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1.0	I ntroduction

The Provincial Government has committed to help public agencies better understand 
and manage their energy consumption. As part of this commitment, Regulation 397/11 under the 
Green Energy Act, 2009 requires certain public agencies—Municipalities, Municipal Service Boards, 
Schools Boards, Universities, Colleges and Hospitals—to report on their energy consumption and 
greenhouse gas (GHG) emissions annually beginning in 2013, and to develop and implement five-year 
energy conservation and demand management (CDM) plans starting in 2014 (see table below).

This document provides guidance to colleges, hospitals, universities, school boards and municipalities 
on how to complete the Energy Consumption and Greenhouse Gas Emission Template (the Template) 
prepared by the Ministry of Energy. This document provides a step-by-step guide to completing the 
Template and provides responses to questions and comments that may arise. 

The guide starting from section 2 is organized as follows:

yy Section 2: provides general information that is not specific to fields in the Template;

yy Section 3: provides details on how to report for each field of the Template;

yy Section 4: outlines how the automated error checking in the Template works

yy Section 5: outlines some manual data checking suggestions; 

yy Section 6: explains how to upload the finished Template; 

yy Section 7: provides some troubleshooting tips; and 

yy Section 8: provides a list of abbreviations and terms used throughout the guide 

The table below outlines the requirements with the corresponding energy data year.

Deadline Template Reporting 
Requirements

CDM Plan Reporting 
Requirements

July 1, 2013 Report on 2011 calendar year None

July 1, 2014 Report on 2012 calendar year Post CDM plan

July 1, 2015 Report on 2013 calendar year None

July 1, 2016 Report on 2014 calendar year None

July 1, 2017 Report on 2015 calendar year None

July 1, 2018 Report on 2016 calendar year None

July 1, 2019 Report on 2017 calendar year Post updated CDM plan

July 1, 2020 Report on 2018 calendar year None

July 1, 2021 Report on 2019 calendar year None
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For additional resources, please visit the Toolkit section under Libraries on the reporting web portal–
https://extra.sse.gov.on.ca/SITES/ENERGY-ECE/SitePages/Home.aspx.
Feedback concerning the reporting Template and/or website can be directed to
BPSSupport@ontario.ca.  
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2.0	�I nformation not specific to 
Template fields

2.1	 General

2.1.1	�W hy do public agencies have to prepare annual energy consumption and 
greenhouse gas emissions reports?

There are a number of reasons to prepare the annual reports including: 

yy Public agencies use a lot of energy. For example:

−− Municipalities pay more than $680 million for electricity and $275 million for natural gas per year; 

−− Total electricity consumption by municipalities is over 6.6 billion kWh per year, which is more than 
any industrial sector other than Pulp & Paper; 

−− Municipalities have approximately 26,000 electricity accounts1;

−− Utility costs for Ontario hospitals exceed $200 million per year;

−− Utility costs represent approximately 47.34% of the total plant operations and maintenance 
expenditures for hospitals;

−− Hospitals have the highest energy intensity of all publicly funded facilities 2 ;

−− Ontario school boards spend about $460 million on utility bills 3; and

−− Ontario University sector has more than 1,000 buildings/facilities that consumed 1.2 billion kWh 
of electricity and 649 million ekWh of natural gas (2009).

yy Requiring energy reporting helps organizations better understand how and where energy is 
used in their operations. This will also:

−− Drive participation in conservation and demand management programs;

−− Encourage activities to reduce energy consumption, which can free up funding for core activities;

−− Allow organizations to benchmark and compare the energy consumed at similar facilities across 
the province; and 

−− Support the preparation of 5-year conservation and demand management plans also required 
under regulation 397/11.

1	 http://www.ieso.ca/imoweb/pubs/sector-specific_research/Ontario_Municipalities-An_Electricity_Profile.pdf	
2	 http://www.oha.com/CurrentIssues/Issues/eHealth/Documents/EnergyEfficiencyOpportunitiesfeb28.pdf
3	 http://news.ontario.ca/mei/en/2009/05/ontario-helps-schools-invest-in-green-technology.html
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yy Conservation is a key component of Ontario’s Long Term Energy Plan with a demand savings 
target of 7,100 MW and an energy savings target of 28TWh by 2030. The institutional and 
commercial sectors could contribute 50% of this target. 

yy This new regulation will help Ontario achieve its Greenhouse Gas (GHG) emission 
reduction targets:

−− 6% below 1990 levels by 2014;

−− 15% by 2020; and 

−− 80% by 2050.

yy These targets were set out in Go Green: Ontario’s Action Plan, which was issued in 2007 and 
can be found at–
 http://www.ene.gov.on.ca.

yy More robust understanding of broader public sector (BPS) energy use will improve policy and 
program development, as well as increase awareness of GHG emissions. 

2.1.2	W hat does a completed Template look like?
An example of a completed Template can be found in Appendix B. This completed Template is just 
meant as an example. This example may not be for your particular sector. You may have more or less 
rows of the Template completed depending on the number of buildings/facilities and operation types 
that you may have. 

2.2	R esponsibility for reporting

2.2.1	D o I need to report? 
2.2.1.1	 Municipalities
All municipalities in Ontario are required to report, including single-tier, lower-tier and upper-tier 
municipalities, regional municipalities, counties, and townships.

2.2.1.2	 Municipal Service Boards
“Municipal service board” means,

a )	a municipal service board or joint municipal service board established or continued under the 
Municipal Act, 2001

b )	a city board or joint city board established or continued under the City of Toronto Act, 2006, or

c )	 a joint board established in accordance with a transfer order made under the Municipal Water 
and Sewage Transfer Act, 1997; (“commission de services municipaux”).

These municipal service boards are only required to report on water/sewage treatment or pumping 
operations/facilities. 
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2.2.1.3	 Universities and Colleges
All post-secondary educational institutions in Ontario are required to report. “Post-secondary 
educational institution” means a university in Ontario, a college of applied arts and technology in 
Ontario or another post-secondary educational institution in Ontario, if the university, college or 
institution receives an annual operating grant; (“établissement d’enseignement postsecondaire”).

Federated/Affiliated colleges are not required to report under the regulation.

2.2.1.4	 Hospitals
All public hospitals in Ontario are required to report. “Public hospital” means,

a )	a hospital within the meaning of the Public Hospitals Act, or

b )	the University of Ottawa Heart Institute/Institut de cardiologie de l’Université d’Ottawa;  
(“hôpital public”). 

Long term care facilities are not required to report.

2.2.1.5	 School Boards
All school boards in Ontario are required to report. “School board” means a board within the meaning 
of the Education Act.

2.2.2	W hat are “designated operations” that I need to report on?
The regulation outlines the operations for which public agencies would be required to report on 
energy use and greenhouse gas emissions and prepare CDM plans. The list of designated operations 
recognizes that some public agencies, such as municipalities, may have a large number and variety of 
buildings/facilities, and captures buildings/facilitiesthat are high energy users (such as arenas). Public 
agencies are encouraged to go beyond the list to include other operation types in their CDM plans. 

In an effort to determine whether or not a building /facility is a “designated operation” please see the 
check list below. If the answer is “yes” to all of the questions below, then the operation should be reported.

yy Is the public agency one of the following?

a )	Municipality 

b )	Municipal Service Board 

c )	 Post-secondary educational institution (that receives an annual operating grant)

d )	Public hospital

e )	School Board

yy Is the operation type being conducted in each building /facility listed in Table 1 of O. Regula-
tion 397/11? (see next page)
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TYPE OF PUBLIC AGENCY OPERATION

Municipality 1.	 Administrative offices and related facilities, including municipal 
council chambers

2.	 Public libraries

3.	 Cultural facilities, indoor recreation facilities and community 
centres including art galleries, performing arts facilities, 
auditoriums, indoor sports arenas, indoor ice rinks, indoor 
swimming pools, gyms and indoor courts for playing tennis, 
basketball or other sports

4.	 Ambulance stations and associated offices and facilities

5.	 Fire stations and associated offices and facilities

6.	 Police stations and associated offices and facilities

7.	 Storage facilities where equipment or vehicles are maintained, 
repaired or stored

8.	 Buildings/facilities or facilities related to the treatment or 
pumping of water or sewage

9.	 Parking garages

Municipal service board 1.	 Buildings/facilities or facilities related to the treatment or 
pumping of water or sewage

Post-secondary 
educational institution

1.	 Administrative offices and related facilities

2.	 Classrooms and related facilities

3.	 Laboratories

4.	 Student residences that have more than three stories or a building 
area of more than 600 square meters

5.	 Student recreational facilities and athletic facilities

6.	 Libraries

7.	 Parking garages

School board 1.	 Schools

2.	 Administrative offices and related facilities

3.	 Parking garages

Public hospital 1.	 Facilities used for hospital purposes

2.	 Administrative offices and related facilities
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yy Is the operation conducted in a building/facility that the public agency owns or leases?

yy Is the public agency issued the utility invoice?

yy Is the public agency responsible for paying the utility invoice?

yy Is the building/facility within which the operation is conducted heated or cooled? 
(The building /facility related to the treatment of water or sewage does not need to be heated 
or cooled)

yy Is only part of the building/facility where the operation is conducted heated or cooled?

If a municipal service board operates a building/facility listed in table one of the regulation under 
municipal operations (e.g., library) and the municipality owns or leases the building/facility and 
receives and pays the energy bills then the municipality is required to report for the municipal service 
board’s operations.

2.2.3	W ho should be preparing the reports?
The Template would best be completed by someone who has knowledge of the operations and the 
energy use of your organization’s buildings/facilities. This responsibility could fall to, for example, 
an Energy Manager, Facilities Manager, Environmental Coordinator, Sustainability Coordinator, 
Administrative Officer, Director of Maintenance, Director of Engineering, Physical Plant Director, or 
Director of Physical Resources

 

Knowledge of the operations and the energy use of the public agency’s buildings/facilities is needed 
as well as some limited skills in the use of Microsoft Office Excel.

2.2.4	W ho should approve the completed reports?
This will depend on the approval process within your agency for reports that will be made available to 
the public. It is recommended that the most senior person ultimately responsible for energy procure-
ment approve the final report before it is made public. Within some public agencies, approval may be 
required at the highest level. 

2.3	T ime periods

2.3.1	W hat is the time period for which public agencies are reporting?
On or before July 1 each year, every public agency will be responsible for completing the Template. 
The data reported in 2013 is for the 2011 calendar year(January 1 to December 31, 2011). 
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2.3.2	W hen is the report due? 
In 2013, the reporting deadline for the Template is July 1, 2013. A report for each following year will be 
due on July 1 of each successive year, thereafter. For example, every public agency will be required to 
report for the 2012 calendar year by July 1, 2014 and so on (see the chart in section 1– Introduction).

2.3.3	H ow long will it take to fill out the Template? 
The length of time it will take to fill out the Template will depend on a number of factors including 
whether your agency already tracks energy use within its buildings/facilities, how many buildings/
facilities and operation types it needs to report for, and how much information (e.g.: energy invoices) 
the person preparing the report will need to track down. Filling out the Template should not take very 
long. We would advise all BPS agencies to start gathering the information needed well in advance of 
the deadline. We suggest that the person preparing the report have all of the information needed on 
hand before starting to fill out the Template. This will make the process easier and quicker.

Based on consultations conducted with public agencies, a smaller public agency that tracks its energy 
use data should be able to fill out the Template in approximately one hour. A larger public agency that 
tracks its energy use data should be able to fill out the Template in about a half day of actual staff time. 
It may take some extra time to find information that may be missing and more time will be needed for 
public agencies that do not track energy use data or that track the data in a fashion that is not consis-
tent with the Template. In subsequent years tracking energy use and completing the Template should 
be easier as organizations become accustomed to the process.

2.4	Ma king reports public

2.4.1	D o the reports have to be made public? 
Yes. The completed Template must be submitted to the Ministry, published on each public agency’s 
website and intranet site, if it has either or both, and made available to the public in printed form at 
its head office. Details on how to submit to the Ministry will be included with the Template. Public 
agencies may create a PDF file of its Template to make public on its website and intranet site. Public 
agencies may choose the most appropriate format to provide its Template in printed form at its head 
office. Some public agencies may wish to include a summary of the Template to accompany the 
versions made available to the public. Organizations annual energy consumption and GHG emission 
reports and CDM Plans that are posted on their websites or made available through printed copies 
must be compliant with Accessibility for Ontarians with Disabilities Act, 2005 (AODA) requirements.

2.4.2	W hy do the reports have to be made public? 
Public agencies are required to make their Template public in the spirit of transparency within the 
BPS and in order to encourage a culture of conservation. By providing details of a public agency’s 
energy consumption and GHG emissions to the public, stakeholders can access the information 
they need to become active participants in working towards the public agency’s conservation 
goals. Making the reports public is similar to the requirements of the Ontario Municipal Performance 
Measurement Program. 



9

A Guide for Public Agencies on Completing the Energy Consumption and Greenhouse Gas Emissions Template

2.4.3	H ow long must the reports be available to the public?
The Template must be made available to the public for at least a full year, until the report for the 
following year is made available to the public. Public agencies are encouraged to make the reports 
available to the public indefinitely, though, as this will allow tracking of progress on its energy 
conservation targets over the years. 

2.5	Da ta requirements

2.5.1	W hat information is needed to prepare the reports?
For each operation that the public agency is required to report on, the following information is required:

yy Operation Name

yy Operation type	

yy Address, City, Postal Code	

yy Total Floor Area of the Indoor Space in which Operation is Conducted

yy Average # Hours Per Week

yy Annual Flow (Mega Litres)	

−− Public agencies will be able to note seasonal operations in the Comments column of the 
reporting template

yy Energy Type and Amount Purchased and Consumed in Natural Units in the following categories:

−− Electricity

−− Fuel Oil 1 & 2	

−− Fuel Oil 4 & 6	

−− Natural Gas

−− Propane	

−− Coal	

−− Wood	

−− District Heating, whether it is from a Renewable source, and if so, the Emission Factor	

−− District Cooling, whether it is from a Renewable source, and if so, the Emission Factor	

The online reporting template will automatically calculate the GHG emissions for each building/ 
facility reported.

Public agencies can find the energy amounts to report in their energy bills, by using energy tracking 
tools, or working with their electricity and gas utilities (where applicable).

Instructions on how to fill in the proper information for each of these categories is provided in 
Section 3 of this guide.
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2.5.2	H ow can public agencies find the energy amounts to report? 

2.5.2.1	 Energy bills
Public agencies receive bills for all energy types purchased and consumed. The bills will show the 
amount of energy purchased. Some bills will also show the time period during which the energy was 
consumed (e.g.: electricity and natural gas bills). More details on what to look for and how to report 
energy purchased and consumed from bills is provided in sections 3.13 to 3.20 and in Appendix A. 

Generally, the person responsible for completing the Template does not receive the bills for energy 
use directly. Bills are typically directed to the person(s) within the public agency responsible for the 
finances. If this is not already being done, we recommend that all public agencies set up procedures 
for providing a copy of each energy bill to the person responsible for completing the Template on 
a regular basis. This will be necessary for completing the Template on an annual basis, but will also 
prove useful in monitoring energy use and progress on energy conservation initiatives. 

The process of reviewing energy bills will allow organizations to verify their energy bills, potentially 
identifying over billing errors.

2.5.2.2	 Energy use tracking tools
Many public agencies use tracking tools to keep up-to-date information on energy usage and costs 
for their facilities. It is recommended that public agencies that are not already using energy tracking 
tools consider making use of them. A number of third party energy use tracking tools are available 
that meet the needs of public agencies and some are specifically designed to meet the requirements 
of the Template. Public agencies may also develop their own spreadsheet or database tool to track 
energy use and costs. For public agencies that have developed their own tools or plan to, we suggest 
that the tool be updated to provide the required information for the Template. Organizations may also 
want to develop applications that easily transfer the data from their system to the Template. 

2.5.2.3	 Working with utility companies
Most utility companies (e.g.: electric and natural gas companies) that public agencies purchase energy 
from are able to provide energy use and cost data for a specific time period in digital format (e.g.: an 
emailed Excel file). Some utilities also provide customers with online access to their own utility data. 
Every public agency is encouraged to contact its utility companies to request digital copies of their en-
ergy usage data and access to their online accounts, where applicable. In many cases, public agencies 
are considered important customers for utility companies and will have designated account managers 
that can be of assistance. 

2.5.2.4	 Managing issues with energy data
Regardless of the source of the energy consumption data used to populate the Template, it is 
important that public agencies verify that the data is for the correct time period. The reporting period 
is January 1 to December 31 (applicable to Colleges, Hospitals, Universities, Municipalities 
and Municipal Service Boards). School boards will report on their school fiscal year.
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If a public agency is using data from an energy use tracking tool to populate the Template and data 
is incorrect or missing, the public agency will need to correct this deficiency. The public agency may 
have to refer back to original energy bills or request data directly from the energy provider in order to 
determine the correct data that should be in the tracking tool. Please refer to section 3 for each en-
ergy type purchased and consumed to confirm what the specific data requirements are. 

2.5.2.5	 Greenhouse gas emission data
Built in macros in the Template will calculate the GHG emissions and intensity values automatically 
when the user saves the file, except in the case of District Heating and Cooling, see sections 3.21 and 
3.24. Organizations need to ensure that macros are enabled in Excel.

2.6	B uildings/facilities to be reported

2.6.1	I s reporting required for all facilities? 
No. Energy consumption data must be reported for each facility with an operation type listed in 
section 3.5, that the public agency owns or leases that:

a )	 is heated or cooled and in respect of which the public agency is issued the invoices and is 
responsible for making the payments for the building/facility’s energy consumption; or

b )	is related to the treatment or pumping of water or sewage, whether or not the building or 
facility is heated or cooled, and in respect of which the public agency is issued the invoices 
and is responsible for making the payments for the building or facility’s energy consumption.

In the case of post secondary student residences, have more than three storeys or a building area of 
more than 600 square metres.

Public agencies are not required to report for buildings/facilities that do not meet this criteria.

If there are multiple operation types within a building/facility, each operation type must be reported 
in a separate row. Please see section 2.9.2 for details on how to allocate energy purchased and 
consumed for each operation type within a building/facility.

2.6.2	�I s reporting required for federated/affiliated colleges associated with 
a university?

No. Federated/affiliated colleges are not covered under the regulation.

2.6.3	�I s reporting required for facilities that are not heated or cooled 
(conditioned)?

No. The only facilities that are not heated or cooled (conditioned) that reporting is required for are 
those related to the treatment or pumping of water or sewage. 
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2.6.4	�D o public agencies have to report for each individual building/facility 
within a site or campus?

Yes. Each public agency is required to report separately for each building/facility within a site 
or campus. The public agency must also break down the building by operation type and report 
separately for each operation type. For buildings/facilities that are not individually metered for energy 
use, please see section 2.9.2 for details on how to allocate the energy purchased and consumed by 
operation type.

In a campus setting where there are many multi-purpose buildings/facilities but few meters, public 
organizations can use methods outlined in section 2.9.

2.6.5	�H ow should public agencies report for facilities that are closed? 
If a public agency owns or leases buildings/facilities that are closed (where no operation is being 
conducted) and they are not heated or cooled, it does not report for them. If a public agency owns or 
leases buildings/facilities that are closed and they are heated or cooled, it does not report for them. 

2.7	R ented or leased BUILDINGS/facilities

2.7.1	 Are public agencies required to report for buildings/facilities they lease? 
Yes, if the organization receives the energy invoice and is responsible for paying it. If energy costs are 
included in the rent, the public agency is not required to report for the leased building/facility. 

2.8	Ty pes of energy

2.8.1	W hat types of energy are public agencies required to report on?
Public agencies are required to report the amount purchased and consumed in the operation of its 
facilities of the following energy types:

yy Electricity

yy Natural Gas

yy Fuel Oil 1 & 2	

yy Fuel Oil 4 & 6	

yy Propane	

yy Coal	

yy Wood	

yy District Heating (if purchased and consumed)

yy District Cooling (if purchased and consumed)

Details on how to fill in the proper information for each of these categories is provided in section 3 of 
this guide.
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2.8.2	� Are public agencies required to report on energy generated from 
renewable resources?

Public agencies do not have to report on energy generated from renewable resources in the Template. 
Each public agency does however have to include in its CDM plan a description of any renewable 
energy generation facility operated by the public agency and the amount of energy produced on an 
annual basis by the bulding/facility. This should also include a description of:

yy The ground source energy harnessed, if any, by ground source heat pump technology 

yy The solar energy harnessed, if any, by thermal air technology or thermal water technology 

yy The proposed plan, if any, to operate heat pump technology, thermal air technology or thermal 
water technology in the future

2.9	D ividing up energy for reporting BY OPERATION TYPE
The Regulation requires organizations to make a reasonable effort to allocate their energy use. The 
tools in this sectionmay assist in in these allocations.

2.9.1	�H ow could the energy be divided up if it is purchased and consumed for 
multiple buildings/facilities?

In cases where energy is purchased for, and consumed in, multiple buildings/facilities (e.g.: multiple 
buildings/facilities have one electricity or natural gas meter), public agencies are required to report for 
every building/facility and in cases where there are multiple operations in a building/facility, to further 
report by each operation type. The energy use shall be allocated using the following formula:

 







⋅=

a
aEE r

r

yy

yy

yy

yy
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If any building/facility is divided into two or more distinct operation types, refer to section 2.9.2 for 
details on allocating the energy purchased and consumed.

A Microsoft Office Excel based tool has been developed to help public agencies with this calculation. 
Use of this the tool is optional and is only intended as a resource to provide further assistance. The 
file is called “Calculator for allocating energy use by Operation Type (Hospital, municipal, post-
secondary and school board)” and can be downloaded from the Toolkit section of the reporting portal. 

2.9.2	�I f a building is divided into two or more distinct operation types, how 
could the energy usage be divided up?

In cases where a building/facility is divided into two or more distinct operation types, but the energy 
is purchased and consumed for the entire building/facility (e.g.: the building/facility only has one 
electricity or gas meter), basic and advanced methodologies for allocating the energy used are 
presented below. 

2.9.2.1	 Basic methodology
Every public agency is required to report for each operation type within a building/facility based on 
the proportion of the total floor area that it occupies within the total conditioned floor area of the 
building/facility. For each operation type, the following formula could be used to calculate the energy 
usage to report:

 

Er = E ⋅
ar

a
 

 
 

 

 
 
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yy

yy

yy
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2.9.2.2	A dvanced methodology
A public agency may choose to apply a weighting factor to account for the difference in relative 
energy load for each operation type using the following formula:

Er = E ⋅
ar ⋅ wr

ai ⋅ wi[ ]
i=1

n

∑

 

 

 
 
 
 

 

 

 
 
 
 

yy

yy

yy

yy

yy

yy

yy

 A public agency using the advanced methodology must know the energy usage ratio or weighting 
factor of each operation type being reported and must be careful that the calculations do not result in 
more or less energy being reported than was purchased and consumed.
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— Example —

Er = 50,000m3 ⋅
1,000m2

10,000m2

 

 
 

 

 
 = 5,000m3

Er = 50,000m3 ⋅
6,000m2 ⋅ 1.5

6,000m2 ⋅ 1.5 + 3,000m2 ⋅ 1.25 +1,000m2 ⋅ 1
 

 
 

 

 
 

= 32,727m3

A Microsoft Office Excel based tool has been developed to help public agencies with this calculation. 
Use of this the tool is optional and is only intended as a resource to provide further assistance. The 
file is called “Calculator for allocating energy use by Operation Type (Hospital,  municipal, post-
secondary and school board)” and can be downloaded from the Toolkit section of the reporting portal.
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2.9.3	�W hat is a method for reporting forbuildings/facilities that have multiple 
water system owners sharing the same operation facilities that are not 
sub-metered?

The public agency that owns or leases the facility and receives the energy invoice and is responsible 
for paying it would report the energy consumption and flow for that facility.

2.9.4	�H ow could public agencies handle data from bills that span the calendar 
year beginning or end (e.g.: December–January)?

Most energy bills do not start and end at the beginning or end of each calendar month. Therefore it is 
likely that public agencies will receive bills that span a period that starts in the year before the report-
ing year (e.g.: December 15, 2010) and ends in the reporting year (e.g.: January 14, 2011). For these bills 
you are required to pro-rate the energy usage for the time period that is within the reporting year, 
using the following formula:

 

 

Er = E ⋅ (
dr

d
)

yy

yy

yy

yy
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— Example —

Er = 50,000kWh⋅ (
5
30

) = 8,333kWh

A Microsoft Office Excel based tool is available to help public agencies with this calculation. Use of this 
the tool is optional and is only intended as a resource to provide further assistance. The file is called 

“Calculator for allocating energy use by Operation Type (Hospital,  municipal, post-secondary 
and school board)” and can be downloaded from the Toolkit section of the reporting portal.

2.9.5	�W hat method could public agencies use to report for energy types that 
are provided in batches (e.g.: fuel oil, propane, coal, or wood)?

Some energy types, such as fuel oil, propane, coal, and wood are purchased by public agencies in 
batches and then consumed over time. Public agencies need to report the energy purchased and 
consumed during the reporting period. Batches of these energy types will often be purchased in one 
reporting period and part of it used in the next reporting period. For example, a public agency may 
fill a propane or fuel oil tank in December of 2010 and use the contents over the months of December 
2010, and January, February and March of 2011. Therefore only the energy used in January, February 
and March of 2011 would be reported. Specific examples on how to report on the different energy 
types are provided below.

2.9.5.1	 Fuel Oil and Propane
The normal practice with fuel oil and propane is for the supplier to fill the tank each time the fuel oil 
or propane is delivered to a public agency. Thus, the amount delivered could be allocated to the time 
period from the previous time the tank was filled up until the time of the delivery. The amount of fuel 
oil or propane for the first delivery of a new reporting period should be pro-rated to the number of 
days for that reporting period and the remainder allocated to the previous delivery period. The same 
formula for allocating electricity or natural gas use between reporting periods could be used: 
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Er = E ⋅ (
dr

d
)

yy

yy

yy

yy

 

— Example —

Er = 567L⋅ (
22
46

) = 271L

A Microsoft Office Excel based tool is available to help public agencies with this calculation. Use of this 
the tool is optional and is only intended as a resource to provide further assistance. The file is called 

“Calculator for allocating energy by reporting year (Hospital, municipal and post-secondary)” 
and can be downloaded from the Toolkit section of the reporting portal. 
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2.9.5.2	 Coal and Wood
Coal and wood may also be purchased in batches by public agencies for heating, but is more 
likely to be purchased in amounts requested by the public agency to meet its needs. The amount 
purchased may not correlate directly to the amount consumed during a time period as the amount 
held in storage can vary. The amount of coal or wood on hand may not be precisely tracked by the 
public agency and this can make it challenging to allocate coal or wood purchased and consumed 
to a specific reporting year. The public agency could sum up all of the coal or wood purchased for a 
heating season and then allocate the amount to each reporting year based on the number of days 
the coal or wood was used for heating within that year. The same formula for allocating electricity or 
natural gas use between reporting periods could be used: 

 

Er = E ⋅ (
dr

d
)

yy

yy

yy

yy

— Example —

Er = 20t⋅ (
150
242

) =12t
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A Microsoft Office Excel based tool is available to help public agencies with this calculation. Use of this 
the tool is optional and is only intended as a resource to provide further assistance. The file is called 

“Calculator for allocating energy by reporting year (Hospital, municipal and post-secondary)” 
and can be downloaded from the Toolkit section of the reporting portal.  
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3.0	T emplate fields

This section of the guide walks through each of the fields of the Template providing details on 
how the Template must be completed and addressing frequently asked questions.

3.1	�C onfirm consecutive 12-month period 
(month-year to month-year)

The public agency is to enter the year for which it is reporting. This is entered by indicating the 
first month and the last month of the consecutive 12-month period of the year being reported. For 
example: January 2011 to December 2011. 

3.2	Ty pe of Public Agency (Sector) and Agency Sub-sector

 

Each sector and sub-sector within the Ontario BPS will have a custom Template to complete which will 
be provided by the Ministry of Energy. The Type of Public Agency as well as the Agency Sub-sector 
fields will already be completed in the Template provided.

3.3	O rganization Name

 

The public agency is to enter the name under which the corporation operates.



23

A Guide for Public Agencies on Completing the Energy Consumption and Greenhouse Gas Emissions Template

3.4	O peration Name

 

The public agency is to enter the name of each building/facility for which reporting is required. The 
same building must be reported for multiple times if there are multiple operation types for which 
reporting is required within the building/facility. See section 2.9.2 for more information.

3.4.1	�H ow could public agencies report for multiple buildings/facilities that are 
connected? 

Public agencies are required to report for each building separately, regardless of whether they are 
connected by walkways above or below ground.

In a campus setting, public organizations have the option of reporting their operations at the building 
or campus-level.

3.5	O peration Type	

 

Public agencies are required to report for each operation type on the required list, even if there are 
multiple operation types within the same building/facility. Each operation type is to be reported on 
a separate line. For details on how to divide energy up that is purchased and consumed for multiple 
operation types, see section 2.9.2.

Municipalities are required to report for the following operation types:

yy Administrative offices and related facilities, including municipal council chambers

−− For example: Municipal Office, City Hall, Town Hall

yy Public libraries

yy Cultural facilities

−− For example: Museum

yy Indoor recreational facilities 

−− Other listed Operation Types within a recreation facility must be reported on a separate line, 
such as indoor swimming pools or gyms and indoor courts for playing tennis, basketball or 
other sports
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yy Community centres

−− Buildings/facilities with multi-purpose rooms in which people gather for social or recreation 
activities. For example: Community Centre, Community Hall, Seniors Centre

yy Art galleries

yy Performing arts facilities

yy Auditoriums

−− Other listed operation types within an auditorium must be reported on a separate line, such as 
performing arts facilities, indoor sports arenas or indoor ice rinks

yy Indoor sports arenas

−− Can be for single or multiple sports. 

yy Indoor ice rinks

yy Indoor swimming pools

−− Indoor pools with support facilities including change rooms and meeting rooms.

yy Gyms and indoor courts for playing tennis, basketball or other sports

yy Ambulance stations and associated offices and facilities

−− Buildings/facilities used for emergency medical services. For example: Paramedic and 
Ambulance Depot

yy Fire stations and associated offices and facilities

yy Police stations and associated offices and facilities

−− Police Detachments, Police Headquarters, Jails

yy Storage facilities where equipment or vehicles are maintained, repaired or stored

−− For example: Works Maintenance Facility

yy Parking garages

−− Reporting is only required for parking garages that are heated or cooled (conditioned). 
For example: Bus Garage, Bus Depot

Municipal service boards are required to report for the following operation types:

yy Facilities related to the treatment of water

yy Facilities related to the treatment of sewage

yy Facilities related to the pumping of water

yy Facilities related to the pumping of sewage

Hospitals are required to report for the following operation types:

yy Facilities used for hospital purposes

yy Administrative offices and related facilities
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School boards are required to report for the following operation types:

yy School

yy Administrative offices and related facilities

yy Multi use

−− This category is only for buildings that have school and school board administrative offices 
and related facilities within the same building.

yy Parking garages

−− Reporting is only required for parking garages that are heated or cooled (conditioned).

Colleges and universities are required to report for the following operation types:

yy Administrative offices and related facilities

yy Administrative and related facilities includes academic and administrative offices

yy Classrooms and related facilities

yy Laboratories

yy Student residences 

−− Reporting is only required for student residences that have more than three storeys or a building 
area of more than 600 square metres.

yy Student recreational facilities and athletic facilities

yy Library

yy Parking garage

−− Reporting is only required for parking garages that are heated or cooled (conditioned).

−− Organizations can include non-designated operations in their 5-year energy CDM plans. 

3.5.1	� Are public agencies to report for facilities with an Operation Type that is 
not listed?

Each public agency is only required to report for operation types listed on the Template for its sector. 
Public agencies do not have to report the energy use for facilities or parts of facilities that have an 
operation type that is not listed on the Template for its sector. Operation types that are not listed in 
the regulation may be included in the organization’s CDM plan.

3.5.2	�I s reporting required for municipal boards such as Library Boards, Arena 
Boards and Community Centre Boards?

No. Municipal Service Boards are only required to report on water/sewage treatment or pumping 
buildings/facilities.  
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3.5.3	�H ow do public agencies report the energy usage for a building or facility 
that contains more than one operation type?

Public agencies are required to report separately on a new line within the Template for each operation 
type within a building or facility. Public agencies may use the same Operation Name and Address for 
each of the separate entries in this case. If each operation type is not metered or tracked separately for 
an energy type purchased and consumed, see section 2.9.2 for details on how to allocate the energy 
purchased and consumed by operation type. 

Reporting by operation type will provide more useful data for public agencies. Different operation 
types have different energy use intensities and having data on energy use by operation type will help 
public agencies focus on the best opportunities for energy conservation. Having energy use data by 
operation type will also enable public agencies to compare energy intensity between facilities that 
have the same energy usage characteristics. 

3.6	 Address	

 

Enter the site address (not the mailing address) in which the building or facility is located, including 
street number and street name. Post office box addresses should not be used.

3.6.1	�H ow should public agencies report for multiple buildings/facilities that 
have the same address?

Reporting is required for each building, even if multiple buildings/facilities have the same address.

3.7	C ity

 

Enter the city/town/municipality in which the building/facility is located. 
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3.8	P ostal Code

 

Enter the postal code for the site address of the building or facility. You will need to enter letters in 
caps with a space between the three digits, e.g., M1E 3S7.

3.8.1	�W hat could a public agency do if the facility site address does not have a 
postal code?

Public agencies can use Canada Post’s online postal code lookup 
http://www.canadapost.ca/cpotools/apps/fpc/personal/findByCity?execution=e1s1 
to find the postal code for a facility address. If there is no postal code for the site address, use the 
postal code for an immediately adjacent building/facility. 

3.9	�T otal Floor Area of the Indoor Space in which 
Operation is Conducted

Total floor area is the total number of square feet or square meters measured between the principal 
exterior surfaces of the enclosing fixed walls, including vent shafts and stairwells. Also note the following:

yy Existing atria should only include the base floor area that it occupies;

yy Interstitial (plenum) space between floors should not be included in total;

yy Total floor area is not the same as leasable space.

3.9.1	W here can public agencies find the total floor area for an operation?
If a public agency does not have a digital breakdown of total floor area for its operations, the best 
place to find this information is from building blueprints. Public agencies may also have to do their 
own measurements or hire a third party to do the measurements. Please note that, if there are multiple 
operation types within a building, measurements of the floor area for each Operation Type is required.
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3.9.2	�S hould parking areas (connected garages or underground) be included in 
the a building/facility’s total floor area calculations?

No. Parking areas should not be included in total floor area calculations. 

Parking garages should only be included in the reporting by a public agency if they are heated or 
cooled and in respect of which the public agency is issued the invoices and is responsible for making 
the payments for the building or facility’s energy consumption. If this is the case parking garages will 
need to be reported on a separate line in the Template with the “parking garage” operation type. 

3.10	 Average # Hours Per Week

 

Average # Hours Per Week is the number of hours per week that a building or facility (or a space within 
a building or facility being reported as a separate operation type) is occupied by at least 75% of the 
occupants, and is therefore considered occupied. 

yy A 24-hour facility operates 168 hours per week. 

yy Office space operation time averages 65 hours per week, rather than 40 hours per week.

3.10.1	�H ow should public agencies report for facilities that are operated 
seasonally?

For facilities with a schedule that varies during the year, public agencies could use the Average # Hours 
Per Week for the schedule most often followed. To describe seasonality, organizations can use the 
Comments column, see section 3.28.

3.10.2	�S hould holidays and other planned closures be included in average # 
hours per week calculations?

Yes.

3.10.3	�H ow could average hours per week be reported for facilities involved with 
the treatment or pumping of water or sewage? 

Municipal Service Boards are not required to report average # hours per week is not required to be 
reported for facilities involved with the treatment or pumping of water or sewage. Municipalities could 
report 168 hours, which is constant use.
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3.11	 Annual Flow (Mega Litres)

 

The Annual Flow is the volume of water pumped or treated by a facility in a year in Mega Litres (ML). 
The Annual Flow is reported in order to calculate energy intensity for flow volumes. This will enable 
each public agency to benchmark the performance of its building/facility and monitor efficiency 
improvements relative to flow volumes.

3.11.1	W hat if the same water travels through several pumping facilities? 
Where no flow meter is in place  flow volume can be calculated by multiplying the hours of operation 
by the manufacturer’s nameplate rating for the pump.

3.12	E lectricity

 

Report electricity purchased and consumed in kilowatt hours (kWh) for all operation types that 
reporting is required for. See section 2.9.2 for details on dividing energy among operation types 
for buildings with one meter. See section 2.9.4 for details on allocating electricity purchased to the 
correct reporting period.

3.12.1	�S hould metered usage/consumption or adjusted usage/consumption be 
reported? 

Public agencies are to report metered usage/consumption. The adjusted usage/consumption accounts 
for line loss and public agencies do not have to report electricity usage/consumption adjusted for line 
loss (e.g., energy lost through heat, or unbilled revenue). If a public agency uses a utility tracking tool, 
it should be confirmed that the electricity being tracked is the metered usage/consumption. 
See Appendix A for sample electricity bills that show where to find the metered usage/consumption. 

3.12.2	W hat if a public agency pays a flat rate to a retailer for electricity?
The retailer will still report the metered usage/consumption of electricity to the public agency and this 
will be used for reporting. 
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3.12.3	� Are public agencies required to report electricity generated on site from 
renewable energy source (e.g. solar or wind)?

No. Not in the Template, however public agencies have to include in their CDM plan a description of 
any renewable energy generation facility operated by the public agency and the amount of energy 
produced on an annual basis by the facility. This should also include a description of:

yy The ground source energy harnessed, if any, by ground source heat pump technology 

yy The solar energy harnessed, if any, by thermal air technology or thermal water technology 

yy The proposed plan, if any, to operate heat pump technology, thermal air technology or thermal 
water technology in the future

3.12.4	�H ow should public agencies report electricity purchased from renewable 
sources?

The Template does not and will not include “green” electricity purchased from green retailers. A 
public agency may include such purchasing practices in its multi-year conservation and demand 
management plan.

3.13	Na tural Gas

 

Report natural gas purchased and consumed in cubic meters (m3) for all operation types that reporting 
is required for. See section 2.9.2 for details on dividing energy among operation types for buildings/
facilities with one meter. See section 2.9.4 for details on allocating natural gas purchased to the correct 
reporting period.

3.13.1	�S hould metered usage/consumption or adjusted usage/consumption be 
reported? 

Public agencies should report adjusted usage/consumption. Natural gas bills are adjusted by a 
barometric/atmospheric pressure factor. Generally the adjustment factor is very small, but using it 
provides standardized volume data. If a public agency uses a utility tracking tool, it should confirm 
that the natural gas being tracked is the adjusted usage/consumption. See Appendix A for sample 
natural gas bills that show where to find the adjusted usage/consumption. 

3.13.2	�W hat if a public agency pays a flat rate to a retailer for natural gas?
The retailer will still report the metered usage/consumption of natural gas to the public agency and 
this will be used for reporting. 
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3.13.3	H ow should we report natural gas purchased from renewable sources?
The Template does not and will not include “green” natural gas purchased from green retailers. A BPS 
organization is however free to include such purchasing practices in CDM plans.

3.13.4	�D o I need to report natural gas used to run an emergency or back-up 
generator?

No. 

3.13.5	�H ow could public agencies report natural gas used to generate 
district heating?

Public agencies that purchase and consume natural gas to generate district heating will need to 
allocate the amount of natural gas used by this district heating system to all of the buildings/facilities 
served by the district heating system. The allocation will also need to be adjusted by the percentage 
operational efficiency of the district heating system. The allocation could be based on the following 
formula:

 

Gr = G⋅ EF ⋅
ar

a
 
 
 

 
 
 

yy

yy

yy

yy

yy
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3.13.6	�H ow could public agencies report natural gas used to generate district 
heating that is distributed to other users?

If a public agency distributes district energy to other users outside of the public agency, the natural 
gas used to generate this energy must be subtracted from total natural gas used to generate the 
district energy. The total natural gas used by the district energy facility will be modified using the 
following formula:

 









−⋅=

t
t E

EGG 1

yy

yy

yy

yy
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— Example —

 

G =1,200,000m3 ⋅ 1 −
10,000
30,000

 
 
 

 
 
 = 800,000m3

Gr = 800,000m3 ⋅ 0.8⋅
6,000m2

10,000m2

 

 
 

 

 
 = 384,000m3

A Microsoft Office Excel based tool is available to help public agencies with these calculations. 
Use of this the tool is optional and is only intended as a resource to provide further assistance. 
The file is called “Calculator for allocating energy use by Operation Type (hospital, municipal, 
post-secondary and school board)” and can be downloaded from the Toolkit section of the 
reporting portal.
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3.13.7	�H ow could public agencies report natural gas used in a combined heat 
and power (cogeneration) facility?

The same methodology outlined in section 3.13.5 above could be used to allocate natural gas used in 
combined heat and power (cogeneration) facility.

3.14	F uel Oil 1 & 2

 

Report fuel oil 1 & 2 purchased and consumed in litres (L) for all operation types that reporting is 
required for. See section 2.9.2 for details on reporting energy for buildings/facilities where fuel oil 
is not tracked individually for each operation type. See section 2.9.5 for details on allocating fuel oil 
purchased to the correct reporting period.

3.14.1	� Are public agencies required to report diesel used to run an emergency 
or back-up generator? 

No.

3.14.2	� Are public agencies required to report fuel oil used for the operation of 
vehicles? 

No. Only fuel oil that is used for building/facilities operations (heating, etc.) is to be reported. 
Organizations can report on their fleet operations in their five-year energy conservation and demand 
management plan.

3.15	F uel Oil 4 & 6

 

Report fuel oil 4 & 6 purchased and consumed in litres (L) for all operation types that reporting is 
required for. See section 2.9.2 for details on reporting energy for buildings/facilities where fuel oil 
is not tracked individually for each operation type. See section 2.9.5 for details on allocating fuel oil 
purchased to the correct reporting period.
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3.16	P ropane

 

Report propane purchased and consumed in litres (L) for all Operation Types that reporting is required 
for. See section 2.9.2 for details on reporting energy for buildings where propane is not tracked indi-
vidually for each Operation Type. See section 2.9.6 for details on allocating propane purchased to the 
correct reporting period.

3.16.1	�D o I need to report propane used to run an emergency or back-up 
generator?

No. 

3.17	C oal

 

Report coal purchased and consumed in metric tonnes (t) for all operation types that reporting is 
required for. See section 2.9.2 for details on reporting energy for buildings/facilities where coal is not 
tracked individually for each operation type. See section 2.9.5 for details on allocating coal purchased 
to the correct reporting period.

3.18	W ood

 

Report wood purchased and consumed in metric tonnes (t) for all operation types that reporting is 
required for. See section 2.9.2 for details on reporting energy for buildings/facilities where wood is 
not tracked individually for each operation type. See section 2.9.5 for details on allocating wood 
purchased to the correct reporting period.

3.18.1	D oes wood include wood pellets?
Yes.
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3.19	D istrict Heating

 

Report district heating purchased and consumed in metric tonnes of steam (t), GigaJoules of steam or 
hot water (GJ), or kilolitres of hot water (kL) for all operation types that reporting is required for. See 
section 2.9.2 for details on dividing energy among operation types for buildings/facilities with one 
meter. See section 2.9.4 for details on allocating district heating purchased to the correct reporting 
period.

If a public agency generates district heating, it is not reported under district heating. See section 3.13.5 
for details on how to report for natural gas powered district heating generated by a public agency. 

3.20	R enewable?

 

Indicate “Yes” if the district heating purchased is generated from a renewable energy source. A renew-
able energy source means an energy source that is renewed by natural processes and includes wind, 
water, biomass, biogas, biofuel, solar energy, geothermal energy, or tidal forces. 

3.21	I f Yes, enter Emission Factor	

 

The Emission Factor is the ratio of GHG emissions produced to generate a unit of energy. In the case of 
district heating energy from a renewable source, there is still a certain level of greenhouse gas emis-
sions released in the process of generating and delivering the energy to the end user. 
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3.21.1	�H ow do public agencies find the Emission Factor for District Heating 
energy purchased and consumed from a Renewable source?

The public agency could request the Emission Factor for the district heating energy purchased and con-
sumed from a renewable source from the company that it purchases the district heating energy from. 

3.21.2	�W hat should public agencies do if they cannot get their Emission Factor for 
District Heating energy purchased and consumed from a Renewable source?

Any public agency that cannot get its Emission Factor for district heating energy purchased and 
consumed from a renewable source should enter zero (0) under Emission Factor.

3.22	D istrict Cooling

 

Report district cooling purchased and consumed in GigaJoules of chilled water (GJ), or kilolitres of 
chilled water (kL) for all operation types that reporting is required for. See section 2.9.2 for details on 
dividing energy among operation types for buildings/facilities with one meter. See section 2.9.4 for 
details on allocating district cooling purchased to the correct reporting period.

If a public agency generates district cooling, it is not reported under district cooling. See section 3.13.5 
for details on how to report for natural gas powered district cooling generated by a public agency.

3.23	R enewable?	

 

Indicate “Yes” if the district cooling purchased is generated from a renewable energy source. A renew-
able energy source means an energy source that is renewed by natural processes and includes wind, 
water, biomass, biogas, biofuel, solar energy, geothermal energy, or tidal forces. 
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3.24	I f Yes, enter Emission Factor

 

The Emission Factor is the ratio of greenhouse gas emissions produced to generate a unit of energy. In 
the case of district cooling energy from a renewable source, there is still a certain level of greenhouse 
gas emissions released in the process of generating and delivering the energy to the end user. 

3.24.1	�H ow do public agencies find the Emission Factor for district cooling 
energy purchased and consumed from a renewable source?

The public agency could request the Emission Factor for the district cooling energy purchased and con-
sumed from a renewable source from the company that it purchases the district cooling energy from. 

3.24.2	�W hat should public agencies do if they cannot get their Emission Factor for 
district cooling energy purchased and consumed from a renewable source?

Any public agency that cannot get its Emission Factor for district cooling energy purchased and 
consumed from a renewable source should enter zero (0) under Emission Factor.

3.25	T otal: GHG Emissions (kg)

 

GHG Emissions reports the kilograms (kg) of equivalent carbon dioxide (CO2) units of GHG emissions 
attributed to the energy purchased and consumed for each operation type reported. The GHG 
emission factors are base on Environment Canada’s National Inventory. This field does not need to 
be filled in. It will be calculated automatically when the user saves the file.
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3.26	T otal: Energy Intensity (ekWh/sqft)	

 

Energy Intensity reports the equivalent kilowatt hours per square foot (ekWh/sqft) of each operation 
type reported. The Energy Intensity is calculated based on all of the energy purchased and consumed 
for each operation type reported relative to floor area. This allows comparison of the efficiency of 
the same or different operation types within facilities of a public agency or benchmarking against 
the same operation type province-wide. This field does not need to be filled in. It will be calculated 
automatically when the user saves the file. The energy intensity value for each fuel type is based on 
Statistics Canada’s Energy Handbook.

3.27	T otal: Energy Intensity (ekWh/Mega Litres)		

 

Energy Intensity reports the equivalent kilowatt hours per Megalitre (ekWh/ML) of each operation 
type reported. The Energy Intensity is calculated based on all of the energy purchased and consumed 
for each operation type reported relative to annual flow of water processed or pumped by a facility. 
This allows comparison of the efficiency of the same or different operation types within facilities of a 
public agency or benchmarking against the same operation type province-wide. This field does not 
need to be filled in. It will be calculated automatically when the user saves the file.

3.28	C omments Field (optional)

 

This optional field is available to add any additional information related to your building operation that 
you wish to include.  
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4.0	 Automated error checking

When the Template is saved, built in macros will pick up on any errors or omissions for the manda-
tory data fields.

In order to save the Template, every mandatory data field (indicated with red text) in that 
particular row must be fully completed. Incomplete rows will result in an error message when 
attempting to save the file.   
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5.0	Ma nual data checking

After a user has completed and saved the Template for a public agency, it is recommended that 
a few data checking procedures are undertaken including:

yy Counting number of buildings/facilities to make sure that the number reported in the Template 
matches the actual number of facilities.

yy Sorting the data by operation name to catch any repeats.

yy Sorting the data by Total Floor Area. Look for unusually small or large numbers.

yy Sorting the data by Average # of Hours per Week. Look for unusually small or large numbers.

yy Sorting the data by each energy type that has reported data and look for unusually small or 
large numbers.

We also suggest having the Template reviewed by someone other than the person who completed it 
and perform some of the data checking procedures.   



42

A Guide for Public Agencies on Completing the Energy Consumption and Greenhouse Gas Emissions Template

6.0	U ploading of template

In order avoid any errors, please double check that the correct Template is being uploaded and 
marked final. 

This section will provide detailed instructions for the following:

yy Log in 

yy Download Template

yy Entering data 

yy Uploading Template to the website

yy System status of your file

Please note that the images found in this guide were retrieved as a ‘Municipality’ using Internet Ex-
plorer (version 8). Images in this guide will not reflect the exact webpage for every organization in 
each sub sector, but will reflect similar content to web pages that you will encounter.

6.1	L og in

Access the website at 
https://extra.sse.gov.on.ca/SITES/ENERGY-ECE/SitePages/Home.aspx 
and enter you user name and password provided by the Ministry of Energy (ENE). 

Note that it is recommended to change your password to something you can remember easily 
(this is optional).

Once you have logged in, you will see the following screen: 

 CHANGING YOUR PASSWORD

If you would like to change your 
password from the initial password 
provided, under ‘Links’ please click 
on “Change Your Password” on 
the left-hand side sidebar on the 
webpage and fill in the blanks.

Click “Change Password” at the end to 
save the changes.
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6.2	H ow to change your organization’s profile
To change your organization’s profile, under ‘Energy Data’ click on ‘Organization Profile’ on the left-
handed side bar on the webpage.

Click on the edit button to bring up the profile. The first 3 fields and the “Username” field are locked. 
You may change any of the other fields. 

If you wish to assign a second contact person for your organization, please include their contact 
information in the comment box provided. Please include their full name, title, phone number and 
email address.
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6.3	D ownload Template

To populate the Template of your specific sector, first you need to download it and save it to your 
computer.

Under ‘BPS Reporting’ click on “2011” on the left-hand side sidebar on the webpage. 

 

After you click on “2011” the following screen will appear:

Under ‘Submission File’ please click on your sub sector’s submission page. In this example, this is 
“Municipality Submission”. The following screen will appear:

 

Now right click under “2011_Org_Municipality_1.6 and click on Save Target As as shown in the image below:
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You now may choose a destination for the file and save it there.

6.4	E ntering data
Once you have saved the Template, open the file. You will see the view below.

yy Click on Enable Content to allow the Template to work properly and also

yy To ensure all the functions and formulas of the Template are active, save the Template file (once 
it has been opened)
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As soon as you click on Enable Content, you will be able to see the Template and its fields:

 

yy Populate all the information as requested.

−− Please note Organization Name is the Name of the Municipality (or the name of a College or 
University, Hospital, etc); whereas Operation Name is the name of the specific building/facility 
you are reporting on (Art Centre, Water Plant, Research Centre, etc.) 

−− Please note that a drop down menu with all the operation type options will appear on the right 
hand side of the cell once you locate your cursor on the cell. See below:

 

−− Remember filling in all red fields since these are mandatory for your operation type. More 
specifically Annual Flow for those facilities related to water and sewage treatment and Total Floor 
Area for all the rest type of buildings/facilities.

−− Please note the last three columns (GHG emissions and Energy Intensity) will automatically be 
calculated once the Template has been saved.
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6.5	U ploading Template to the website
Once you complete populating the Template, you can now upload it to the site.

yy Click on the folder icon with your Organization name

yy  Click on Add document

 And the following screen will pop up:

yy Click on Browse and find the location of where you saved your file and click OK

You will not be able to delete a file; 
however, you can overwrite the 
existing file every time you upload 
a new version of the file.
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The following window will appear and you will have to name the Template with a standard naming 
convention. The name should be 2011_Org_Subsector Name_Organization Name. In this example 
the name of the Municipality is Puebla and the file name is: 2011_Org_Municipality_Puebla.

You may use a different name for the 
file by using the title field. It will only 
be for your own use.

Using a title is optional as you do not 
need one to proceed with uploading 
your file

The system will not review the status of your file unless you tick the field Mark As Final. This allows you 
to upload the file as many times as you need to. 

Once your file is ready to be reviewed by the system, please click on Mark As Final.

The following window will confirm your choice.
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6.6	Sy stem Status of your file
Please note that after you have uploaded the file and marked it as final, the system automatically says 

“No” under “Submit Succeeded”. The system looks for files that are marked as final once a day and if 
it does not detect errors, it will change the status under “Submit Succeeded” from “No” to “Yes”. This 
means you have successfully completed your submission.

If there are errors detected, the status under “Submit Succeeded” will remain “No” and you will receive 
and email with the related notification.  
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7.0	T roubleshooting

7.1.1	I f a number entered under an energy type how can it be deleted? 
When a user tries to delete a number entered under an energy type, the user will get the 
following error:

 

The user can delete data by right-clicking on the cell and selecting Clear Contents or click on the cell, 
and select Edit > Clear > Contents.

7.1.2	�W hy don’t the totals for GHG Emissions and Energy Intensity calculate 
automatically?

The GHG Emissions and Energy Intensity values will calculate automatically when the user saves the 
file. The user of the Template must enable macros in Microsoft Excel in order for the GHG Emissions 
and Energy Intensity calculations to occur automatically when the file saves.

7.1.3	W hy won’t my file save?
A user must enter data into each of the mandatory fields (indicated with red text) in a row as well as 
for at least one energy type in order to be able to save the file. Incomplete rows will result in an error 
message when attempting to save. 

If the user is working with a large number of facilities and would like to be able to save the file with 
incomplete information for each facility, the following workaround is suggested:

yy With the Template open in Excel, Edit > Select All 

yy Edit > Copy

yy File > New Blank Document

yy Edit > Paste

This will create a working copy of the Template that the user can save with incomplete data. Once the 
working copy has complete data for all facilities, the user can then copy the facility data back into the 
actual Template. 

In order avoid any errors, please double check that the correct Template is being uploaded and 
marked final.   
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8.0	g lossary AND Abbreviations

A glossary of terms is presented below along with definitions for some commonly used 
abbreviations. 

GLOSSARY
Annual Flow The Annual Flow is the volume of water pumped or treated by a facility in a year in 

Mega Litres (ML). The Annual Flow is reported in order to calculate energy intensity 
for flow volumes.

Annual # of Hours Per Week Average # Hours Per Week is the number of hours per week that a building 
or facility (or a space within a building or facility being reported as a separate 
operation type) is occupied by at least 75% of the occupants, and is therefore 
considered occupied.

District Cooling District Cooling is a system for cooling multiple buildings/facilities or operations 
from a central location.

District Heating District Heating is a system for distributing heat generated in a centralized location 
to multiple buildings/facilities or operations.

Emission Factor The Emission Factor is the ratio of greenhouse gas (GHG) emissions produced to 
generate a unit of energy. 

Energy Conservation and 
Demand Management Plan

Energy Conservation and Demand Management Plan refers to the 5 year 
energy conservation plans that public agencies are required to develop and post 
by July 1, 2014. 

Energy Intensity (ekWh/sqft) Energy Intensity (ekWh/sqft) reports the equivalent kilowatt hours per square foot 
of each operation type reported. The Energy Intensity is calculated based on all of the 
energy purchased and consumed for each operation type reported relative to floor area.

Energy Intensity (ekWh/ML) Energy Intensity (ekWh/ML) reports the equivalent kilowatt hours per Megalitre 
of each operation type reported. The Energy Intensity is calculated based on all of 
the energy purchased and consumed for each operation type reported relative to 
annual flow of water processed or pumped by a facility.

Operation Type Operation type is the type of operation that takes place in the buildings. Public 
Agencies are required to report their energy use by operation type. The operation 
types are defined by Regulation 397/11 and are distinct for each type of public 
agency (colleges, hospitals, universities and municipalities). A full list of the 
operation types are provided in Section 3.4 of this guide.
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Public Agency Public Agency in this guide refers to Ontario colleges, hospitals, universities and 
municipalities.

Renewable Energy A renewable energy source means an energy source that is renewed by natural 
processes and includes wind, water, biomass, biogas, biofuel, solar energy, geother-
mal energy, or tidal forces.

ABBREVIATIONS

BPS	B roader Public Sector

CDM Plan	C onservation and Demand Management Plan (see glossary for a definition)

CO2	C arbon Dioxide

ekWh	 Equivalent kilowatt hours

GHG	 Greenhouse Gases

GJ	 GigaJoule

kg	 kilogram

kL	 kilolitre

kW	 kilowatt

kWh	 kilowatt hour

L	 Litres

ML	M ega Litre

MW	M egawatt

PDF	 Portable Document Format 

PV	 Photovoltaics (method of converting sunlight into electricity)

t	M etric tonne

TWh	T erawatt hour  
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9.0	� Appendix A >	  
Sample electricity and natural gas bills

Sample electricity and natural gas bills are included as a reference for locating the 
information required for filling out the Template.

For electricity bills, public agencies need to locate the kWh consumption or metered usage and the 
billing or service period.

For natural gas bills, public agencies need to locate the adjusted gas used and the billing period.
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10.0	� Appendix B > 
Sample filled out template

A sample filled out template is provided below for demonstration purposes only. The template is 
broken into seven numbered sections for readability. These sections appear side-by-side in the template. 
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