WORKSHEET 11: ASSESSMENT PROPOSAL TO TOP MANAGEMENT 

This worksheet provides a template that can be used by the Team to complete the Assessment Proposal. This proposal is then sent to top management for approval. The proposal is approximately 7 pages, plus appendices.
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1 Executive Summary (1 page)
Note: This is a 1 page summary of the proposal, including the key messages of the proposal to management
This is a proposal to carry out an assessment at [name company/plant]. 

The objective of the assessment is to [describe main objective in one sentence]
The following focus areas are suggested for the assessment [list focus areas in one sentence but don’t describe in detail]
The output of the assessment is an “Implementation and Monitoring Proposal” that proposes which feasible options should be implemented within one year and how results will be monitored.
The suggested approach for the assessment is [list steps]
The assessment will be carried out by [list Team members only and mention who is the Team Leader]
The assessment will start on [date] and finish on [date]. In total [number] of staff man days are needed to carry out the assessment, plus [number] of consulting days.

The total costs for the assessment is [amount] for [list type of costs, e.g. consultants, training…].

We request top management’s approval for this proposal.
2 Objectives, scope and outputs (1 page)
Objectives

Note: The objectives with the proposal should clearly outline WHY you propose an energy assessment, i.e. what are the reasons. The initial meeting with top management (Task 1a) should be used as basis for this.
Scope - suggested focus areas
Note: The scope is the focus areas suggested to management based on the selection of focus areas made under task 1d. Describe what each focus area is and includes.
Outputs

Note: The outputs of the assessment is an “Implementation and Monitoring Proposal” that proposes which feasible options should be implemented within one year and how results will be monitored.
3 Approach (3 pages)
Note: The approach includes steps 2, 3 and 4 of the Company Energy Efficiency Methodology. Describe for each task what the Team proposes to do (how detailed each step and task should be depends on the company, because each company is different!).
Step 2 Assessment

Task 2a: Staff training and meeting

Note: explain what you propose to do under this task
Task 2b: Prepare process flow charts for focus areas

Task 2c: Walkthrough of focus areas

Task 2d: Quantify inputs and outputs and costs to establish a baseline

Task 2e: Quantify losses through material balance

Step 3 Identification of options

Task 3a: Determine causes of losses
Task 3b: Identify possible options
Task 3c: Screen options for feasibility analysis
Step 4 Feasibility analysis
Task 4a: Technical, economic and environmental evaluation of options
Task 4b: Rank feasible options for implementation

Task 4c: Prepare implementation and monitoring proposal for top management approval

4 Team, time planning and budget (2 pages)
Team
Note: Introduce the proposed Team for the assessment. You can also include the table from worksheet 4 that lists the Team members Team suggested for this assessment and their responsibilities. Make sure that you have added new team members from the proposed focus areas!
	Team members
	Name
	Position / title
	Department
	Responsibility

	
	
	
	
	

	Team Leader


	
	
	
	

	Team Member


	
	
	
	

	Team Member


	
	
	
	

	Team Member


	
	
	
	

	Team Member


	
	
	
	

	Team Member


	
	
	
	


Time planning

Note: Time planning (i.e. how much time/man days is needed for each step and task, a timeframe with deadlines
	Step and tasks
	Start date
	Completion date
	Total number of man days needed

	Step 2 - Assessment
	
	
	

	Task 2a: Staff training and meeting
	
	
	

	Task 2b: Prepare process flow charts for focus areas
	
	
	

	Task 2c: Walkthrough of focus areas
	
	
	

	Task 2d: Quantify inputs and outputs and costs to establish a baseline
	
	
	

	Task 2e: Quantify losses through material balance
	
	
	

	Step 3 – Identification of options
	
	
	

	Task 3a: Determine causes of losses
	
	
	

	Task 3b: Identify possible options
	
	
	

	Task 3c: Screen options for feasibility analysis
	
	
	

	Step 4 – Feasibility analysis of options
	
	
	

	Task 4a: Technical, economic and environmental evaluation of options
	
	
	

	Task 4b: Rank feasible options for implementation
	
	
	

	Task 4c: Prepare implementation and monitoring proposal for top management approval
	
	
	

	TOTAL
	
	
	


Budget

Note: The budget should describe what money is needed for (e.g. consultant, training, monitoring equipment, etc.) and mention how much money is needed for each task.
	Step and tasks
	Description of costs
	Amount

	Step 2 – Assessment
	
	

	Task 2a: Staff training and meeting
	
	

	Task 2b: Prepare process flow charts for focus areas
	
	

	Task 2c: Walkthrough of focus areas
	
	

	Task 2d: Quantify inputs and outputs and costs to establish a baseline
	
	

	Task 2e: Quantify losses through material balance
	
	

	Step 3 – Identification of options
	
	

	Task 3a: Determine causes of losses
	
	

	Task 3b: Identify possible options
	
	

	Task 3c: Screen options for feasibility analysis
	
	

	Step 4 – Feasibility analysis of options
	
	

	Task 4a: Technical, economic and environmental evaluation of options
	
	

	Task 4b: Rank feasible options for implementation
	
	

	Task 4c: Prepare implementation and monitoring proposal for top management approval
	
	

	TOTAL
	
	


Appendices

Note: Add any relevant worksheets (No 1-10) and other appendices that will support the proposal.
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