Energy Saving Chekclist
The more ‘Yes’ answers the better.

	Date
	Time
	Day

	
	
	


	Energy Saving Action
	
	Yes
	No

	Lighting
	
	
	

	1. CFL bulbs used in all light sockets?
	
	
	

	2. Lights off in offices\rooms that are not in use?
	
	
	

	3. External lights off during the day?
	
	
	

	4. Is the best use made of natural light? Windows and sky lights clean?
	
	
	

	5. Arrangements in place for turning lights off at end of each work day?
	
	
	

	6. Are light fittings clean?
	
	
	

	Computers
	
	
	

	1. Computer monitors turned off when not in use?
	
	
	

	2. Are computers turned off when not in use?
	
	
	

	3. Are PCs configured to ‘hibernate’ or ‘go to sleep’?
	
	
	

	4. Printer turned off when not in use?
	
	
	

	5. Can the number of printers be reduced?
	
	
	

	Cooling
	
	
	

	1. Can natural air flows be created to aid cooling?
	
	
	

	2. Air conditioning turned off in unused areas?
	
	
	

	3. Air conditioning filters clean?
	
	
	

	4. Air conditioning duct work free of leaks?
	
	
	

	5. Fans used instead of air conditioning where possible?
	
	
	

	6. Is the air conditioning plant maintained on a regular basis?
	
	
	

	7. Are cold pipes adequately lagged?
	
	
	

	Heating
	
	
	

	1. Heating at a reasonable level? 19 degrees centigrade is ‘reasonable’.
	
	
	

	2. Is heating turned off in unused areas?
	
	
	

	3. Radiators not blocked by furniture?
	
	
	

	4. Are the windows draft proofed?
	
	
	

	5. Water not too hot?
	
	
	

	6. Are tea urns switched off when not in use?
	
	
	

	7. Is the heating time controlled? Are the timers set to the correct times?
	
	
	

	8. Can any radiators be turned off?
	
	
	

	9. Is the heating system maintained on a regular basis?
	
	
	

	10. Are timers set correctly?
	
	
	

	11. Are hot pipes adequately lagged?
	
	
	

	Electrical Appliances
	
	
	

	1. Are all electrical appliances turned off when not in use for short periods of time?
	
	
	

	2. Are electrical appliances unplugged when not in use for long periods of time?
	
	
	

	Fridges
	
	
	

	1. Enough ventilation space at rear of fridge? Should be about an inch (2cm)
	
	
	

	2. Cooling fins clean?
	
	
	

	3. Thermostat set to 0 degrees – not below?
	
	
	

	4. Are the door seals in good condition?
	
	
	

	Photocopiers
	
	
	

	1. Turned off when not in use?
	
	
	

	2. Situated in natural air-flow?
	
	
	


