This document provides guidance on the structure of an Early Design Meeting and may be revised to meet project needs. Requirements:
· Submit agenda to New Buildings for review at least one week before the meeting. 
· Provide list of attendees and their contact information.
· Prepare a written summary of the meeting that documents: 1) Project’s energy performance goals;  2) Energy strategies that will be evaluated in the next phase of design and 3) How the team plans to address constraints.
See Early Design Incentive Application (Form 520ED) for full requirements. 


[bookmark: _GoBack]Early Design Meeting Agenda and Report Template for:
<project name>

Meeting Date, Time & Location:

	Required Attendees:
	Recommended Attendees:

	<Owner>	
	<Energy Trust Program Rep>

	<Architect>
	<Lighting Designer>

	<Mechanical Engineer>
	<General Contractor (if applicable)>

	<Energy Analyst>
	<Solar Ally (if applicable)>

	<Meeting Facilitator> (can be other project team member)
	<Other Renewable Experts>
<Commissioning Agent>
<Building Operator>

	
	

	
	



I. Meeting Objectives:
· Establish project’s energy goals and identify strategies to meet those goals.

II. Meeting Outcomes:
· Documentation of energy performance goals
· Prioritized strategies for team to pursue through further analysis/design
· Understanding of potential Energy Trust incentives to support achievement of goals
· Clarity on next steps


III. Discussion Topics:

The topics below are suggestions for discussion and provide a broad list of energy considerations. Some topics may not be relevant or applicable to the building in design, and the team may adjust the agenda to meet project needs. 

· Energy performance goals
· Energy Use Intensity (EUI) target
· Alignment with industry rating systems (LEED, Living Building, Architecture 2030)
· How energy relates to overall project goals and owner’s business needs
· Energy Use Breakdown
· Use Energy Use Breakdown Tool to discuss end uses that should be/will be targeted with energy efficiency measures
· Action: Submit Energy Use Breakdown Tool (or similar tool provided by project) to program with meeting report.
· Strategies for achieving energy savings goals
· Reduce loads
· Building orientation 
· Natural ventilation
· Daylighting
· Glazing percentage/performance
· External shading
· Wall performance
· Roof performance
· Infiltration
· Other
· Use efficient systems
· Efficient HVAC system selection
· Right size equipment based on reduced loads
· Efficient part load operation
· Alternative HVAC system types (such as VRF, radiant heating/cooling, and ground source heat pumps)
· Heat recovery
· Condensing boilers
· HVAC system control
· Increased level of zone-specific controllability
· Scheduling/setback controls
· Demand-controlled ventilation
· High efficiency lighting design
· High efficiency lighting
· Low ambient lighting with task lighting
· Occupancy and daylighting controls
· Luminaire level lighting controls
· Continuous dimming
· Domestic hot water systems
· High efficiency, condensing gas water heaters
· Tankless water heaters
· Heat pump water heaters
· Combination space/water heaters
· Efficient recirculation systems
· Low flow fixtures
· Server closet / server rooms
· Install high efficiency (ENERGY STAR®) equipment (including servers, networking equipment, PDUs, HVAC equipment, UPS)
· Uninterruptible Power Supplies (UPS)
· Size UPS units to operate at peak efficiency
· Consider UPS requirements (protection, redundancy, etc.) when purchasing UPS
· Other equipment relevant to project (kitchen equipment, compressed air systems, other process loads, etc.)
· Plan for plug loads and occupant behavior 
· High efficiency office equipment
· Laptop computers and flat screen monitors
· LED task lighting
· ENERGY STAR appliances and equipment
· Use renewables to meet remaining demand
· Solar and Solar Ready design 
· Other renewable systems
· Additional discussion topics
· Building Energy Management Systems
· Operations and maintenance 
· Life cycle costing/additional energy modeling or analysis
· Commissioning
· Resilience – maintaining building functionality when traditional power supply is not available
· On site solar and battery storage
· Back up generation 
· District energy systems
· Micro grids
· Passive cooling, ventilation and daylighting
· Prioritization of critical loads
· Other items
· How to navigate inherent constraints (budget, timeline, etc.)
· How Energy Trust New Buildings may support project
· Potential funding for analysis and systems discussed
· Revisit energy goal
· Next Steps
· Action plan for strategies that require further analysis (see example below)

Template for Action Plan

	What
	Who
	By When

	e.g. Fill our EDA report and submit to Energy Trust
	e.g. Project Architect
	e.g. Next week
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