.nyc.gov 
office: (212) 386-0353 
cell: (917) 635-0911 

Contracts DEM works with agencies to put in place MOUs 
covering our expense and capital-funded program 
activities and also provides additional resources to help 
bridge procurement gaps that partner agencies have 
identified. 

Shelbey Tamayo (Director, 
Contracts) 
stamayo@dcas.nyc.gov  
office: (212) 386-6315 
cell: (646) 908-8825   

 

mailto:LiLam@dcas.nyc.gov
mailto:hlekic@dcas.nyc.gov
mailto:chrampata@dcas.nyc.gov
mailto:chrampata@dcas.nyc.gov
mailto:CYau@dcas.nyc.gov
mailto:chrampata@dcas.nyc.gov
mailto:MParedes@dcas.nyc.gov
mailto:stamayo@dcas.nyc.gov
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DEM Support Tools and Resources 
The following section summarizes resources and tools that DEM makes available to help 
Agency Energy Teams.  
 
Table 6. Agency Outreach Channels 

Resource Description Contact 
Energy Bulletin Bimonthly agency newsletter which updates Energy 

Team staff on DEM program updates and important 
upcoming events. The Bulletin also includes profiles on a 
specific agency and AEP. 

Emily Poorvin (Senior 
Analyst, Strategic Planning) 
epoorvin@dcas.nyc.gov  
office: (212) 386-5047 
cell: (646) 901-4019 

Energy Jobs 
Dispatch (on hold 
until hiring resumes) 

Monthly newsletter which provides City staff and 
interested candidates with information about open City 
energy jobs, relevant civil service exams, upcoming 
energy-related recruiting events, and energy training 
opportunities. 

Bianca Vargas (HR Business 
Partner, Strategic Planning) 
bvargas@dcas.nyc.gov  
office: (212) 386-0506 
cell: (646) 983-7074 

Agency Energy 
Forums 

Quarterly forum for Agency Energy Team staff and other 
energy staff across the City to provide critical updates 
and facilitate sharing of energy management best 
practices across agencies. 

Emily Poorvin (Senior 
Analyst, Strategic Planning) 
epoorvin@dcas.nyc.gov 
office: (212) 386-5047 
cell: (646) 901-4019 

Recognition 
Ceremonies 

DEM hosts two recognition ceremonies. 
• Energy Champions’ Recognition Ceremony: Fall 

event which highlights exemplary service by AEPs 
and building operators in energy management and 
O&M practices. 

• Demand Response/Load Management Response 
Recognition Ceremony: Spring event when 
previous season’s demand response revenue is 
revealed and exceptional demand response and 
load management performance is celebrated. 
Recipients include specific personnel and groups of 
personnel operating specific buildings with great 
performance. 

For Energy Champions’ 
Recognition Ceremony: 
Rebecca Isacowitz 
(Deputy Assistant 
Commissioner, Expense 
Project Delivery and Project 
Development) 
risacowitz@dcas.nyc.gov  
office: (212) 386-6280 
cell: (347) 907-9520 
 
For Demand Response/Load 
Management Recognition 
Ceremony: 
Sergey Shabalin (Director, 
Load Management and Utility 
Affairs) 
sshabalin@dcas.nyc.gov 
office: (212) 386-0326 
cell: (718) 344-1284 

 
Table 7. Data Analytics: Baseline Data Portals 

Resource Description Contact 
Energy Cost 
Control and 
Conservation  
(EC3) Portal  
 
(Run by DEM) 

Central portal run by DEM that houses monthly utility 
billing data. Provides information on monthly energy 
usage and costs for agencies’ accounts and facilities. 
 
Energy Team members can log into EC3 through DEM’s 
website to view a variety of useful reports. Please refer to 
later sections of this Appendix for further information 
about accessing and using EC3. 

For log-in assistance and 
training:  
Sergey Shabalin (Director, 
Load Management and Utility 
Affairs) 
sshabalin@dcas.nyc.gov 
office: (212) 386-0326 
cell: (718) 344-1284 

EnerTrac Portal  
 

Central portal run by NuEnergen in collaboration with 
DEM that collects, aggregates, and stores electricity 
interval data from real-time meters installed at City 
buildings. Serves as an important tool for Agency Energy 

For log-in assistance and 
training:  

mailto:epoorvin@dcas.nyc.gov
mailto:bvargas@dcas.nyc.gov
mailto:epoorvin@dcas.nyc.gov
mailto:risacowitz@dcas.nyc.gov
mailto:sshabalin@dcas.nyc.gov
https://dcasec3webprod.dcas.nycnet/ec3/login.aspx
https://dcasec3webprod.dcas.nycnet/ec3/login.aspx
https://dcasec3webprod.dcas.nycnet/ec3/login.aspx
https://dcasec3webprod.dcas.nycnet/ec3/login.aspx
mailto:sshabalin@dcas.nyc.gov


  8/3/2020 
 

Page 21 of 64 
 

Resource Description Contact 
(Run by NuEnergen 
in collaboration with 
DEM) 

Teams to support their agencies’ participation in the 
Demand Response and Load Management Programs.  
 
Energy Team members can log into EnerTrac through 
DEM’s website. Please refer to later sections of this 
Appendix for further information about accessing and 
using EnerTrac. 

Sergey Shabalin (Director, 
Load Management and Utility 
Affairs) 
sshabalin@dcas.nyc.gov 
office: (212) 386-0326 
cell: (718) 344-1284 

Con Edison’s 
Customer Care 
Portal  
 
(Run by Con Edison) 

Central portal run by Con Edison that provides interval 
data for all Con Edison electricity accounts >500 KW.  
 
DEM maintains a list of covered accounts and agencies’ 
login credentials. 

For log-in assistance:  
Leonid Zolotarev (Program 
Manager, Real-Time Metering 
and Demand Response) 
lzolotarev@dcas.nyc.gov  
office: (212) 386-6327 
cell: (646) 691-2901 

Con Edison’s Steam 
Interval Data Portal 
(“SIDP”) 
 
(Run by Con Edison) 

Central portal run by Con Edison that provides interval 
data for selected Con Edison steam accounts.  
 
DEM maintains a list of covered accounts and agencies’ 
login credentials. 

Leonid Zolotarev (Program 
Manager, Real-Time Metering 
and Demand Response) 
lzolotarev@dcas.nyc.gov  
office: (212) 386-6327 
cell: (646) 691-2901 

CUNY’s Energy 
Dashboard 
 
(Run by the CUNY 
Building 
Performance 
Laboratory) 

Central portal run by CUNY that summarizes regression 
analyses performed for selected City facilities on energy 
consumption data to better understand loads. 
 
Energy Team members should contact CUNY BPL 
representatives to ask for login credentials and CC 
Rebecca Isacowitz. 

Marco Ascazubi (Manager, 
Technology Applications, 
CUNY BPL) 
mascazubi@cuny.edu  
office: (212) 652-2896  
 
Honey Berk (Managing 
Director, CUNY BPL) 
hberk@cuny.edu  
office: (212) 652-2041 
 
Rebecca Isacowitz 
(Deputy Assistant 
Commissioner, Expense 
Project Delivery and Project 
Development) 
risacowitz@dcas.nyc.gov  
office: (212) 386-6280 
cell: (347) 907-9520 

Individual Agency 
Portfolio Manager 
Accounts 
 
(Run by DEM using 
the EPA system) 

These accounts enable agency staff to see 
benchmarking scores and energy use intensity for their 
buildings. 
Energy Team members can log into their specific 
agencies’ Portfolio Manager accounts through DEM’s 
website. 

For log-in assistance:  
Val Slobodyan (Director, 
Performance Tracking and 
Analytics) 
vslobodyan@dcas.nyc.gov 
office: (212) 386-0386 
cell: (917) 572-4866 

 
Table 8. Data Analytics: Research Reports 

Resource Description Reporting Frequency 
LL1 of 2007 Reports In this report, DEM assesses all City facilities with peak 

electricity demand greater than 500 kW in regard to their 
ability to host on-site combined heat and power 
generation. As of 2019, DEM has recommended to the 
City that LL1 sunset and the relevant report content be 
incorporated into the Long-Term Energy Plan that will be 
prepared under Local Law 248 of 2017.     

Every five years. First report 
issued in 2008, with 
subsequent reports in 2013 
and 2018. 

mailto:sshabalin@dcas.nyc.gov
mailto:lzolotarev@dcas.nyc.gov
mailto:lzolotarev@dcas.nyc.gov
mailto:mascazubi@cuny.edu
mailto:hberk@cuny.edu
mailto:risacowitz@dcas.nyc.gov
mailto:vslobodyan@dcas.nyc.gov
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Resource Description Reporting Frequency 
LL 87 of 2009 
Reports 

In this report, DEM summarizes energy audit and retro-
commissioning activities completed in City buildings. 

Every year. First report issued 
in 2010.   

LL 84 of 2009 
Benchmarking 
Reports  

In this report, DEM benchmarks building energy 
performance for City-owned buildings that are at least 
10,000 gross square feet for the previous fiscal year. 

Every year. First report issued 
in 2010.  

LL 24 of 2016 
Reports  

In this report, DEM assesses the solar photovoltaic (“PV”) 
generation potential of rooftops at City-owned buildings of 
at least 10,000 gross square feet. DEM tracks information 
on rooftop “solar readiness” (age and structural 
condition), potential solar capacity, and corresponding 
emissions reduction potential. 

Every 2 years. First report 
issued in 2016.  

LL 45 of 2018 
Reports 

In this report, DEM reports on electricity usage trends and 
real-time metering status for City covered facilities, and 
fossil fuel usage trends and building envelope 
improvement status for City-owned covered facilities. 

Every year extending through 
2021.First report issued in 
2018.  

 
Data Analytics: Instructional Resources Housed Within EC3  
 
Please see Page 37.  
 
Table 9. Data Analytics: Energy Field Equipment Loans 

Resource Description Contact 
Field Equipment 
Lending Library 
(“FELL”) 

DEM runs the Field Equipment Lending Library in 
partnership with the CUNY Building Performance 
Laboratory to provide energy-related diagnostic tools 
and equipment to agency staff. 
 
Personnel can access DEM’s FELL website 
(https://www1.nyc.gov/site/dcas/agencies/field-
equipment-lending-library.page) to access the Catalog 
and instructions on how to request equipment (under 
“How to Participate”).   

Felix Rodriguez (Equipment 
Specialist)  
Felix.Rodriguez@cuny.edu  

 
Table 10. Budget Management Support 

Resource Description Contact 
Agency Program 
Budget Reports 

DEM will run monthly reports to provide funding and 
expenditure updates to agency staff. 

Carol Yau (Deputy Director, 
Budget) 
CYau@dcas.nyc.gov 
office: (212) 386-5039 
cell: (917) 330-7670 

 
Table 11. Procurement and Contracting Support 

Resource Description Contact 
Master Memorandum 
of Understanding 
(“MOU”) for Expense-
Funded and Capital-
Funded Energy Work  

For FY20, DEM has developed a multi-year Master MOU 
covering all expense-funded energy work and a multi-
year Master MOU covering all capital-funded energy 
work that agencies do with DEM. DEM created these 
MOUs with DCAS’s Office of General Counsel to 
expedite program and project delivery by eliminating the 
need to sign separate MOUs for each program.  

Robie Craig (Office of General 
Counsel) rcraig@dcas.nyc.gov  
 

Citywide Pre-
Qualified List (“PQL”) 
for General 
Construction Services 
for Energy Efficiency 

DEM launched a citywide Pre-Qualified List of vendors 
for projects across four categories for general 
construction services for energy efficiency projects—(1) 
Expense Funded Energy Efficiency Retrofits up to 
$99,999; (2) Expense Funded Energy Efficiency 
Retrofits over $100,000; (2) Expense and Capital 

Rebecca Isacowitz 
(Deputy Assistant 
Commissioner, Expense 
Project Delivery and Project 
Development) 

https://www1.nyc.gov/site/dcas/agencies/field-equipment-lending-library.page
https://www1.nyc.gov/site/dcas/agencies/field-equipment-lending-library.page
mailto:Felix.Rodriguez@cuny.edu
mailto:CYau@dcas.nyc.gov
mailto:rcraig@dcas.nyc.gov
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Resource Description Contact 
Projects and Energy 
Contract Services 

Funded Solar Projects; (4) Energy Efficiency Capital 
Construction Projects—and for energy contract services. 

risacowitz@dcas.nyc.gov  
office: (212) 386-6280 
cell: (347) 907-9520 

NYPA ENCORE III 
Contract  

For FY20, DEM has established a new contract with the 
New York Power Authority (“NYPA”) to complete 
expense- and capital-funded energy projects in City 
buildings.  

Robie Craig (Office of General 
Counsel) rcraig@dcas.nyc.gov  
 

 
  

mailto:risacowitz@dcas.nyc.gov
mailto:rcraig@dcas.nyc.gov
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Appendix 
 
Purpose 
 
The Energy Team Guide Appendix is intended to provide detailed information in three categories. 
First, Appendix 1 provides a month-by-month overview of critical dates for energy management 
personnel across the City. It is our intention that by sharing this detailed calendar, agencies will 
have a greater understanding of when to expect centralized communications or requests from 
DEM and be better equipped to plan their own events or meetings. Appendix 2 provides details 
on numerous tools related to energy data analysis and account management. This is intended to 
be a resource for any energy personnel who are tasked with analyzing energy and billing data 
associated with their agency’s utility accounts, and provides details on both EC3 and EnerTrac. 
Appendix 3 provides helpful information for energy personnel doing energy project management. 
This section includes application instructions for ACE and ExCEL funding, and guidelines for 
those managing capital and expense energy projects.   
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Appendix 1: Agency Engagement Calendar (12 Month View) 
 
Purpose and Caveats 
 
This calendar is intended to provide a high-level view of major events, meetings, publications, 
and reports. Exact dates are noted whenever possible. Please note that dates are subject to 
change and DEM will provide final confirmation of events, meetings, and deadlines. 
 
September 2020 

  

Key events 9/21-9/27: NYC Climate Week 
9/24: Municipal Cooling Season ends 
9/30: Con Edison Electric DR ends 

Agency communications: Energy 
Bulletin  

Energy Bulletin published 

Reporting  LL24 Report submitted; MMR release; Annual 
Inventory release; LL45 Report development 

LL97/CAP LL97 Advisory Board Meeting #1  
AEP Program  
EMI  

 
October 2020 

  

Key events 10/1: LL95 rating labels available from DOB 
10/1: National Grid Gas Interruptible Season begins 
10/1: Con Edison Gas Interruptible Season begins 
10/1: Municipal Heating Season begins 
10/31: NYISO Summer DR ends 

Agency communications: Energy 
Bulletin  

Energy Bulletin published 

Reporting LL87 Report development; LL45 Report review 
(round 1) 

LL97/CAP 
 

AEP Program 10/15: Quarterly Activity Report and invoice deadline 
10/28: Fall Energy Forum 

EMI  
 
November 2020 

  

Key events 11/1: LL95 rating label posting 
11/1: NYISO Winter Electric DR begins 
11/1: Con Edison Winter Gas DR begins 

Agency communications: Energy 
Bulletin  

 

Reporting LL87 Report review (round one); LL45 Report review 
(final)  

LL97/CAP LL97 Advisory Board Meeting #2 
AEP Program  
EMI EMI Learning Fair 
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December 2020 
  

Key events 12/1: National Grid Winter Gas DR Begins 
Agency communications: Energy 
Bulletin  

Energy Bulletin published 

Reporting LL45 Report due; LL87 Report due 
LL97/CAP  
AEP Program Agencies provide required information for annual 

budgeting process 
EMI Spring Course Catalog published; enrollment begins 

 
January 2021 

  

Key events  
Agency communications: Energy 
Bulletin  

Energy Bulletin published 

Reporting LL84 benchmarking and budget data requests 
LL97/CAP  
AEP Program Winter Energy Forum  

1/15: Quarterly Activity Report and invoice deadline  
EMI  

 
February 2021 

  

Key events 2/28: National Grid Winter Gas DR ends 
Agency communications: Energy 
Bulletin  

 

Data requests LL84 data requested  
LL97/CAP LL97 Advisory Board Meeting #3 
AEP Program Agencies inform DEM if expense-funded work or 

services planned for current FY will not be completed 
by June 30 

EMI  
 
March 2021 

  

Key events 3/31: Con Edison Gas DR ends 
3/31: Con Edison Gas Interruptible Season ends 
3/31: National Grid Gas Interruptible Season ends 

Agency communications: Energy 
Bulletin  

Energy Bulletin published 

Data requests Deadline to submit LL84 data to DEM; OneNYC 
Progress Report inputs due; City Council holds 
Preliminary Budget Hearing 

LL97/CAP LL97 Advisory Board Meeting #4; LL97 
Implementation Action Plan published 

AEP Program  
EMI Spring Learning Fair 

 
April 2021 

  

Key events 4/31: NYISO Winter Electric DR ends 
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Agency communications: Energy 
Bulletin  

 

Data requests  
LL97/CAP  
AEP Program Spring Energy Forum  

4/15: Quarterly Activity Report and invoice deadline 
EMI  

 
May 2021 

  

Key events 5/1: Summer Electric DR begins 
5/27: HLP Budget published  
5/29: Municipal Cooling Season begins 

Agency communications: Energy 
Bulletin  

Energy Bulletin published 

Data requests LL84 data submission; City Council Executive 
Budget Hearing 

LL97/CAP 
 

AEP Program  
EMI  

 
June 2021 

  

Key events 6/18: Daylight Hour 
Agency communications: Energy 
Bulletin  

 

Data requests  
LL97/CAP 

 

AEP Program  
EMI  

 
July 2021 

  

Key events  
Agency communications: Energy 
Bulletin  

Energy Bulletin published 

Data requests  
LL97/CAP 

 

AEP Program Summer Energy Forum  
7/15: Quarterly Activity Report and invoice deadline 
7/31: Agencies submit all remaining expense project 
invoices for prior fiscal year 

EMI 
 

 
August 2021 

  

Key events 
 

Agency communications: Energy 
Bulletin  

 

Data requests MMR and DCAS Annual Report data and narrative 
submission 
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LL97/CAP 
 

AEP Program  
EMI Fall Course Catalog published; enrollment begins 

 
Appendix 2: Tools for Energy Data Analysis and Account Management 
 
Energy analysts and ELOs are primarily concerned with energy and billing data associated with 
their agency’s utility accounts. This appendix contains tools these staff need to access this data 
and perform account maintenance. 
 
Table 12. Summary of Tools 

Tool Page Description 
EC3 User Guide 26 Instructions on how to log into EC3, navigate the platform, and run reports on utility 

accounts. 

EnerTrac User 
Guide 

34 Instructions on how to log into EnerTrac and navigate the platform to monitor real-
time energy usage. 

Instructional 
Resources 
Housed within 
EC3 

38 List of instructional resources found within EC3. 

General Account 
Management 
Guidance 

41 Instructions on how to request utility account changes such as service needing to be 
turned on/off and requesting account tariff changes.  

Interruptible 
Account 
Management 
Guidance 

45 Explanation of responsibilities Energy Analysts/ELOs have to perform at different 
times of the year regarding their gas interruptible accounts, in addition to instructions 
on how to find list of agency interruptible accounts within EC3. 

Energy Usage and 
Bill Review 
Guidance 

47 Instructions for basic energy report and bill review procedures Energy Analysts/ELOs 
should perform every month. 

Energy Budgeting 
Guidance 

48 Required support Energy Analysts/ELOs must provide DEM in preparation of annual 
HLP Budget. 

Energy 
Benchmarking 
Guidance 

49 Required support Energy Analysts/ELOs must provide DEM in preparation of annual 
LL84 benchmarking report. 
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Energy Cost Control and Conservation (“EC3”) User Guide 
EC3 is an online portal that provides energy cost and usage reports, based on monthly utility 
billing data. DEM can provide Energy Team staff with access and help them troubleshoot any 
issues.  
 
Logging In for the First Time: Mayoral Agencies 
 
To log into EC3 for the first time, go to https://dcasec3webprod.dcas.nycnet/ec3/ and click the 
“Request Access” tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
On the form that appears, enter your full full City email address, your first and last name, and your 
agency (selected from the dropdown menu).Then, submit the request. 
 
DEM will email you when your access request has been approved. Note: access is regularly 
approved for designated ELOs and AEPs. For requests by other agency staff, the ELO or AEP 
should email DEM (Richard Risickella, rrisicke@dcas.nyc.gov) to provide authorization.  

 
Return to https://dcasec3webprod.dcas.nycnet/ec3/ and click the Login tab. The EC3 system is 
automatically configured to use your regular City log-in, so use your full City email address and 
your regular City password. (If you change your City password, the new password will get you 
into EC3.)  
 
Logging In for the First Time: Non-Mayoral Agencies 
 

https://dcasec3webprod.dcas.nycnet/ec3/
mailto:rrisicke@dcas.nyc.gov
https://dcasec3webprod.dcas.nycnet/ec3/
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Reach out to DEM (Richard Risickella, rrisicke@dcas.nyc.gov) to receive further instructions 
about establishing log-in credentials; you may need to involve your agency’s IT support. 
 
 
  

mailto:rrisicke@dcas.nyc.gov
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Navigating EC3 
 
The Home Page is specific to your agency; it has key agency charts and metrics. Scroll down 
to see the whole page. 
 

Home Page 

 
 
 
 
 
 

 
The Navigation bar is on the left and has four sections (see “Navigation Bar Sections” on next 
page). Each section contains several options and reports. Three “Quick Links” to useful reports 
and windows are in the upper right of the Home Page. 
 
The Navigation has four sections, each opening to further choices. 
 
Table 13. EC3 Navigation Bar Options 

Anomaly Reports 
 

o Has two critical reports related to large changes in energy usage at the account level: 
 

o The “Usage and Demand Deviation Report” shows large changes in energy usage (>25%) for the current 
month compared to the same month last year.  

 
o The “Estimated Meter Readings Report” lists all meters whose readings have been estimated in the current 

billing period. 
 

o Energy Team staff should review these two reports monthly. 
 
Energy Reports 

 
o Provide(s) reports about energy costs and usage at four levels: citywide, agency, facility, and account/meter. 

Navigation bar 

Quick Links 
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o Energy Team staff should use these reports to evaluate their agencies’ and facilities’ energy performance 

monthly. 
 
Account and Directory Management 

 
o Includes the “Utility Request Information Form (URIF)” for requesting utility account changes (opening, 

closing, transfer). 
 

o Provides lists of accounts and meters, by various characteristics.  
 
Fact Sheets and References 

 
o Provides fact sheets and reference materials.  
 
o Includes links to DEM’s website and EnerTrac.  
 
o Includes guides to assist with understanding and analyzing utility billing data.  

 
 
Table 14. Tips for Using the Navigation Bar 

Find facility identifiers using an account 
number or agency acronym: 
(Note: Mapping is dependent  
on Google’s best match for  
the address.) 

 
Use the Quick Link on the Home Page or 
 
 
Click on “Accounts/Meters by Facility” in the “Energy Reports” 
section of the Navigation bar and fill in one or more of the fields 
listed there to see locations from which to select. 
 

Find account and meter numbers 
using a facility identifier: 

 
Use the Quick Link on the Home Page or 
 

Click on “Accounts/Meters by Facility” in the “Energy Reports” 
section of the Navigation bar and fill in one or more of the fields 
listed there to see locations from which to select. 

Find monthly cost and usage data for 
a facility using an account or facility 
identifier: 

 
Click on “Monthly Account Cost and Usage” in the “Energy 
Reports”  Account/Meter level section of the Navigation bar. Fill 
in one or more of the fields listed there, and you will see locations 
from which to select. 
 

Export multiple months of cost and usage 
data for a facility into an Excel 
spreadsheet: 

 
Select “Get Monthly Facility Data” in the “Energy Reports”  
Facility level section of the Navigation bar. 
 

Search data to look for possible billing 
errors: 

 
Start with the “Billing Anomaly Review Tip Sheet” under the “Fact 
Sheet and References” section of the Navigation bar. That has 
steps for using the “Usage and Demand Deviation Report” and other 
reports.  
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Understanding Identifiers 
• DEM’s main facility identifier is “OECID” (City government history: DEM used  

to be known as the Office of Energy Conservation!).  The starting numbers for OECIDs 
indicate the relevant facility’s borough:  
 

01 Manhattan 
02 Bronx 
03 Brooklyn 
04    Queens 
05 Staten Island 

 
• A facility’s Building Identification Number (“BIN”) and Borough-Block-Lot (“BBL”) will 

appear in the OEICD look-up if available. These identifiers are maintained by the 
Department of City Planning.  
 

• For further information, including borough codes for NYPA and Con Ed gas accounts, 
see “Borough Codes” under “Fact Sheet and References” in the Navigation bar.   
 

• For facilities, utility companies may have an account or meter service address that  
is not the same as the apparent building address. Contact DEM to report items that need 
correction or to complete missing information. 
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Running Reports 
 
Click on Reload Report at the upper right of the report area to choose other parameters and 
re-run a report already selected. 

 
Click on Explanation at the upper right of the report area to see a pop-up window describing 
the selected report and the purposes for which it can be used. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can scroll through the Report in the viewing window.  For longer reports, it is faster to export 
and then scroll through the PDF version.  
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Exporting and Saving Reports 
 
Some reports are displayed in the viewing window; once you generate these, you can view or 
export and save the report in PDF or Excel format. Other selections only allow for export directly 
to excel tables. 
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Running Reports for Multiple Facilities, Divisions, and Agencies 
 
Most users have access to energy cost and usage data for more than one facility. In addition, 
some users have access to energy cost and usage data for more than one division or agency. 

 
For those with access to multiple facilities and/or agencies, single reports can be run for multiple 
facilities or agencies; simply select and add from the drop-down menus. (Reports also can be 
run for just one agency or facility.) 
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Running Reports for Different Energy Parameters  
 
Some reports are run for a group of pre-set energy parameters while others let you select one 
of the parameters. The parameters are:   

• Total Energy (in BTUs or millions of BTUs) 
• Electric Demand (kW)  
• Electric Consumption (kWh) 
• Natural Gas (therms) 
• Steam (mlbs) 
• Total Cost 
• Electricity Cost  
• Natural Gas Cost  
• Steam Cost  

 
Table 15. Using Energy Reports 
Set Energy Reduction Goals (for example, for a group of buildings) 

 
Use facility-level excel reports to calculate reductions from past actuals and use those as energy 
reduction goals. For starters, set reasonable and achievable goals. Examples are:   
• Save 5% in overall annual usage;  
• Cut electricity costs by 10% during the cooling season;  
• Reduce gas (steam) use by 10% during the heating season;  
• Beat citywide average. 
 
Consider that facility operations differ from building to building. 
 
Track and Compare 

 
• Review monthly reports (“Energy Change Report”, “Core Report”, “Get Monthly Data” reports, 

“Usage and Demand Deviation Report”). 
• Share reports with agency facility personnel; encourage engagement and accountability. 
• Compare facilities for usage by energy type. 
• Compare seasonal cooling and heating usage by energy type. 
• Compare year-to-date usage changes by energy type. 
• Track and compare costs and overall usage in MMBtus. 
• Investigate data inconsistencies. 
 
Analyze 

 
• Export reports to Excel to manipulate, calculate and visualize data. 
• Utilize Fact Sheets to learn about rates, billing structures and more. 
• Interpret results of goal-setting to understand reasons for success or failure. 
• Apply lessons learned to set future goals. 
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EnerTrac User Guide 
 
EnerTRAC is a web-based portal developed and maintained by NuEnergen (the City’s DR and 
RTM vendor) according to DEM specifications. It provides access to real-time metering data, 
which is critical to DEM’s Demand Response and Load Management Programs. It is available in 
both web and mobile versions. 
 
Logging In 
 
• To obtain an EnerTrac account, please email Leonid Zolotarev (lzolotarev@dcas.nyc.gov). 
• To log into EnerTrac, go to https://et.nuenergen.com. 
 
Navigating & Using EnerTrac 
 
The first page that you will see is the Welcome Page. The Welcome Page has links to EnerTrac’s 
three main hubs: SetPoint, Demand Response, and Real-Time Metering. 
 

 
REAL-TIME 
METERING 
 

Hub for tracking interval data from real-time meters. Includes electricity, 
gas, and steam accounts. Real-time Metering hub can be used to: 

• Monitor load profiles (kW) at the meter, account, and facility level. 
• View load profile charts in daily, weekly, or monthly formats.  
• View load profile history for prior periods.  
• Export historical interval data to Excel for analysis: Data is 

available at 5 minute-, 15 minute-, 1 hour-, and 1 day- intervals. 

mailto:lzolotarev@dcas.nyc.gov
https://et.nuenergen.com/
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DEMAND 
RESPONSE 

Hub for tracking Demand Response participation. Hub used to only 
include electricity accounts, but now includes gas and steam accounts. 
Demand Response hub can be used to: 

• View current and historical DR enrollments, event performance, 
and payment reports. 

• Review site-specific operations and communications event 
protocols.  

• Monitor real-time performance during events on the portfolio or 
resource level. 

o Select ‘Resource Monitor’ tab to view resource specific 
program details and to monitor event performance on a 
resource (facility) level. 

o Select ‘Portfolio Monitor’ tab to monitor event 
performance on portfolio level.  

SETPOINT Hub for creating fully customizable alerts about energy usage, so 
operators receive near real-time notifications when specific thresholds 
are met for their accounts or facilities. SetPoint hub can be used to: 

• Set alerts for facilities, accounts, or meters. The alerts can be 
customized based on:  

o Specific meter(s), account(s), or facility involved  
o kW threshold (above or below) 
o Time and day when alert is active 
o Notification method (email and text message) 
o Alert name 

• Edit alert contact information.  
• Edit or delete alerts. 
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Real-Time Metering Hub View 
 

 

 
 

 
 
 
 
  

Portfolio Tr 
 
 

 

Daily Load Profile Chart  
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Demand Response Portal – Enrollments tab 

 
 
 

 
 

 
 
 
 

 
 
 
 
 
 

Click icon for detailed information on 
  • Past event performances 
  • Site specific event protocols 
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Setting alerts via SetPoint 

 
Click ‘Create New Alert’ and choose from  
  among the options. 

 

For more detailed instructions on how to use EnerTrac, refer to the EnerTrac Guide found within 
EC3’s Fact Sheets and References section. 

  

Click to edit contact information  
or to edit/disable/delete individual 
alerts. 
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Instructional Resources Housed within EC3  
 
The following are instructional resources that DEM has created to support multiple Agency Energy 
Team activities. Unless otherwise noted, these resources can be found under the “Fact Sheets 
and References” section of the EC3 sidebar. In addition, for easy reference, we have specified 
where the same information is available in this Energy Team Guide.  
 
Table 16. Resources Within EC3: General Reference Resources 
Resource 
Name 

Description Located 
Within 
Energy Team 
Guide? 

Status 

Heating and 
Cooling 
Degree Days 
by Month 

Monthly updated, downloadable spreadsheet 
showing the heating and cooling degree days for 
the last four years by month. 

 Current 

Energy Metrics 
and 
Conversion 
Guide 

Downloadable spreadsheet showing conversion 
factors for different energy types. 

 Current 

NYC Cooling 
Season 
Guidelines 

Annual guidelines that (1) provide specific 
Cooling Season instructions for facility managers 
regarding air conditioning use and maintenance 
and (2) explain energy conservation actions that 
building occupants can undertake during warmer 
months. 

 Current 

NYC Heating 
Season 
Guidelines 

Annual guidelines that (1) provide specific 
Heating Season instructions for facility managers 
regarding heating equipment maintenance and 
legally mandated interior temperatures and (2) 
explain energy conservation actions that building 
occupants can undertake during colder months. 

 Current 

 
Table 17. Resources Within EC3: Account Management Resources 
Resource 
Name 

Description Located 
Within 
Energy Team 
Guide? 

Status 

Borough 
Codes 

Explains what the first digits of account numbers, 
OECIDs, and BBL refer to. 

 Current 

Interruptibles 
Check List 

Annual checklist of actions that ELOs and AEPs 
should perform to prepare gas interruptible 
accounts for the upcoming Heating Season. Also 
provides other important information for 
interruptible account management, including 
utility and DEM contact information, the process 
for reporting malfunctions or failures during 

 Current 
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Resource 
Name 

Description Located 
Within 
Energy Team 
Guide? 

Status 

events, and actions that should be taken after 
event failures. 
 

SBMR/URIF 
Frequently 
Asked 
Questions 

Summarizes answers to questions that ELOs 
may have regarding the completion of URIFs.  
 
Note: This fact sheet is located under the 
“Account Directory and Management” section of 
EC3, not under the “Fact Sheets and 
References” section. 

Yes, see 
Page 41 of 
this Guide 

Current 

Load Factor 
Fact Sheet 

Explains what load factor is, how it is calculated, 
to which types of facilities different load factor 
value ranges correspond, and what different load 
factor values may indicate regarding potential 
savings opportunities. 

 

Current 

 
Table 18. Resources Within EC3: Utility Rates and Tariff Resources 
Resource 
Name 

Description Located 
Within 
Energy Team 
Guide? 

Status 

Utility Rates Shows the breakdown of electricity rate 
components based on NYPA tariffs and overall 
average rates for all energy types. 

 Current 

Tariff Fact 
Sheet 

Explains what tariffs are, where to find tariff lists 
in EC3, and where to find links to energy type 
tariff lists on the New York State Public Service 
Commission’s website. 

 Being 
revised 

Tariff List Downloadable spreadsheet listing all utilities’ 
tariff types, corresponding energy type, and tariff 
codes. 

 Current 

Steam 
Demand Fact 
Sheet 

Explains why certain steam accounts are subject 
to steam demand charges, when the accounts 
receive demand charges, and what the different 
types of steam demand charges are. 

 Current 

 
Table 19. Resources Within EC3: Bill Review Resources 
Resource Name Description Located 

Within 
Energy Team 
Guide? 

Status 
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Account/Meter 
Bill Detail Report 
Explanation 

Explains the different sections of the “Bill 
Detail Report” for a specific account and 
defining billing terms that appear on the report. 

 Current 

Billing Anomaly 
Review Tip Sheet 

Explains how to download bill anomaly 
spreadsheet reports in EC3, how to analyze 
the data on the spreadsheets to identify 
anomalies, how to analyze load factors for 
electricity accounts to identify further 
anomalies, and how to either eliminate 
clarified anomalies or report unexplained 
anomalies to Energy Supply for further review. 

 

Current 

 
Table 20. Resources Within EC3: Metering Resources 
Resource Name Description Located 

Within 
Energy Team 
Guide? 

Status 

Meter Reading 
Dates 

Lists Con Edison electric and gas meter 
reading dates for the current Calendar Year. 

 Current 

Utility Meter Fact 
Sheet 

Describes different types of utility metering 
equipment that exist to help agencies identify 
what could be in place in their facilities, 
different ways that meters communicate with 
utility companies, and interval data that exists 
for different energy types. 

 Being 
revised 

RTM Installation 
Agency Guide 

Summarizes what is required for a facility to 
receive RTM installations and instructions on 
how agencies can request a facility be 
evaluated for RTM. 

 Current 

RTM Metering 
Diagram 

Generic diagram summarizing the 
components of a real-time installation. 

 Current 

RTM Checklist Summarizes steps that are necessary for real-
time metering equipment and software 
deployment.  

 Current 

 
Table 21. Resources Within EC3: Demand Response and Load Management Resources 
Resource 
Name 

Description Located 
Within 
Energy Team 
Guide? 

Status 

DR Baseline 
Fundamentals 

Defines different DR terms, explaining different 
utilities’ baseline calculation methods, and 
summarizing how to use EnerTrac to set targets. 

 Current 

DR Programs 
Summary 

Summarizes the essential attributes of the three 
electric DR Programs run by utility companies 
and the state grid operator. 

 Current 
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DR Program 
Overview 

Provides a brief explanation of what DR is, why 
agencies should participate, how they can do, 
and how DR payments work. 

 Current 

DR Poster Poster to be displayed at agencies in anticipation 
of DR events being called. 

 Current 

LM Program 
Overview 

Describes LM program and its benefits, defines 
key stakeholders including their roles, 
responsibilities and expectations. 

 Being 
revised 

LM Quick Start 
Guide 

A brief step-by-step, do-it-yourself guide on key 
LM concepts and application of LM at city 
facilities.  

 Being 
revised 

 
Table 22. Resources Within EC3: System User and Training Guides 
Resource Name Description Located 

Within 
Energy Team 
Guide? 

Status 

EC3 Training Guide Provides an overview of what the EC3 
platform is, instructions on how to log in 
and download reports, and suggestions 
for how best to navigate and use the 
platform. 

Yes, see 
Page 25 of 
this Guide.  

Being 
revised 

EnerTrac User Guide Overview of how to navigate and use 
EnerTrac’s different sections.  

Yes, see 
Page 33 of 
this Guide 

Current 
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General Account Management Guidance 
 
Managing Utility Account Changes  
 
ELOs should notify DEM one to three months before their agencies would like to turn on, turn off, 
or transfer an electricity, gas, or steam utility account. ELOs should plan to manage utility account 
changes as follows:  
 

1. Download and fill out the Utility Request Information Form (“URIF”) to notify DEM of a 
utility account change.  
 

• Each URIF applies to only one account event (i.e., opening, closing, or transferring 
a single account or switching account’s tariff).  

• ELOs are the only agency staff authorized to submit URIFs.  
• When a new account is being requested, the agency ELO must accept 

responsibility for the account. DEM cannot go to the utility company without 
this authorization. 

• ELOs should be careful to list the facility address, meter numbers, and account 
numbers accurately on the URIF.   

• The URIF is available on DEM’s website or in EC3.  
• The link on DEM’s website: 

https://www1.nyc.gov/assets/dcas/downloads/pdf/energy/energysupply/fill
-in_URIF.pdf 

• The relevant section within EC3: “Account Lists and Maintenance” in the 
Navigation bar.  

 
2. Email the completed URIF to DEM (Myra Cruz, mcruz@dcas.nyc.gov).  

 
3. Based on the URIF information, DEM issues a Service and Billing Modification Request 

(“SBMR”) to the utility.  
 

• SBMRs are formal requests to the utility companies to open, close, or otherwise 
modify utility accounts.  

• DEM contacts the utility company about the change; the agency does not 
need to do so directly and will be copied on the SBMR sent by DEM to the 
utility company. 

 
4. DEM notifies ELOs when SBMRs are processed.  

 
• ELOs should check subsequent energy reports to confirm that the requested 

change indeed has been made and follow up with DEM as necessary.  
• While DEM reviews outstanding SBMRs (more than four months old) and sends 

reminders to the utility companies as needed, ELO report review is critical to 
successful processing.  

 
 
 
 

https://www1.nyc.gov/assets/dcas/downloads/pdf/energy/energysupply/fill-in_URIF.pdf
https://www1.nyc.gov/assets/dcas/downloads/pdf/energy/energysupply/fill-in_URIF.pdf
mailto:msteeps@dcas.nyc.gov


  8/3/2020 
 

Page 48 of 64 
 

Utility Account Change Definitions for the Utility Request Information Form (“URIF”) 
 
The below provides useful definitions related to utility account changes.  
 
TURN-ON Turn-on occurs when an agency needs to create a new utility account to service 

one of their facilities. In general, it involves a utility meter being added to the 
facility. 
 
By submitting a URIF for a turn-on, the ELO puts their agency on record as 
requesting that the specified location or meter be included in the City’s energy 
bill and the expenses be allocated to the energy budget code 423 of the relevant 
agency. 
 
When the agency is moving into a new location under construction: 

• The utility company should do the actual meter installation, with any 
necessary preparation to be done by the agency’s design and 
construction team. 

• When the ELO submits the URIF requesting new service, they should 
include the utility work order number that the contractor has received 
from the utility company for the meter. This is particularly important for 
Con Edison meters. 

• The contractor may use a temporary meter during construction. When 
the contractor either completes construction or can use a permanent 
meter, the contractor should notify the utility company to remove any 
temporary meters. 

• If the contractor is using a permanent meter during construction, the ELO 
should identify the permanent meter in the URIF. The ELO should file the 
URIF to have the account placed on the City bill as early as possible to 
make use of lower NYPA electricity rates.   

 
When the agency is moving into an existing location that is new to the agency: 

• If the agency is moving into space that is already served by an existing 
meter, the ELO should file a URIF identifying the utility meter number(s) 
and the part of the facility supplied by the meter(s). 

• It is the ELO’s responsibility to confirm that the meter(s) measure only 
the consumption used by their agency and that all of the agency’s space 
in that facility is covered. 

 
 
TURN-OFF Turn-off occurs when an agency either moves out of a facility with a utility 

account and does not intend to transfer the account to the new tenant (if the 
tenant is another agency) or if an existing utility account with a meter is no longer 
needed.  
 
By submitting a URIF for a turn-off, the ELO notifies DEM that, at the requested 
time, the specified meter should be removed from the City’s billing system and 
the City should stop paying for the energy used. 
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An ELO can also request for a gas or steam account to be turned off temporarily 
for equipment servicing and maintenance. 

 
TRANSFER Transfer occurs when an account moves from one agency to another.  

 
By submitting their separate URIFs, the ELOs of the two agencies involved notify 
DEM that one agency is relinquishing and the other accepting responsibility for 
the meter. 
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TARIFF 
SWITCH 

A request to change tariffs occurs when an agency asks to switch tariff classes 
to meet needs or requirements at the facility. For example, the switch could be 
a request to move a natural gas account from an interruptible to a firm gas rate; 
or to move an electric account at a location from a conventional to a standby 
rate because of the addition of a distributed generating facility.  
 
Gas interruptible accounts describe natural gas accounts that are being billed 
under a gas interruptible tariff structure. These accounts are located at facilities 
that have the capability to switch their heating source of energy from natural gas 
to fuel oil during specific gas interruptible events.  
 
Agencies have the option to sign up their accounts to become “interruptible” or 
“dual fuel” accounts so that they can benefit from lower natural gas rates 
throughout the year outside of gas interruptible events. However, if the 
agencies do not switch fuel types for these accounts during an interruptible 
event and instead keep using natural gas, they are billed at a much higher rate 
for the usage during the event. If a particular facility fails to comply with fuel 
switching requirements during an interruptible event, they risk having their gas 
service terminated. 
 
Please see Interruptible Account Management Guidance on Page 44 to see 
instructions on how to download a list of your agency’s gas interruptible 
accounts. 
 
Example of a situation in which an agency would elect to switch an account from 
an interruptible to a firm tariff:  

• The agency is decommissioning an old heating oil tank at a facility, such 
that the facility can no longer switch fuels during a gas interruptible event. 

• In this case, the ELO would request a switch from an interruptible to a 
firm tariff for the account servicing the facility to avoid paying steep 
penalties for using natural gas during a gas interruptible event.  

 
Example of a situation in which an agency would elect to switch an account from 
a firm to an interruptible tariff:  

• The agency receives a new facility and corresponding account that has 
a dual fuel switching equipment, but was previously billed under a firm 
tariff, through an account transfer. 

• In this case, the ELO could request that the account’s tariff be switched 
to interruptible because of the lower cost of the tariff outside of gas 
interruptible events. 

 
Process to request a tariff switch:  

• The ELO submits an URIF with the Action Requested being “Account 
Change of Service Classification.” By submitting the URIF, the ELO 
indicates that the agency wants to change the rate of service for a gas 
account servicing a particular facility. 

• In addition, the ELO assists DEM with the completion of the Non-
Residential Application Form, which is required to fulfill the request to 
the utility.  
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• For National Grid gas interruptible accounts, the ELO also completes an 
Equipment Data Form that is sent to the utility with the SBMR Form.  

• If the utility decides that the request can only be accommodated by 
infrastructure upgrades, the ELO will work with DEM to evaluate the 
viability of such a construction project, including considering cost. 
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Frequently Asked Questions for Utility Account Changes 
 
Q. I listed a new location for my agency in the annual energy budget (HLP Budget Survey) 

forms. Do I also need to fill out a URIF for that location when the site is ready for utility 
service?   

A. Yes. If you are adding or deleting an account, you must submit a completed URIF with an 
agency authorization letter in addition to the notification in the budget request. Budget 
requests for new accounts often are made far in advance of the actual need, which may 
change. DEM does not notify utilities until the URIF is received from the agency and the 
change in service actually is required.  
 

Q. I identified an account that does not belong to my agency in the annual budget form. 
Do I also need to request that an SBMR be issued to terminate that service? 

A. Yes, you must file a URIF so that the SBMR is submitted to the utility company. Wherever 
possible, please identify the occupant of the space that should take over responsibility.  

 
Q. My agency is taking over the location of another City agency. As the agency ELO, what 

do I have to do about utility accounts? Do I have to fill out an URIF?   
A. Yes, this is a Transfer, as defined earlier. File a URIF. 
 
Q. My agency is vacating space. As the agency ELO, what do I have to do about utility 

accounts?   
A. This is either a Transfer or a Turn-Off, depending on what is happening to the space your 

agency is vacating. See the earlier definitions and fill out the URIF accordingly. 
 
Q. The URIF form asks for “OEC ID” as one of the facility identifiers. Where do I get this? 
A. If this is a new location, DEM will create this identifier later; you can leave the field blank. 

If this is an existing location, look up the OEC ID in EC3, using the “Single Facility Account 
Lookup” (upper right part of screen) and searching by address or account number. 

 
Q. For new Con Ed gas and/or electric meters, the URIF form asks for CORS ID#. Where 

do I get this? 
You should get this number from your agency’s contractor for the site. This number is given 
to the contractor by Con Edison when the contractor requests the service. 
 

Q. For Action Requested, what is the difference between “Install New Meter – Establish 
New Account” and “Transfer Existing Meter to New City Account?” 

A. If you know the meter number, select “Transfer Meter.” Where your agency has a contractor, 
you should get the meter number (and the CORS ID#) from the contractor. If there is no 
existing meter yet when you file the URIF, select “Install New Meter.” 
 

Q. When I am filling out a URIF to open first-time accounts in a new building, is there any 
additional information I need? 

A. For Con Ed gas accounts and NYPA electric accounts (Note: Meters for NYPA electric 
accounts are handled by Con Ed), include the utility’s Work Order number that has been 
provided to the contractor managing design and construction. Work Order information also is 
sometimes requested by National Grid, so provide it if you have it. 
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Q. When I am filling out a URIF to close an account and terminate service, is there any 
additional information I need? 

A. If the building is going to be demolished, include any utility Demolition Request order number 
provided by your contractor or project manager. 
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Interruptible Account Management Guidance 
 
DEM’s Demand Response Team should be an Agency Energy Team’s first point of contact on 
all items related to gas interruptible accounts unless otherwise instructed. When reaching out 
directly to utilities, ELOs (or AEPs) should always copy the Demand Response Team. 
 
Confirming Agencies’ Natural Gas Interruptible Accounts  
 

1. ELOs can see which natural gas accounts at their agencies are subject to an interruptible 
tariff by running the “Accounts by Utility Co./Tariff” report under the “Account 
Management” section of EC3. Please see the directions below for screenshots showing 
how to search for and download an agency-level list of gas interruptible accounts. 

2. Once ELOs have confirmed their agencies’ list of natural gas interruptible accounts, they 
must comply with all rules associated with the tariff (i.e., switch the account’s heating 
source from natural gas to heating oil when an interruptible event is called by the utility 
that services the account). 

 
Actions to be Taken Before the Heating Season Begins  
 

1. The Demand Response Team sends the Interruptibles Checklist to ELOs summarizing 
the steps that they should undertake to prepare for the upcoming Heating Season. 

a. The Interruptibles Checklist also lists up-to-date utility contact information. 
2. The Demand Response Team forwards requests from the utility companies to ELOs to 

receive up-to-date facility-level contact information for the facilities with interruptible 
accounts. 

a. ELOs must send this information to the utility companies and Demand Response 
Team. 

3. The Demand Response Team reaches out to ELOs to complete alternate energy supply 
affidavits required by the utility companies. 

4. ELOs are required to notify the Demand Response Team about any necessary repairs 
to fuel switching equipment.  

a. If the repairs will not be complete before Heating Season, the ELO must file a 
URIF to switch tariffs from interruptible to firm.  

b. If the request is approved, the Public Service Commission mandates that the 
utility must wait six months before officially switching the tariff, unless the facility 
associated with the account is a critical facility, such as a school or hospital. 

c. It is IMPERATIVE that issues requiring repairs be identified and addressed well 
in advance of the Heating Season to avoid violating tariff rules during gas 
interruptible events. 

 
Actions to be Taken During the Heating Season 
 

1. ELOs will receive notifications from the Demand Response Team announcing an 
imminent gas interruptible event. 

2. If the equipment needed to switch fuels and comply with the event malfunctions, ELOs 
must notify the utility contact and the Demand Response Team WITHIN ONE HOUR OF 
MALFUNCTION. 

3. ELOs must send proof of repairs to the utility company and DEM TWO DAYS after 
failure, with the possibility for ONE EXTENSION of an ADDITIONAL FIVE DAYS. 
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4. Regardless of reason, any gas usage by interruptible-tariff accounts during an 
interruptible event will be considered a failure to comply.  

a. Failures to comply result in usage rates during the event going up nine times the 
normal billable rate and cause a strike. After two strikes (i.e., failing to comply 
with two events), the utility company will (1) charge an extra penalty fees, (2) 
switch the account tariff to firm, or (3) terminate service to the account. 

 
Screenshots Showing How to Look Up Natural Gas Interruptible Accounts in EC3 
 

 
 
 

 
 



  8/3/2020 
 

Page 56 of 64 
 

Energy Usage Report and Bill Review Guidance 
 
ELOs should review the monthly reports distributed by DEM to ensure proper oversight of energy 
usage and costs, and also log into EC3 to see additional reports. [Please see Page 26 (“Energy 
Cost Control and Conservation (EC3) Guide”) for further guidance]. ELOs should follow the steps 
below to identify and understand large changes in energy usage and potential energy-saving 
opportunities. If DEM thinks there is a billing error based on ELO feedback, we will contact the 
utility. 
 

• Review the most critical reports attached to the DEM monthly email.  
 

• Use the “Usage and Demand Deviation Report” to identify accounts with large changes 
in energy usage. 

o The “Usage and Demand Deviation Report” allows the user to generate a list of 
accounts that exceeded the energy usage and demand for the same month last 
year by a user specified amount (25% or more). The 25% threshold has been set 
because it is more than is normally expected even when weather conditions 
change. 

o To access the “Usage and Demand Deviation Report” on EC3: Go to the 
Anomaly Reports section on the Navigation Bar  Select “Usage and Demand 
Deviation Report.”  

 
• For the relevant accounts, work with DEM and other agency staff to investigate the 

cause(s) of the change. 
o Use the “Usage and Demand Deviation Report” to compare the number of billing 

days between current and prior year. 
o Use the Estimated Meter Readings Report to check if the account was estimated 

(see below).  
 

• Check the “Estimated Meter Readings Report.” For accounts that have been estimated 
for three months or more, provide DEM with facility contact information so that we can 
follow up with the utility. 

o The report lists all meters whose readings have been estimated in the current 
billing period, with utility company and address. 

o To access the “Estimated Meter Readings Report” in EC3: Go to the Anomaly 
Reports section on the Navigation Bar  Select “Estimated Meter Readings 
Report.” 

 
• Use the “Energy Change Report: All Agencies” to compare your agency’s energy usage 

to that of the City as a whole and identify agency-level opportunities for energy usage 
reductions, based on how the agency is doing relative to peer agencies.  

o The report shows total energy use (in MMBTUs) for the current month and year-
to-date for the agency compared to the City as a whole. 

o To access the Energy Change Report: All Agencies in EC3: Go to the Energy 
Reports section on the Navigation Bar  Select “Energy Change Report: All 
Agencies.” 
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• Use the Energy Change Report: All Facilities to compare facilities within your agency; 
identify facility-level opportunities for energy usage reductions, based on the agency’s 
best- and worst- performing facilities. 

o To access the Energy Change Report: All Agencies in EC3: Go to the Energy 
Reports section on the Navigation Bar  Select “Energy Change Report: All 
Facilities.” 

 
• Share report information across the agency, so staff stay aware of critical energy usage 

and cost trends, especially spikes in usage. This includes sharing information with building 
maintenance and facilities management teams.  
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Annual Energy Budgeting Support Guidance 
 
During the annual cycle for developing the Citywide HLP Budget, ELOs are responsible for 
submitting information about expected changes in their agency’s energy usage for the next fiscal 
year to DEM. Important Note: This is a separate process from requesting account changes and 
does not replace it. 
 
ELOs can support annual energy budgeting by following the process below:  
 

1. In early December, receive link to HLP Budget Survey web forms in EC3 and instructions.  
 

2. Work with their agency’s budget and facilities management teams to complete HLP 
Budget Survey forms by January. This work includes the following: 

• Confirming all utility accounts assigned to the agency to ensure that the City is not 
paying for accounts in facilities that the agency does not occupy. ELOs do this by 
reviewing an account list that DEM provides as part of the annual budget process. 

• Providing information about expected changes in energy usage for the next fiscal 
year, including:  

(1) Expected increases from new facilities being added to the agency’s 
portfolio; 
(2) Expected decreases from facilities being closed or vacated by the 
agency.  

 
3. Respond to requests from DEM HLP Budget staff to clarify any information. 

 
4. By July, receive the HLP Budget for the new fiscal year.  
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Annual Energy Benchmarking Support Guidance 
 
The energy performance tracking and energy benchmarking procedure is an annual process that 
takes place throughout the year. ELOs are responsible for submitting energy data from their 
agency’s portfolios to DEM’s Performance Tracking and Analytics Team. 
 

1. In January, ELOs receive the Municipal Property Data Survey for their agency.  
 

2. The completed survey is to be returned to DEM’s PTA Team by mid-March. It is essential 
for the ELO to send any updates pertaining to those buildings that are subject to LL84 
(i.e., any City building above 10K GSF) by mid-March for these to be included in prior 
year’s LL84 compliance process. 
 

3. The ELO is required to report any change in the agency’s portfolio. For example: 
a. New building – Developed/New construction 
b. Leased properties – New/Dropped/Renewed 
c. Vacated/Sold/Demolished property 
d. Change in property use 
e. Installation of EV charger 

 
4. The ELO is required to report to their agency’s heating oil measurements for each building 

in their agency’s portfolio including: 
a. Amounts of delivered oil  
b. Additional information required to be reported from DEP for benchmarking 

purposes: Influent flow data 
 

5. After May 1st, the ELO will review the updates in their agency’s EPA Portfolio Manager 
account and 

a. Ensure that the account is up to date 
b. Verify that all the properties from agency’s portfolio are present and  
c. All the changes logged by ELO in Municipal Property Data Survey are reflected in 

their Portfolio Manager account 
d. During the year, Portfolio Manager could be used to quickly retrieve information 

pertaining to the agency’s building portfolio characteristics, use details, energy 
usage, and other energy performance metrics 

After September 1st, the annual LL84 compliance report for agencies can be reviewed.  
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Appendix 3: Tools for Energy Project Management 
 
Summary of Tools 
 
Energy Project Managers are primarily responsible for day-to-day construction management and 
overall project completion of their agency’s energy efficiency and clean energy projects. DEM 
competitively funds these projects at agencies through two primary mechanisms: the ExCEL 
Program, which funds expense projects, and the ACE Program, which funds capital projects. 
 
Table 23. Summary of Tools for Energy Project Management 
Tool Description 
Capital Projects 
Overview 

Explanation of what is eligible as a capital project. 

Expense Projects 
Overview 

Explanation of what is eligible as an expense project.  

Best Practices for 
Project 
Development 

Guidance project managers should adhere to in order to facilitate 
expedient project development. 

ExCEL Application 
Instructions 

Steps on how to successfully submit an application(s) for DEM’s ExCEL 
program.  

ACE Application 
Instructions 

Steps on how to successfully submit an application(s) for DEM’s ACE 
program. 

 
Capital Projects Overview 
 
A capital project is the upgrade or replacement of an asset or part of a system in a City property, 
funded by capital dollars. In general, two types of projects are eligible for capital funding: 

• Construction and renovation: Construction of new facility, expansion of existing facility, 
upgrade or renovation of contiguous existing space, or upgrade or replacement of 
building systems. 

• Equipment: Purchase and installation of major equipment (system or standalone). 
 

The City has specific rules that govern whether a project is considered capitally eligible. In 
general, capital projects must be comprehensive in scope, serve the public interest, satisfy a 
minimum dollar threshold (>$50,000) and satisfy minimum useful life threshold (> five years). 
 
 
Expense Projects Overview 
 
An expense project can encompass the following categories of project types: 

• Personal Services: Includes salaries and fringe benefits for government employees. 
• Other Than Personal Services: Includes goods, supplies, equipment, and services. 

Equipment can include building energy efficiency and clean energy equipment. 
Services can include studies, trainings and long-term planning efforts.  
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Best Practices for Project Development 
 

• Engage DEM as early as possible when developing energy projects. 
• Early in the process, if applicable, evaluate the potential to use different technologies. 
• Distinguish the expense and capital components of your capital projects. 
• Plan for contingencies by building a buffer of approximately two months into your project 

timeline. This will minimize the number of projects your agency rolls over and help improve 
DEM’s commitment rate. 

• Throughout the process, maintain organized records and invoices. 
 
 
ExCEL Application Instructions 
 
ExCEL Program Summary 
 
The objectives of the ExCEL funding program are to:  

• Implement energy conservation measures including expense-funded retrofits and 
operations & maintenance measures;  

• Support long-term energy planning, including energy master plans, energy audits, 
metering studies and energy-related feasibility studies;  

• Support facilities staff and building operators with the diagnostic tools and equipment 
needed to assist their energy reduction efforts;   

• Build upon the success of energy management training programs; and  
• Increase awareness throughout partner agencies with outreach and communications 

efforts.  
 
ExCEL Program Requirements  
 

• Projects must be completed within the same fiscal year they receive ExCEL funding.  
• Agencies must be equipped to develop or leverage small purchases, existing contracts, 

or use existing staff to complete the projects. Agencies may use Citywide Procurements 
or Solicitations to execute work; however, please discuss with DEM if that is of interest.  

• Agencies must adhere to DEM’s reporting requirements under any existing Intra-City 
Agreements.  

• Request for Budget Modification form, and, if needed, Intra-City Agreement, must be 
signed by the agency and submitted to DCAS.  

 
ExCEL Application Process/Instructions 
 

• There are two (2) versions of the same application – one (1) which is associated with all 
issued calculation templates, and one (1) which is for any agency-required custom 
calculations and projects with non-technical measures.  

• There are seven (7) tabs in the Calculation Template spreadsheet: (1) Instructions; (2) 
Application; (3) Measures List; (4) Paste Calculations Here; (5) BDBID; (6) Site + Savings; 
and (7) GHG Coefficients. For the “custom calculations” application, there are also tabs 
for EC3 and Fuel Oil Data inputs; and one Calculations tab for custom inputs.  
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One application must be completed for each project request. Applications that do not include 
back-up calculations for energy efficiency retrofits and O&M measures will be rejected. 
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ACE Application Instructions 
 
ACE Program Summary 
 
The Accelerated Conservation and Efficiency (“ACE”) Program competitively funds partner 
agency-implemented capital projects that reduce emissions and energy usage, deliver cost 
savings, and provide other resiliency benefits. The ACE Program will release a Round Solicitation 
which requests project proposals from agencies. The ACE Team reviews the proposals and 
awards funds to projects with the greatest contributions. With the allocated funds, the agency can 
select the most energy efficient equipment possible, convert systems to lower carbon impact, 
optimize retrofits, and approach a building as one system. Proposals may pertain to single sites 
or multi-site portfolios.  
 
ACE Program Requirements 
 

• Capital Funding Eligible | Key elements of capitally eligible projects must include: 
o A per building cost of no less than $50,000. 
o A useful life of no less than five (5) years.  
o A new installation or upgrade (maintenance or repairs of existing equipment are 

not eligible).  
• Ownership | The City must own the project site or have a long-term lease. If leased, the 

lease must exceed the useful life of the project.  
• Timeline | Completion dates for projects must adhere to dates established in the Round 

Solicitation or earlier. Completion includes installed, commissioned, and operational 
systems. Projects with estimated completion dates later than those established within the 
Round Solicitation must include an explanation within the proposal justification.  

• Emissions Reduction | Projects must yield a net GHG emissions reduction or generate 
renewable energy.  

• Implementation | The agency must have existing contracts or anticipate contracts to be 
in place at the time of project initiation, or evidence that delivery methods will be available 
by the proposed start date of the project at the time the proposal is submitted.  

• Financial Responsibility | DEM pays for the utility bills for the facility, not including fuel 
oil fees.  

• Program Compliance | The agency must adhere to DEM’s program requirements. This 
includes routine project status updates, meeting the metrics and timelines in the savings, 
and provide other resiliency and equity benefits.  

ACE Application Process/Instructions 

1. Proposing agency submits a complete proposal for each project for which it is requesting 
funding. A project can be the implementation of:  

• An energy conservation measure (“ECM”) at a single site; or  
• An ECM at multiple sites (not to exceed 20); or  
• Multiple ECMs at a single site.  

2. DEM evaluates all complete proposals received by the due date and notifies the Agencies 
of the determination.  

3. The agency confirms intent to move forward with the allocation and understanding of 
Program Requirements and Agency responsibilities.  
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4. Disapproved proposals may be resubmitted in a future round, using the latest proposal 
format for the resubmission, and addressing the reason the project was disapproved. 

5. The agency notifies DEM of modified project metrics. DEM reserves the right to reevaluate 
and adjust the allocation following the terms of the MOU.  

6. DEM monitors project progress and performance during implementation.  
7. The agency notifies DEM of substantial completion.  
8. DEM initiates the closeout phase to reconcile as-built scope and performance with the 

approved application.  
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